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What 6s this guide all|l abo

BEYOUITBuild Efficiently Your Own Understandi
friendly companion that helps you explore who you are, find your voice, andtheakeost
of your time (without boring you to sleep). We made it especially for young people like

youd and for youth workers who want to support their growth in a fun and meaningful way.

What 6s inside?
Three supeuseful chapters (short and sweet, we promise!) that are easy to read and full of

reatlife ideas:

Chapter J(created by WELLBEING LABI) Self-confidence & Facéo-face
Communication
Thi s one6sd howtb bebelbeanuyourselfospeak up without hiding behind filters,
and build real connections. Oh, andaven 0 t otterdhowgyou feebecause your well

being matters as much as your voice.

Chapter Acreated by SER) Time Management

|l tds not about boridoy Isicshtesd.ulletsd sa nadb ceuntd | neasksi

matter® school, friends, passions, and yes, rest too (sleep is sacred!).

Chapter Jcreated by EUROPE4YOUTH)Collaboration & Teamwdk

Because no one thrivesalophe r e, youodl |l di scover how to wor
build ideas together, and become the kind of teammate everyone wants on their crew.

And the best part?

Each chapter can be downloaded and usdebendentl§y perfect for youth workers,

teacher s, or curious teens. Youobl I find ever

https://projectbeyou.eu/about/
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METHODS TO INCREASE SELECONFIDENCE
AND FACE-TO-FACE COMMUNICATION SKILLS
FOR GENERATION Z
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INTRODU CTION

Welcome to thdirst chapter of thd8E YOU Guide, a comprehensive resource designed to
empower individuals on their journey towards skffcovery, sekconfidence, and
purposeful living. In anincreasingly faspaced and interconnected world, understanding
who we are and what drives us has never been more essential. This guide offers a structured
approach to exploring your inner self, aligning with your core values, and cultivating

practices thieenhance your overall welleing.

Whether you are at the beginning of your-sadploration journey or looking to deepen your
understanding of yourself, this guide provides practical tools, exercises, and insights to

support and inspire you every step of the way.

Purpose of tis chapter
Thefirst chapter of thdE YOU Guide aims to:

0 Facilitate SeHDiscovery: Provide frameworks and exercises that help you explore

and understand your true self, including your passions, strengthaspinations.

O«

Build SelfConfidence: Equip you with strategies and practices to enhance your

belief in your abilities and worth.

0 Cultivate Purpose: Assist you in identifying and connecting with your life's purpose,
leading to more meaningful ahdfilling experiences.

0 Enhance Welbeing: Introduce mindfulness and relaxation techniques to promote

mental, emotional, and physical health.

O«

Foster Connection: Encourage deeper connections with others through shared

experiences and reflective practices.

Key Definitions
Understanding the core concepts discussed in this guide is essential for maximising its

benefits. Below are definitions of key terms that will be explored throughout the guide.

1. Selt-Discovery
Self-Discovery is the process of gaining insight into your own character, values, beliefs, and
desires. It involves exploring your inner world to understand what truly motivates and fulfils

you. Through selfliscovery, individuals can make more informedl a@uthentic choices
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that align with their true selves.

Importance: Engaging in seffliscovery allows you to live more authentically, make

decisions that resonate with your true desires, and fosters personal growth and satisfaction.

2. SelfConfidence
Self-Confidence refers to the belief in one's abilities, qualities, and judgement. It is the trust
you have in yourself to handle various situations and challenges effectivelgoStifence

influences how you perceive yourself and how you are percbivethers.

Importance:High selfconfidence empowers you to take on new challenges, pursue your
goals, and recover from setbacks. It contributes to better performance, healthier
relationships, and overall webeing.

3. Purpose

Purpose is the sense of meaning dindction that guides your actions and decisions. It is
the overarching intention that drives you towards fulfilling and impactful goals. Discovering
your purpose involves identifying what is most important to you and how you can contribute

uniquely to theworld.

Importance:Living with a clear purpose enhances motivation, resilience, and satisfaction.
It helps prioritise actions and align daily activities with ldegn goals, leading to a more

meaningful and enriched life.

4. Core Values
Core Values are fundamental beliefs and principles that guide your behaviour and decision
making. They represent what is most important to you and serve as a personal compass in

various aspects of life.

Importance: Recognizing and aligning with your core values ensures consistency and
integrity in your actions. It aids in making choices that are true to yourself and fosters a

sense of fulfilment and authenticity.

5. Mindfulness
Mindfulness is the practice of being fully present and engaged cuthent moment, aware
of your thoughts, feelings, and surroundings without judgement. It involves intentional focus

and acceptance of the present experience.
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Importance: Practising mindfulness reduces stress, enhances emotional regulation,
improves focus, and promotes mental clarity. It contributes to better depisiking and a

deeper appreciation of everyday experiences.

6. Well-being
Well-being encompasses the holistic experience of health and happiness, including physical,
mental, emotional, argbcial aspects. It involves maintaining a balanced and satisfying state

of being through healthy practices and fulfilling relationships.

Importance: Prioritising weltbeing leads to increased resilience, productivity, and life
satisfaction. It supports overall health and enables individuals to thrive in various life

domains.

Guide Structure
The BE YOU Guide is structured into several interactive sections and exercises, each

designed to delve deeper into the facets ofdisfovery and persondevelopment.

1. Workshop on SeiConfidence
0 Objective: To explore and strengthen your -selfifidence through reflective and
interactive exercises.
0 Key Activities:
3 Backto-Back Sharing ExerciseA powerful practice to uncover personal

passions andspirations by sharing and listening in a supportive setting.

3 Commitment StatementBefining actionable steps to integrate newfound

insights into daily life.

2. Values Exploration
0 Objective: To identify and align with your core values, ensuring waetions and
decisions reflect what is truly important to you.
0 Key Activities:
3 Values Identification Exercis®eflecting and prioritising personal values.
3 Alignment Assessmerttvaluating how well your current lifestyle reflects

these values andentifying areas for adjustment.

3. Mindfulness and Relaxation Practices

0 Objective: To introduce techniques that promote mental clarity, stress reduction, and

1C
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emotional balance.
0 Key Activities:
3 Body Scan MeditatiorA guided practice to enhance boddwareness and
relaxation.
3 Breathing ExercisesSimple techniques to centre the mind and alleviate 71

tension during daily routines.

4. Purpose Discovery
0 Objective: To help you articulate and
direction andmotivation.
0 Key Activities:

3 lkigai Exploration: Utilising the Japanese concept of lkigai to find the
intersection between what you love, what you are good at, what the world
needs, and what can be rewarding.

3 Future Visioning:Envisioning andglanning steps towards living a purpese
driven life.

5. Reflection and Integration

O«

Objective: To consolidate learning and plan for ongoing personal development.

O«

Key Activities:
3 Reflective Journaling: Documenting experiences and insights
gainedthroughout the guide.
3 Action Planning:Creating a personalised roadmap for continued growth and
self-discovery.
How to Use This Guide
0 Engage Actively: Approach each section with openness and willingness to explore

and reflect deeply.

O«

Take Your Time:Progress through the exercises at your own pace, allowing
sufficient time for reflection and integration.
0 Be Honest: Practise honesty with yourself during reflections and discussions to

maximise personal growth.

0 Stay OperMinded: Embrace new concepts and techniques, even if they are
unfamiliar or challenging.
0 Seek Support: If possible, work through some exercises with a partner or group to

11
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enrich the experience through shared insights.
0 Revisit Regularly: Return to exercises and reflections periodically to assess growth

and realign with your evolving self.

Conclusion

The journey of selfliscovery and personal growth is ongoing and deeply rewarding. The
BE YOU Guide serves as a companion and resource on this journey, offering structured and
evidencebased practices to help you uncover and embrace your true self. By engaging with
this guide, you are taking meaningful steps towards greateawaleness, confidence,

purpose, and webeing.

Embark on this journey with curiosity and compassion for yourself, knowing that every step

you take brings you closer to living authentically and fully.

Welcome to the journey of being you.

GUIDING VALUES

WELL-BEING VACEIEI.

MIND

HEART

Source:the image was created by Wb#ing LAB. The four areas of the wheel are based
on Changemaker Xchange met hodol ogy for itds

of the cefounders of Welbeing LAB is a part of.

12
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When we consider webeing, we approach it from a holistic perspective, where the
interconnectedness of the four areablind, Body, Heart, and Purposebecomes the

centrepiece. This means that each aspect of ourbely is deeply linked to others,dan

truewellbei ng or what ot hers would call 66whol
nurtured together. The goal here isndét to
that no aspectofourwdlei ng i s negl ect edarenesséndcaefbout m

each area, so that we can live healthier, happier, and more meaningful lives.

When we talk aboutweh ei ng, t he word O06bakanhcedd of ke
can we balance our personal and profession
possi bl e?d6d6 ari se. However, we Detlbalameee t ha

across all areas of life, but to embrace the constant movement and change in our experiences

and finding an equilibrium in the areas that matter for us, that makes us thrive.

You can ask yourself this:whenever you strive for perfection, does it make you fulfilled
or does it add more stress? What sacrifices are you making to reach that level of perfection?
And do you feel more at ease when you push for perfection in eveyytiiiwhen you allow

things to flow naturally?

As our personal and professional lives become increasingly interconnected and the line
between them grows ever thinner, striving for a perfect balance between the two can feel
unrealistic and extremely stressful. Instead of chasing that imaginary balencan shift

our focus to ensuring that all four areas contributing to ourvetig- Mind, Body, Heatrt,

and Purpose are nourished, with none of them being neglected. This helps us maintain a
more holistic sense of wellleing and potentially can elinate a lot of stress and pressure

from our lives.

This doesndét mean that we wil/l al ways be a
week. There will be times, like during exam periods, when focusing more on onesacba

as studying for examswill be necessary, which might leave less time féreotareas like

working out and taking care of our body or relationships, like going out and meeting a good
friend for a cup of coffee. And thatods ok
temporary. The exam period soon will be over and once yothgeigh that busy period,

you can shift your focus back and give extra time, attention, and care to the areas you might
have neglected. It 6s all about adjusting t o«
and ensuring that, over time, each area@f-lyeing gets the nourishment it needs.
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Imagine that your welbeing is a scale with four areas, each represented by a different
weight or dial.

Are all four areas being nourished, or is one area receiving more attention than the
others?

Now, let's explore each area of wb#ling and see what that means to us and our lives.
1. Mind: This area represents mental health and cognitivelveglly. On this scale,
you might adjust this dial by engaging in activities that unlock your creative
potenti al, stimulate your intellect and
just aboutbeing free from mental illness or burnout, but about actively nourishing your

mind, so that you can thrive and flourish at ease.

2. Body: This di al reflects physical heal t h.
with our bodies by adopting healthy eating habits, staying physically active and
getting enough rest. ltds not just abou

nourishing your body to keep it strong, healthy and vital in the long run.

3. Heart: This area covers emotional health aelkhtionships. You might balance this
dial by nurturing and building compassionate and supportive relationships with
ot hers, yourself and the world around VY«
and emotions, but learning how to embrace, processnéegrate the full spectrum

of human emotions.

4. Purpose This dial symbolises our quest for meaning, our innate human desire to
connect with our authentic selves and something greater than us. It represents that
part of us seeking a deeper sense of fulfilment and belonging, and finding a reason
to wake up eacmorning with joy. In Japan, this is known @ | k jage@ncept 6
that encourages discovering what truly matters to you in life and pursuing it with

passion and joy.

As mentioned earlier, the goal with this sc
ti me. Il nstead, itds about making sure none
various phases of life, you may need to shift your focus and adjudtallseto align with
your current needs and priorities. Balancing these dials helps maintain overdiking||

ensuring that each area gets the attention

In this chapter, we will delve deeper into each area ofletlg and explore how they can

14
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enhance our setfonfidence, and help us live healthier, more fulfilled, and happier lives. We
will also share our favourite suggestions and tools that we use personally to nurture our

Mind, Body, Heart and Purpose.
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PART I. SELF-CONFIDENCE: ME: self-awareness, self
compassion MY COCOON

. PURPOSE (SPIRIT)

l.1. Self-compassion
The relationship we have with ourselves is a crucial and essential element of wellbeing. It
shapes the way we interact with the world and others. Research shows that high levels of
selfcompassion are connected to increased feelings of happiness, optomigsity and
connectedness, as well as decreased anxiety, depression, rumination and fear of failure. But

what is compassion and how can we develop it in our lives, but also give it to ourselves?

The word compassion comes fromlatint he term refers to how we
(passion). It helps us connect with the others in ajndgemental way, to be with them

through their suffering, but not trying to save them or solve their problems, but trust their
abilities and resouss for doing soAlso it helps us realise that suffering, failure, and
imperfection is part of the shared human experience, and that are valuable lessons to

learn from these challenging experiences.

Compassion is a virtue, a quality that brings us together in atbdagtirt connection. There
arethree main elements of compassion: mindfulness, common humanity, and kindness
(Neff, K. 2023) There is a universality in our human experience, both when it comes to
beautiful or difficult moments, and becoming aware of this principle of our shared humanity
helps us to develop compassion, to not feel isolated or different, to not feel we arg/the onl
ones going through a certain situation, but it is shared, it is lived in different ways or at
different times by all humans. This can help us tap into the feeling of belonging and

interconnectedness.

Compassion is a valuable resource, turning it towards ourselves can improve the quality of
our life, but also can facilitate the access to our internal resources. As Neff (2023) states

A s «dmpassion refers to being supportive toward oneself when exgiegesuffering or
pambe it caused by personal mi st akeslt and i
has 6 components: selkindness versus selfjudgement, common humanity versus
isolation, and mindfulness versus oveidentification (Neff, K. 2023)

- Selfkindnessmeans putting an end to the setliticism and meeting ourselves with

1€
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genuine care, forexampls t oppi ng for one moment to a
am going through) is really hard, how can | best take care of myself in these
moment s? What do | need?0. It is a way o

- Thecommon humanity principle helps us connect with others, rather than feeling
i sol at ed. When we do something Awrongo,
ashamed, thus separating ourselves more from the others and the emotional support
that we could get.

- Mindfulness is the approach that helps us get closer to our own pain, to become
aware of it, from an objective perspective. Mindfulness is a type of balanced
awareness that neither avoids nor exaggerates the discomfort of our-presesrit
experience (Shapiro et &006). We need this awareness to be able to deal with our
struggles and go beyond them. Avoiding

problem, it only postpones it.

It is said, we are our worst enemy, we can be or tend to be much more judgemental and harsh
with ourselves than with others. We tend to set unrealistic expectations and are prone to have

a more negative evaluation of ourselves. These tendencies areiropted experiences,

but also in the erroneous sekrception developed when we were kidshildren in the

beginning of their lives tend to believe that what happens in the world, how their parents

feel and so on is because of them and their parentsoreais a direct reflection of the their
worth and value. To believe, as a child, ¢t
survival mechanism that gives space for hope to be present, when, in fact, one has barely
any control over the sittian. If whatever happens at home or at school, for example, it is
because of me, then | can do something to prevent it, to make things better, to make my
parents happy, to make a situation stop, to get the attention | need, etc.. For example, the
narrae Ai f someone i s mean to me, must be be
belief present in our psyche, that influences ourpei€eption and further development.

Healing our relationship with ourselves, becomes an essential step towards wellbeing,

towards developing seHconfidence and tapping into our authenticity and true

potential.

Simple practices can help us reflect on our relationship with ourselves, and see the aspects

of it that we would like to change in order to bring more-sethpassion to it. NVC (nen

violent communication, see second part of the document) is a powerfulided in

developing selcompassion. It helps us restructure the evaluation of ourselves and reframe

17
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the language we use. We want to have a positive contribution to the world, thus mistakes
can make us be very critical of ourselves, promoting-tesifed, rather than self
understanding. It is critical to know how to evaluate events and conditions inthaayelp

us learn and make ongoing choices that serve ush&e#d does not promote learning, on

the contrary it promotes aggression, anxiety and depression.

We can use NVC principles to heal our inner dialogue. For example, we can transform our
negative statements into compassionate observations and requests. Instead of using harsh
criticism, we can reframe our thoughts in a way that acknowledges the e#dnes/& made

and encourage growth instead of guilt and shame.

Practice: Selfcompassion break (Neff, K. 2023)

Bring to minda situation that is challenging, allow yourself to feel the stress or suffering
brought by that event. Remember the 3 principles of compassion: mindfulness, common
humanity and kindness.

- Mindfulness- acknowledge the difficulty you are in and say to yours@lfT hi s i s
really chall engingo, Athis hurtso, or ft
- Common humanityr e member that ASuffering is a p

this waybo

- Kindnesssask yourself HAWhat do | need to he:
mysel f?0 or say to yourself AMay | | ear |
mysel fo, AMay | be patient with myselfo

Use this practice any time you need, throughout the day, or while reflecting or journaling,
make it a usual practice, to learn to develop a different narrative and inner dialogue.

Practice 2: Treat yourself as your best friend
- Start by thinking of your closest friend who goes through a difficult situation and
feels really bad about themselves. How would you respond to your friend in this

situation

(especially when youdre at your best)?
voice in which you typically talk to your friend.

- Think about times when you struggle and feel bad about yourself. How do you speak
to yourself? What type @houghts and words do you use? What is the tone of voice?
Write down your reflections.

18
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- Read both texts, do you notice any difference? If yes, ask yourself why? What factors
or fears come into play that lead you to treat yourself and others so differently? What
makes you deserve a different treatment than your friend?

- Write a new text, imagining that you are your best friend, and you respond to yourself
in the same way as to your friend. What changed? How would this approach change
in the way you feel? What would happen if you treated yourself as if you were your
best fiend?

The journey to seltliscovery and authenticity can bring us face to face with many aspects
of ourselves, and maybe we wonot I i ke al/l
love and compassion, to become aware of who we are, what we need, what is our purpose
and what we want to give to the world we live in. It is crucial as well to learn to motivate
ourselves, to be emotionally available, to have patience and be kind, &s fiifié of
uncertainty and unexpected turns, which can be perceived as challenging, but still have a

potential to support personal growth.

I.2. Purposelkigai

According to the Japanese, everyone has their own lkigai. Some have already discovered it,
while others are still searching for it. Our Ikigai lies dormant within us, waiting to be
awakened. People living on Okinawa Island, Japan, where the highest nofmber
centenarians are found, believe that our lkigai is the reason we get up in the morning. This
concept is also associated with longevity and overall happiness andewgl It

encourages people to live a life aligned with our true passions and values.

Ikigai combines the ideas of "iki" (life) and "gai" (worth or value), translating to "a reason

for being." It's the idea of having a purpose that makes life worthwhile and brings joy.

ltds said that when we c¢onnea orwhaisonte migea mbody
call our "calling in life'd it helps us live more meaningful lives, allowing ugsomnect with
ourselves and others on a deeper level. Researchers Héctor Garcia and Francesc Miralles

have also found that it increases the likelihood of living a longer, healthier life.

However, we understand that searching for your purpose can feel quite stressful, especially
if you're unsure about what you want to do with your life or are at a crossroads and feeling
lost. And if we put a lot of pressure on ourselves to find that oregtrtpose, it can become

even overwhelming.
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Over the past decade, we have worked with thousands of youth globally, supporting them
and following their journey in the quest for meaning. We have witnessed their beautiful
inspiration, energy, and motivation as they seek to discover their passionsatedliges
aligned with their heartos desires. We ha
experiences in life can lead us to different passions and how our purpose can change.
Therefore, to lift the pressure of our shoulders, bring more flow aedrgasour lives, when

we talk about purpose, we look at it from the perspective that some people might have one
purpose in their lives, while for others their purpose can change over the years.

What matters most, regardless of what stage of life you find yourself in, is to pursue what
brings you joy and fulfilment. What we believe is equally important is to remind ourselves
that we are all interconnected with each other and the natural worlésAadg as we bring
empathy and compassion to our actions, support one another, and nurture-trengedif

all living beings, we have the potential and power to create a more harmonious life for

ourselves, those around us, and the environment. Soe Wheve begin?

Ikigai lies at the intersection of four key elements:
1. What You Love (Passion) Activities that bring you joy and fulfilment. What makes
you excited? Which activities make you lose track of time? Is there a specific topic

you find yourself drawn to and wanting to explore it deeper?

2. What You Are Good At (Profession) Skills and talents you excel in. What are you
naturally good at? What seems easy for you? What type of activities do you feel

gives you energy and satisfaction?

3. What the World Needs (Mission) How you can contribute to others or society.
Thinking about what's happening in your community, city, or country, what do you

think needs to change or improve? What have you overcome and learnt in your life?

How can you use your experience and learnings to help others who perhaps are

struggling with the same issues?

4. What You Can Be Paid For (Vocation) Activities or skills that provide financial
stability. Think about people you know, who you respect and admire related to the
cause you are interested in. How do they earn their living? What kind of work do
you love doing from which you could make a figifrom? What skills or talents do

you have that are needed for others?
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EFFICIENTLY YOUR OWN UNDERSTANDI!

Finding your ikigai means discovering where these elements overlap in your life. When they
align, they lead to a fulfilling and meaningful life, where you wake up with a sense of

purpose and joy each day.

Now take some time to write down your reflections. Below you can find the Ikigai diagram.

You can print it if you wish so, draw your own diagram in your journal or on your laptop.

What |

LOVE
PASSION VOATION
| x
" { 1’ What | am What the world
| GOOD AT * NEEDS
e ¥ L)
} ] =
PROFESSION Mission
| N What | can get
AN %
FERA ™ PAID FOR

Source:Learning planet institute

Once you have finished filling in your Ikigai diagram, to explore your purpose further, we
invite you to do a very simple, yet profoutl
and to do it, you will need to invite a friend or a colleague with whomfgel comfortable

doing this exercise as it candt be done on
aware and understand even better what drives you in life, and what you love doing. To
prepare yourself, try to find a space where you and youefnd wondét be inter
next 3060 min and will both feel comfortable. You will need a sheet of paper, pen and a

timer to track the time.

To start with, sit with your friend back to bagkou can choose to sit on the ground or on
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the chairs. The most important thing is that you sit back to back, feeling the closeness of
your friend, but not facing each other. Why is that important? When we face each other, our
facial expressions might unconsciously influence us and at times eaxanud from truly

sharing what's on our hearts vs when we sit back to back, we feel the presence of our friend,
knowing that he or she is |listening to us,
Instead, sitting back to back helps us reach theespia ourselves and our hearts, which we

are not able to reach or simply dondt have

When you have prepared yourself and the space in which you are, you can choose who will
be the listener and who will be the speaker. There will be two rounds, so both of you will
take the roles of both at some pomthe speaker and the listener. Youtjhave to decide

who wants to start the first round as a speaker. The listener's role is simply to listen with
absolute presence and write down everything that she or he hear the speaking telling, while
the speaker needs to speak for 7 min answering on@esguestion:

Imagine that tomorrow you wake up in the morning and you are told that from this moment
onwards you have to choose one thing, which you would do for the rest of your life and why.

What would you do for the rest of your life and why?

And thatés it. Thatodés the only question you
to not overthink it or question why this specific question and not the other. By the end of the
exercise you will find your own meaning and reasoning for it. Yahtreven be surprised

by your discoveries. Enjoy the process and take it as it comes. One step at a time.

You might also wonder why 7 minutes? We have tested this exercise with different timings

and discovered that 7 minutes is that perfect sweet sfattoo short and not too long. At

some point in those 7 minutes, there might be the time of silenceHtimigf eel t hat vy
have anything else to say. Allow the silence to be and keep on going. What we discovered

is that the silent moment is the moment of transition when we unconsciously stuitoh

speaking from the mind to speaking from the heart.€S@al gems from the deepest corners

of ourselves might come out from those silent moments. What the listener can do at the silent
moment is to ask the same question again: what would you do for the rest of your life and

why?

After 7 minutes are over, you switch the rolegbe speaker becomes the listener and the

listener becomes the speaker.
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Once you both have spoken, you can now face each other and exchange the papers where
each of you have been writing about the other. You can choose to read the paper yourself,
however, it can be even more powerful, if the person who was listening to sgda,what

he or she heard you saying. | tds your choic

Below we are providing you with some reflection questions, which you can use after you

have finished sharing what you heard each other saying.

Was there something very difficult about this activity? Was it easier to be the listener or the
speaker? Was there anything that surprised you? Did you learn somethingboetv
yourself or your partner? What steps can you take to get closer to your purpose?

Now whatoés |l eft to do is to enjoy the jourrt
in life. We hope that these exercises will help you get closer to understanding what drives
you in life, what you love doing the most and what brings to your life,fhealth, wel

being and happiness.

As Georgie Elliotsaidd 61t i s never too | ate to be what

.  THE HEART (EMOTIONS) - Emotional well-being and relationships

66To be beauti ful means to be yourself. Yol
t o accepiThichdharHarehl f 6 6

[I.1. Meditation as a tool for self confidence (Gabor Mate)

Seltconfidence is a keglement in how we express ourselves and connect with others. It
shapes the way we communicate our thoughts, emotions, and needs. When we feel
confident, webre more | ikely to engage 1in
impactful. But how do we dtivate that inner confidence, especially when faced with self

doubt or fear? Dr. Gabor Maté, a renowned expert in trauma, stress, and mental health,

suggests that meditation can be a powerful practice to develegséiience from within.

Meditation, as Dr. Maté teaches, is not just about relaxation or clearing the mind. It is a
practice that allows us to connect deeply with ourselves, to become aware of the thoughts
and emotions that often undermine our-gelfief. We all carry negativeatterns of self

talkdbt hose voices that say, Al 6m not good enc
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narratives can erode our confidence. However, through meditation, we can learn to observe
these thoughts without getting caught up in them. This mindful awareness helps us see that

our thoughts are just tiatthoughts, not truths.

By regularly practising meditation, we begin to cultivate a sense of inner calm and self
acceptance. We stop identifying with the internal critic and start developing a more
compassionate relationship with ourselves. This is essential because how we watemun
with others is deeply influenced by how we communicate with ourselves. If our internal
dialogue is filled with harsh judgments or fears, it becomes much harder to express ourselves
confidently in the external world. Meditation gives us the spaceatse) to be with

ourselves in a nejudgmental way, and to reframe our thoughts with kindness and patience.

As we meditate, we become more aware of our breath, our body, and our emotions in the
present moment. This awareness helps ground us, making us less reactive and more
thoughtful in our interactions. Instead of secguessing ourselves or worrying aboutho

others will perceive us, we become more focused on the message we want to share.
Meditation strengthens our ability to communicate from a place of authenticity and self

assurance, allowing us to express our ideas with clarity and conviction.

Moreover, as Dr. Maté highlights, meditation helps us build resilience in the face of

di scomfort. Whet her it 6s public speaking,
ourselves, these moments often trigger stress and anxiety. Through meditaticarnvie le

sit with discomfort, acknowledging it without letting it control us. This emotional resilience
directly translates into better communication. When we believe in ourselves, we can
navigate challenging conversations with ease, staying calm and wégawlen emotions

run high.

In essence, meditation creates a powerful shift fromadsribt to seHlbelief. It reminds us
that we are not defined by our fears, past mistakes, or negatintalkelhstead, it allows
us to embrace our full potential and communicate with confidemoayikg that our voice

matters.

Practice: SeltConfidence Meditation
Here is a simple meditation practice that can help strengthen yowrosélence and
enhance your communication skills:

1. Find a Quiet Space: Sit comfortably in
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for at least 10 minutes. Close your eyes and take a few deep breaths.

2. Focus on Your Breath: Begin to focus on your breath, noticing the sensation of the
air entering and leaving your body. Let your breathing become slow and steady.

3. Observe Your Thoughts: As you sit quietly, notice any thoughts that come up,
especially those related to sdlbubt or fear. Instead of engaging with these thoughts,
simply observe them as they arise and let them pass like clouds in the sky.

4. Affirmations for Confidence: After a few minutes, briggur focus to affirming
statements |i ke, il am enough, 0 AMy voi
clarity and confidence. 0 Silently repeat

5. Visualise Success: Picture yourself in a situation where you feel confident, whether
itdés speaking in a meeting, having an i |
with others. Visualise yourself handling the situation with ease and assurance.

6. Return to Your Breath: After a few minutes of affirmations and visualisation, return
your attention to your breath. Gently bring your awareness back to the present

moment before opening your eyes.

Use this practice whenever you need to centre yourself before a conversation, presentation,
or any situation that challenges your confidence. Over time, you will notice a shift in how

you approach communication, grounded in a deeper belief in yourself.

Through meditation, we gain the tools to believe in ourselves more fully, which allows us
to communicate more effectivelguthentically, and with greater impact. By trusting our
voice and understanding our worth, we naturally improve the quality of our relationships

and interactions with others.

[I.2. Brene Brown: Atlas of the heart (wholeheartedness): emotions (wheel of
emotions)

When we think and talk about the wbking of our heart, the first thing that comes to mind

is emotions and our emotional wekking. We all experience a wide range of emotions on a
daily basi s. | t @ she abifitpto feetrsa Beepdy. Emens dreupoveeniul

and can greatly influence our choices and behaviours. When we connect with our emotions
in a healthy way, they can bring us wisdom and inspiration. However, if we struggle to
express our emotions, try to push away difficult feelings,emolme overwhelmed by the

intensity of emotions we experience, it can lead to significant suffering.
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In her research on emotions, Brené Brown says that understanding and acknowledging how
our feelings, thoughts and behaviours work together, helps us connect on a deeper level with
ourselves and others around us. She emphasises that embracing and aalteytiogr

emotions, even the most difficult ones like anger, sadness, and heartbreak, enables us to

embrace our authentic selves, build resilience, and live a wholehearted life.

In addition to that, the research and work of Gabor Maté, a renowned Canadian physician
and author shows that suppressing our emotions can have serious consequences, including
making us physically and mentally unwell. Maté emphasises that unprocesseaxhsroati
manifest as stress, anxiety, and even physical illness, highlighting the importance of

acknowledging and addressing our emotional experiences for overall health abdingl|

Soif we know that learning to express, regulate, and accept our emotions can significantly

impact our lives, where should we begin?

A good starting point is to recognize that we experience a wide range of emotions every day
and |l earn how to name them. As Bren® Brown
experience doesndt give the expederstangioge mor e

and meaning. o

Below we are providing you with a Wheel of Emotions, which was created by the Recipes

of Well being, inspired by Dr Robert Plutchi
emotions (joy, trust, fear, surprise, sadness, disgust, anger, and aotigipatd many more

subtle emotions. It gives us the opportunity to expand our emotional vocabulary and
recognize that there are far more emotions than we might have imagined. You can use this
wheel for yourself to better understand and name your own eraatioenever needed. You

can also use it in your personal relationships and with your colleagues to better understand
what others are experiencing, check the group's mood, or address conflicts. Allowing people

to express and name their emotions can increag®thy and compassion, which can ease
conflicts and help resolve them more smoot

second section of this chapter.
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BUILD EFFICIENTLY YOUR OWN UNDERSTANDING

Source:Recipes for Wellbeing

Now that we have a better awareness of our emotions and can name them more easily, the
guestion remains: How can we truly accept and embrace theainkil emotions, such as

anger, sadness, hurt, and grief? The truth is there is no quick fix for dealing with deep
sadness or heartbreak, and no amount of knowledge or skills can make these feelings and
experiences less painful. However, the insightstaonts we share can lead to a sense of
empowerment, giving you control over how you react, feel, and act. Paradoxically,
accepting, surrendering and embracing the most difficult human emotions can also lead to a

deeper sense of love, belonging, gratitud® @nnectiorr with yourself and others.

From Buddhist teachings in Thailand, we learnt that recognizing the impermanence and
constant change of everything, including our emotions, can give us relief and help us
navigate | ifebs experiences with greepter e
sadness in one moment, and the next moment it shifted to laughter or even joy later in the

day?

We certainly had those days and many more days like this are ahead of us. Do you see what

we mean by impermanence of things and constant flow in life?

If you want to explore how many emotions you experience in a single day, try this simple
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yet effective exercise:

Throughout the day, whenever you notice an emotion, acknowledge it out loud to yourself

three ti mes. For exampl e, if you feel joyf
joyful. | feel jJoyful 660. R e p eeack dutinlg thesdayp r o ¢ e ¢
Now, we know it might seem strange or sil/|
point of al/l this and thatoés okay. Thi s ex

change and how many different feelings you experieneesingle day. You might find it
truly surprising. This simple practice of recognising the impermanence of emotions can also

make it easier to accept and embrace al/l 0
it?

Brene Brown says that when we learn how to accept our emotions, we get closer to
understanding how others might feel and connecting to ourselves and others with an open

heart. And that in itself makes this journey worthwhile.

1. BODY
l1l.1. Body awareness and Breathwork

AThe body is the shoSud(amnymdud)e ocean of

As human beings, we live and experience this world through our bodies. To be able to see,
to feel, to taste, to experience, to interact with others, to connect, to act and to create are
possible only through the body. Crucial to our weding and healthsithe connection with

this unique body that we inhabit for a limited period of time. How do | feel, how does my

body feel? What do | think and feel about the Sghtem that | have built? are some
guestions that even i f we dondét consciousl
long as we can develop a positive perception of oursystem, the way wmmteract with

others and the way we relate to life will be utterly changed. Nowadays, many young people
struggle with low selesteem, a weak sense of self, or a negativelsétliition, but the way

towards wellbeing, mental health, emotional stabilityjaturity, and conscious and
authentic engagement with others, requires a restructuring of ousyStdm, as John
Churchil |l points out, Ato the extent t hat

artwor ko.

All starts with the body as contemporary neuroscience telisusense of self is anchored
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in the connection with our bodieg(Kolk van der, B. 2015). To know oneself requires the

ability to feel and interpret our physical sensations, and from this understanding, we can

navigate safely and enhancingly through [ if
Body KeepstheSecoe 6: fiYou can be fully in charge of
the reality of your body, in all its viscer
past ones, recent ones, present onemye even

experienced stays in the memory of our body and creates a general physiological state, a
certain sensitivity to specific stimuli, a level of tension or relaxation, a sense of safety or
danger, a particular longing and search for connection or @ottteary a tendency to isolate

and withdraw. All our emotions are in fact translated into chemical reactions in our bodies
and are controlled by the complex cooperation of neurotransmitters and hormones. Charles
Darwin (1998) writes about mammalian emaso(thus humans too) as being rooted in
biology, and he sees them as an essential source of motivation towards initiating action. The
Latin word f or e-meaningdonnmoveiod, thérefareoour@modians give
action and direction to whateverevdo, primarily through our face and body. The facial

expressions and physical movements reflect our mental state and intention to others.

At the core of reclaiming our sense of selfiwareness The body awareness puts us in
contact with our inner world. The simple fact of observing whatever we experience be it
stress, frustration, or nervousness, helps us shift our perspective, thus opening up the space
for new behavioural possibilities, insteaf our usual automatic reactions. From an early

age we develop a personal way of relating and interacting with the world, as time passes we
develop behavioural and thinking patterns (most of them are developed as survival
strategies,), which makes us ¢k an automatic prdefined way in the present moment.

Instead of acting we are reacting, instead of creating we are avoidinGrowing up and

becoming adults means | earning to be respon
to respond with awareness to the circumst al
him, this is a way to be in charge of our lives, and he goes furtlyer sag trueh a t i

responsibility starts with selfa war enes s o .

Of course, there are difficult emotions and feelings that most people would prefer not to
experience, and would choose to avoid, but there are also experiences that are
overwhelming. In these situations, our bodies are very wise and immecdhatelgte

survival strategies (such as dissociation, numbing, and freezing among others) that
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help us stay aliveThe cost of these strategies is dire in the long term. For example, numbing
decreases the awareness of our inner landscape and experiences, and with this, we also lose
the sense of being fully sensually alive. On the other hand, trying to avoid feelings or
sensations in our bodies makes us more prone to feeling overwhelmed by them;
understanding what and why we feel a certain way can help us be able to choose how we
want to act, instead of just giving in to the intense previously inggddehavioural patterns.
Mindfulness is an essential tool to help us pay attention to our inner experience, to our

bodily sensations, and recognize the transitory nature of our feelingaoticing the flow

of our emotions and thus increasing our control over them.

Befriending our inner world

Recent research in neuroscience shows At hat
by becoming aware of our inner experience and learning to befriend what is going inside

ourselves. o0 (Kol k, v anreedtablishirg ownerhip &f pur bodyt i s
andmindof our self, as Kol k says fAonly by get"

viscerally with yourself, can you regain a

There are multiple practices and exercises one can do to become aware of what one feels, to
allow the feelings to be without being overwhelmed, ashamed or frustrated, but the essential

steps are the following:
1. Finding ways to stay calm and focused

2. Learning to keep that calm as you face images, thoughts, or sensations that trigger

past memories

3. Being aware of the present moment, in a state of aliveness and meaningful

engagement with others
4. Being fully honest with yourself.

We have thecapacity to deal with very difficult and intense emotions, but what helps the
most is to remain conscious that what we experience is constantly shifting. It happens often
that when we experience a difficult emotion, we have the impression that it willigays

forever, we forget that it is transitory. Remembering that all we experience is in a flow,
thoughts, emotions, and feelings, come and go, they are transitory, and we can welcome
them in as guests, knowing that they are only visiting, as Rumiirsdys beautiful poem

The Guest House:
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This being human is a guest house. Every morning a new arrival.
A joy, a depression, a meanness,
some momentary

awareness comes as

an unexpected

visitor.

Welcome and

entertain them all!

Even i f theyodére a
crowd of sorrows,

who violently sweep

your house

empty of its furniture,

still, treat each guest honourably.
He may be

clearing you

out for some

new delight.

The dark thought, the

shame, the malice, meet

them at the door laughing,

and invite them in.

Be grateful for
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whoever comes,
because each has

been sent

as a guide from beyond.

Jalaluddin Rumi

To be able to see our difficult experiences
gifts in the form of teachings for us, is a signnwditurity and wisdom, being humble and

ready to learn from life, as to become the best version of ourselves.

Practice:

- Start by allowing your mind to focus on the sensations you have in your body, and
notice how these sensations can respond to slight changes in your breathing rhythm,
in your body posture or shifts in thinking.

- Once you have observed them, you can start labelling tfieklvh en | f eel s a

heaviness in my chesto

- Focus on that sensation and breathe deepbficing what changes tihe sensation

as you breathe

Practising mindfulness calms down the sympathetic nervous system, so that you are less
likely to be thrown into fighor-flight mode. As Peter Levine (1997) says T he past
doesn't matter when we learn how to be present, every moment becomes new and

c r e a thighlighting the power of befriending our emotions and all the experiences we

carry inside our bodies.

Vagus nerve and Breathwork

Somatic Experiencing and trauma work mention two different approaches to regulating the
nervous system: tegown and bottorup. Topd own r egul ati on fAinvol ve
capacity of the watchtower t o monitor y O
mindfulness and yoga are extremely useful in this case. Thebotfomr egul at i on i
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recali brating the autonomic nervous system

and touch give access to our autonomic nervous system.

The breath is one of the most powerful tools we have. The way we breathe is the way we
live. The breath directly influences our inner state, but it goes both wayw we feel

impacts our breathing, and through our breathing, we can influence how we&ves}.
emotion comes with a particular way of breathing. Even the tiniest mood change is reflected
in your breathing. When we are stressed or agitated we tend to breathe faster and more
shallowly, which activates the Sympathetic Nervous System (SN) (hgelod increasing

our state of alertness or activating the nf
and feel safe, we tend to breathe deeper and slower, which activates the Parasympathetic
Nervous System (PSN) ( i nSNcahdaRSH are paft of ihe e s t
Autonomic Nervous System. As stated before, the relationship between breathing and our
emotional state goes both wayane influences the other and \vieersa. It has been shown

that breathing changes in response to changa®ations, such as sadness, fear, happiness,
and anger. Even more, by consciously changing the way we breathe we can influence the
way we feel. But why? There is a simple explanation and it has to do with a nerve which
spreads in our bodystretching fronthe head to the stomach, connecting most of the major
organs between the brain and colon, like a system of roots or-¢hbleagus nervewhich

is also the longest nerve in the body.

The vagus nerve has been desci+hioldegd caoqnnfelcarn g
for its role as a mediator between thinking and feeling. Around 80% of its fibres are afferent,
meaning that they go from the body to the brain. This allows us tdategour nervous

system by the way we breathe, chant or move. This knowledge has been used for centuries

in the Chinese and Hindu cultures, which have developed multiple practices to benefit from

this bodymind connection. For example, the Hindu tradithas a wide variety of breathing

practices called pranayama, and even more, they use chanting as a healing practice.

How does it work?

The vagusherve is connected to the diaphragm, it stretches from the neck to the abdomen.
When we inhale deeply, into the belly, using the diaphragm, we activate the vagus nerve, in
charge of turning off the Afight ernessdrl i ght
stress in the body. We could say that the vagus nerve listens and responds to the way we

breathe, sending these messages to the brain and the heart. When we breathe slowly, the
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oxygen demands of the heart muscle are reduced, and our heart rate drops. If we breathe fast
it must mean that we are in danger or we need more oxygen and energy, thus the heart
rateincreases, and we feel excited, or anxious. The vagus nerve is activeging
parasympathetic nervous systethe rest and digest response. If we breathe in a deep way,

we can stimulate this nerve which will banish the effects of the sympathetic nervous system.

Important to remember that what triggers the relaxation response is the exhalation.

Our emotions, body and mi nd canot be S
psychoneuroimmunology (the science studying the interaction between the mind and the
body). Gabor Mate says in his book fAWhen t
isnotmind no mind that is not bodyo, hi ghl i ght
beings from a holistic perspective, and studying the rbidly interaction to understand

health and welbeing.

To be human, alive, and confident with a positive-definition means to reclaim our bodies

and our sense of self. This process is possible but it requires awareness. For example, as
neuroscientists have showrthe only way to access our emotional brigirthrough sekl
awareness (Aby activating the medial prefro
is going on inside us and thus allows us to
der, 2015)). This helps us learn how to cope withemotions, how to become aware of our

inner landscape, and how to create new possibilities for ourselves, thus developing the
ability to master the complexity of our inner experience, in order to take charge and full

responsibility for ourselves and mives.

Reclaiming the reality of our bodies gives us a sense of empowerment and security, an
awareness that we can feel safe only in our bodies, but even more, our sense of self is rooted

in our bodieslt turns out that when you pay attention to yourself: the default state
activates the brain areas that wBesskl,vanoget he
der K. 2015).

Practice Breathwork
Find a comfortable position, with feet on the ground, hands resting on your knees or lap, and
close your eyes. The focus during this short and simple breathing practice is on the

movements of your belly while counting theeath.

Inhale and exhale 3 times through your nose, taking the biggest breaths you have taken the
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whole day.

Inhale count to 5, the air goes through the nostrils in the belly and then up the chest. Notice
the movements of your belly. Hold the breath, counting to 5. Exhale from the chest
downwards to the belly, counting to 5, noticing how the belly is droppingrtsithe spine.

Hold, counting to 5. Repeat this technique for several minutes.

*If counting to 5 is too difficult, you can start withrséconds, if it is too easy you can increase
it to 6.

[11.2. YOGA AND VOICE PRACTICES

Yoga: Building Physical and Mental Strength

Yoga is a power ful practice that goes beyor
a connection between your body and mind, helping you develop both physical strength and
mental clarity. For Generation Z, who often face the pressures gidast digital lives,

yoga can be a great way to pause, breathe, and regain control over your inner world.

Her e 6 s ban helpypaog your setbnfidence:

1. Physical Postures (Asanas): Practising yoga poses can help you become more aware
of your body and its capabilities. As yo
also develop a sense of accomplishment aneasslirance. Try starting with poses
ike Warrior Il for strength, Tree Pose f
These not only improve your physical health but also make you feel more grounded
and confident in your body.

2. Breath Control (Pranayama): Learning to control your breath can have a huge impact
on how you handle stress and anxiety. Techniques like deep belly breathing or
alternate nostril breathing can calm your nervous system and help you feel more in
control. Pratising breathwork daily can reduce feelings of anxiety and increase your
focus, making you feel more confident in tackling challenges.

3. Mindfulness through Movement: As you move through yoga poses, focus on how
your body feels and how your breath guides your movement. This mindfulness

practice can help you stay present, reduce negatiwtaielfand build a positive
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relationship with yourself. Over time, this practice helps you become more attuned
to your needs and more confident in your decisions.
Voice Practices: Expressing Yourself with Confidence
Your voice is a powerful tool for sedxpression, and learning to useeftectively can
significantly boost your selfonfidence. For many in Generation Z, who communicate more
through screens than fateface, voice practices can help you reconnect with the power of

spoken words and develop greater confidence in expressungel.

Hereds how to use v-oonfideecepractices to build

1. Vocal Toning: Vocal toning involves making simple sounds, like humming or
chanting vowels, to explore how your voice feels and resonates within your body.

This practice can help you become more comfortable with the sound of your own
voice, which is a keytsp in building selconfidence. Try humming for a few
minutes each day to get used to hearing and feeling your voice.

2. Expressive Voice Work: Donoét be &afraid
whet her 1itds singing, speaking up in cl e
of a mirror. The more you use your VvVoice
become. Sta small, like reading out loud to yourself, and gradually challenge
yourself to speak more in social situations.

3. Voice Meditation: Combine meditation with simple vocal sounds, like humming or
repeating a positive affirmation, to help calm your mind and focus your thoughts.

This practice not only helps you manage stress but also encourages a positive
mindset, which isrucial for building selconfidence. Set aside a few minutes each
day to practise voice meditation, focusing on the sound of your voice and the feelings

it evokes.

Practical Tips for Getting Started
0 Start Small: You dondét need to dive int
right away. Start with simple poses or basic vocal sounds, and gradually increase the

time and complexity as you become more comfortable.

0 Consistency is Key: Like any practice, consistency matters. Try to incorporate yoga
and voice practices into your daily rout
time, youoll not i ecenfidenteeandooeeraltVielileingg i n your

0 Find a Community: Practising with other
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wor kshop, can help you stay motivated a
build social confidence and make new friends.
0 Focus on Progress, Not Perfection: Remember, the goal is to build confidence, not

to achieve perfection. Celebrate small wins and be patient with yourself as you grow.

By integrating yoga and voice practices into your life, you can develop a stronger sense of
selt-confidence and a deeper connection with your own voice and body. drlaeiees can
help you navigate the challenges of modern life with greater ease, resilience, and self

assurance.

IV.  MIND (UNDERSTANDING)

IV.1. Mindfulness as a Tool for SeHAwareness
The mind, our centre for understanding, is where we process information, make decisions,
and interpret the world around us. However, it is also where distractions, anxieties, and
misconceptions can take root, clouding our judgement and distancing us drotru®
selves. To navigate this complexity, mindfulness emerges as a powerful tool for cultivating

selfawareness and clarity.

Mindfulness, at its core, is the practice of being fully present in the moment, observing our
thoughts, feelings, and surroundings without judgement. This heightened state of awareness
allows us to see our mental processes more clearly, enabling usgoizequatterns, biases,

and habits that may be influencing our behaviour unconsciously.

Engaging in mindfulness practice helps in developingaetreness in several ways:

1. Observing Thoughts: By regularly practising mindfulness, we can observe our
thoughts as they arise, without immediately reacting to them. This helps in
identifying recurring patterns of thought, particularly negative ordsiéating ones,
that can underme our sekconfidence and skew our perception of reality.

2. Reducing Mental Clutter: Mindfulness teaches us to focus on the present moment,
reducing the mental clutter that often overwhelms our minds. This clarity allows us
to distinguish between useful thoughts and distractions, leading to more focused and
delibeate decisiormaking.

3. Emotional Regulation: Mindfulness is closely tied to emotional regulation. By
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observing our thoughts and feelings without judgement, we create space between
stimulus and response. This space empowers us to choose how we react to our
emotions, rather than being driven by them impulsively.

4. Cultivating Inner Peace: As we become more mindful, we begin to experience a
sense of inner peace that comes from being present. This tranquillity nurtuwres self
confidence, as it is rooted in a deep understanding and acceptance of oneself, rather

than extenal validation.

By incorporating mindfulness into daily life, we build a foundation of-aeléreness that
supports personal growth and emotional resilience. Thisasalfeness is crucial for
understanding who we are, what we need, and how we can live more autheatidally

confidently.

IV.2. 12 Areas of Life Balance (Inspired by LifeBook by John Butcher)

Achieving a weHrounded and fulfilling life requires more than just mindfulidegsalso
demands a comprehensive approach to understanding and balancing the various facets of
life. The LifeBook framework, developed by John Butcher, is a holistic toolgihdes
individuals through the process of evaluating and improving 12 key areas of life. Each area
represents a vital component of our overall vbeling and contributes to our sense of

purpose, happiness, and fulfilment.

Here is an overview of the Hzeas of life balance:

1. Health and Fitness: This area focuses on your physicalbely, including your
diet, exercise, and overall health. A strong, healthy body is the foundation for a
vibrant life, enabling you to pursue your goals with energy and vitality.

2. Intellectual Life: Your intellectual life is about continuous learning and mental
growth. It involves engaging in activities that challenge your mind, expand your
knowledge, and foster creativity.

3. Emotional Life: This area covers yoamotional weHbeing and the quality of your
emotional experiences. It's about understanding, managing, and expressing your
emotions in a healthy way, which is closely linked to mindfulness and emotional
intelligence.

4. Character: Character encompasses your values, ethics, and integrity. It involves

living in alignment with your core principles and consistently striving to become a
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better version of yourself.

5. Spiritual Life: Spirituality relates to your connection with something greater than
yourself, whether that is a religious faith, nature, or a personal sense of purpose. It's
about finding meaning in life and experiencing inner peace.

6. Love Relationship: This area addresses Yy
about creating and maintaining a loving, supportive, and mutually fulfilling
relationship.

7. Parenting: Parenting focuses on your relationship with your children and your role
as a parent. |l td6s about guiding, support
grow into happy, healthy, and independent individuals.

8. Social Life: Your social life includes your relationships with friends, family, and
community. | todos about building and maint
a sense of belonging.

9. Financial Life: This area concerns your financial health and how you manage your
resources. It involves not only earning and saving but also using money in a way that
supports your overall life goals and happiness.

10.Career : Your career is about your profe:
finding fulfilment in your job, aligning it with your passions and strengths, and
achieving your professional goals.

11.Quality of Life: Quality of life refers to the lifestyle you create, including your
environment, experiences, and materi al |
reflects your values and brings joy to your everyday life.

12.Life Vision: Your life vision is the overarching purpose and direction of your life.
|l téds about having a clear vision for yo

your life are aligned with that vision.

Integrating Mindfulness and Life Balance

By combining the practice of mindfulness with the structured approach of the Lifefgmnok

can achieve a deep understanding of your life as a whole. Mindfulness helps you become
aware of your current state in each of these areas, while the LifeBook framework provides
a roadmap for assessing and improving them.

As you work through each area, mindfulness ensures that you approach yassssiment

with honesty and clarity, free from the distortions of ego or external pressure. This

combination of setawareness and strategic planning is essential for creatiatpaced,
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fulfilling life where all aspects of your beidgphysical, emotional, intellectual, and

spirituab are in harmony.

By paying attention to each of these areas and using mindfulness to stay present and focused,
you can create a life that is not only successful but desgtigfying and true to who you

are.

IV.3. Identity, belonging and authenticity

One of our biggest challenges in life is to embody our true Self, to be our most authentic
Self, and especially for Generation Z as they find themselves at the age where they desire to
know themselves, to find their place in the world, but also to be &keldappreciated. As
humans, we have two core needke need to belong and the need for authenticitylTo

juggle between these two needs, or even more to meet both of them is an art.

The first part of life is governed by the need to belong since this one will ensure our
survival. Most of the time, at an early age, one will sacrifice authenticity in order to belong.
This happens almost unconsciously, as belonging is essential for our survival. As a child,
we can not survive without our cgreers, we come into this world in a state of dependency,
which characterises the first part of our lives. Initially, we express ourselves authentically,
but based on the feedback and reactions from our caregivers and environment, we learn very
fast whichparts of our personality are accepted, which parts are less desired, and which parts
are too much for others. As a consequence, out of our desire to belong, to be loved, and to
be accepted, we will sacrifice the parts that are more challenging or lesdJiKertunately,

even though loving and having good intentions, our parents can inhibit our authenticity,
because of their past experiences, childhood and personal traumas. Some of our emotions
might be too difficult for them to manage, as they struggt®pe with and accept their own
emotions. Bubefore the age of 7, nearly all of our personality structure is formedynd

as John Churchill (2024) sayst is all relational. We become who we are based on our
relations, our interaction with others, their reactions towards us, and their approval or

disapprovalThe second part of our life is designated to reclaim our authentic Self.

Many youth from Generation Z can find themselves in front of this threshetisghg go of
the comfort of old identities developed mostly to belong, and stepping into the unknown of
their authenticity, which of course, poses a threat to their previaisylftem and social

structures. They are at a place in their lives, where the need for authenticity becomes
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stronger. As one goes down this path, old inner protectors and survival strategies will kick
in, and one can find oneself overwhelmed by fear, anxiety, criticism, shame, and so on.
These are signs that we are going on a new path, trying out somethingndjfbait older

parts of our psyche which have the function to protect us (Bill Plotkin (2013) calls them
subpersonalities) will fight against it, as they still believe being authentic is a threat to our

wellbeing.

Nevertheless, the art is to embrace authenticity and belong to the greater web of life. As Bill
Pl otkin (2021) says AAuthenticity is a piec
possibly being friendless. /& okhy vetlo leeingadn ac c e
i mpostor, willing to act i n whatever ways
balance between the two is not an easy job. One needs courage, confidence, empathy,

awareness, compassion and guidance.

Growing up, from a teen to a young adult is a process through which one learns more about
the place they want to take in the world, who they are, what they bring and how can they
enrich this world. The challenge comes from our consumerism, conformistnfiesed
society- in which important is to fit in, to look good, and to respect the norm, thus one can
lose contact with one's own values, needs, desires, attitudes, and beliefs. Unfortunately, little
guidance is there in childhood or teen years. Buteiitity and belonging remain perhaps
the most widespread longings of our times. Bill Plotkin (2021) translates the people's
yearning for Agreater meaning or purpose i
meaningfully in the world. They want feel more real and more in communion with the
web of i fe. They want their l'ives to mak
distinguishes between three different types of belonging:

- psychological belonging knowing who you are, personal authenticity,

- social belonging- acceptance in a peer group or community

- ecological belongingcommunion with the mortharthuman world
The tasks of the growingp process are to cultivate authenticity (I know who leauth | can
express and embody this identity in my social life) and to belong and be socially accepted.
Bill Plotkin (2021) gives us clear steps to how to cultivate belonging and authenticity*:
Asking questions like: What is worth striving for? What genlyifeings me alive? What
has heart for me and what doesnod6t? Who are
uphold? To whom and what will | be faithful? What is necessary for a decent life? What is

the meaning of human existence? What, to me, is GodthRe
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- Learning to distinguish between authenticity (your own) anddsaéption.

- Cultivating emotional skills. This includes the capacity for the full somatic
experience of your emotions; the skill of insight into their meaning and significance;
and the ability to compassionately express and act on your emotions in a way that
honours bth yourself and any others involved.

- Learning the art of conflict resolution.

- Developing the ability to define yourself culturally and tecteate your social

world.

- Cultivating dexterity and sensitivity in sex and sexual relationships.
- Developing the ability to take care of yourself and earn a living.
- The practice of humanature reciprocity and ecological responsibility

for the weltbeing of the greater Earth community.

*This 8 steps are taken from his book fAThe

Vi si onari es, Evolutionari es, and Revolutior

Attachment

Authenticity and belonging are deeply connected to our attachment. As social beings, we
cannot develop independently of the world we live in. From our closest relationships to our
community, culture and society, al | have a
the values we introject, the life perspective we develop and so on. Waxkiingour
attachment style means addressing our relationships: me in relation with others, with the

world and with myself.

How | communicate, how I relate, and the place | take in the world is essentially connected

with the sense of Self, a sense of authenticity, and acceptance. Ttenselpt is developed

with the help of our caregivers from an early age. As previouslyiomeat, most of our

character is developed by the age of 7, and all starts-\hih first relationship we hawve

the primary caretaker (usually the mother) and the baby. The baby learns to feel oneself
through the mother and as Bessel van der Kolk (20Xays the way a mother holds her
child underlies Athe ability to fBasdont he b«
the qualities of this primary interaction different types of attachments can be

developed: anxious, avoidant, disorganised, and secure.

The attachment style plays out in our relationship throughout life. The way we communicate,
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express our emotions and needs, the trust and safety we can experience are based on our
attachment styleRegardless of what attachment style we have, we can work to heal it

and develop a secure attachmenfThe more we can embody and internalise safety, the
more authentic we can be, the more we can develop further in life and we can create healthier
and nourishing relationships. A secure attachment combined with the cultivation of
competency builds an intaal locus of control, the key factor in healthy coping throughout

life.
JohnChurchill (2024) describes attachment as being formed of 4 qualities.

- The first quality is safety - feeling physically safe. This is internalised as a deep
sense of security, when as babies we were held by someone, for example, one of the
caretakers being physically present and holding us in their arms.

- The second quality is attunementFor example, if a parent is physically holding
the child, but emotionally they are absent, checking their phone or being mentally
and emotionally somewhere el se, t hen at
defined as the capacity to feel into someone élss ner vous system,
someone else and to be feeling someone else. The experience of feeling felt means
taking the other personbés nervous systei
parentsd nervous syst emthe servaus sysdlemiofdheor g a |
child. When a child doesné6ét have this e
ability to organise their internal landscape.

- The third quality is feeling valued. This is experienced and internaliseden, for
example, the child is in the playground and looking behind and sees the parents
looking after them with love and interest, in awe at the miracle this child is. The child
feels seen but also cherisheid those moments we internalise the feelnfidgpeing
valued and cherished.

- The fourth quality is developing a sense of self capacity to ask questions to
yourself about yourself. This is modelled by parents, since the children can't do it on
their own. For example, the parents notice the interests of the child and ask the child
-iwhat do you want tseeyauovanttd\fhag/to beca musicianu | i |

etco. The parents mirror and encourage
curious about. This behaviour can be tr .
hel p instil/l i nsi de o frchill §.2024) thiodghlwhichwe GP S

learn to navigate in life following what is in alignment with ourselves. Without this
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hel p, the child candét ask themselves AW

and so on.

Healing our attachment wounds

Imagination is a powerful tool in our lives, it can enable us to go beyond what we know and
create new possibilities, it is essential for making our hopes come true. It boosts our
creativity, can alleviate our pain, helps heal wounds, restructure naaathso on. Recent

research shows that the brain can struggle to make the difference between what we imagine

and reality. AThe more vividly a person i m;
believe i1itds real 0o (UninmeTharistudy shGwed, laz@re L or
Dijkstra (Kol k, B. van der, 2015) , sai d,

i magination and reality,; Il nstead, It s a

projections onto reality have as big influence be brain as reality itself. Using our
imagination we can reparent our inner child and develop a secure attachment style. For
example, in meditation or visualisation, one can envision the ideal parent or guide, how they

would act, what they would say, anavirthey would feel in their presence.

Using Bill Plotkinds model of t hrprdsantingn psy
4 facets of our psyche, we can learn to connect and embody the qualities of the North
defined as th&lurturing Generative Adult. The figure below shows the map of the psyche

as described by Plotkin, but in this section, we will address only the Nurturing Generative
Adult - the qualities of the North as a foundational work for developing our ideal inner

parents, those that have ttesources and qualities to reparent our inner child. The NGA is
Aemphatic, compassionate, courageous, Comp e
provide genuine loving care and service to both ourselves and others. Through the NGA, we
contribute oubest and most creative parenting, leading, teaching, directing, producing and
heal i ngo. | t -thesonetthatds emationally gropreled enough to take care of

our young wounded parts.
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suILD

MAP 1:

Intrapersonal
view of the Self
and Subpersonalities

(how we relate to ourselves)

Nurturing Generative Adult

Loyal Soldiers

Lion Tamers, Inner Critics,
Inner Flatterers

o Ry Fupits || et
Anima/Animus, Shadow & Adjirzts Sacred Fool,
Guide to Soul Selves Trickster

Wounded Children
(including Outcasts)
KEY:

OUTER CIRCLE =
thcfourfaccts Qanc Sey(our\vho[mcss)

INNER CIRCLE = Wild Indigenous One
the subpersonalities (our woundedness) g

Image from Bill Plotkin(2013) Wild Mind, page 21

Practice:
One way to connect and evoke the ideal inner parent is to recall examples or models that
inspire these qualities to you. From there envision the ideal parent or-gufde would
they be like, what would they say? Envision a situation where you seedigh®aother,
taking care of the kidshow does it feel when you watch her, how is she moving? How is
she talking familiarise yourself with that energy. A next step is to imagine you are in her
presence how does it feel to be close to her? Later we @agage in conversation, ask for

support, or just imagine the idea of a parent holding our scared, sad or wounded parts.

John Churchil (2024) says that even if we have a developmental lack, our brain recognizes
and responds to | ove, since it has been sh
past conditioning, the deep structure of our body is innately good andsknowo v e 0 .

Imagination allows us to internalise this new facet, this ideal parent and make it part of
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ourselves, and this image we can invoke at any time we need and it will help restructure our
attachment. In this way we can use our imagination to resource ourselves, any time we need,

we can have the healing parent with us.
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PART II. FACE TO FACE COMMUNICATION: ME -WE:
GOING INTO THE WORLD

I.  Non-violent communication - Active Listening (Rosenberg)
How are we as humans meant to relate to one another? What impact do we have on each
other? Can our words nurture or damagerelationships? Can communication enrich the
world we live in? Can we feel confident and satisfied when we move through life with
compassion? Can others better meet us and our needs if we express them clearly and take

responsibility for our emotions?

These are some guestions that Nasient Communication, developed by Dr. Marshall B.
Rosenberg, answers through theory and practice. This method fosters intra and interpersonal
relationships of compassion, collaboration and caring. It can be applieddnsvaettings,

from close relationships, to work conflicts, schools, and even interracial conflicts, and it
serves as a valuable resource for communities facing violent conflicts and intense ethnic,

religious, or political tensions.

Humans are social beings, and there is no human activity that does not depend on a
relationship. No matter where one lives, from an early age until death one is surrounded by
people and significant others, and his/her life is enriched by social intesaatidnrhuman
connections. Relationships are influencing one's satisfaction in life antdeued and even

more, they are a key factor for peace and happiness in modern society. Relationships can be
enhanced or hindered by language forms and communicatidartunately, many times

our communication style impedes a true connection and the efforts to relate to one another
with compassion are obstructed by a language that leads to defence, guilt, attack or
humiliation. Blaming, judging, criticising, and comparing, are the major obstacles of
healthy and empathic communicationNevertheless, NVC gives us the tools to learn how

to express ourselves and hear others. We all have built communication patterns, and often
when we speak we are not fully aware of what we really want to say or how our words can
impact the other, through N¥we learn to give conscious responses based on what we are

perceiving, feeling and wanting.

NVC has two main parts:

1. Expressing ourselves honestly
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2. Receiving with empathy what the other person is saying

Thus, it isboth about learning to express myself and learning to listen and receive with
empat hy what the other person is telling n
ourselves with honesty and clarity, while simultaneously paying others a respectful and
emmt hic attentiono.

NVC is a powerful tool for different reasons. Firstly, using it in our interactiongh
ourselves, others or even in a groupelps us to stay grounded in our natural state of
compassion. Therefore, it can be used from a personal level for examphatnti
relationship, to a professional level. Secondly, it does not require that the other person knows
the NVC principles. If we continue to apply the principles, slowly the other person will

eventually be able to join us in the process and mutual compagilitbe possible.
1. Expressing ourselves honestly

ANVC fosters deep | istening, respect, and
from the hearto (Rosenberg, M. 2015) , usi n
in a healthier and nourishing way, allowing for our compassion to be manifested. In
expressing ourselves and listening to others we focus on four areas: what we are observing,

feeling, and needing, and what we are requesting to enrich our lives.

1. Observations
2. Feelings

3. Needs
4

. Requests

The first componen©bserving
The Indian philosopher J. Krishnamurti said that observing without evaluating is the highest
form of human intelligence. We tend to mix observation with evaluation or judgement.
Observing means simply noticing what we are seeing, hearing, touchingafiatisg our
sense of wellbeing without making any kind of evaluation nor labelling it. For example:
am seeing socks on the flqan observation) oFhe room is messy because of the socks on
the floor (an evaluation). If we make an evaluation instead of an observation, the others

wonot
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really hear what we are saying, they will most likely hear criticism and resist our message,

maybe even become defensive.

In his bookNonviolent CommunicationrRosenberg gives us a table that helps us make the

distinction between observation and evaluation. See the figure below for more details.

Communication

Example of observa-
tion with evaluation
mixed in

Example of observation
separate from evalu-
ation

1. Use of verb to be without indication
that the evaluator takes responsibility
for the evaluation

You are too generous.

When I see you give all
your lunch money to
others, I think you are
being too generous.

2. Use of verbs with evaluative Doug procrastinates. | Doug only studies for

connotations exams the night before.

3. Implication that one’s inferences She won'’t get her Idon't think she’ll get

about another person’s thoughts, feel- | work in. her work in.

ings, intentions, or desires are the only or

ones possible She said, “I won'’t get my

work in.”

4. Confusion of prediction with If you don't eat If you don't eat balanced

certainty balanced meals, meals, I fear your health
your health will be may be impaired.
impaired.

5. Failure to be specific about referents

Immigrants don't
take care of their

property.

1 have not seen the
immigrant family living
at 1679 Ross shovel the
snow on their sidewalk.

6. Use of words denoting ability with- | Hank Smithisapoor | Hank Smith hasnot
out indicating that an evaluation is soccer player. scored a goal in twenty
being made games.

7. Use of adverbs and adjectives in Jimis ugly. Jim's looks don’t appeal

ways that do not indicate an evalu-
ation has been made

to me.

Image from Rosenberg, M. (2015) Nadnlent Communication, chapter 3.

I Important: Distinguish observation from evaluation!

The second componertixpressing feelings

Building selfawareness is a key component for an accurate expression of our feelings. First
of all, | have to be able to identify what | am feeling in order to be able to express it out loud
in a clear and compassionate way. Thus, meditationreftdtion, and developing the felt
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sense are necessary steps. Also, equally helpful is to build a vocabulary of feelings. Many
of us have the tendency to say il feel that

feelis followed bythat, we are not expressing a feeling, but rather an opinion or a thought.

I n the following example: Al feel that you
The feeling is not expressed and the listener will most likely hear criticism and become
defensive. Thus the message has not reached the listener, and bathvibféiel frustrated

and misunderstood.

I Important: Distinguish between feelings and thoughts!

The third componenAcknowledging the needs as the root of our feelings
It is important to learn to see the behaviooirsthers as a stimulus, but never the cause of
our feelings. No one has power over our emotions, except us, they are subjective reactions
based on what we choose to receive from what others say or do, what meaning we give to
their words and actions as Mas our needs and expectations at that moment. Our emotions
are in our hands, and becoming aware of the thoughts behind them can help us understand
our reactions but also work with them and choose what we want to exfraour mature

conscious self.

In the same way, what the other person is saying or doing is a reflection of their emotions
and needs, and not of our behaviour. NVC show that, in front of a negative message

have four options as to how to receive it:

- Blaming ourselves- we can take their comments personally, hearing blame and
criticism which will lead to feelings of guilt, shame, or sadness and it will affect our
selfesteem. It means we accept their judgement and blame ourselves.

- Blaming the other- leads to anger and defensive behaviour

- Sensing our needs and emotionsve can notice the feelings of hurt that come from
our efforts to be recognized, approved, liked etc.

- Sensing ot her s o -nhiemmtdhe sama ab takng esponsililisy for
their emotions, but rather trying to hear what they are trying to say, and what are

their unexpressed needs and emotions.

Some common language patterns are enabling us to avoid taking responsibility for our

emotions. For example, wetendtosay f e e | hurt because you di d]
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or You make me angrising these types of expressions we place the responsibility of our
emotions on the other personds words and a
and healthier way of expressing ourselves would be:f eel angry that you
plans for my birthday because | need to feel celebrated and see that | am important to you.

Depending on how we express ourselves the other person might be more or less receptive to
our message. When people hear criticism they will invest their energy in defending
themselves and attacking back. Thus your emotions and needs will not be heard and
received. When we focus on ourselves expressing our feelings and needs, rather than
pointing at their behaviour, the other will be more receptive to hearing and answering with

compassion.

Rosenberg has noted that when people begin speaking of their needs, rather than blaming
and criticising each other, it increases the possibility of having both parties' needs met. One
reason is that we share more or less the same needs, we as humarasicawei\ersal
needs shared by our humanity:

- Autonomy

- Celebration

- Integrity

- Interdependence

- Play

- Spiritual communion

- Physical nurturance
Another important point made by Marshall Rosenberg (2049):f we donét v al
needs, ot her s otmapgoplawiltreat us thé veay we,allow them to tued
way we treat ourselves. It is our responsibility to take care of and value our needs, as well
as setting the boundaries that are adequate for us. There is no right or wrong, nor general, it
is based on the person.

I lmportant: Connectyourf eel i ng with your need: nl fee

The fourth componenthe request
After having expressed our emotions and needs in a certain situation, we can continue by
making a clear request that would enrich our lives and meet our needs. It is recommended

to |l eave behind ideas such as fAbat fheyhashk
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not have to tell themo etc. Each of wus is
same universal needs and emotions, we have our own specific way of expressing our
emotions or of having our needs met. Therefore, if we want to make sure thpeywer

will better understand us and if we want to avoid disappointment and further frustration, it

is our responsibility to say very clearly and as specifically as possible what weiwéms

form of a request. It is recommended to pesitive action language say what you want,

not what you dondét want. Make a request as
or ambiguous phrasing.

For exampleCould you listen to me when | speak to you?

For you Ato be | istenedod might mean that t
for others it might mean that the other person is having eye contact and focuses only on the
person speaking and so on. hotspacificiesougb,argle, | u
maybe the way in which the other person is
active listening. Therefore making requests in concrete, clear and positive language can

show what you really want and increases the posgibilihaving your needs met.

Of course, daring to say what we really want and need can be frightening, as the other person
can say no. And they can, it is part of their freedom. But a question to ask ourselves is
AWould | really want another preots owanto tdoo ds
for many of us the answer would be no. We want others to respond to our request as long as

it is in alignment with themselves and as long as they truly want to.

I Important: Distinguish between requests and demands.

A demand doesnét accept a no, i ttrippirgrfit| ead t
is not complied with. It also infringes the freedom of the other person, who can feel they

only have two optionsto submit or to rebel. On the contrary, a resjueecepts a no, it is

an invitation, and the other is free to answer as it is adequate for them. If the request is not

followed by emotions and needs, it may sound like a demand.

fAiThe objective of NVC is not to change people and their behaviour in order to get our way;
it is to establish relationships based on honesty and empathy that will eventually fulfil

everyonedoM . nRedenberg (2015)
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NVC in action

NVC Process

The concrete actions we observe
that affect our well-being

How we feel in relation to
what we observe

The needs, values, desires, etc.
that create our feelings

The concrete actions we request
in order to enrich our lives

Image from Rosenberg, M. (2015) Ndnlent communication, chapter 1.

The process

We start by observing what is happening in a situation: what is being said and done that is
either nurturing or not for our life? Express these observations without introducing any
judgement or evaluation. Just say what you see, hear, what you obseaveiessgof what

you think about it. The second step is to identify how we feel: what is happening in my body
in that situation? What emotions, sensations, and feelings move inside me? and then put
these emotions and feelings into words. A third step expyess the needs connected to
these emotions. The last step is to share our request: what do | want that would enrich my

life? in a concrete, positive and clear way.

For the practice to be applied with success, it requires a good leself-afvareness and
contact with one's emotions and needs, as well as high empathic abilities and compassion.

2. Receiving emphatically

The second main part of NVC is focused on how we meet the other person, and how we
listen and receive with empathy what is being said or what is not being said. The Chinese
philosopher Chuangd zu says that empathy requiThees | i s
hearing that is only in the ears is one thing. The hearing of the understanding is another. But

the hearing of the spirit is not limited to any one faculty, to the ear, or to the mind. Hence it
demands the emptiness of all the faculties. And wherathéties are empty, then the whole

being listens. There is then a direct grasp of what is right there before you that can never be
heard with the ear or understood with the
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Empathy asks of us to put aside our judgement and criticism and listen with an open heart.

|t doesnot require giving advice or reass
problems. Instead, it means focusing our full attention on the other pgrgog, them the

time and space to express what they need and to feel understood, this is captured by the

Buddhi st saying: fADondét just do somet hing,

When we learn to listen empathically we can use the NVC principles and only hear what the
person is: observing, feeling, needing and
they feel and need, we can learn to hear that and mirror it back tahhmingh questions.

For example, the person sayam unhappy because you never call bgng NVC, we can

notice the needs are not expressed, instead the emotions are a consequence of the behaviour.

Tools: Paraphrasing
Using paraphrasingre can ask for clarification and help the person say what they Aeed:
you feeling unhappy because you would need me to show you you are important to me by

calling more regularly?r Do you want me to call you every day?

It is helpful to express firstly our own feelings and needs when we ask for clarification. For

exampl e, i nsWaadild | dof thatsnwkes yog feefi this way?t ol 8 my A
frustrated because 16d |Iike to understand
willing to tell me what | 6veodone that | eac

Reflect back messages emotionally charged.

Listen for emotions and needs as we develop sedwareness and are more connected to

our emotions and needs, it will become easier to identify the emotions and needs of others.
We can use our abilities to mirror their emotions and needs even though they are not directly
expressed. Wem we do this, we do it in the form of a question or reflectisounds to me

like you feel frustrated, and you would like to be treated with respartan always share

how we feel when we do not know how to show thetrgylpport to the other persdram

concerned about you, and | would like to know how to best support you. Could you tell me
what | can say or doto helpyouféet As Bessel (2015) says fnE
starts with labelling your own feelings and attuning to the emotions of the people around

youo.
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Through the fundamental aspects of NVC, learning to express themselves honestly and
receive empathically, to create a deep connection as the basis of any relationship

Il. Power of nonverbal communication

Nonverbal communication plays a significant role in how we express ourselves and connect

with others. In fact, studies show that a large portion of communication isembal,

meaning the way we say things often has more impact than the words thenfseives.
Generation Z, who have grown up in a digital world, masteringweobal communication

is crucial for building deeper, more meaningful faadace relationships. Drawing insights

from Mindvall eyds resources on expomhowtoi cat i c
harness the power of naerbal cues to boost your confidence and improve your social

interactions.

3.Body Language: Speaking Without Words

Body language is the most prominent aspect of-wvesbal communication. From your
posture to yourgestures, your body conveys confidence, openness, and iditerest
conversely, insecurity and disinterest. Learning to use your body language intentionally can

help you communicate more effectively.

Key Principles of Body Language:

0 Posture: Standing or sitting tall with your shoulders back and head held high signals
confidence and seHlssurance. Slouching or hunching can give off the impression of
uncertainty or low energy.

0 Open gestures: Keeping your arms open and uncrossed indicates that you are
approachable and receptive. Crossing your arms or closing off your body can make
you appear defensive or closefi.

0 Eye contact: Making direct but natural eye contact helps establish trust and shows
that you are fully present in the conversation. Avoiding eye contact can make you

seem disengaged or insecure.

O«

Smiling: A genuine smile can disarm tension, make you appear friendlier, and put
others at ease. Smiling also triggers positive emotions in yourself, helping to reduce

nervousness.
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Actionable Tips:

0 Mirror practice: Practisetanding or sitting with good posture in front of a mirror to
become more aware of how you carry yourself. Notice how different postures make
you feel more or less confident.

0 Record your interactions: If possible, record yourself during a casual conversation
or presentation to review your body language and identify areas for improvement.

4.Facial Expressions: Your Emotions on Display
Your face is often the first thing people
youdre smiling, frowning, or raising your

emotions and attitudes without saying a word.

Mindvalley Insights on Emotional Awareness: Facial expressions are closely tied to
emotional awareness. According to Mindvall
emotions allows you to control how they are displayed on your face. This emotional

regulation can helgou remain calm and composed, even in fpgbssure situations.

How to Use Facial Expressions Effectively:
0 Be aware of your default expression: Many people have a "resting face" that may
unintentionally convey boredom or frustration. Practice maintaining a neutral or

slightly positive expression when youor e

0 Match your expressions to your words: Ensure that your facial expressions are
aligned with your message. Smiling while delivering positive news or showing

concern whemliscussing serious topics makes your communication more authentic.

Actionable Tips:
0 Observe others: Watch videos of public speakers or leaders you admire and pay
attention to how they use their facial expressions to enhance their message.

0 Facialexercises: Try facial exercises to relax tense muscles, which can help you

appear more at ease and open during interactions.

5.Gestures: Enhancing Verbal Communication
Gestures, such as hand movements, can complement and emphasise your verbal
communication. In fact, using gestures while speaking has been shown to improve clarity

and engagement in conversations. Mindvalley emphasises that deliberate and purposeful
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gestures not only make you appear more dynamic but also help you articulate your thoughts

more clearly.

Effective Use of Gestures:

0 Use natural gestures: Let your hands move naturally as you speakomibver
exaggerated or fidgety gestures that can be distracting.

0 Compl ement your wor ds: Gestures shoul d
contradict it. For example, using a widem gesture when describing something
large helps your audience visualise your message.

0 Avoid nervous habits: Fidgeting with your hair, jewellery, or hands can signal
nervousness or lack of confidence. Becoming aware of these habits will help you

eliminate them from your communication style.

Actionable Tips:
0 Practicespeaking with gestures: Record yourself while giving a short presentation
or explaining something to see how you
try adding more gestures that naturally align with your words.
0 Stay mindful of nervous tics: Yfou tend to fidget, consciously work on keeping your

hands calm during interactions.

6.Tone of Voice: Conveying Emotion and Authority

Your tone of voice can dramatically influence how your message is received. A calm, steady
voice can make you appear confident and in control, while a shaky or monotone voice might
under mine your authority. Mindvadtyjoegywites | ess
can carry both emotional energy and intention, making it an essential part-wéntah

communication.

Mastering Tone of Voice:
0 Pitch and pace: Varying your pitch and pace helps keep your listener engaged and
adds emphasis to key points. Speaking too quickly can signal anxiety, while speaking

too slowly may | ose your audiencebds inter
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0 Volume control: Speaking too softly can make you seem unsure, while speaking too
loudly may come across as aggressive. Find a balanced volume that conveys
confidence without overwhelming your listener.

0 Pause for effect: Pausing briefly after making an important point allows the message

to sink in and gives you time to gather your thoughts, demonstrating poise and

control.

Actionable Tips:
0 Record and review your voice: Listen to how your voice sounds in different
scenari os, S U exciteda rrervoud) er melaxea ldéntifleareas where
you can add
more variation in tone or improve clarity.

0 Practice breathing exercises: Proper breath control helps you maintain a steady tone
and reduces nervousness. Deep breathing fromdraphragm supports a stronger,

more confident voice.

7.Space and Proximity: Respecting Boundaries

How close you stand or sit to someone during a conversation communicates a lot about your
comfort l evel and relationship with that
emphasise the importance of understanding personal boundaries and culturaicdiffere

when it comes to proximity.

Using Space Effectively:
0 Respect personal space: Standing too close to someone can make them feel
uncomfortable or overwhelmed. Be mindful of how much space the other person
needs, and adjust accordingly.

0 Use space to assert authority: In professional settings, standing tall and grounded in
your space can signal leadership and authority, while shrinking or retreating may

convey insecurity.

Actionable Tips:
0 Notice space in interactions: Pay attention to how much space you naturally give
others and how they react. Adjust your distance based on the situation and
relationship.

Practice grounding techniques: Grounding yourself by standing with your feet shoulder
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width apart helps you feel stable and centred, projecting confidence in your interactions.

Conclusion: Harnessingon-Verbal Communication for Confidence

Non-verbal communication is a powerful tool that can enhance your confidence and improve

your ability to connect with others. By mastering your body language, facial expressions,
gestures, tone of voice, and spatial awareness, you can become a moregeeffecti
communicator in any situation. AverbaMkillsdval |
are key to unlocking your full potential and expressing yourself authentically. Practise them
consistently, and youoll not ipresentyourselfagch i f i c .

interact with others.
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l. WORKSHOP ON SELF-CONFIDENCE

Materialsneeded:

A4 paper pensspeakefor music,colourful pensandmarkers

Step 1- Framing the session (5in)
Introduce yourself and give an overview of g&ssion. You can tell the participants that
during this workshop, we will explore and strengthen our-cmifidence by better
understanding our values, what drives us in life. The workshop will be interactive,

participatory and reflective.

Step2 - Valuesexercise(20 min)
Begin byexplainingto theparticipantghattheywill beengagingn ashortexerciseo reflect
on their core values in life. First, they will complete the exercise individually, folldyed
a group debrief. Invite everyone to take out paper and a pen. Ask them to spend the next 5
minutes reflecting on the most important values in their lives. They should write down their
top five values,rankingthemfrom 1 (most important) to 5 (still important, but less so than
thefirst).

While they write, you can play gentle, relaxing musithimbackgroundOnceeveryonehas
finished, ask them to look at their lesdidconsidemwhetherthesevaluesarereflectedn their
everyday lives. You might provide examples to guide their reflection: For instance, if
someone listed family as a top value, they caskthemselvesvhethertheyspendasmuch

time with their family as theyod |i ke, or
value, they might consider whether they carvetioug each day to do something theye,

or if they tend to put it off.

Give participants another 5 minutes to reflect on these questions and write down their

thoughts.

Afterward, invite the group to share their reflectionshégroupis small(5-10 people)you

can have everyone share in a large circle. For larger groups, suggest pairing up or forming
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trios to discuss their reflections. Offer some guiding questions:
0 Are your values aligned with and expressed in your every@gy
0 Wouldyoulike to makeanysmallchangesf theyar en 6t ?

0 How do you feel after completing théxercise?

Step3 - Identity exercise(90 min)
Explain that the exercise is designed to help participants explore and understand their
personal and cultural identitghare examples from your own life to illustrate how various
aspects of your identity have influenced your decisions and shaped who you are. This
personal sharing helps to create a trusting environameisietsthe stagefor the participants’

own exploration.

Facilitator's Note: It is highly recommended thgbu completethis exercisg/ourselfbefore
facilitating it for others. By doing so, y
which will enable you to guide participants through a more impactful and meaningful

journey.

1. DrawingYour Identity "Flower" (30 min)

After framing the exercise, invite participarits createa visual representatiorof their
identity by drawing a personal "flower" with their name in the centre. Each petal should
representan elementthat defines their identity. Encourageparticipantsto include as

many petals as they feel necessary to fully explore the different facets of their identity.

Explain that i f they dondt rcacosmmahersymval t h t h
that they feel represents them better, such as a hot air balloon, geometric figure, river, or

tree. The goal is for participants to create a symbol thmrsonallymeaningful.

Tell participants to write a word or sentence on each petal (or equivalent) that represents a
part of their identity. Examples include roles (e.g., social entrepreneur, student etc.),
relationships (e.g., daughter, son), aspects of their background (e.gnstitiz, education),

interests (e.g., hobbies, religion, language), and values|¢(eg).,

Give participants880 minutesto work individually on this task,letting themknow they will

have time to share their reflections with others afterward.

Facilitators Note: Below you can seean exampleof categorieghat might be a part of
peoplebds identity. You c aexangpleoachomsgpourevm wi t h
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Proposed list of Categories:

religion
gender
profession
social status
family
citizenship
Education
non-profit activities
neighbourhood, home

minorities

origin

sexual orientation

age

hobby, leisure time

friends
nationality
sports
political interest/ orientation
language

music and other fine arts

examples.

Source: AnnalLindh InterculturalCitizenshipEducationrHandbook

2. Guided Reflection (1énin)
After participants have drawn their flower or chosen symbol, guide them through a deeper
reflection process. Introduce a series of questions to help them explore their fdethigty

These questions can be displayed on a screen or written out where participants can easily
refer to them:

0 Who or whatshapedyour identity?Wasit shapedoy you, or were there significant
influences from family, friends, school, or the society goew up in?

0 Are there any parts of your identity thatu nolongerneedor wishto carrywith you
through life?

6 How might your identity changein tenyears? Would it look the same in a different
context?

0 What factors influence how you define yodentity?

0 Canyou identify any beliefs that are directly linked to specific parts ofiglentity?
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Participants should continue to reflect individually during this time, while you circulate the

room to offer support if needed.

3. Peer Sharing (2tin)

Once participantbavehadtime to reflect, invite themto pair up andsharetheir findings

with a partner. Emphasidleat they should share only what they feel comfortable discussing,
allowing for an open yet respectful exchange. Provide 20 minutes for this peer sharing

session, ensuring that each person has time to speak and listen.

4. GroupDebriefingandDiscussion30 min)
Bring the group together in a circle facollectivedebriefingsessionFacilitateadiscussion

using the following guiding questions:

0 Wasthereanythingparticularlychallengingaboutthis activity?
0 Did you realiseduring this exercise that you overlooked certain groups or aspects of
your identity? What might be the reason for this?

0 Whatconnectionglo you seebetweendentity, values,andbehaviour?
0 Isitanatural process s®ekbelongingwithin agroup?Do we alwaysstrivefor this?

Why or why not?
0 What elements contribute to forming a group ideraitgasensef belonging™How

do these elements influence the way we perceive others and different groups?

Encourage participants to share their thoughts and insights, fosteieegeunderstanding

of how identity shapes both individual and collective experiences.

Note: this exercise was adopted from Anna Lindh Intercultural Citizenship Education
Handbook

Step 4,- Coffee break (1530 min)
Step571 Breathing exercise(10-20 min)

1. Introduction:
0 Begin by introducing the purpose of the activityptoticipantsfi We @aingto do
a simple breathing exercise that will help us slow down, calm our bodies and minds,
and create some space for relaxation. o
0 Invite participants to sit comfortably, either on the growiith their backsstraight

or in a chair if they prefer.
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2. Explanation and Demonstration:
0 Before starting the exercise, explain the steps clearly to the participae wi | |
breathe in for acountof 8, hold the breathfor a countof 8, andthenbreatheout for
a count of 8.0
¢ Demonstrate the breathing pattern a coufy

done.

Facilitators Note: the breathing in for a count of 8, holding the breath for a count of 8 and
breathing outor acountof 8is asuggestionWe dorecommendhatyou adjustthebreathing

in and out count based on what feels comfortable for you. It will be equally helpful for
participants to calm down their minds, if you count to 6 or 4. We also suggashtmnto
participants before the beginning of the exercise to follow up to the number they are
comfortable with and keep it until the end of thercse(for examplejf theycanholdtheir

breath for 5 seconds, telling them to do 5 second inhale and 5 second exhale).

3. Guiding the Exercise:
0 Invite participants to gently close their eyes and prepare to followgrodance.
0 Use the following scripto guidethemthroughtheexerciseii Ware goingto
breathe inas| countto 8: 1, 2, 3, 4,5, 6, 7, 8. Now, hold your breathfor a count
of8:1,2,3,4,5, 6,7, 8.And breatheout, countingo 8:1, 2,3, 4,5,6,7,8 . 0
0 Repeat this sequence up totitfes.

4. PostExerciseRelaxation:
0 After completing the breathing exercise, invite participants to keep their eyes closed
and breathe naturally in their own rhythm.

0 Encourage them to observe how their body feels{dnfinutes.

5. Bringing Participants Back:
0 Gently guide participantbackto the room by inviting themto slowly opentheir

eyes, taking as much time as they need.

6. Debriefing:
0 Conclude with a quick chedk, asking participants to share thexperiences:
3 AHow di d your beoxdeyr cfieseel70dur i ng t he
3 ADid you notice any padtyi?oul ar sensat
3 ADid you have mamy?ot houghts coming
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Waitchallengingto calmyourmi nd ? 0

an
=]

How does ymaw?di nd f eel

This process helps participants connect with their bodies and minds, fostering a sense of

relaxation and presence.

Step6, - Back2backexercise(60 min)

After participants have reflected on the valweercise, it's time to move on to the
"Back2Back" exercise. This activity is designed to help participants become more aware of
what drives them in life, what they love doing, and possibly even what their purpose in life

might be. Feel free to adapt thetiructions to suit your style and the needs of your group.

Note: this exercise was tested with diverse groups of people all over Europ@@ir@nd
while it might seem extremely simple, the impatiason peopleis truly profound.It works

each time and brings out incredibkaia moments in people.

Instructions forFacilitators:

1. Introduction: Begin by explaining the purpose of the exerdise:or t he next
mi nutes, you will work in pairs. Weoll b
drives you in |ife, what you | ove, and ¢

2. Preparation:

3 Ask participants to pair up and find a comfortable, private space indhe

3 Eachpairwill needasheet opaperapen,andatimer.

3 Invite themto sit backto-back, eitheron the groundor in chairs,ensuring
they feel each other's presence without facing each other.

3. Explanation:

3 A Si tt i-tolgacklsampdrtant because when we face each other, facial
expressions can unconsciously influence our thoughtsametimesdlock
us fr om t r uliyourbdarssSittinglgackiotbackallowsyouto
feel thepresencefyourpartnerwithouttheir bodylanguagenfluencingyou.
This can help you access deeper parts of yourself that you migi®piote
in daily I|life. o

4. ExerciseOverview:

3 Once settled, participants should decide whostdlitasthespeakeandwho

will be the listener.
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3 Therewill be two rounds,so eachpersonwill havea chanceto speak
andlisten.

3 Thel i st eoleasrtdlisten attentivelyand write down everythingthe
speaker says.

3 The speaker will talk for 7 minutes, answering goestion:

a)

5. Al magine that tomorrow you wa brethilgp and
to do for the rest of your life. What would it be, anth y ? 0
3 AiDondt overthink it. Simply mBglepond

—+

end of the exercise, you may find your own meaning and reasoning behind it.
Enjoy the process and take it one ste
6. Timing:
3 Explain why the exercise lastaninutes:

AWebve tested this wit Wmidutefisthesweent t i n
spoB not too short, naibolong.During the7 minutestheremaybemoments
of silence. Allow these moments to be; they often signal a transition from
speaking from the mind to speaking from the heart. In these silent moments,
the listener can gently promptthe speakerby askingthe samequestion
again. o
7. SwitchRoles:
3 After 7 minutes, participants switch roles so that both haveghertunity
to be the speaker and the listener.
8. Reflection and Sharing (18in):
3 Once both participanthave spoken,they should face each other and
exchange the papers where theyob6ve wri
3 Encourage them to decide whether to read the paper themselves or have their
partner read it to them, which can be a powerful experience.
9. Guiding Reflection Questions for group debrief (fhid):
3 Provide these questions for participants to reflect on aftendbreise:
Yy Wasanythingchallengingaboutthis activity?
Wasit easierto bethelisteneror thespeaker?
Did anything surprisgou?

Did you learn something new about yourself or yoantner?

—_ = =, <,

What steps can you take to get closer to yaupose?
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10. Commitment statement (&in)
After the group debriefing, invite participants to take an A4 sheet of papaoaralcolourful
pens or markers. Explain that for the next 5 minutes, they will be working individually to create

a commitment statement.

Tell them thathis is the perfectmomentto think aboutandwrite down one small step or
commitment they can take in the next week or month to ralmaerto living and fulfilling

the purpose theyodove just discovered.

Provideafew examplego inspirethem:
6 Al'f your goal is to be a writer, a si mp

article or post on social media once per

6 Al f you whatographeoyoubcemmitmenmightbe, Will go outonce
per week and take phot ojsinaphotognaphy®urser oun d i
int he upcoming month. 60

6 Al f you aim to stagmalylouc o nomint nceonmp acnoyy, |
upcoming month, | will create a stéyy-step plan of everything | need to do to start
my company. 60

Encourage participants to think of their own spe@bmmitments.

Solidifying the Commitmen{10 Minutes) Group Sharing:
0 Ifthe group is small (ufp 30 participants)gathereveryonen abig circle.Forlarger
groups, divide them into smaller circles.
0 Explain that now eaclparticipantwill stand up and sharetheir commitment

statement out loud with the group.

Importanceof VerbalizingCommitment:

0 Emphasise the significance of verbalising commitmefitdNh e n we say (
commitments out loud, it creates a sense of accountability to the group, which
increases the likelihood of following through. Additionally, sharing our goals can
open up opportunities for support from others in the roshgmightbeableto help

us achieve our dreams and purpose. o

Sharing:
0 Invite participants to take turns standing up and shanggcommitmenstatements

with the group.
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0 Encouragehemto listenactivelyand supporeacho t h eomiisnents.

This process not only helps participants solidify their intentions but also fasigpportive

community environment where they can inspire and be inspired by one another.

Step 7- Body scan meditation (20min)

PurposeTo calmandrelaxthemind andbodyafterafull dayof activities.Preparation:

0 Invite participants to sit comfortablgitheron a chair or on the groundusing a
pillow or yoga mat. Emphasise the importance of maintaining a straight back for
alertness, while ensuring they are comfortable enough to vathwut falling
asleepduringthe meditation.

Process:

Setting Up:

3 Once everyoneis seatedcomfortably with their backs straight, invite
participants to gently close their eyes.
3 Introduce the meditation with a calm and soothing tone. You can follow the

script below or adjust it according to your style and intuition.

Guided Meditation:
66We are going to gently and softly <c¢l os
and out to start coming into this present moment, calming our minds and relaxing our body.
We can take coupleof moredeepbreathan andout. And we startbreathingnaturallyin

our own rhythm.

We are going to gently and softly start relaxing our head and our forehand. And we start
relaxing our eyes and our eyeballs, feeling how the eyes after a whole working day start
slowly being relaxed. While you are relaxing different parts of the bodyo tying your
attention to that part of the body and feel how it is getting relaxed. When the body truly
relaxes, itstartsgettingwarmer,- warmingus from the insideandspreadinghe warmthto

all our body parts, our cells and inner organs.

We are going to relagur nose, our cheeks and our lips. While we are relaxing our lips, we
can give a littlsmileto ourselvego preparegositivelyfor themeditation And all our bodies
are slowly getting relaxed from thiep of the headuntil the toes.Feel how the way of
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relaxation is covering your whole body.

We are going to relax our neck and our shoulders. And once we relax our shovsdans,

feel how they gently fall down, while we are releasing the tension from our shoulders. We
continue to relax our upper back and our lower back, remembering to breathe gently and
slowly. If you have any thoughtomingin, imaginethatyour thoughtsarelike leaveson

the tree and like the leaves are slowly falling down from the treetbatground,we are

letting our thoughts fall down and go without focusing on them. We can baak&o our

thoughtdater.

Wecontinueto relaxourarms handsandfingersfeelingthewarmthin ourhandsandfingers.
And just feel how this warmth spreadinghroughouburwholebodyandwarmingusfrom

the inside.

We continue to relax our chest and heart area, releasing all the fesldeyaotionswhich

we might be holding inside our chest and heart area, freeing ourselves from those emotions
and feelings, anteeling how all our body is slowly getting relaxed.

We continue to gently relax our belly. While we are relaxing our belly, we can feel how the
belly is lifting with every breath we breatheandout. And all ourbodiesareslowly getting

relaxed,from the top of the head until the toes.

We gently relax our hips, knees and our legs and we can feel more and more relaxed. We
relax our feet and toes and all our body is now relaxed. For a moment, we will continue

breathing and bringing our attention to our breath in silence.

Note: stop talking for 3 min, so that participants can stay in silence and focus on their
breath. After 35 min are over, continue the guidance.

We will now start slowly coming back from the meditation by gently wiggling our fingers,
feet and toes, anghoving our body softly andgently. Perhaps/ou wantto stretcha little
with your closed eyes. And whenever yealready,you canslowly gentlyandin yourown

ti me, open your eyesodo0.

Reflection:
After the meditation, invite participants to shtreirexperiencesyou canaskthefollowing

guestions:
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Yy How did itfeel?
y Did the meditation feel long @hort?
y Do you feel more relaxegow?
Yy Howdoyoufeelintellectually,physically,emotionally,and
spiritually?
Note:Remi nd participants, especnoaralftheyd ihdbrs@t n e

fully relax. With practice, it becomes easier to be present and achieve deeper relaxation.

Step 8- Check- out (5 min)
Invite each participant to share 1 word, which defines what they are taking away with them
and how they are leaving the session. If you have a group of over 30 participants, then you
can simply ask a couple of participants in the room to share how thégedng and what

they are taking away with them.

Encourage participants to enjoy the journey of expladieg purposeandpassionsRemind
them that these exercises are tools to help theerstanavhatdrivesthem,whattheylove

doing, and what brings flow, healthell-being, and happiness into their lives.
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. WORKSHOP ON FACE-TO-FACE COMMUNICATION

Objectives:

learningto identify needs and emotions, and express them with clarity, in a way that
promotes connection;

develop skills for activéistening;

build a healthy communicationstyle, learning to expressoneselfhonestly and

with kindness and listen with empathy;

increase selwareness, focus on spegditerns;

create connectionthrough non verbal practice, exploring interconnectionand
increasing the awareness of others, building empathy;

An understanding of the universality diuman needs and emotions, and the
development of moral imagination (our ability to imagine ourselves in the shoes of
others) and the sensitivity to imagine what it might be like to be that person;

learn selfcompassiomractices

Nonviolent communication practices based on focusing our consciousness on four areas:

what we are observing,feeling, and needing,and what we are requestingto enrich our

lives,as well as what the other is feeling, needing and requesting, regardless of how they are

expressed,;

Creating connection as the basis of conflict mediation and resohuti@nparticipants will

|l earn to play the mediatords role which i

connect, express their needsveatsiratejiestesneatn d

those needs;

Est

need.

ablish relationships based on honesty

Stepl - Introduce yourself andthe topic of the workshop. (5 min)

fiHow are we as humans meant to rel ate to

other? Can our words nurture or damage our relationships? Can communication enrich the

world we live in? Can we feel confident and satisfied when we move through life with
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compassion? Can others better meet us and our needs if we express them clearly and take

responsibility for our emotions? These are some questiondanatiolentCommunication,
developed by Dr. Marshall B. Rosenberg, answers through theory and practiceeiftod

fosters intraandinterpersonatelationshipf compassiongollaborationandcaring.It can

be applied in various settings, from close relationships, to work conflicts, schools, and even
interracial conflicts. The objectives and basic steps of NVCheiffresentedNVC helps

us connect with each other and ourselves in a wayatlmats our natural compassion to
flourish. It guidesisto reframethewaywe expresourselvesandlistento othersby focusing

our consciousness on foareas: what we are observing, feeling, and needing, and what we
are requesting to enrich our lives. NVC fosters deep listening, respect, and empathy and

engenders a mutual desire to give from the

Set the guidelines for the group work: Confidentialitpeaning that what is shared in this
group is confidential, and it stays here. Another rule is that nothing is mandatory and

everything is accepted (of course, except any form of violence).

To be able to work with the NVC principles, one needs a good awareness of what is
happening in their mind and body. Therefore you will start by guiding a meditatiotheith

purpose of increasing their state of awareness and presence.

Step2 - Developing awareness 15 min
Introduce meditation the purpose is to become more aware of the information we receive
through our senses. They only need to observe, nothing more, to practice an objective

observation.

1.Look - 1 min
Become aware of what you see: notice the richly varied and vivid impressbapes,

colours, movement, dimensionality, the entire visible world.

2. Listen- 1 min
Become aware of what ytwear:registerthevarioussounddakenin by yourearsi adiverse
range of intensities, pitches, and tonal qualities, perhaps includingrtiaonplaceniracle

of speech or the wonder of music.

3. Feel- 1 min
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Become aware of whgibutouch:texture(smoothyough,dry, sticky,or wet),weight(heavy,
light, solid, or empty), pleasure, pain, heat and cold, and the rest. Also, note how your body
feels right now and compare that to the many other ways it feels at other times, tired or

energetic, stiff or limber, painful or pleasant, and so on.

4. Taste- 1 min
Become aware of what it is like to taste: taste a nuwftdifferentfoodsandsubstancesr

remember and vividly imagine their tastes.

5.Smell- 1 min
Become aware of what y@mell:theodourof warmbodies garthincensesmoke perfume,
coffee, onions, alcohol, and the sea. Remember and imagine as many of them as you can.

6. Breathing- 1 min

Attend your breathing. A moment agou probably were not consciously aware of your
breathing even though you have inhaled and exhaled fifty times while doing this exercise.
Hold your breath for a few seconds. Let it out. Now take a deep breath. Notice that being

conscious of your breathiraglows you to alter it deliberately.

7. Emotions- 1 min
Become aware of your feelings. Remember the difference between anger and joy, serenity

and excitement, and as many other emotions as you care to feel. How real do emotions feel?

8. Thoughts- 1 min

Become aware of your thoughts. What have you been thinking while doing this exercise?
What are you thinking right now? How real do thoughts seem?

9. I-&min

Becomeawareof the fact thatyourworld alwaysincludesyou. As William Jamesoted, it

is | see, hear,| feel, | think thatis the basicfact of experience.You arenotwhatyou see,

hear, think, or feel; you have these experiences. Perhaps most essentially, you are who is
aware. You aralwaysat the centreof your multidimensionaluniverseof experiencebut

you arenot always consciously aware of yourself.

10. Keeping theawarenessr movement putaninstrumentakong- invite the participants

to move through the room and guide them again to become aware of what they see, hear,

feel, smell etc. (am the previous sequence, but faster) while they move.

At the end- have a moment of sharing, inviting them to say some words about their
experience.

76



Funded by
the European Union

Step 3- NVC (30min)

Materials needed- Flip chart Introduce the NVC process:

We start byobserving what is happening in a situation: what is being said and done that is either
nurturing or not for our life? Express these observations without introducing any judgement or
evaluation. Just say what you see, hear, what you observe, regardlbas yduthink about it. The
second step is taentify how we feel: what is happeningin my body in thatsituation?What
emotions,sensationsandfeelingsmoveinside me?andthenput these emotions and feelings into
words. A third step is to express theeds connected to these emotions. The last stephateour

requestwhatdo | wantthatwould enrichmy life? in a concrete, positive and clear way.

Give examples.

NVC Process

The concrete actions we observe
that affect our well-being

How we feel in relation to
what we observe

The needs, values, desires, etc.
that create our feelings

The concrete actions we request
in order to enrich our lives

Introducingthe golden rule andwriting it on the flip chart- | feelé .(.e mo t i when) é .

€. (behaviour) é. . Noméedr éfonestd) ? Coul c
Ask the participants to make pairs and choose one situation in their lives where they have
conflict or tension and use the principles of NVC to try to address that situation. Person A
chooses a situation and gives a role to Person B. Person A uses NVC principles to express
their needs, and feelings and make a request, dhdextd,PersorB answersTheychange

rol es, and it i s Personds B turn.

Reflection with the whole groupsharing their observations, insights, @axgeriences.

Step4 - Connectionexercise(25 min) Materials needed- speaker and music
Introduction: Explain the exercise: Being in interaction with others is a glégadingand
listening, ofconnecting, following, inspiring and creating together. In this practice the
participants will make pairs. Standing in front of each other, hands facing, one person will
start (role A) and move their hands and body while the other person (role B) wili ther

movements, following as accurately as possible. Let them explore for 5 minutes, person A
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leading,andpersonB following. Whenthe songends,askthemto switchroles.PersonB
will lead and person A will follow, for another song. At the end, the final 5 minutes (or the
last song) the roles are not set anymore, they are invited to experiment with taking lead and

following, creating a movement together.

Reflection
Invite the participants to share about their experience, first for 3 minutesiripair,andat

the end dedicate some minutes for sharing in the big group.

- Which role was more comfortable fthrem?
- What wadifficult?
- How did they understand each other in the 3rd part oftkecise?

Step 5- Active Listening (30min)

Step6 - Coffeebreak (15-30min)
Materials needed- clock and a bell, flip chart (write the questionsith)n

Introduce the activity: The second main part of NVC is focused on hownveetthe other

person, and how we listen and receive with empathy what is being said or whdieggot

said. Empathy asks of us to put aside our judgement and criticism and listen with an open
heart . It doesndt require giving advice or
problems. Instead, it means focusing our full attention on tier @ierson, giving them the

time and space to express what they need and to fdelsiood, this is captured by the

Buddhi st saying: fAiDondét just do somet hing,

When we learn to listen empathicalye can use the NV@rinciplesandonly hearwhatthe

person is: observing, feeling, needing and requesting.

The patrticipants will form pairs again, one will share an event fhr@mlivesfor 5 min, the
otherhasto listen, carefully, without sayinganything,without nodding,just being present
and attentive. Then they switch roles. The trainer k@ipa track of time andring the bell

when the allotted time has passed.

The second part of the exercise is, in the same pairs, one sgiesksganeventfrom their
life, for around 4 minutes, while the other person is listening, having in mind these 5
guestions.

- What do Isee?
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- What do lhear?
- What do Ifeel?
- What do limagine?
- What moves insidene?
After the story, write dowtheanswergo thesequestionsAfter thischangeolesandrepeat.
The second person will share now fan#hutesastory,withoutbeinginterruptedTheother
one is listening with the 5 questions in mind. Give the participants 5 minutes to share their

experience anckflections.

The third part of the activity is to practise listening, focusing on what the person is saying.
One isspeakingtheotheroneis listening trying to identify theirfeelings needsandrequests
even if they are not present. Agaipairs,onewill speakfor 5 min, andtheotherwill listen

to the feelings, needs and requests. Change roles.

End with a moment of sharing in pairs, then a debriefing with the vgnole.

- Whatdifferences didhey noticen thequality oftheir attention?

- How was it to listen, to share a story without bamtgrrupted?
- Which role wadifficult?
- What did they struggle with?

Step7 - Self compassion (30 min) Materialseeded- papersand pens

Introduction: We all have parts of ourselves, behaviours, characteristics etc., that we don't like, that
can make us think we are not good enough, or experience shame or guilt. It is the human condition
to be imperfect, and feelings of failure and inadequacy are ptiré @xperience of living a human

life.

Invite the participants into a journaling practice. They will begin by thinking of features, events,
mistakes that they struggle to accept, writing about an issue they have that tends to make them feel
inadequate or bad about themselves. Give them 7 reitmterite freely about this topic, identifying

the narrative and inner dialogue and emotions they experience. Prompt with some questions, if
needed: what though they have, how do they feel, what is challenging? How do they feel about

themselves?

For the secondpart, invite them to think of the person they love the most and imagine that this
person is feeling bad with themselves, they struggle, they are judging and blaming themselves for
their shortcomings or mistakes. Write down what they woelldhem?How would they speak to

their loved one? (5 min).
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For the third part, invite the participants to read both texts and notice if there is any difference, and
if yes, what is the difference amdhy isit thereAWhatmakeghemdeserve differentireatment than

their loved one? (5nin).

For the last part (7 min), invite the participants to write a letter to themselves from the perspective of
an imaginary friend, a friend full of unconditional love, care, affection, compassion, a friend can see
all their strengths and weaknesses, includiregaspect of themselves they have just been writing
about. Invite them to fully feel what this friend feels for them, and write a letter from this loving
friend focusing on the topic they have been writing about in the beginning, what would this friend
say? How would the friend speak to them? What word of wisdom, love and care this friend has to
offer? Try to infuse the letter withitheir compassion,with their affection and acceptance.
Afterwards,take somemomentgo tap intothefeeling of compassionteceivingthis unconditional

love from afriend, readthe letter again and allow the body to fully feel and receive compassion.

Step 8- Check- out (10 min)
Invite the participants to reflect on what they taking home with them and ask some of
them to share with the group. For the closing, ask each one of them to share one word that
would reflect how they feel. If yolaveagroupof over30 participantsthenyou cansimply
ask a couple of participants in the room to share how they are feeling and what they are

taking away with them.
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1. Generation Z and its relationship with time

1.1. Who is Generation Z?

Generation Z thas, you, those born between the r3ids and 2010, are nicknamed "Digital

Generation” or "iGen." And rightly soyou've grown up with smartphones, social media, and

the Internet at your fingertips ever since you were crawling. You are a generationdbat liv

quickly, always connected and in step with technology. However, what makes you so unique?

Let's find out!

Life in the digital age: For you, technology

is not just a tool but a way of life. Whether you'
making TikToks, looking for inspiration on Pinteres
or solving problems on Google, the onli .
environment is "home."

Online socializing: Friends are just
message away and relationships are built thro
emojis, memes and shares. You are experts
transforming social networks into true platforms f

personal expression.

Incredible adaptability: New apps, trends or devices? No problem! You understand

and learn everything faster than previous generations.

Independence and entrepreneurshipMany of you dream of being your own bosses.

Your startup could start right in your room with a laptop and a brilliant idea.

Progressive valuesinclusion, diversity and social justice are essential to you. You are

actively involved in the issues that matter and you are not afraid to take a stand.

Focus challengesYes, digital life also comes with challenges. Fun is just a swipe away

and staying focused can sometimes be challenging.

Passion for diversity: The world is a place full of colours and perspectives and you are

the first to embrace it with open arms.

How do you manage your time?

If we were to summarize your relationship with time, we would say that technology plays a

central role. But there are a few aspects that deserve attention:
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Online time: Spend hours on your devicéendless scrolling or creative projects.
Although productive, online time can "fly by" without you realizing it.

Digital distractions: It's hard to stay focused when notifications bombard you from all
directions, making multitasking challenging.

Preference for digital communication: Faceto-faceor on the phone? Maybe. But a
qguick message is much handier. You prioritize your relationships based on the time available
and the platforms you use.

Activity planning: Classic planning isn't your strong point, but things change when an
excellent app comes along. Digital helps you keep everything organized.

Flexibility matters: Free time is sacred! Your preference for relaxing activities and
flexibility in choices show how much you value the freedom to decide what you do with your

time.

In short, you are a generation that inspires through creativity, dynamism and openness to
change. The challenge is to find a balance between online and offline life, focus on what really

matters and use your digital resources to build an extraordinang.futu

1.2. How does Generation Z perceive time?

Time is a precious resource for you, but managing it is not always easy. Research has shown
us some interesting things about how you get organized, what you prefer, and what challenges
you face. Let's see what time looks like through the eyes of Genezation

- Time and technology: inseparable

“  You grew up with phones, tablets and laptops that are
extensions of yad no wonder you spend hours
connected, whethsfou're learning, socializing or just

r relaxing. While useful, online time can sometimes get

out of hand, leaving less room for other activities.

i - Distractions are everywhere

Notifications, memes and short videos bombard your

attention. Staying focused on a task is hard when your
phone vibrates every few minutes. Digital distractions are one of the biggest challenges in time

management.

- Digital communication: more accessible, faster
Why make a phone call when you can send a quick message? Many of you prefer online
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communication, which is more effective and less intrusive. But this style influences how you
build your relationships and how much time you allocate to them.

- Digital planning
Traditional planning may seem tedious, but digital apps and tools are the perfect ally.
Automatic reminder settings, colorful calendars, and interactive lists help you keep everything
under control, even if lorterm planning remains a challenge.

- Free time, first
Flexibility and freedom to choose how you spend your time are essential for you. Your
preferences for relaxation and fun can sometimes conflict with time dedicated to personal or

professional development.

What does all this mean?
Technology plays a significant role in your daily life, shaping how you spend your time and
interact with the world around you. But with a little organization (and a few helpful apps), you

can turn these habits into an advantage.

What could be the starting point? Find a balance between digital and offline, use technology to
support your goals, and remember that sometimes it's good to take a step back, breathe, and

live in the moment.

1.3. How does technology influence time management for
Generation Z?
Technology and the digital environment are integral to Generation Z's lives, profoundly
impacting how you perceive and manage time. It's like a dedded sword: on the one hand,
it gives you digital superpowers, but on the other hand, it comes witkipas. Let's see both

sides.

The positive impactHow technology helps you save time

Quick access to information:Answers are just a click away in a digital world. Do you
want to learn something new? Tutorials, articles and videos are ready to help you in seconds.

Flexibility in organization: Technology allows you to manage your schedule. With
scheduling apps or digital calendars, you can set reminders, orgadiadists and prioritize

effectively.

84



‘el
BERMAVOU B e

Communication and collaboration without limits: Distances no longer matter. Group
projects, meetings or brainstorming are now done on digital platforms, simplifying
collaboration and saving time.

Efficiency through automation: Online payments, automatic notifications or program

synchronization? Technology helps you eliminate repetitive tasks and focus on what

really matters.

The Negative ImpactThe Pitfalls of Digital Time
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Constant distractions: Notifications that
pop up unexpectedly, endless scrolling on social
media or the latest episodes of an exciting series can
cause you to waste precious hours without realizing
it.

Procrastination and wasted time:Video
games, TikTok or YouTube can become real "time
thieves." Procrastination becomes challenging,

especially when important tasks are postponed for

seemingly harmless relaxation activities.
Impact on mental health: Excessive time spent online can lead to anxiety or the feeling
of "wasting your time." Social isolation and constant social media comparisons can also affect

your motivation and productivity.

How to find a balance?

Technology is a powerful tool for you, but the key is to use it consciously.
Set limits: Use features to monitor time spent on devices and enforce regular breaks.
Prioritize essential activities: Start the day with the tasks that matter most and leave
relaxation for later.
Disconnect sometimedOffline moments are essential for mental health. Go for a walk,

read a book or spend time with friends faodace.

Technology is an incredible ally, but it must be used wisely, like any resource. In balance, you

can turn the digital environment into a real support to manage your time better and achieve
your goals.

1.4. Why is time management important to you?

Time is like a daily budgétyou get it every morning but you can't save it for tomorrow. How
you spend it makes the difference between achieving your dreams and feeling like you're
always falling behind. Time management is not just a skill; it is thakeaybalanced, happy
and productive life. Let's see how it can help you build the life you want!
Benefits of Effective Time Management
You become more efficient and organizedFirst, knowing what you have to do and
when is essential. If you prioritize important tasks, you can avoid procrastination and

use your energy where it counts. Ask yourself:
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5: e N What should | do first?
'y

N What can it expect?

Stress disappears (or at least diminishesPo you feel caught up in chaos and tasks
overwhelm you? With a welleveloped plan, things become clear and deadlines no longer
seem so scary. When you have control over time, you have less stress and more peace of mind.

You're more productive in less time:Focus on essential tasks and you'll notice how
you manage to get more done in a day. Why waste hours on insignificant things when you can
advance toward the goals that matter?

Work -life balance becomes possibld:ife is not just about work or school but also
about friends, family, hobbies and time for yourself. Proper time management allows you to
enjoy these things without feeling guilty or exhausted.

You achieve your goals step by stepDo you have big dreams? Perfect! Time
management helps you break them down into small steps and progress steadily. Every time you
tick a stage, you get closer to what you want.

Flexibility helps you adapt: Remember, plans are not rigid. Life can come with
surprises and it's important to adapt without losing sight of what really matters. Be flexible, but

stay focused on your lorgrm goals.

1.5. How time management influences your success at school
and in your career

Effective time management is essential to achieving your goals related to school, hobbies, or
future plans. By learning to organize your time, you can achieve better school results, more

free time for activities you like and less stress.

How time management helps you at school

N Learning planning: If you organize your time, you can allocate dedicated time for

homework, learning and preparing for tests without feeling overwhelmed.

N Prioritize tasks: Focus on what's really important, like important projects or tests and

leave less urgent tasks for later.
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N Avoid procrastination: When you know what you have to do and when, you will be
more motivated to get to work and not procrastinate.
N Less stressGood organization helps you feel more in control and avoid stress before

deadlines.

How time management helps you for your future

N Efficiency: Start organizing your time now to learn how to be productive and get more
done in a shorter amount of time.

N Flexibility: With a welldeveloped plan, you can adapt if unexpected changes arise,
such as additional tasks or new activities.

N Personal developmentlUse the time to learn new things, enroll in classes or participate
in extracurricular activities that you enjoy and help you grow.

N Career readiness:If you manage your time well, you'll have more space to get

involved in projects or volunteering that can help you in your future career.

By organizing your time efficiently, you will have more freedom to do what you love, enjoy
your free time and prepare for your academic success and professional futuneaviaaiied

time is an investment in you and what you can become!”

1.6. Time management: What can we learn from each other?

Have you ever argued with an adult in your 6femaybe parents, teachers or a boss at a part

time jobd because they had different opinions about how to use your time? You may have
heard remarks like "You spend too much time on your phone!" or "You webd thore
organi zed! 0 These discussions come from how

based on different responsibilities, priorities and life experiences.

Let's analyze these differences through a more personal example:

Imagine that you need to prepare a presentation for school but prefer to relax a little on social
media. Meanwhile, your parent stresses finishing household chores, paying bills and organizing
his workday. What do you think each of you sees in the other?

W Different responsibilities
You: Education, hobbies, friends and online time are your everyday priorities. You
can afford to postpone some things because you may not yet have financial

responsibilities or the care of a household.
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Adults: Work, paying bills, cooking and planning the whole family's day are their
priorities. For them, every minute counts because they juggle many responsibilities
at the same time.
W Organization skills
You: You may feel like you have "enough time" for everything but sometimes you
underestimate how long it takes to finish a task. It's easy to get lost in a video or
game.
Adults: They have years of experience learning how to plan and estimate time.
That's why they sometimes insist on planning your day bietlieey want to help
you avoid their mistakes.
W Different motivations
You: Maybe you are more motivated by the thought of having fun, feeling part of
a group of friends or finishing chores as quickly as possible to have free time.
Adults: They often have more "serious" motivatidnso ensure family stability,
improve their career or save for the future. That's why they always seem "on the run".
W Time perceived differently
You: Sometimes, it can feel like you have endless time for everything. Whether we
are talking about school, projects or hobbies, the pressure may seérarldbthe
day before a deadline!
Adults: They see time as a limited resource. That's why they sometimes get

frustrated if it looks like you're "wasting time."

How can we learn from each other?

Learn from adults: Observe how they plan their day and try to apply tricks that work
for you. For example, make a short list of what you must finish by a specific time.

Help them understand you: Explain to them that, for you, relaxation breaks or time spent
with friends online are essential for your emotional balance.

Find common ground: You can accept their advice on prioritization and show them that
you too can complete important tasks without completely giving up the fun.
Finally, time management doesn't have to be a reason for conflict. It's a "game" that you learn
along the way and even if adults have years of extra practice, they were once like you. And
you have something they may have forgotten: spontaneity andilitye tabenjoy the present
moment. If you listen to each other, you can learn valuable things about balancing life's
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responsibilities and joys.

2. Your time is precious: learn to protect yourself from
"time thieves"

You know that feeling when you start your day full of determination with a clear list of tasks,
but at the end, you ask yourself: "Where did this day go? What have | done with my time?"
You're not the only one. Many times, it's not that you're not capabldat your time has been
stolen by "time thieves."

"Time thieves" are those people, activities or habits that distract you and consume precious
hours without you realizing it. They are invisible and easily creep into your daily routine,
affecting your focus, efficiency and ability to achieve your goals.

They are everywhere, invisible, silent but very active and if you are not careful, they steal a

large part of this important resource. In vain, y
will shout, "I don't have time anymore," when ya
finally find that you will not be able to make up fa
the lost minutes. Even though "time thieves" WISl ISy
never disappear, time management can help
contol them.
The first thing you need to do is to recognize thg
“time thieves." Identifying them is extremely =
important if you want to stop wasting your time a
increase your learning or work efficiency. "Time
thieves" take different forms by exploiting your daily routine, disguised as tasks or
responsibilities that seem urgent and important to you: scrolling through social networks,
excessive checking of emails, unimportant meetings, unnecessary tasks, ¢tbheywhave in
common is that they do not contributeytour personal growth and the achievement of your
career goals. Instead, it gives you the feeling of busyness, that you are important, preventing
you from doing essential work that impacts your life. Even though time thieves act differently
from person to erson, there are common patterns that affect us all. Depending on the

environment they come from, "time thieves" can be external or internal.
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External "time thieves" come from the outside and even if you can't prevent them from
appearing, it doesn't mean you can't control and minimize their effects. They are disguised in
phone calls, messages, unscheduled visits and interruptions caused by friends, relatives,
acquainances, etc.

Internal "time thieves" are found in your behaviour and routine: habits, personal
organization, lack of planning, etc. They are more challenging to identify and accept:
procrastination, aimless surfing the internet or lack of a clear plan for the day.

If you allow "time thieves" to steal your time, you can enter a very negative dynamic. You'l
need more time to fulfill your commitments and you can't get this time unless you take it from
somewhere else: time spent with family or time spent on hobbies.

Some "time thieves" steal a lot of your time with every action and you identify them more
easily. Others, more perfidious, steal only a few minutes at a time but appear frequently and if
you do the calculation at the end of the day or week, you realizéhthahave dispossessed

you for a very long time.

Who are the most frequent and dangerous "time thieves"?

Interruptions are extremely dangerous for the time you allocate for an activity. They
consume not only the time you suspend your activity: after an interruption, it takes about 15
minutes on average to regain your lost concentration. That's why it's very importalitety p
reduce unnecessary and lengthy phone conversations, to be firm and assertive with the usual
office conversations, to postpone others' emergencies for a period that suits you and to turn off
your phone/turn off notifications when you need maximunmmceatration. Another
recommendation is to inform those who are used to interrupting your calendar so that they

know your availability.

ﬁ 7 Did you know?

® You received a message on your phone. Even if you only need 30

seconds to view it, you need at least 15 minutes to return to your

previous concentration.
’ You don't know how to say "NO". You can be a

generous person, but by always putting the needs of others before yourself, you stop living your
life. You will enter a vicious circle in which you will do many things that have no value for
your personal and professional development. Every time you s&td Bomething you will
inherently end up saying NO to many other things. Why is it difficult for some people to say
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NO? Because there is a negative association with the word NO. But you don't have to think
that way, because saying NO is simply a matter of priority. You should never feel guilty for

saying NO.

The good thing is that you can learn to say NO. To make this easier, you need to identify what

you should refuse:

s q N What you can outsource
& ® L N  Which distracts you
' / N What is unhealthy
Y, N Actions you can't control
N Actions that go against your principles

The next step is to practice saying NO. You can start withrigkv situations, offering
alternatives such asiggesting another time to interrupt your activity. It would help if you told
this shortly, politely and firmly.

Disorganization. Drawing up an action plan is not a waste of our time. Without a clear
plan, seemingly simple tasks can take two or three times longer than they should. If you don't
plan, you risk the day being dominated by unimportant things, leaving you frustrated and
overwhelmed. You could set aside a few minutes each morning to prioritize your tasks and
create a list of essential tasks.

Procrastination is a highly active time thief. How often have you said: "I'll leave it
until tomorrow"? Procrastination is dangerous because it keeps you stuck in your comfort zone
and gives you the false impression that if you ignore the tasks, they will resolve tre=mmnsel
But the postponed tasks accumulate, generating stress and superficiality in execution. How do

you overcome procrastination?

gi\ ? i N Break down large tasks into small, manageable steps.
A
v, / N Reward yourself for each completed stage.

If you do postpone something for later, make sure that these are less
important things, things that will not have mamonsequences. Only the postponement of

irrelevant things can have a positive value in a working day.
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Multitasking is a common phenomenon in today's world. The fast pace at which events
unfold in the current period leads you in the direction of juggling several tasks at once.
Although you may think you're efficient, in reality, multitasking often leads to a losEo$ f
and decreased productivity. Instead of giving all your attention to one task at a time, you
divide your energy and concentration between several activities, the results obtained being of
poor quality. Studies by Stanford University and the UniversityCalifornia found that
people who frequently switch tasks are more easily distracted, less productive and slower to
complete their work than those who focus on one task at a time. This is because when you try
to do too many things at once, your braindmes overwhelmed by information overload.

This leads to mistakes or an increase in the time it takes to complete tasks. To truly achieve
meaningful results and insights, it's essential to devote all of your attention to one task at a

time.

Focus on one task at a time and set aside dedicated time slots

for each task

W Social networksand the use of the Internet are ferocious time
thieves. Addiction to technology and the online environment, spending excessive time on social
networks or browsing the Internet without a specific purpose can consume valuable hours of
your time. The lure of endless scrolling and the need for instaritigrn can easily trap

you in a cycle of wasted time and low seffteem. How can you protect yourself?

Set clear boundaries for your time spent online

Use apps that block access to social madige working

W Emails and notifications are another time thief who acts nonchalantly. Having your
device permanently connected to the Internet, you are tempted to check it and respond to emails
and notifications constantlyThis can affect your workflow, decreasing productivity. In
addition, this habit can affect attention and contribute to mental fatigue. What can you do?
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Set fixed intervals for checking emails and turn off+essential

notifications

W Meetings, while necessary for collaboration and communication, they can quickly
become a time thief if not managed effectively. Frequent and prolonged meetings can consume
a significant portion of the workday, leaving little time for actual work. In addition, &timgs
do not have clear objectives or result in minimal tangible results, they become

counterproductive and hinder our overall productivity. How can you optimize them?

Only attend essential meetings

Prepare a clear agenda and limit the duration of discussions

W Faulty prioritization can become a time stealer. Effective planning is essential for
productivity but if you spend too much time planning and organizing mundane tasks, you're
wasting valuable time that could be allocated to an important task. You have to find the balance
betwea planning and execution.

W Delegationcan significantly impact your productivity if you know how to use it. If you
are reluctant to delegate tasks, you will end up overworking, and due to stress, your efficiency
will decrease. It would help if you learned to trust and rely on capable peadjblats@u can
focus on highvalue tasks and achieve more in less time.

W Selfsabotageis one of the most ferocious thieves of time. Negative thoughts about a
series of events in the past or fear caused by a hypothetical failure can consume a large part of
the time. A positive attitude and a winning spirit have the power to drive awagabeifage.

W Unclear objectives. If the objectives are not very clearly formulated, you cannot
develop a proper plan and the work becomes chaotic. You will waste a lot of time performing

tasks that prove unimportant for your professional career.
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W Overthinking and indecision. Constantly analyzing every decision can lead to delayed

progress and missed opportunities. While careful consideration is required, it is essential to

strike a balance and make decisions on time.

How to protect yourself from "time thieves"?

1.

Reduce external interruptions:
N Only answer important calls.
N Postpone long discussions for magppropriate times.

N Turn off notifications and close apps that aren't needed.

Manage "inside thieves":
N Be honest with yourself and recognize habits that consume your time.
N Plan your day using tdo lists and prioritize what really matters.

N Watch out for "false emergencigsactivities that seem important but they aren't.

Plan your time wisely:
N Create a calendar and block out slots for deep, uninterrupted work.

N Learn to say "no" politely when someone distracts ymoecessarily.

Adapt:
N Understand that not all "time thieves" can be completely eliminated. The important

thing is to control them and minimize losses.

A message for you
Time is a limited resource that you cannot recover. Every minute counts and how you manage

your time today can majorly impact your life tomorrow. Identify your "time thieves," manage

them effectively, and use your time to work on what's really importayaud whether it's

learning, career or time spent with loved ones.

Today is the perfect day to start taking action. Which "time thief" has bothered you the most

lately and how will you get rid of him?
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What you can do at home

Eliminate/reduce time thieves using the Pareto Technique
A For 3 days, monitor your time and write down all your activities, including tf
that seem insignificant (e.g., checking emails, chatting on social media, browsii
internet, interruptions caused by friends, acquaintances, colleagues, etc.). Als
down the time you spend on these activities.
A Analyze which of these activities contribute the least to achieving your goal
bring you the least positive results.
A Apply the 80/20 principle: Identify those 20% of activities that are respon
for 80% of the waste of time. These are the major time thieves.
A Develop a plan to eliminate or reduce these activities. You can use metho
blocking time, eliminating distractions, or delegating tasks.

Expected result: You will have more free tini@ productive activities anc
reduce the loss of time caused by unnecessary activities.

3. Setting priorities i the key to success in time management

Have you ever been overwhelmed by the many tasks you have to solve and don't know which
one to solve first? | am sure you have been. It happens to all of us that we don't know how to
solve our tasks in a working day.

ﬁ? 2 What should | start with?
o ®

H What is the task | should prioritize?

These guestions can sometimes be difficult to answer. In such
situations, you need to set priorities.

The priority is to be the first in a chronological sequence. Priorities are organized into a ranking
of things, people or actions. They help you differentiate between what is really important and
valuable for your professional and personal life and whahisportant. Some priorities are
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seltdetermined and others are the result of your decisions. It is essential to understand how
you rank the priorities you choose. Why is this ranking important? Because it often happens
that the notion "some time" means "never." Success in life is retategptimal time
management.

The question you need to answer is: "How do

the video below?

https://www.youtube.com/watch?v=UIs5b64pBM4

If you're wondering what criteria to prioritize, take a look at the following:
Time constraints1 If other people depend on you, tasks with strict deadlines should
be prioritized.
Benefits of certain activitiesi Focus on the activities that bring you the most profit or
the greatest impact on your goals.
External pressurei Sometimes, the boss, teachers or family may impose additional

priorities. Make sure they are balanced with your own goals.

In the book "The Power of Concentration”, Jack Canfield proposestep4ormula for setting

priorities.

Step I: Learn to say NO.It would be best if you did this whenever a less important task (a

"time thief") distracts you from a goal that is important to you.

Step Il. Delegate Don't try to do everything by yourself. If a task is too complicated or doesn't

deserve your full attention, delegate it to someone who can complete it efficiently.

Step lll: Postpone This postponement refers to the activities that you need to do, but not

exactly at this time. It would help if you learned to leave this task for a more appropriate time.
Attention: Do not fall into the trap of using procrastination for important and urgent

activities.

Step IV: Act. After eliminating the unimportant tasks, you have reached the ones that cannot

be postponed and need to std@W. Don't procrastinate, don't look for excuses and don't

forget to give yourself a reward after completing a task on tii ‘%j

Prioritization is important because

You focus on what is truly valuable.
You avoid wasting time on meaningless activities.

Confidently tackle pressing tasks that are relevant to your long

term goals.
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Prioritization isn't just about getting things done faster, it's also about doing the things that
really matter. Your life is made up of the choices you make every day. If you learn to manage

your time wisely, success will not be long in coming.

3.1. Prioritization tools

Even though simple prioritization fits many situations, there are situations when exceptional
prioritization and time management tools are needed to be effective.
3.1.1. Peer Benchmarking

It helps you prioritize options by comparing each item to those in a list. It is useful when the
decisionmaking criteria are vague, subjective or inconsistent.
The method works by dividing options into a series of direct votes. You have to choose which
activity from the two groups is a priority. Once these priorities are selected, you will form new
pairs and choose the priority again.
https://www.opinionx.co/researchmethod-quides/pairedcomparison
3.1.2. Action Priorities Matrix

The Action Priorities Matrix shows you how to prioritize activities so that you get the most out
of your time, energy and talents. Using this matrix will help you spend more time on activities
that impact your professional and personal life. It is helpédause you rarely have time for
all the activities you want to do. It's essential to choose wisely to make the most of your time
and the opportunities that come your way in life. You won't be able to do this unless you
identify the activities you need tio and avoid those that don't have value to you.
A 4-quadrant priority matrix template can include:

Big impact and great effort

High impact and low effort

Low impact and high effort

Low impact and reduced effort
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Once you've created a template with these 4 watch faces, you create sections that signify the
recommended action for each task based on effort and impact.
Example:
Now: high-impact, loweffort tasks that don't take up a lot of your time:
- Signing new employment documents;
- Filling in the documents for an exam.
Next: high-impact, higheffort tasks that require a lot of time, but are also very
important:
- Creating a strategy proposal for the client;
- Going through the contents for the final exams.
Later: low-impact, loweffort tasks, which include jobs that don't have as much impact
but are still worth doing.
- Organization of the customer contact list;
- Solving a crossword puzzle (easy level).
Don't: low-impact, higheffort tasks.
- Correction of a strategic message document that the creative department

has already approved;
- Writing an essay on a topic of personal interest.

Once you have created the template with custom labels and sectiorshogid follow the
following steps:

1. You copy the basic template of the prioritization matrix.

2. You rename the template (for example, "Prioritization matrix for the week ....)
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You add all the appropriate tasks to the template.
Assign custom labels to each task, indicating effort and impact.

Place the tasks in the appropriate section (Now, Next, Later, Don't).

o g &~ w

Add your start dates

3.1.3. The Eisenhower Matrix
The Eisenhower Matrix is a simple tool for prioritizing tasks so that you can use your time
effectively.
The principle underlying this matrix starts from the classification of tasks into two main
categories:
"IMPORTANT" : those that bring you closer to your goals, to your objectives;
"URGENT" : those requiring immediate attention without a kbegn finality.

Eisenhower believed it is essential to focus on what is really important, not necessarily on what
is urgent. In setting priorities, you will always encounter the contradiction betmentant
andurgent.

The reality that surrounds you is full of pitfalls of urgency, which can make it difficult for you
to get to the things that are really important and valuable. Only when you know what are the
important activities and which are the urgent ones can youawerthe temptation to focus

on urgent but unimportant activities.

If you want to apply Eisenhower's principle in practice, you should start listing all the
activities/projects you manage. It includes all activities at work, school, home, hobbies, no
matter how unimportant you consider them. If you've us&d do list, you know what it's

about. Once you have identified all the activities, place them in one of the 4 categories, as
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shown in the figure below:
Think of the matrix as a video game where you have to manage resources (your time) to get a

high score. Each task is a mission that you must complete in a strategic way to win.

What does each dial mean?

Important and Urgent. These are grada priorities and you need to solve them personally

Important and urgent Important but not urgent
DO THEM NOW PLAN TEM

Matrix of
priorities

Little important but  Little important and little
urgent urgent

DELEAGATE ELIMINATE

as soon as possible. You couldn't foresee these priorities or you kept postponing them until

the deadline came. It's not always possible even if you think you can avoid this category
through planning. The best approach is to always keep free time oageuda for such
unexpected problems and postponed activities. If this is not possible, you will have to
postpone other tasks. It is essential to try to identify hawcgm reduce the list of deferred
activities that have become emergencies because of you as much as possible.

Important, but not urgent. These are Byrade priorities and include activities that help you
achieve your career and personal goals. It is the dial to which you will have to give the
greatest importance. The tasks in this quadrant are important for your career and professional
life and you have planned them in advance. They do not need to be solved today, but they
must be strategically planned with wdkfined deadlines, stages of implementation and
necessary actions. Complying with them relieves youre§stand anxiety related to time.

A little important but urgent. These are @rade priorities and represent tasks that stress
you out with their urgency, eat away at your precious time, and divert you from the really
important goals in your life. The main source of these activities is the people in your life.
You have ¢ learn to say NO politely to people and invite them to solve their own problems.
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What tasks do you include in this category?

- Post on social media

- Reply to emails that aren't important

- Take over the task of a colleague who has another priority

They must be fulfilled but it is not mandatory for you to do it. If you're wondering how to
solve these tasks, the answer is FAST. You may not always find someone to pass such tasks
on. In this case, you will have to reschedule them for when you arelde@alaannounce

the schedule to people who usually interrupt your work.

It is neither important nor urgent. These are priorities of degree D. They are those things
that are too little outlined, the ones that time solves or simply the trash can. Most of them
you can ignore or undo. If there are activities that some people want you to do, you'll need

to politelysayNO and explain why you can't do it.

The greatest importance should be given to the tasks in quadrant 2. Identify the activities
you will have to do and try to plan them. This way you will reduce the pressure in quadrant
1, reducing the number of urgent and important activities. With plammdgrioritization,
you can remove or reduce a number of tasks in quadrants 3 and 4.
In order for this principle to work in your life and become an effective deemigking tool,
you should build your own system of priorities. Adapt the matrix to your own goals and plans.
Do this in as much detail and as mandatory in writing becausénathig way will your system
of priorities become law in the adoption of future decisions. For the system to really work,

actively communicate it to those around you.

Tips for prioritizing tasks
Plan ahead when possible
Leave free time to deal with surprises
Schedule time regularly to take care of important but not urgent tasks

Delegate less important tasks
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Set clear boundaries for activities that serve others but not you

The MoSCoWmethod is a technique used to prioritize tasks and requirements within projects.
By using it, the team ensures that it remains focused on objectives and that resources are
distributed efficiently.

The MoSCoW method is useful for learning to manage your time, resources and priorities,

whether in school, personal life or career development. Although it is a technique used
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predominantly in project management and software development, its principles can be adapted
to support organizing activities and making important decisions.

MoSCoW is an acronym that stands for four categories of priorities:

A Md Must have. In this category, essential requirements are introduced that must be
met. They cannot be negotiated because failure to do so will cause the project to fail.

A SO Should have.This category introduces requirements that are important but not
essential for the project. Their lack can create difficulties but does not compromise the project.
A Cd Could have.These are requirements that are desirable but not essential. You can
include them if you have the time and resources. Removing them would not significantly affect
the project's success.

A Wo Wo n 60t Thewarearequirements that are not planned for implementation in this
phase or project. They are usually postponed or excluded.

Example
a) Imagine that you want to go on a road trip with friends:

1. Must have:
Fuel, GPS map and ID cards. Without them, you can't get started.
2. Should have:
A good playlist on Spotify and snacks. They are not essential, but they make the trip much more
enjoyable.
3. Could have:
A Polaroid camera for retro photos. It's a nice addition, but it doesn't stop you from enjoying

the trip if you don't have it.

4. Won't have for now:
Stop at all the sights along the route. If you dbalte enough time, you can leave these stops

for another trip.

b) How do you apply the MoSCoW method in your life as a student?

Homework for school:
1. Must have:

Finish the presentation project that is due tomorrow.
2. Should have:

You are studying for next week's test.
3. Could have:

You're working on an additional creative project for a school competition.
4. Won't have for now:

You're reading a new novel for fédnit can be postponed for the weekend.

How the MoSCoW method can be helpful for you
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You manage timefficiently. Do you often face many simultaneous responsibilities
(homework, exams, extracurricular activities, hobb)@Applyingthe MoSCoW method, you
learn to prioritize essential tasks ("Must have") and allocate time efficiently.

Example: Tasks that are essential to pass an exam would be "Must have", while
relaxation activities could be "Could have" or "Won't have", depending on the

moment.

You develop your decisioamaking capacity. Using MoSCoWdevelops more
structured thinking regarding which activities deserve immediate attention and what can be
postponed or eliminated. This helps you make more informed decisions and avoid
procrastination.

Example: If you have to choose between learning for an important test and going out
with friends, the MoSCoW method can help you decide that the test is a "Must have"

and the output can be "Won't have" at that time.

You reduce stressA clear prioritization of requirements and activities
helps reduce feelings of overwhelm. When you know what's essential and what can be left out,

you can avoid trying to do too many things simultaneously.
&

Example: During an exam period, you can use MoSCoW to focus on core subjects and

critical exams, thus reducing the anxiety of being unable to cover everything.

You plan for the long term. If you want to plan personal or professional goals, you
can use the MoSCoW method to structure your short, medium andelongyoals. This can
include both career planning and life goals.

Example: If you want to become a programmer you could prioritize learning a
programming language like "Must have", learning secondary languages like "Should

have" and other norssential activities like "Could have".

Limitations of the MoSCow method

N Lack of experience in prioritizationYou may have difficulty distinguishing between
"Must have" and "Should have", especially if you have no experience in time

management. You can consider too many things as essential.
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N External influences.Friends, family or teachers may influence you as to what your

priorities should be, which can make it difficult to apply the method objectively.

Conclusions

The MoSCoW method can be extremely useful for you, as it gives you a structured way to
organize your life and make better decisions. However, to function optimally, you must learn
to differentiate between essential and less important requirements, whigrerpractice and
experience. Applying it consistently, the MoSCoW method can help you become more efficient

and organized.

What you can doat home

Prioritize daily tasks
Write a list of 10 tasks that you need to complete in the next week. Itinc

both personal and professional tasks.

Using the MoSCoW method, it classifies each task into one of the cates
"Must have", "Shouldhave”, "Could have", and "Won't have".

Analyze your decisions. Why did you choose to place certain tasks in "

have" and others in "Could have"?

Tips

A Once you've applied MoSCoW to your daily tasks, review them at
end of the week or month

A Evaluate whether your priorities were right and whether they help

achieve your goals. Adjust your strategy for the next period.

The ABC rule is a simple and effective method of prioritizing tasks based on their impact on
your goals. This rule represents the Pareto Principle applied to priorities. This principle states
that, in many situations, about 80% of the results are generated by éalpf2€auses or
activities. The Pareto principle was initially applied in economics and income distribution but
was later extended and applied in various areas, including time management, personal
productivity and efficiency in office work.

To apply the ABC Rule you need to go through 2 steps:
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I.  Identification of activities. Start by listing all the tasks and activities you need
to complete.

II.  Impact assessmentEvaluate the impact of each activity on your goals. "What
impact does this activity have on my letegm success?"
It divides the activities into 3 categories:
Category A (20%). These are the activities that have the greatest impact on your goals. They
should be treated as absolute priorities and addressed first.
Category B (30%). These activities are important but do not have as much impact as those in
category A. They should follow after the activities in category A.
Category C (50%). These activities have a relatively small impact and can be considered
things you can do if you have the time but they are not urgent or essential to your primary goals.
Once you've prioritized your tasks, act accordingly by focusing your time and energy on those
in category A, then B and then C.

Advantages of applying the Pareto Principle in prioritization

W Focus onmaximum impact activitiedt is important to identify and focus on those

activities that generate the greatest results and impact.

W Prioritize tasks based on importance and im@gapplying the Pareto Principle, you

can prioritize tasks and activities according to their impact on goals. Thus, you can focus on

those activities that contribute the most to achieving the desired results.

W Elimination of unnecessary or n@ssential activitiesThe Pareto principle helps you

identify and eliminate activities that do not significantly impact or consume resources without
bringing proportionate benefits. This way, you can focus your resources and energy on the
actions that really matter.

W Application in time planning and task managem&he Pareto principle is a useful tool

in time and resource management that helps you identify and focus on the actions that bring
the greatest impact and results in your personal and professional life. By applying this principle,
you will optimize your eficiency and achieve better results in a smarter and more strategic

way.
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What you can do at home

Evaluation and rearrangement of tasks

Once you've grouped your tasks into ABC categories, review your list at the end of t
or week. Are there any Category A tasks left unresolved? Maybe some tasks in cate
have become more urgent in the meantime?

Example:
If you haven't finished studying for tomorrow's test (category A task), you should mi
adjustment in your priorities and allocate more time to this activity.
Objective: To develop the ability ajust priorities as new emergencies or changes in
schedule arise.

4. Agenda of the day

The way you organize your 24 hours of the day is very importana dgamwd management, you

need an agendA.well-made agenda can make thi#erence between "l was super productive
today" and "Where did this day go?0

For old-schoolers:The classic agenda, on paper, is preferred by those who appreciate the break
from technology. If you like to write by hand, draw on the edge, use dolorsghlighting,

and check off tasks "for real,” then this is for you. In addition, it is therapeutic to see everything
well organized on paper.

For tech-lovers: The digital agenda is the perfect friend for those who live by phone or tablet.
You can easily edit it, receive notifications that remind you what to do and access it from any
device, no matter where you are.

Regardless of how it is organized, the agenda must include the scheduled times for each
activity. They can be associated with locations, people involved and other relevant information.

For a daily agenda to be effective, it must contain the following sections:

W Priorities section. In this section, you write down priority and urgent tasks. They have

the greatest impact on the goals you have set for yourself.

W Time frames. Allocate time to each activity. Be realistic and leave buffer periods

between them for delays or breaks.
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W Reminders and notifications Setting reminders and notifications helps you not to miss
any scheduled activity that day. It's like having a "coach" who keeps up with you.

W Notes section.Keep a place to add important information you've gained during
activities, new ideas, thoughts, etc.

W Objectives of the day Set 12 goals for the day. It helps you stay motivated.

W Review and rating of the day.At the end of the day, write down what you have
achieved, what you have learned and what you can improve on in the coming days. It's a super

useful reflection exercise.

You can combine your agenda with other tools, such as electronic calendars, task management
apps and talo lists for effective organization.

It is recommended that the tasks be grouped into categories: work, education, personal activities
and household. This organization will allow you to identify more clearly how much time you
spend on your private and professional life.

4.1. Time blocking, the method that saves your day

If you find yourself jumping from one task to another without finishing anything, try "Time
Blocking"."Time blocking" is a time organization technique that involves dividing the day into
blocks of time dedicated to certain activities or types of tasks. Instead of going through the to
do list as they come up, you set aside fixed periods of the day todo@pecific tasks. This
method helps you eliminate multitasking, increase productivity and better time management.
How to implement the "Time blocking" technique

1. Identify essential tasks:Start by determining what the most important tasks of the
day are. These can be related to work, personal life or other responsibilities.

2. Allocate blocks of time for each task you've identified:Divide the day into
segments (blocks of time) to work on these tasks. This way of organizing eliminates
multitasking and helps you be more productive and have more free time.

3. Structure each block.Each block of time is dedicated to a specific task or type of
task. During the block, focus only on treattivity, without interruptions. You can set a timer
to help you stick to your allotted time.

4. Allocate blocks for breaks and recovery: Don't forget to allocate time for breaks
between work blocks, so you can recharge your energy. These breaks can range from 5 minutes

between tasks to 380 minutes for meals or relaxation.
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5. Stay flexible: While it's important to stick to your time blocks, be prepared to adjust
your schedule for the unexpected. Sometimes, tasks take longer or shorter than you anticipated

and flexibility is key to avoiding stress.

At Activity

7,001 8,00 Morning routine (hygiene, sports, breakfast)
8,001 10,00 Essential work tasks

10,001 10,30 Break (relaxation, tea, quick check emails)
10,301 12,00 Focused work for ammportant project
12,001 13,00 Lunch

13,001 15,00 Meetings, calls, collaboration

15,301 17,00 Administrative tasks

17,001 18,00 Leisure/exercise

18,001 19,00 Dinner

19,001 21,00 Time for hobbies, family, relaxation

Tips forimplementing the Time Blocking technique

Start with the important tasks: Allocate the first blocks of time to the t: gg

that require the most intellectual effort or concentration.
Be realistic: Don't block every minute of the day. It leaves room °
adjustments and unforeseen events. ;
Review and adjust: At the end of the day or week, evaluate how effe

your schedule has been and adjust it to become more effective.

Why use the Time Blocking technique
Focusing on one task at a time helps you work nedfieiently and complete tasks
faster.
By having dedicated time for each task, you'll be less tempted to procrastinate.
Your schedule becomes clear, knowing exactly when you need to do each task.
By blocking out time for personal activities (e.g., exercise, reading, family time), you
can maintain a healthy balance.

Time blocking is an excellent method for young people who want to manage time better,
reduce distractions and achieve high productivity.
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4.2. Stages of the elaboration of the Agenda

W Step 1. Identify the tasks of the dayBefore you start organizing your tasks, you must
list what you must do that day. If you're using an app, you enter itigimdually to know
you've recorded them. It is essential to include all tasks in this list, no matter how simple or
insignificant you consider them. For example, you must include meal breaks and relaxation as
recurring activities. If new tasks appearuyman add them to the list.

W Step 2. Prioritize tasks.You've already learned how to prioritize your tasks. Before
putting them in the Agenda, you should clarify an important aspect: "What tasks have deadlines
that cannot be postponed?0 I f there are task

the one that is the most urgent.

W Step 3. Make a note of the deadline®eadlines tell you when you need to complete
the task. If you haven't set a deadline, you may miss a deliverable, even if you had enough time
to work on it. Even if you're unsure what the deadline should be, it's still good to select a
deadline that makesense for now. After all, you can update it at any time. Deadlines do not

only apply to professional projects but also to personal. ones

W Step 4. Identify recurring tasks Once you've written down the deadlines in the list,
highlight all recurring tasks. This will help you when developing your next agendas. Now is
the time to identify if any of these recurring tasks you can remove or delegate.

W Step 5. Complete tasks in your calendar by time, priority or deadlineNow it's time
to complete theasks in the day's Agenda according to the start time and the deadline. One
dilemma you'll face will be whether to solve the complex or easy tasksTtirste is no one
sizefits-all solution. Some people prefer to solve easy and-tomsuming tasks first. Solving
them increases their salbnfidence and they feel charged to solve more complex tasks. Others
prefer to solve challenging tasks first whenitlemergy is at its peak. Remember that some
tasks will take hours to be performed, conditioned bered factors, and you will have to
relate to them. Don't forget about the breaks for recharging with energy.

W Step 6 Stay flexible.Once you have completed the agenda, it is good to remain flexible
because events may occur that will disrupt your schedule. The solution would be to reschedule.

Usingadigital planner will make scheduling tasks much more manageable.

Why is the agenda of the day important?
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N It helps you organize and structure your time according to priorities.
Establishing a clear plan aims to avoid wasting time and focus on the activities that really
matter.

N A well-organized agenda allows you to efficiently allocate resources to
accomplish as many tasks as possible productively.

N Setting a Daily Agenda helps you focus on those tasks that are both important
and urgent and address them appropriately.

N Having a precise plan for each day will reduce the stress and anxiety levels
associated with uncertainty and feeling overwhelmed by tasks.

N Monitoring completed activities and checking them off in your agenda will give
you a sense of satisfaction and help you see how much you have achieved throughout the day,
motivating you to continue managing your time efficiently.

N Developing your agenda allows you to identify time for personal activities and
relaxation, thus contributing to a healthy w«ifk balance.

N Writing down tasks in your agenda helps free up working memory, allowing
you to focus better on your current tasks and reducing the risk of forgetting important tasks.

N Using a daily planner helps you take responsibility for managing time and
completing tasks, helping to develop s#icipline.

N A daily agenda allows you to adapt to unforeseen changes and reorganize tasks
according to new priorities.

N Using a planner helps you clarify your daily goals and focus on achieving them
without distractions. Each task you write down becomes a specific goal, which allows you to
work more efficiently.

N Developing a clear plan for the day helps reduce procrastination. The agenda
gives you a clear guide for what you must do, reducing the tendency to postpone completing a
task.

N Planning and organizing your daily tasks allows you to allocate enough time for
each activity, which can increase the quality of the results obtained. Each task has its time to
be completed without the need for haste.

N Using an agenda makes you more autonomous in managing your time and
activities. You don't have to rely on others to remind you what to do, which gives you more

control over your life.
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N By using a daily planner, you will identify progress over time and be able to
make effective longerm plans. You'll identify activity patterns that will help you adjust to
improve overall efficiency.

N The time planning process also stimulates the development of creativity and
innovation.

N Creating and sticking to a daily schedule contributes to developing personal
discipline, which is essential for lorigrm success in any field.

What you can do athome

Review your weekly goals
Analyze the goals you set for the coming week and break them down into sr

achievable daily tasks.

Result: Better time planning, taking into account overall goals and daily details.

What you can do at home

Evening Reflection
Set aside 10 minutes at the end of the day to reflect on the achievements and ch

of the day.
Result: Increasing personal awareness and adjusting the daily agenda accordir
the lessons learned

4.3. How to organize your time with a digital agenda
If you prefer technology, the apps below are popular among young people. Why? Because they
are affordable, easy to use and they automatically sync to your phone, laptop or tablet. That
means you can organize your time efficiefitlghool, work projects grlans with friends.

1. Google Calendar

Why is it so popular?t is probably the most used organization app due to its seamless

integration with Gmail, Google Meet, and other Google services. Did you receive an email
about a meeting? Google Calendar can automatically add it for you.

What does it do well'You can set events, get notifications and share calendars with friends or

colleagues. In addition, it allows you to create several calendars, to separate school from
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hobbies or other activities.

How To Use Microsoft Outlook Calendar for Beginners (2024)
How to use the New Microsoft Outlook Calend&eqginner's Class
m Get started with the Outlook Calendar

2. Microsoft Outlook Calendar
* Why is it so popularDue to the seamless synchronization in the iCloud

ecosystem, it is the natural choice for Apple device users. Anyone using their iPhone, iPad or

MacBook can quickly and easily access scheduled events

What does it do wellApple Calendar lets you create and share events, set notifications and

sync everything across devices. It has a clean, minimalist and intuitive design, which makes it

extremely easy to use.

“;" c.

= How To Use Microsoft Outlook Calendar for Beginners (2024)

How to use the New Microsoft Outlook Calend®eqinner's Class

* Get started with the Outlook Calendar

3. Apple Calendar

Why is it so popularDue tothe seamless synchronization in the iCloud ecosystem, it is the

natural choice for Apple device users. Anyone who uses their iPhone, iPad or MacBook can

quickly and easily access scheduled events.

What does it do wellApple Calendar lets you create and share events, set notifications and

sync everything across devices. Its clean, minimalist and intuitive design makes it extremely

easy to use.
How to get the best out of Apple Calendar
@ Use Apple Calendar Like a Pro: 7 Features You Need to Know
b Apple Calendar for Mac | Everything You Need to Know (2023)
4. Trello
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Why is it so popular?’oung people love Trello for its flexibility in project management. The

visual system of cards and columns makes it idearfyanizing your tasks and simply tracking

progress.

What does it do wellTrello uses a "kanban" format to represent tasks as cards that can be

moved between columns (e. g. "To Do" "ln Pr

deadlines andttachments, making it perfect for individual projects and teamwork.

(3;\ Getting started with Trello (demo)

)4

5. Todoist

Why is it so popularodoist is appreciated for its minimalist design and the ease with which

How to use TRELLQ Tutorial for beginners

Trello Tutorial: How to Use Trello to Increase Your Productivity

you can organize daily tasks. It's perfect for those looking for a simple yet powerful tool for

time management.

What does it do wellThe app allows you to create-do lists, prioritize them, use tags and
categories for organization. The integration feature with external calendars makes planning
even more efficient.

Use calendar integration

@ Plan your next week

Todoist: Calendar update

New to Todoist

i

6. TickTick
Why is it so popular? TickTicls perfect for young people who want to balance planning and
advanced functionalities, such as the Pomodoro technique and time tracking. It is an exciting
alternative to Todoist.
What does it do well? It includes features for organizing tasks, daily and weekly planning, plus

tools to increase productivity. You can set Pomodoro timers and sync everything with other
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calendars.

Beginner's Guide

TickTick Calendar QuickStart: 4 Steps to Complete Time Blocking
(=] How to use the TickTick calendar

il

Digital agendas are ideal for those who want to be organized without

wasting time. All you need is a phone call and a little feel like planning your day!

5. How to tame your time

5.1. Parkinson's Law: Why do you do everything at the last

minute?

Imagine that you have to submit an essay in a week. What do you do in the first six days? You

do nothing or almost nothing. On the last day, you suddenly become an expert in organization

and finish everything in a sprint of panic and coffee. Well, thia islassic example of

Parkinson's Law.

Parkinson's Law is a principle observed by British historian Cyril Northcote Parkinson in 1955.

It describes the human tendency to fill the time availablé
complete a task, regardless of its complexity or importarf
This principle was initially formulated in the context
administrative activities and government spending ib
was later applied in other areas, including time manage
and personal productivity.

Principles of Parkinson's Law:

W Expand to fit the time availabl&he basic principle

of Parkinson's Law is that things will always take up all the time allotted to them. In other

words, if you have a certain amount of time to complete a task, you will tend to prolong your

activities to occupy all that time, whether necessary or not.
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W The tendency to leave things to the last min&tether aspect of Parkinson's Law is

that when you have more time to complete a task, you tend to leave things to the last minute
and work harder before the deadline.

W Impact on time managemetriis essential to be aware of how you manage your time

and not fall into the trap of filling your available time with tasks that aren't necessary or
prioritized. Setting clear and strict deadlines can help limit the tendency to leave things to the

last mnute.

W Application in other fieldsApart from time management, Parkinson's Law can also be

applied to other aspects of life, such as financial organization and planning or managing

projects and resources in the professional environment.

N\
. Extend to fit available time
\

The tendency to leave the solution to the last hundred
meters

. Impact on time management

7
. Application in other fields
4

Principles of Parkinson's Law

How not to fall into the trap?

Set short, cleadeadlines. If you have two days to do something, treat it as if you only

had one day.

Work little by little. Don't let all the tasks add up like a mountain that suffocates you at
the end.

Escape from procrastination. If you feel like wasting yoone, ask yourself, "Do |
really need to check TikTok for a third time today?"

5.2. Pomodoro Technique

When dealing with Time, there are many situations in which it can appear as a predator:

W While working on a task, Time may appear in your mind in the form of thoughts such
as:

I think it's time to see what else has appeared on TikTok.
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| should try on my clothes for tomorrow's party.
Why didn't | start working earlier?
It's hard. What if | take a break? I've got a lot of things to do.
W During a day, you have several tasks to complete and Time can appear to you in the
form of thoughts such as:
Wouldn't it be better to leave this for the end of the day?
Have | forgotten something | need to do today?
Sure, it's an easier way to do that. What would it be?
W While working in a team, time can creep into your mind in the form of thoughts like:
| shouldn't have accepted this task.

My colleagues worked harder than me. | don't think I'll finish on time.

In each of these situations, Tirappears as a predator and your responses are dysfunctional.

Many people face a lack of time to perform daily professio ©

and personal tasks. Surely it happens to you that you 78
overwhelmed by the large number of tasks you have » :

perform and do not know which one to start with. Luck \

someone has found the sidun: Francesco Cirrilo inventec

the Pomodoro Technique.

Francesco Cirillo, creator of the Pomodoro® technique, tens

"The Pomodoro Story"

"l was a university student in 1987 and | had to take the sociology exam in September. | couldn't
keep my mind focused on my book. | was constantly distracted. | made a humble bet with myself:
"Can you stay focused for two minutes without distraction? ritwe the kitchen, took a
stopwatch and returned to the table. The timer was red and shaped like a Pomodoro (tomato
in English), I gave it up to two minutes and started reading the book. | won the bet against
Time. Surprised, | began to wonder why it wakkiegradually increased the time to an hour,

but it didn't take me much time to realize that for some factors, the ideal unit of work was 25
minutes followed by a2 minute break.

There, on that table in September 1987, | hadn't noticed it yet, but | had managed to turn time
into an ally for the first time. Just when Time seemed like such a malicious predator, | managed
to stop in front of him, still afraid to ask this simple quasti'How can you, Time, be of use

to me now?
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For the first time, | used the time instead of running away from Time. | decided to use Time to
spend it taking a break, to favor my mental processes, to allow my mind to organize the
information it had acquired in the time of work, and to put myselfarb#st situation to start

my next Pomodoro."

If time makes you feel like a hamster running aimlessly in the wheel, the Pomodoro technique
helps you get off the wheel and become super productive.

The Pomodoro technique was a resounding success and became extremely popular. Time
management experts around the world have adopted it. Francesco Cirillo improved the method

over time, adding suggestions for increasing concentration, productivity andref§ic

What is the Pomodoro technique?
The Pomodoro technique is a revolutionary way to regain control of your time. It is a structured
time management method made up of processes, tools, principles and values to learn how to
deal with time and turn it into an ally to increase productivitig.ased on a series of principles
built on selfobservation and awareness. Developing these skills makes it possible to change
the relationship with time and achieve goals with less effort and anxiety.
The Pomodoro technique involves fragmenting the working time inrtaiBGte work intervals
of concentrated work callggtbmodoro. After each pomodoro afinute break follows. After
4 intervals, a longer break is taken, usually3D5minutes.
You might think that the Pomodoro Technique is just the stopwatch. It is not. The stopwatch is
true to be the technique's emblematic element, but it is only one element.
How to apply the Pomodoro Technique in 5 steps
I.  Choose the task you want to accomplish

[I.  Setthe timer to 25 minutes
[I. Work on the task until the timer goes off. Setting aside timeefapitulation for each
Pomodoro would ensure a smooth transition to the next Pomodoro. Avoid internal and external
distractions like interruptions, phone calls, social media, emails, etc.

IV.  5-minute break. For advanced riders, the break can be shortened to 2 minutes. For
breaks, it is recommended that you select an activity that contrasts with the workload. If you
work on the computer, you should get away from it and you should do a plagticdy, walk,
have a snack or relax.

V. Long break of 180 minutes after four Pomodoro intervals.

Tips that can help you implement the Pomodoro Technique
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Use a timer as it helps you stay within ranges. You can use a Pomodoro timer or an

app on your phone. Some browsers on your computer also have Pomodorc é}
extensions. |
Plan your workdayand estimate how many Pomodoro intervals you need
each task. Fragment complex tasks into smaller pieces so you can easily ie
them into Pomodoro intervals.

Make the most of your breakisy practicing activities that refresh you for your next

Pomodoro. You can practice any activity that relaxes and energizes you. €&
Jcr A

e
%

the 5minute break. In this case, you can adjust the time that suits you bes =

Customize the rangesMaybe you don't like the 28inute work interval and

idea is to take enough time to focus on work and take breaks to relax your &%

and energize yourself.

Rules for maximum productivity

1. Fragment complex projectslf a task requires more than four pomodoros, it should be
broken down into smaller, actionable steps. Following this rule will help you make clear
progress in your work.

2. Small tasks can be done togetheryou can combine tasks that take less than a
Pomodoro with other simple tasks.

3. Once a Pomodoro is set, it needs to ringfPomodoro is an indivisible unit of time and
cannot be broken, especially not to be the target of time thieves. You write down any ideas,

tasks, or requests that arise during a Pomodoro and review them later.

Small tasks can be done together

Once a Pomodoro is set, it must ring

In case of an unavoidable interruption, take -anibute break and start again. Cirillo
recommends watching for interruptions (internal or external) as they occur and reflecting on
how to avoid them in the next session. The rule applies even if you fmishask before the
alarm goes off. You can use the remaining time to overlearn or improve your skills or field of

knowledge.
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Benefits of the Pomodoro technique

Encourage focused warkelimiting a time only for work allows you to stay focused

on the task.

It helps you organize yoursddly dividing complex tasks into smaller pieces that you

tackle one at a time and manage more efficiently.

You can adapt the technique the task's demands, whether it requires intense

concentration or more creative, frfenking.

It reduces stress and anxidigcause it gives you control over the time it takes to

complete your task and get the results. In addition, time is no longer measured in minutes and
hours but in ... pomodoros (tomatoes), which can be funnier.

Improved communication and flexibility in the teafine Pomodoro technique can also

be used in teamwork, facilitating structured and effective communication. Setting specific
intervals for collaboration and individual work reduces interruptions and allows team members
to plan their interaction times mor#estively, including switching pairs for different tasks or

perspectives

Disadvantages of the Pomodoro technique
N The rigid schedule can create a state of discomfort if you do not have a certain culture
of discipline;
N If you fail to perform the task during a pomodoro, you can become stressed,;
The program does not consider interruptions you cannot control: colleagues or bosses

who want to consult you on various professional issues.

The Pomodoro technique is for you if

You are aperson who is easily distracted when you
work

It is difficult for you to properly appreciate what you can do
in a working day

You face complex tasks over a long period of time (preparatio
for an exam)

% U You really like tomatoes&® )

122



Funded by
the European Union

What you can do at home
"Choose your Pomodoro"

Apply the Pomodoro technique to daily learning activities. Divide the 1
you have allocated for learning into several Pomodoro sessions separa
breaks.

Share with thgroup how you organized your time and if it was effective
use the Pomodoro Technique:
"How did you feel when you worked continuously on a task for 25

minutes?"

"How often did you feel the need for a break when you worked?"

6. Conclusions

Time management and prioritization aren't just "grayarstuff*i they're superpowers that any
teenager or young person can develop with some practice. When you learn to organize your
time, you become like a magician juggling classes and making his lamesto life.

Through the techniques and ideas presented, you can turn chaos into a system that works for
you. Planning days and weeks;do lists and creative methods like Pomodoro are just a few
weapons in your arsenal to take control of time.

Here are some ideas that can change your life.
W Daily and weekly activity planning: Consider your day a personalized playlist.

Choose which "songs" you want to "listen to" (a.k.a. tasks), decide on the order, and leave room

for a relaxing "chorus”.

A student might plan thettay by setting study hours for different subjects, setting
aside time for work or other obligations and including time for relaxation or

recreational activities.
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W Use todo lists: Imagine ticking things off a list the feeling is like winning &vel in

a game. Plus, forgetting something important is hard if you have everything written down.

@ A budding entrepreneur could list "what | have to do toédyrainstorming for the

business idea, a TikTok about the concept, and, of course, a few moments of respite.

W Using the Pomodoro technique to tame time25 minutes of complete

focus, then a short bredksounds good, right? It helps you stay focused without feeling like

you're in an endless marathon.

Do you have an essay to write? Divide it into piece=ach "tomato" (Pomodoro)

brings you closer to the "final harvest".

Find what suits youl!

There's no onsizefits-all recipei and that's great! Each of us has a different way of
functioning and time management is a tool that you can customize. If one type of planning
doesn't work, change your approach without getting discouraged.
If you are neurodivergent, remember that flexibility and adaptation are your allies. Experiment,
play with ideas and choose only what you feel that it resonates with you. You have every right
to do things differently and you may even discover methodd thapire others.

Context 1
Alex is 17 years old, a high school student and has ADHD. He has difficulty staying
focused on long tasks and sometimes feels overwhelmed by homework,
extracurricular activities and daily obligations.

Challenge:
Alex has to prepare a biology project, but he tends to procrastinate until the last

minute.
Adapted plan for time management:
1. Dividing the project into small and clear tasks:

Instead of thinking about "I need to finish the project," Alex breaks down his work into simple,
specific steps:

- Research on the subject (2 days).

- Creating the outline (1 day).

- Writing the introduction and conclusion (1 day).
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- Review and verification (1 day).
2. Set a visual calendar:
Alex uses an organization app or a colorful physical calendar. Each task is given a different
color. For example, the research is green, the outline writing is yellow and the revision is blue.

3. Implementation of thecustomized Pomodoro technique:

Because he finds it difficult to concentrate for a long time, Alex setsritie work intervals,
followed by a Eminute break. After 4 intervals (about an hour), take a break over 20 minutes.

4. Creating a FriendlyWorkspace:

Alex arranges his desk with things that help him focus: a colorful lamp that creates a relaxing
atmosphere, a visual timer for Pomodoro and a fidget (e.g., a spinner) that he uses during
breaks.

5. Using Motivation Rewards:

After completing each task (e.g., research), Alex gives himself a small reward, such as 10
minutes to play on his phone or a favorite snack.

Results:
Alex completes the project on time without feeling pressured to do everything

simultaneously.
He feels more motivated and confident because he has adapted his strategy to his way
of operating.

He discovers that he can stay focused better by using colors and regular breaks.

To remember:
For neurodivergent young people, the key is to personalize the methods. Shorter intervals,

frequent breaks, and small rewards can make an intimidating task more enjoyable and

manageabled

Context 2
Maria, 16 years old, is a student and has dyslexia. She finds it difficult to organize

her study materials and feels overwhelmed by multiple tasks.

Strategy:
1. Prioritization of tasks with the Eisenhower method:
Maria writes down all her homework and classifies it:
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Important and urgent:The math homework (it's for tomorrow).
Important, but not urgent:Reading a chapter for next week's quiz.
Unimportant: Organize old notes.
2. Using an audio app for talo lists:
Because writing is more difficult for her, Maria uses an app that turns voice into text to create
her daily tedo lists.
3. Custom Time Blocks:
Maria works for 25 minutes on her Maths homework, with anifute break, during which
she listens to relaxing music.
4. Visual Feedback:

It uses colorful stickers to mark completed tasks, which gives it a sesmsmaiplishment.

Result:
Maria completes the important assignment without feeling overwhelmed and manages to stay

on track for the next test. Visual and audio methods help her maintain her motivation and

clarity._

Retain! Time management is not a emeefits-all solution. It's more like a pair of sneaké&rs

you must try several to find the model that suits you. Start with what attracts you and adjust
alongthe way.

Be open to learn frommistakes, experiment with new methods and adapt them to your own
pace. With a bit of patience, you'll discover how to juggle time and build the life youi want
without unnecessary stress and with a lot of success.

Each of us has a unique brain, meaning the strategies for organizing time must be equally
diverse. If you find yourself on the spectrum of ADHD, autism or another form of
neurodiversity, you may need methods that fit your particular way of thinking. Atigl suiper

OK! The idea is to find what works for you.

You've got everything you neé&chow get to work and conquer the time!
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INTRODUCTION FOR PRACTICAL ACTIVITIES

The practicalactivities associated with Chapter "Zime is of the essence",involve two
workshops: a skills training workshop and a workshop on implementing the LARI is of
the essence."

The skills training workshop "Time is of the essence" is intended for young peogs® (20
participants) aged between 15 and 20. We designed it to last at least S'hewspace where
faceto-face activities will occur must allow for teamwork and individual activities.
Resources needed: video projector, flipchadrkers, worksheets, Pomodoro stopwatch
Workshop 1 has two modules separated by-enfitfute break. The sequences are separated by
energizing exercises (10 minutes)

Module | (140 minutes) consists of 2 sequences:

Sequence 1: Identify and eliminate time thieves (65 minutes)

Sequence 2: Set priorities (65 minutes)

Module Il (145 minutes) consists of 2 sequences:

Sequence 1: Develop the agenda of the day

Sequence 2: Use your work time efficiently

]

WORKSHOP 1 ‘
| 1l I 1
MODUL MODUL
| |
1 [1
| l ' '
A A R -
Identify and Develop the Use working
eliminate "time Set priorities agenda for time efficiently
thieves". the day |
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WORKSHOP 1

1. MODULE I
1.1Sequence 1ldentify and eliminate "time thieves"

Sequence 1
(65 minuteg

Presentation of Time thief ‘
structure and | identification Feedback (10 Applications
objectives (5 activities (50 for home
minutes) minutes)

x Present the sequence structure and objectives (5 minujedDiscuss with the
participants the duration, structure, objectives, and their involvement.
x  Time thief identification activities (50 minutes).

1 Breaking the ic€10 minutes). Divide the participants into groups of 5 members and

propose an activity (no matter the theme) that will take 2 minutes of intensive work. During
these 2 minutes, they play the role of "time thieves": they constantly disturb some groups by
preventing them from completing work tasks. You can also involve volunteers from among the
participants without the rest of the group knowing their role. When these 2 minutes are over,
you collect the results obtained by each group and analyse if allainesgnave completed the
activity. The goal is to make the participants aware of factors that consume their time,

distracting them from their goals.

1  Theoretical notiongl5 minutes). It showthe importance of time management and
the need not to accept that it is stolen from you. This information can be found in the theoretical

part of the chapter.
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1 Practical activity(25 minutes)Keep the groups created during the breaking the ice
activity. Provide each group with a worksheet with the image below to analyze how "time
thieveso consume time. Ask them t®6 find conn

X Feedback (10 minutes).Encourage participants to share their own experiences
regarding these "time thieves":

U How often do you feel like you're wasting time on remsential activities?

U0 Whatactivitiesseem to consume your time without bringing you value?

U How do you think this analysis of time thieves helps you become more
efficient?

X Home exercisesEncourage young people to solve the proposed activity for ftome

reduce the time stolen by "thieves of time".
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Worksheet
Time thieves
Social media
Aimless Binge-
browsing watching

Constant

) ) Video games
notifications

Excessive
communication

Digital Digital
procrastination multitasking

1 Analyse the "time thieves" and reflect on how they consume your time.
1 Identify connections between time thieves.

1 Write down next to each "time thief" a solution to reduce it.
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Examples of connections between time thieves

c: c: c: c: c:

Constant notifications influence multitasking;
Video gamesnd bnge-watching influence procrastination;
Notifications amplify the use of social networks;

FOMO makes us use social networks and notifications frequently;

The use of video games, streaming, atoplifies procrastination.
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1.2Sequence 2. Set priorities

Sequence 2
(65 minutes)

Presentation of
structure and
objectives

(5 minutes)

Prioritization
activities
(50 minutes)

Feedback
(10 minutes)

Applications for
home
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x Present the structure and objectives (Sninutes). Discuss with the participants the
duration, structure of the sequence, objectives, and their involvement.
x  Prioritisation activities (50 minutes).

I. lce-breaking activity (5 minutes): Ask a few participants to identifg task that they

have not been able to solve in the last week and why.

II.  Theoretical notions (15 minutes). Introduce students to the importance of

prioritization in achieving personal and career gomtsl the difference between
important and urgent. Depending on the group's structure (age, education, profession),
you can present a single prioritization method or several of those described in the
theoretical part.

Il Practical example (5 minutes).Provides participants with the prioritization model

specific to the chosen method(s). The model aims to familiarize them with the
application of the method.

IV.  Exercises (25 minutes)Depending on their availability, provide participants with one

or more prioritization exercises. For a time allotted of 25 minutes, the structure can be
15 minutes of solving tasks and 10 minutes of discussing intgairshey set priorities.
X Feedback (10 minutes)Encourage participants to share about the difficulty of
setting priorities.
X Home exercisesParticipants are asked to get involved in solving the activities
suggested for home to form the habit of prioritizing tasks in their daily. lives
X Postimplementation follow-up. Offer participants mentoring sessions, during
which young people can discuspecific issues and receive additional guidance on how to

better apply the method
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Prioritization using the Eisenhower Matrix
This part presents the ranking of priorities using the Eisenhower Matrix. The degree of detall
is established according to the time you have available.
After presenting the theoretical concepts, suggest that students consider the following example
of prioritization based on the Eisenhower Matrix. Provide your participants with an Eisenhower
Matrix worksheet and a list of tasks they must arrange in theppate quadrant.

Example of using the Eisenhower Matrix
Task list

Study for the exam (2 days until the exam).
Email your teacher (today).
Wash clothes (you only have a few clean clothes).

Play on your phone.

== = = = =

Go out with friends tonight.

Eisenhower

Matrix
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Worksheet 1

Education

Tasks:
Constant learning in an area of interest.
Preparing for an exam that is tomorrow.

Reading materials that do not bring real vatustudies.

= =4 4 =4

Solving a topic that is not very relevant to lelegm goals but hasshortterm one.

Eisenhower

Matrix
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Worksheet 2

Project management at work

Tasks:
Responding to daily emails that don't require special attention but have short deadlines.
Checking social media during working hours.

Developing a marketing strategy for the nextraonths.

== =A =2 =

Completing a presentation for an important client with a due date tomorrow.

Eisenhower

Matrix

140



the European Union

BiE| ﬂ‘t}'@@ - Funded by

Worksheet 3

Planning personal activities

Tasks:
Going to the doctor for an emergency chegk
Watching a series or browsing the internet without purpose.

Solving small administrative problems, such as paying an invoice that has not yet
reached the deadline.

1 Planning a vacation or setting personal development goals.

Eisenhower

Matrix
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Worksheet 4

Family time management

Tasks
Managing a family medicamergency.
Watching TV shows that do not add value to the time spent with the family.

Solving unimportant household tasks.

= =4 =4 =4

Organizing a family gathering to spend quality time together.

Eisenhower

Matrix
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Worksheet 5

Personal Finance Planning

Tasks:

Creating dong-term budget and investments for the future.
Impulsive spending on neessential things.

Purchase of discounted products that are not needed immediately.

Impulsive spending on neessential things.

Eisenhower

Matrix
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Exercise Solutions

Worksheet 1.Education

Urgent and importantPreparing for an exam that is tomorrow.

Important but not urgenConstant learning and accumulation of knowledge in an area

of interest.

Urgent but not importantFulfilling a theme that is not very relevant to letegm

goals but has a shegrm one.

It is neither urgent nor importanReading materials that do not bring real value to

studies.

Worksheet 2.Project management at work

Urgent and important:Completing a presentation for an important client with a

deadline tomorrow.

Important but not urgenteveloping a marketing strategy for the next six months.

Urgent but not importantResponding to daily emails that don't require special

attention but have short deadlines.

It is neither urgent nor importan€hecking social networks during working hours.

Worksheet 3 Planning personal activities

Urgent and importantGo to the doctor for an urgently needed health chgck

Important, but not urgenflanning a vacation or setting personal development goals.

Urgent, but not importantSolving small administrative problems, such as paying an

invoice that has not yet reached the deadline.

It is neither urgent nor importaniVatching a series or surfing the Internet without

purpose.

Worksheet 4.Family time management

Urgent and importantManaging a family medical emergency.

Important, but not urgentOrganizing a family gathering to spend quality time

together.

Urgent, but not importantSolving minor household tasks that can be delegated or

postponed.
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1 It's neither urgent nor importanWatching TV shows that don't add value to the time

spent with the family.

Worksheet 5.Personal Finance Planning

Urgent andimportant: Payment ofnstalmentsr overdue invoices.

Important, but not urgentCreating a longerm budget and investments for the future.

Urgent, but not important:Purchase discounted products that are not needed

immediately.

1 It's neither urgent nor importantmpulsive spending on neessential things.

Feedback
1 Isitclear to you how each category influences the approacpramidisationof tasks?
1 Was it easy to identify which tasks are urgent versus important?
1 Have you found a cleatistinction between what is important and what is urgent?
1 Did you identify tasks that seemed urgent but weren't important? How did you manage
this?

1 Do you think this technique helps yptioritise more effectively?

What you can do at home

Manage abusy day
1. Start the day by writing down all the tasks you need to do.

2. Put each task in the appropriate quadrant.
3. Start your day with tasks in the "Urgent & Important” quadrant. Throughou
day, see how the list evolves and adjust priorities if necessary.

At the end of the day, analyze how well you managed to follow your plan. What ¢
you improve? What tasks should have been handled differently?
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Prioritisation using the MoSCoW method

It presents the ranking of priorities by the MoSCoW method. The degree oisld&tgrmined
according to the time you have available
Scenario for a pupil/student
| am a student. | have 10 weeks tefprepare for the final exanand | want toprioritise my
activities to ensure that | will get good results.
1. Must have:
I have to review the subjects for the examsnsurd understand all the key concepts.
I haveto review topicd didn't fully understand and clarify my doubts with the teachers
or colleagues.
1 I have to solve tests and simulations from previous yedesitiarisemyself with the
exam format.
2. Should have:
1 1 should review secondary subjects that are not important for examsaguppear in

general assessments.
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| should attend additional study sessions with colleagues to discuss and review more
complex topics.
| should make a daily learning plan to manage my time leading up to exams effectively.
3. Could have:
| could only participate in extracurricular activities, such as school clubs, if time
permits.
| could watch educational videos to deepen some topics, but only if other priorities are
already covered.
4. Won't have:
| will not participate in large social events or activities that can distract me from
studying during this critical period.
| will not practice timeconsuming hobbies, such as new sports or art classes, until after

exam time.

Scenario for a young man

| am ayoung man who wants to organigersonal and professional development priorities

over the next six months.

= =2 =2 =

=

1. Must have (I should do)
| need to complete my exams or school/university projects.
| need to find an internship or pdime job relevant to the field | want to work in.
| need to exercise at least 3 times a week to maintain health.
| need to save 10% of my monthly income for future needs (e.g. a course or travel).
2. Should have:
| should attend an online course or webinar in my field of interest.
| should read at leastvo personal or professional development books.
| should volunteer in a local project for the development of social and professional
skills.
3. Could have:
| could start a blog or YouTube channel to share my experiences and knowledge.
| could start anew hobby.
| could visit new cities or places to expand my cultural horizons.
4. Won't have (Won't do in the next 6 months):
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1 [Iwon't start learning new languages (I can postpone this for another time).

1 I'm not moving to another city for study or waiikmay be a longerm option, but it's
not realistic for the next 6 months)

Feedback
How do you assess the criteria you used to classify tasks?
- Were they relevant and clear enough?
- Did you feel that you gave the right importance to each task?
- Was itclear and easy to understand the classification in each category?

- Have you encountered difficulties in establishing the differences between these

categories?

Prioritization using the ABC Technique

It presents the ranking of priorities using the MoSCoW metfAte degree of detail is
determined according to the time you have available.
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Example of application of the ABC Technique
1 Tasks for today
1.Complete the cliteday).d0s report (deadline:
2. Prepare the presentation for next week's meeting.
3. Reply to incoming emails.
4. Purchase office supplies.

5. Organizedocuments on the desk.

1 Classification and prioritization within each category
- Al: Compléion of the report for thelient (essential and urgent).
- BL Preparation of thepresentation for next week's meeting (important, but not urgent).
- C1: Organization of documents on the desk (neither urgent nor important).
- C2: Purchase of office supplies (neither urgent nor important).

- B2: Reply to incoming emails (important, but not urgent).

1 Execution of tasks
In this case, you'll start with task Al (report completion) because it's the most critical. Once
you finish the tasks in category A, you will move on toBaakd then tdask C.

Practical Prioritization Exercises Using the ABC Technique
Exercise 1
Write down all the tasks you need to do tomorrow and group them into categoriesndl, G.

Objective: To learn to differentiate between urgent and less utgekd.

Exercise 2
Imagine having several urgent tasks in a single day (for example, you have @tdeasks.
A). Try prioritizing them within each category and determining which ones must be solved
first.

Objective: To develop your ability to work under pressure and to make quick and

efficient choices between priority tasks.

Exercise 3
List your longterm goals (e.g., educational, professional, personal) and use the ABC technique
to prioritize them.
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Objective: Prioritize activities to help you achieve your kiegn goals, avoiding

procrastination.

Exercise 4
After a week of applying the ABC technique, analyze how many tasks you completed in each
category and what you could improve in managing priorities. You may have completed all the
tasks in Category A but postponed many in Category B. Evaluate whetheskb@t Category
B should have been prioritized earlier.

Objective: To evaluate your efficiency and adjust your technique in the future for

better time management.

Feedback afterapplying the ABC technique
1 How comfortablevas it to classify tasks into categories Agad C
- Was it clear which tasks need to fall into each category?
- Have you had difficulty setting the right priorities?
1 Were you tempted to put too many tasks in category A?
- What haded to this trend?

- How could you avoid overloading category A?
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Setting priorities using the Pareto Principle

This part introduces participants to prioritiziaging the Pareto Principle. The degree of detall
is determined according to the time you have available.
Example of applying the Pareto principle in prioritization
Let's say you have ten tasks on your list for a day:
. Completion of a report for an important client.
. Replying to daily emails.
. Taking part in a meeting.

. Developing a strategy for a new project.

1
2
3
4
5. Writing an article for the company's blog.
6. Checking and approval of documents.

7. Preparation of a marketing plan.

8. Meeting with a colleague for feedback.

9

. Learning a new skill through an online course.

Applying the Pareto principle, you could conclude that completing the client report and
developing the strategy for the new project are the two activities (20%) that will have the
greatest impact on your professional success (80% of the results). Thetefgrshould be

prioritized on the day, while lownpact tasks can be delegated or postponed.

Exercise. Analysis of avork/study day
Make a list of all the activities you did today.
Evaluate the impact: Ask yourself which activities contributed the most to achieving
your goals. Write down the most important ones.
1 Apply the 80/20 principle: Identify those 20% of activities thaveproduced 80% of
your results or progress for the day.
1 Plan the next day: Use this analysis to plan your next day, focusing on the activities

with the greatest impact.

Expected result: You will become more aware of the activities that bring you the greatest

benefits and you will be able to prioritize important tasks more effectively.
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Feedback
Was it easy to discern which activities bring the most value?

What criteria did you use tetermine the impact of each task?

Were there cases when almost all tasks seemed important and difficult to
differentiate?

1 How did you managthe activities with a seemingly similar impact?
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2. MODULE I
2.1Sequence 1. Elaboration of the day's agenda

Sequence 1
(65 minutes)

Presentation of Daily agenda
structure and elaboration Feedback Aplications for

objectives activities (10 minutes) home
(5 minutes) (50 minutes)
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OBJECTIVES
lTo uderstand the importance of a daily agenda

ITo discover the steps for organizing the agenda

[lTo start the daily agenda

Materials needed

| Video projector and laptop

) Flipchart and markers

Worksheets with the structure of on a day

Apps or phisical diaries for daily organization

X Presentation of the sequence structure and objectives

(5 minutes). Discuss with theparticipants about théuration structure of the sequence,

objectivesand their involvement.

x Daily agenda development activities (50 minutes).

Breaking the ice (10 minutes).Ask the participants to get involved one of the

following activities:
a) "A word that describes my agendagach participant says a word that reflects

how they organize their day.

Example: the agenda is naxistent, summary, clear, organized, detailed, structured,
loaded, concise, detailed, flexible, useful, etc.

b) Ask an operended question: "How do yaisuallyorganize your day?"

c) Invite participants to write down on a worksheet how they spend their time on a

typical day.

Do not analyse what studentsite. The exercise is intended to introduce the students to the

theme of this section.
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II.  Theoretical notions (10 minutes). It outlines the principles and importance of

developing a daily agenda as a tool for achieving daily goals. This information can be found in
the theoretical part of the chapter.

. Practical activitie$30 minutes).

1 In the first phase you lead practical activities with the young people before
elaborating orthe agendaThey aim to make participants awarehow they use their time:
which activities last the longest, which are part of the daily rousiné how muchime each
of them consumedgxamples of this type of activity can be found in the specific section.

1 In the second phasethe participants develop the outline of their agenda (with
examples in the dedicated paragraph)

Suggestion Select the activity/activities proposed below that you consider the most
appropriate for the time available or that correspond to the particularities of the

group you are working with.

x  Feedback (10 minutes)Talk to the group about what they learned.
U What was the hardest thing to plan?

U What changes would this approach bring to your daily life?

X Home exercisesEncourage participants to solve the proposed activity/activities for

home to understand and prove the effectiveness of using the agenda in achieving the objectives.

Phase 1. Practical activities before the development of the daily agenda

1. Selfassessment exercis®ivide thegroupinto teams of 6 members. Each student

writes down how they spend their time on a typical day and identifies strengths and challenges

in their daily routine.

If you used activity c) from the moment of "breaking the eKthe participants to reflect on
what they wrote down at that moment.

2. Time diary: Participants write down their daily activities from the previous week to
assess how they used their time. €Rercise aim$o identify patterns of time usend discover

moments of maximum productivity and tinsensuming activities.

Phase 2. Practical activities for developing the daily agenda

Step 1.Suggest that students write down the activities they must do for the next day.
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Step 2.Students plan the day usitime blocksfollowing the modebelow.

¥ A counsel for young participants

Use charts, colourspr symbols to differentiate the types of activities (e.g., work,
breaks, seltime) to visualize the daily schedule clearly and manage the balance

between different areas of life.

Step 3 Learners organize activities within each block of time using a prioritization

1 Be flexible, things can change

1 Set realistic goals

1 Check off each activity in the agenda. It will give you a sense ebeial).

Expected results
1 Each participant leaves with a personalized daily plan and conc
techniques for efficient time management

1 Raising awareness of the importance of a wdekbalance

Suggestions for youth workers:
1 Encourageparticipants to find a suitable time to plan their next day (e.g., the
evening before bed).

9 Beflexible: Be prepared to adapt activities according to the level of involvement
of the participants.

9 Be arole model Share your experience using your daily planner to create a real

example.

1 Encourage participation: Use open questions to stimulate discussion and

sharing of ideas.

Feedback
1 Have you managed to establish a clear and realistic structure of the day's activities?

1 Was it easy to allocate the rigithe for each activity?
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1 Did you use a specific technique (Pareto, ABC, etc.) to determine which activities

should be at the top of your agenda?

1 Have you been able to differentiate between urgent and important tasks?

Template of a daily agenda for a student based on tirdgocking

Time interval | Activity Achievement

6,451 7,15 Waking up and personal hygiene (washing, dressing)

7,151 7,30 Breakfast

7,30-8,00 Going to school

8,001 13,00 | School schedule

13,001 13,30 | Return from school

13,307 14,00 | Lunch

14,001 15,00 | Break and relaxation (games, reading, relaxation)

15,001 17,00 | Time for homework and study

17,001 17,15 | Light snack

17,151 18,45 | Extracurricular activities (sports, hobbies)

18,451 19,45 | Continuation of the themes

19,451 20,15 | Family dinner

20,151 21,00 | Relaxation or activities with the family (discussions, bg
games)

21,007 21,20 | Personal hygiene

21,201 21,30 | Developing the agenda for the next day

21,301 22,30 | Reading Time

22,301 6,45 Sleep

The schedule can be adjusted according to the needs and activities of each day.

Template of the agenda of the day for a young employee based on time blocking

Time interval | Activity Achievement
7,001 7,30 Waking up and personal hygiene (washing, dressing)
7,301 8,00 Breakfast
8,001 8,30 Commuting to work (checking emails, listening tg
podcast on the road (if possible)
8,301 13,00 | Work schedule (I): focus on priority tasks, meetings, t¢
meetings
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13,001 14,00 | Lunch break
14,001 17,30 | Work schedule (Il): completion of the day's tas

checking the agenda for the next day
17,301 18,00 | Returning home

18,001 19,00 | Sports or recreational activities
19,001 20,00 | Supper

20,001 21,00 | Free time: reading, series, social media, meeting frien

21,001 22,00 | Personal development: readiragticles in the field of
interest, learning foreign languages

22,001 22,30 | Organizing tomorrow's activities, revising the agenda

22,301 23,30 | Relaxation and preparation for sleep: personal hygi
reading, etc.
23,301 7,00 Sleep

The program may vary depending on the specifics of tharjdipersonal preferences, but it

takes into accourd healthy worlife balance.

What you can do at home

Evening Reflection
Set aside 10 minutes at the end of the day to reflect on the achievements and ch

of the day.
Result: Increasing personal awareness and adjusting the daily agenda accordir

the learned lessons.

What you can do at home

Review your weekly goals
Analyze the goals you set for the coming week and break them down into smaller,

achievable daily tasks.
Result: Better time planning, taking into account overall goals and daily details.
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2.2.

Sequence 2. Efficient use of working time

Sequence 2
(70 minutes)

Presentation of
structure and
objectives

(5 minutes)

Theoretical and

Aplications for

practical Feedback T

activities (5 minutes)
(60 minutes)
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OBJECTIVES

. To encourage concentrated and productive work

. To learn the Pomodoro technique
. To counteract Parkinson's principle

Materials needed

\
. Video projector and laptop
)

x Presentation of thesequence structure and objective(minutes). Discuss with the
participants the duration, structugmals and their involvement.
x Activities to use time efficiently in carrying out tasks (45 minutes).

I.  Breaking the ice(5 minutes). This exercise invites participants to exemplify a recent

activity in which they took part that lasted longer than necessary and to identify the causes for
which the time was unduly extended (e.g., procrastination, lack of a clear deadline,

distraction$.

Example: Working ona project at the office, organizing an event, developing a school
assignment, writing a report, etc.
[I.  Theoretical notions(10 minutes).Present to the students what it is, how to use it, what

advantages it has to use the Pomodoro technique and/or counteract the Parkinson's principle.
The degree of detalil is determined according to the time youdvaable
M. Practical activities (45 minutes).Encourage participants to participate in the practical

activities presented below to develop skills for efficient use of working time.
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X Feedback B minutes). A very good feedback method is "thumbs up / thumbs down."
This method is useful if you want to get quick feedback on an activity or idea without getting
into long or detailed discussions.

x  Home exercisesEncourage participants to get involved in the activities proposed for

home in order to acquire the skills of efficient use of working time.

Practical activities with young people
x Using the Pomodoro Technique to streamline the time to complete tasks
Objective:
Forming the habit of completing a task in a shorter time than usual increasegntration

and efficiency.

"Pomodoro Story" (minimum 25 minutes, optimal 450 minutes). Divide the group into
teams of 34 members. Each team receives a prompt or story theme (adventure, mystery, sci
fi, etc.). The members of each team collaborate and write a story.
You set the Pomodoro timer to 10 minytasd the teams must work intensely to solve the task
within the allotted time. After 10 minutes, the teams takenairuite break (they can discuss
strategies or relax).
91 First Pomodoro (10 minutes): Team members brainstorm ideas and sketch the story.
V Short break (2 minutes): Groups discuss their ideas informally or relax.
1 Second Pomodoro (10 minutes): The teams write the beginning of the story.
V Short break (2 minutes): Teams relax.
9 Third Pomodoro (10 minutes): Teams write the middle part of the story.
V Short break (2 minutes): Teams relax and prepare focdingpletion of the task
1 Fourth Pomodoro (10 minutes): Teams complete and revise the story.
V Long break (5 minutes): Team members relax and prepare for the presentation.
1 Presentation and reflection. Each group presents its story of the entire workshop.
Reflect on the challenges they faced and how they were overcome.
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Suggestiondgor the youth worker:

If the available time is very short, only two-fiinute sequences can be simulated

Encourage discussion about how it felt to work continuously for a period of time and

the effects of short breaks.

Feedback
1 Have you understood dividing activities into shéwtused work sessions followed by

breaks?

1 Have you understood the importance of respecting breaks to avoid fatigue and maintain
constant productivity?
How easy/difficult can you apply the Pomodoro technique in your activities?
Do you like the idea of learning/working quickly and focused over a pleodd?
Do you think the Pomodoro technique helps you improve your concentration and reduce
procrastination?

1 Are you ready to focus only on work, or will you be tendpte respond to messages,
calls,or emails?

1 Do you think you can stick to the 2Binute intervalsstrictly, especially for more

complex tasks

What you can do at home

"Choose your Pomodoro"

1 Apply the Pomodoro technique to daily learning activities. Divide the time
have allocated fdearning into several Pomodoro sessions separated by breaks.
1 Share with the group how you organized your time and if it was effective t
the Pomodoro Technique:
V "How did you feel when you worked continuously on a task for 25 minutes?"
V "How often did you feel the need for a break when you worked?"
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Complete a task under the pressure of a limited time (20 minutes)
Objective: Learn how to complete a task in a shorter time frahmn usual, increasing

concentration and efficiency.

Instructions:

1. Give participants a simple standard task

1 Writing a professional email.
1 Planning a day or week of activities.
1 Organisinga small project (e.g., a shopping list or travel plan).

Time estimationBefore starting workask each student to estimatav much time

they would typically spend completing their chosen task.

2. Reducing the time allotted\ccording to the estimataskthe students to reduce this

time by 50%. This stimulates the contraction of the timewhich the task needs to be
completed, forcing them to focus more and be more efficient.

3. Solving the taskStudents begin to solve the task within the set time. Use a timer to

track the time and announce the time remaining halfway through the interval to keep the time

pressure on.
4. Reflection and feedbaclfter the time is up, challenge students to strere they

met the new deadline. Reflection questions:

Did youmanage to finish the task asshort time?

Have you been able to set stricter deadlines for your assignments?

Did you rely on previous experience to assess the actual duration of the tasks?

How did it feel to work under greater time pressure?

= =/ =2 A

What changes have you made to be more efficient (simplificatiaripating
unnecessary steps, reducidigtractions)?

5. ConclusionsDiscuss with participantsow they can apply this method in their daily
lives, reducing the time they spend on tasks to avoid procrastination.
Variants of the exercise
Competition:You can divide participants into teams and challenge them to complete a task in

a shorter time than the other team.

This exercise aims to prove that tasks can be completed in a shorter time than we imagine if
we set a closer deadlinAs Parkinson's principle states, this counteracts the undue extension

of time.

165



FlRCAN Funded by
T the European Union

EERSMAVIOU

CHAPTER llIl : "I Collaborate and
|l nt egrat eo

Methodsfor Enhancingleamwork and Self

Organization

Created by EUROPE4YOUTH
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1. Will Being Good at Teamwork Get Me Hired? 1 Competencesf
the 21st Century

21stcentury skills are like superpowers you can learn to help you think better, learn smarter, work well
with others, and live a successful life. These skills include being creative, solving problems, working in
teams, learning how to learn, communicativel, understanding technology, and being a responsible
citizen both locally and globally.
In the past, just finishing high school was enough, but now you need to be ready for college, your career,
and reallife challenges. Here's why 2iagntury skills are so important:
Colleges and employers say that soft skills, like communication and teamwork, are key to
success in both school and work.
Schools today are helping students get ready
need a variety of skills to handle whatever comes your way.
Social media has changed how we interact with each other, bringing new challenges in how we
deal with social situations.
The internet gives us access to tons of i nf
through and make sense of it all.
Knowing facts is great, but itds also cruci al
problems.
Understanding and developing these skills will help you navigate the world and be ready for whatever

the future holds.

One of the most important skills of the XXI century is collaboration in a team, also referred to as
teamwork. This chapter of the BE YOU Guide will focus on this competence in detail, analyzing
knowledge, skills and attitudes that it consists of, helpgtp assess what kind of team workers you

are and giving you concrete ideas how to improve yourself.

Letdés start with answering the question of what
a social intelligence competency, is the ability to collaborate with others toward a common goal. It
involves actively participating, sharing both respbnisil i t i es and rewards, and
overall effectiveness. Leaders that are good team workers are able to empathize and create an
at mosphere of respect, hel pful ness, and cooper at
efforts, buld strong bonds, and create a sense of pride and unity within the team. This skill is essential

for successful collaboration in any situation.
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John J, Murphy, author @Pulling Together: 10 Rules for Higher f or man c esay§ tha mwor k 0
teamwork is essenti al to success of any group t
unique giftstalents and skills. When we bring them to the table and share them for a common purpose,

it can give compani es -&esnys. &éseaccloaarpes buit y ther lestititedoff a nt a
International Communication showed that more than 50% of@mes in the UK say their jobs are

reliant on collaboration, while 75% of them rate teamwork and collaboration as being very important.

What is more, 54% of project managers and employers claim that communication is more critical to
project success thanctenical skills of the team members.

Teamwork is extremely important in any job or task because it helps a group run smoothly, and supports

its operational efficiency. When people work well together, they can break down big projects into
smaller, manageable tasks, making everyone more preduahd helping the group succeed. Good
teamwork also creates a supportive environment, which makes work more enjoyable and boosts
everyone's mood.

When a team is really in sync, it encourages the generation of new ideas and leads to creative solutions.

It also helps everyone tackle tough tasks more easily. Team leaders are ke¥y thehisnake sure
everyone communi cat es oepsearelhgard.aThisl nottohlyaleadsetos ettey o n e 6
decisions but also benefits the whole group.

There are a number of benefits of mastering Teamwork in any situation: in a workplace, project group
at school or any other task or hobby that requires a group effort. Here we list those that we consider to
be most important:

1. Teamwork boosts effective communication
Successfuleamwork starts with solid communication. To work well toge€thehether brainstorming
or tackling a new projeét everyone needs to communicate effectively. This helps set clear goals and
keeps everyone on the same page.

2. Teamwork enhances brainstorming
Brainstorming is all about thinking outside the box as a team. When your team communicates well and
feels comfortable sharing ideas, you can come up with creative solutions for projects, processes, or
products. Without teamwork, brainstorming sessions tmgh be as productive, which could affect
your teambs overall perfor mance.

3. Teamwork keeps everyone focused on a common goal
Having a shared goal is crucial for prioritizing tasks and projects. When everyone is working toward
the same objective, it keeps the team focused and ensures that all tasks are aligned and completed on
time.

4. Teamwork improves problersolving skills

Solving problems can be tough on your own, but when you work together as a team, you can find
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quicker and more effective solutions.
5. Teamwork builds trust
Trust doesndt 0ihgrerp ®ver times taroughi gpént communication, -oneéne
interactions, and mutual support. A team that trusts each other feels more comfortable sharing ideas,
wor king together, and contributing to the teamods
6. Teamwork strengthens organizational culture
Buildingalongl asting group is more than just social ev
supported in their work. Teamwork helps create an environment where people can do their best while
enjoying a good workife balance.
7. Teamwork increases efficiency
Effective communication and a strong team culture lead to greater efficiency. An efficient team can
handle tasks and solve problems quickly, using resources wisely and meeting deadlines faster.
8. Teamwork boosts engagement
When people feel |l i ke theydre part of a support.i
do. This sense of belonging can increase their satisfaction over time.
9. Teamwork motivates the team
Teamwork encourages accountability, pushing everyone to not only meet expectations but exceed them.
As each team member performs better, the whole team improves, leading-tuligh work and
greater satisfaction of each member.
10. Teamwork develops individual strengths
Teamwor k isndt ¢ itadso helpsbeach personigmw. By workipg together, you can
learn from others and develop important skills like probsmiving, communication, and time
management. This makes you a stronger team member and helpska¢eaim succeed.
11. Teamwork improves decisiemaking skills
Good decisiormaking requires confidence and knowledge. Working in a team helps you build these

skills, as youbl |l | deasions whiletackfiaglcleallengasitogdther. @ nf or me d

2. Yeah, But Where Can | Learn 1t? - How To Improve Your
Competences

Accelerating your learning, practicing teamwork, building leadership skills, and bringing new ideas into
your group are key abilities you can grow through different learning methods. One popular approach is
the Four Stages of Competence, created by NoethBUhis model breaks down the steps you go
through when learning something new, helping you understand how to improve in any skill or

knowledge area.
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The Four Stages of Competence Model
The Four Stages of Competence Model explains how we learn new skills in four stages: unconscious
incompetence, conscious incompetence, conscious competence, and unconscious competence.
1. Unconscious IncompetenceAt this stage, you don't know what you don't know. You're
unaware of your lack of knowledge or skill in a certain area, so you might not see the need to
i mprove. For example, someone who doesndt r e:
intodayods world might be at this stage.
2. Conscious Incompetence Her e, you start to realize that

knowledge. You know you need to learn more, which can feel frustrating or overwhelming. For

instance, if you know soci al media mar keting
twel |l , youdre at this stage.

3. Conscious Competence At t his point, youdve | earned the
to do it right. You might need regular practi

learned how to use social media marketing but still need to concentrate oy igasd content
and tracking results, youbre here.
4. Unconscious Competence I n t his final stage, youdve bec
task almost without thinking. The knowledge and skills are now second nature. For instance, if
you can easily create great social media content and analyze the outcomes without much effort

youbve reached this stage.

Unconscious

Competence Right Intuition

Conscious

Sl Right Analysis

Conscious

Incompetence Wrong Analysis

Unconscious

Incompetence Wrong Intuition

Hierarchy of Competence
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source: https://en.wikipedia.org/wiki/Four_stages_of _competence

Wait, but how is all of this useful for me? Being aware of the process is a first step to understanding
how you learn. Especially, when it comes to social competences, like teamwork, understanding the Four
Stages of Competence can help you figure out whewveare in your learning journey and how to
improve. By applying this model, you can set realistic goals, focus on what you need to learn, and
develop a growth mindset that will help you succeed in learning, leadership, and innovation. It also
helps orgaizations create better training programs and pinpoint areas where young people might need
extra support and development.

1. Engage in SeHReflection: Selfreflection is key to understanding yourself better. It helps you
align how you see yourself with how others see you. By reflecting on your thoughts, emotions,
and actions, you can identify areas where you want to grow and improve. This practice gives
you a clearer picture of your strengths and weaknesses, allowing you to make intentional
changes and progress.

2. Practice Mindfulness
Mindfulness means being fully present in the moment without letting distractions or biases get
in the way. By focusing on the "here and now", you can connect more deeply with your
experiences, and be open to new opportunities for personal growth. Mirssfuiefps you
become more aware of your thoughts and emotions, which is crucial fimpetfivement.

3. Cultivate a Growth Mindset
A growth mindset is the belief that your abilities and skills can be developed through effort and
| earning. When you believe in your ability
needed to grow. This mindset helps you see challenges as ojtesiwend setbacks as
learning experiences, pushing you to achieve your personal and professional goals.

4. Acknowledge Feelings of Shame
Sometimes, our desire to improve comes from external pressures or feelings of inadequacy. If
your motivation to grow is driven by a need to meet expectations of others, you might not find
true fulfillment even after reaching your goals. It's importar¢tognize any feelings of shame,
and reassess your goals to ensure they align with what truly matters to you. Real growth happens
when your seimprovement is guided by your values and authentic aspirations, not by outside

influences.

In addition to those general tips, we bring you some more ideas to improve your teamwork competence
specifically. If you are already aware of the areas that you need to improve, it is a first step to success.

The rest is up to practice. Have a look atghggestions below and try to implement some of them in

your daily work. D ¢ hefpatient and/rememberdthat each chanbel starts fromaan ¢ e
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single step. Firstly, you will need to keep the suggestions in mind, with time it will become your habit

that will just happen unconsciously.

Here is what you can do to become a better team worker:

1.

10.

11.

12.

Encourage everyone ghare ideas and feedback by having regular group meétifage to

face or onlind if you can meet with people you are working with. Having a space to discuss

is necessary even for the most experienced t ¢
Ensure everyone understands the team's goals and their role in achieving them. Each team
member needs to be aware of the purpose of the group and expectations towaidththem

will help you to avoid potential conflicts and disappointments.

Build trust by acknowl andgyvingtigem éasks that ptag to thasen 6 s s |
strengths, such as assigning the most organized team member to handle details.

Organize fun team activities, like group outings or virtual game nights, to help everyone bond

and work better together.

Lead by exampléy actively participating in team projects, thanking team members for their

efforts during meetings, and making sure everyone gets credit for their contributions.

Be open tofeedback: Feedback is essential for growth. Learn to accept constructive criticism
from your teammates and use it to i mprove. Dc
too, in a respectful way.

Respectlifferences: Every team is made up of people with different skills, backgrounds, and
perspectives. Embr ace t hese di fferences an
contributions, even if theyore different fror
Make sure other team members trust you: Trust is the foundation of any good team. Be reliable
and do your part to help the team succeed. St
supporting your teammates, and being honest.

Practice Empathy: Understanding your teammat e
well together. Try to see things from their point of view and offer support when they need it.

Stay Positive: A positive attitude can boost team morale. Encourage your teammates, celebrate
successes, and stay motivated, even when things get tough.

Learn to Compromise: Teamwork often involves finding a middle ground. Practice
compromising to reach decisions that benefit the whole team, not just one person.

Reflect and Improve: After working on a team project, take time to reflect on what went well

and what could be improved. Use these insights to strengthen your teamwork skills for the

future.
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3. Teamwork i How Does It Actually Work?

In the next part of this chapter, we will laser in on teamwork competence and all its components. To
truly understand how the competence is manifested, you need to have a closer look at the criteria to
what extent it is developed by oneself and at thecatdrs of fulfillment of those criteria. In order to
do that, we will be using the SALTO Competence Model. SALTO Youth is a network of resource
centers that supports youth work and 4immal learning across Europe. It is part of the European
Union's Erasms+ program and focuses on providing training, resources, and support to youth workers,
organizations, and young people.
The SALTO Competence Model is a framework designed to help young people like you develop
essential skills for personal and professional growth. Whether you're looking to improve your
communication, leadership, or teamwork abilities, this model providésaa gath to mastering key
competenci es. I'tdés all about hel ping you becom
challenges, both in your daily life and in your future career. By understanding and applying the SALTO
Competence Model, you'll be bet equipped to succeed in whatever you choose to pursue.
The SALTO Competence Model describes each competence area by breaking it down into specific
skills, attitudes, and knowledge that are essential for effective youth work and personal development.
The model includes teamwork into a competence at
breaks it down into six competences:

1. Contributing actively to team tasks
Being willing to take on responsibility
Encouraging and involving other team members

Learning with and from others

a > w N

Being aware of the team processes and how t he
6. Managing disagreements constructively

Each of those competences is defined by knowledge, skills and attitudes that manifest acquisition of the

competence as well as numerous indicators assess

a closer look at those competences.
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Contributing actively to team tasks

Criteria Indicators
Knowledge | Knowledge of the tasks of th Knows how to orientate and relate his/k
team efforts to the tasks of the team
Skills Skill to clarify roles and Mastersmethods and techniques to supp
responsibilities in the team a clear and fair division of roles ai
responsibilities
Promotes communication and cooperat
amongst team members to show quali
and overcome resistance
Attitudes Openness to tasks that are Dares to be challenged and to take on f

necessarily part of their usu

role

roles and responsibilities

Requests and offers support when neede

Looks for additional resources whe
needed
Being willing to take on responsibility
Criteria Indicators
Knowledge |Knowl edge d Analyses and identifies their own resour
possibilities and limits in the and limits in the context of the activity
context of  educationg
activity
Skills Skill to ensure that roles arn Ensures that knowledge and skills in 1
responsibilities are proper] team are shared and communicated
distributed in the team Contributes to -ben@
with regard to the tasks to be performed
Attitudes Openness and readiness Challenges their own competences

accept challenges

Follows through with new tasks to enst

safety for the team members and learner

Encouraging and involving other team members

Criteria

Indicators

Knowledge

Knowledge of the resource

of team members

Demonstrates an understanding of te

competences
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Skills Skill to involve other tean Coachescolleaguesi where possible an
members necessary based on the approach to Rg
formal learning (e.g., if requested)
Encourages colleagues
Facilitates team spirit and trust
Skill to foster cooperatiof Applies team work mechanisms
among team members Balances working styles and preferences
Challenges colleagues where necessary,
appropriate
Hi ghlights everyon
Attitudes Curiosity and  goodwill Shows genuine interest in and support

towards the team members

team members

Learning with and from others

Criteria Indicators
Knowledge | Awareness of the learnin Acknowl edges col |l
potential others can offer ar potential and makes best use of it
of the princi
to givebd
Attitudes Openness towards shari Shares their own ideas and resources
oneds own p shows interest in
curiosity a and resources
resources Asks for support and recognises persg
limitations
Supports coll eague
Being aware of the team processes and how
Criteria Indicators
Knowledge | Knowledge of team process Refers to team processes and their pote
and their influence on tea influence on team effectiveness
effectiveness
Skills Skill to recognise tean Manages tailemade team work processe
processes during team wo
and to adjust then
accordingly
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Attitudes Openness to team process Shows an interest in the team process
and recognition of thei does not ignore any team work issues
importance

Managing disagreements constructively

Criteria Indicators
Knowledge | Knowledge of the theorie Refers to these theories and concepts
and concepts of constructi understand and explain disagreement

communication (e.g., SOCiz
intelligence, emotiona
intelligence, conflict

resolution, etc.)

Skills Skill to recognise Recognises disagreements and apy
disagreements and app various ways to deal with them
specific ways and methoc Drives collective and individual emotior
for dealing with towards a resolution
disagreements Receives and phrases criticism respectfl

honestly and constructively
Listens to and expresses emotions ir

teamwork context

Attitudes Tolerance for interpersong Deals with frustration in a constructi

tensions and openness to d manner

with disagreements

As we wrap up our exploration of teamwork throu
being a good team player fisore than just getting along with othérg's about developing a set of

values, attitudes, beliefs, skills, and knowledge that you use to handle different situations and tasks
effectively. Whet her youdre wor kiimgspawtateam, ogr oup
collaborating on a community initiative it's important to have confidence, stay motivated, and feel good

about yourself.

By understanding and applying the principles of the SALTO Competence Model, you can take your
teamwork skills to the next level. Start by recognizing your current strengths and areas for growth, and
actively work on developing key skills like communicatiadaptability, and conflict resolution.
Embrace a positive attitude, trust in your teammates, and remember that every challenge is an

opportunity to learn and improve.
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Teamwork isn't just about what you can achieve togétiter also about the journey of learning and
growing with others. As you continue to devel op
ability to contribute meaningfully to any group will expateading to more rewarding and successful
experiences, both now and in the future.

So, take what youdve | earned, put it into pract.i

be. After all, when we work together, we can accomplish amazing things.

4. Are You a Good Teamworker? Check Yourself!

In this part of the guide, we would like you to look back at different situations in which you were

working in different teams, no matter the task. Try to reflect on your perforriidretgaviors that you

demonstrated and emotions that accompanied theroréBgbu do that, look again at the different

competences connected to teamwork, described in the previous part of this chapter. Tnetiecelf

on the extent to which the indicator of acquiring those competences applies to you, based on past

situationswhen you were working in a team. Selfaluation is a process of looking at your own skills,

attitudes, and knowledge to understand what you're good at and where you might need improvement.

It is empowering as it helps you take control of your own dg@vetmt and growth by understanding

your strengths and weaknesses you will boost your confidence, but also know which areas of

competence you need to focus to improve.

Selfreflection is typically a personal process, but you can also share it with someone else. However, it

might be valuable to first reflect on your own before seeking a partner to discuss your thoughts, the

concept, or any questions that arise. You're fi@ choose how you refléctwhether by walking,

writing, drawing, building, or creating mind mapsvhatever feels right for you. Therefore, find a

comfortable space that suits you best, whether it's sitting on a bench, lounging on a couch, working at a

table, using your computer, or simply being outdoors. The key is to be in a space where you feel at ease.
Step 1: Go back in memory to the few situations that you were working in a group on an
important task. Try to remember the first time you started to use teamwork competences, or in
which situation you realized you lacked some of them? What was challenging fiorthose
situations? How did you react to the challenge? Which emotions did you feel at that moment?
Step 2: Consider other key moments in the developmenthesecompetences. Recall any
important training sessions, workshops, or experiences where you began to develop or use them.
Reflect on how you have progressed in developing those competences and identify any
challenges that still remain.
Step3Her e are some guiding questions that you
not required to answer them all:

0 How did you develop this competence? What aspects did you handle well?
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What challenges did you encounter? Which aspects were still difficult?
How did you assess your progress in developing this competence?
Where do yowurrently stand with this competence? How confident do you feel in it?

o O O o

What challenges remain? Which areas need further development? Where do you feel
uncertain or fearful?
0 What do these reflections reveal about your motivation, strategy, and focus in further
developing this competence?
Step 4:Record the outcomes for yourself by writing, mimépping, drawing, or expressing

them in any other way that suits you best.

Congratulations! You have just created your learning plan. Following it will help you to grow as a team
worker. You can do this activity again in a few months in order to compare the results and track your

progress.

Another area that you can reflect on is how you behave while working in a team. Maybe there are some
patterns that you oftefollow? Being aware of them can also help you to better understand what you
can offer to your team and what you need from the others to feel comfortable.
To do that we will use Belbin's Team Roles Model. This model helps people understand different roles
that individuals naturally take on when worKking
have different strengths, and how each of thesagths can help a team work better together. It was
developed in 1981 by Dr Meredith Belbin, British researcher and management consultant best known
for his work on management teariisie model identifies nine distinct roles, each with its own strengths
and weaknesses, and categorizes them into three grcii@n-Oriented Roles, PeopleDriented
Roles,andThinking -Oriented Roles I n any team, ités important to
people naturally fit into certain roles, and unc
to achieve their goals. For example, a team full of creative thinkers might haokitt#as but struggle
to get things done without someone to organize and push them forward.
By knowing your role and the roles of others, you can communicate better, work more effectively, and
create a stronger, more balanced team.
The model describes nine typical roles that peop
look at strengths and weaknesses of each of those roles.
1. Action-Oriented Roles:

Shaper: Drives the team forward, challenges norms, and thrives under pressure. They are

dynamic and often push for progress but can be argumentative.

Strengths:

o Dynamic and motivated; they push the team to achieve results.

o Good at overcoming obstacles and driving progress.
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o Competitive and thrives under pressure.
Weaknesses:
o Can be prone to frustration or aggression, especially under stress.
o Might come across as confrontational or
o May push too hard, risking burnout for themselves and the team.

Implementer: Turns ideas into practicahctions. They are disciplined and reliable, but
sometimes resistant to change.
Strengths:
o Highly organized and disciplined; they get things done efficiently.
o Practical and reliable, they turn ideas into actionable plans.
o Good at managing dawp-day operations.
Weaknesses:
o May resist change, preferring familiar methods and routines.
o Can be inflexible, sticking too rigidly to plans.
o Might struggle with creativity, preferring clear instructions and processes.

Completer Finisher: Focuses on detail, ensuring tasks are completed to a high standard. They
are meticulous but can be overly perfectionistic.
Strengths:
o Detailoriented and meticulous; they ensure higiality work.
o Good at meeting deadlines and ensuring nothing is overlooked.
o Persistent and committed to finishing tasks to perfection.
Weaknesses:
o Can be overly perfectionistic, struggling to let go of tasks.
o May worry excessively about small details, slowing down progress.

Sometimes finds it difficult to delegate, preferring to do everything

2. PeopleOriented Roles:
Coordinator: Acts as a leader or chairperson, delegating tasks and helping the team focus on
objectives. They are confident and good at decisiaking but may be seen as manipulative.
Strengths:
o Strong leadership skills; they know how to delegate effectively.
o Good at organizing team activities and
o Calm and confident, they help keep the team focused on objectives.
Weaknesses:

o May be perceived as manipulative if they overly rely on others to do the work.
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o Can be seen as controlling or bossy by team members.
o Might struggle with handsn tasks, preferring to manage rather than participate
directly.

Teamworker: Promotes team cohesion, supporting others and smoothing over conflicts. They
are cooperative and diplomatic but can be indecisive in crucial moments.
Strengths:
o Cooperative and diplomatic; their help maintains harmony in the team.
o Good at listening and mediating between team members.
o Fl exible and willinggetso adapt to meet the
Weaknesses:
o Can be indecisive, especially when tough decisions need to be made.
o Might avoid confrontation, even when itos

o Sometimes places team harmony above task completion.

Resource Investigator:Explores opportunities and develops contacts. They are enthusiastic
and communicative but can lose interest once the initial excitement fades.
Strengths:
o Excellent at networking and building external relationships.
o Enthusiastic and outgoing; they bring energy to the team.
o Good at exploring opportunities and gathering information.
Weaknesses:
o May lose interest once the initial excitement fades.
o Can be overly optimistic and may not always follow through with ideas.

o Might spread themselves too thin, focusing on too many things at once.

Thinking -Oriented Roles:
Plant: Generates ideas and solves difficult problems. They are creative and innovative but may
be impractical or ignore details.
Strengths:
o Highly creative and innovative, they think outside the box.
o Good at solving complex problems.
o Can come up with unigue ideas and approaches.
Weaknesses:
o May be too preoccupied with their own ideas, leading them to ignore practical details.
o Sometimes they struggle to communicate their ideas clearly.

o Can be abseminded or forgetful about everyday tasks.
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Monitor Evaluator: Analyzes options and makes balanced decisions. They are strategic and
impartial, but can be overly critical and slow to act.
Strengths:
o Logical and analytical; they make wétloughtout decisions.
o Excellent akvaluating ideas and options objectively.
o Reliable when it comes to providing balanced judgments.
Weaknesses:
o May be overly critical, focusing on negatives rather than positives.
o Can be slow to make decisions, needing time to consider all angles.

o Sometimes lacks enthusiasm, which can dampen team morale.

Specialist: Brings indepth knowledge in a specific area. They are highly skilled and dedicated
but may focus too narrowly on their expertise.
Strengths:
o Highly knowledgeable in their specific area; they bring expertise to the team.
o Focused and dedicated to their field of interest.
o Provides valuable insights that others may not have.
Weaknesses:
o May have a narrow focus, sometimes missing the bigger picture.
o Can become overly absorbed in their specialism, ignoring other aspects of the project.
o Might struggle to communicate their knowledge to +eoperts, leading to

misunderstandings.

Understanding the strengths and weaknesses of e
teams make the most of their talents while being aware of potential pitfalls. Each role is valuable in its
own way, but an effective team needs a mix of éhesles to balance strengths and weaknesses.
Understanding each rolebds characteristics helps
any potenti al shortcomings. It al so helps in a:

strengths, lading to better collaboration and success. Which role are you fitting in the most?

5. Group Development Modelsi How to Understand Others?

When people come together to work as a group, whether it's for a school project, a sports team, or any
other activity, they don't automatically function smoothly. Just like individuals, groups go through
different stages of growth and development. Undeditey these stages can help you navigate

challenges, improve teamwork, and achieve your goals more effectively.
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Group development models are frameworks that explain how groups evolve over time. They show us
how teams start as a collection of individuals and gradually become a cohesive unit that works well
together. By learning about these models, you'll gain irsigitb what to expect as your group
progresses, how to contribute positively at each stage, and how to help your team overcome obstacles.
These models are like a roadmap for working together successfully. They can guide you through the
ups and downs of group dynamics, helping you to build strong, effective teams that are capable of
reaching their full potential. Whether you're just starbogwith a new group or looking to improve an
existing one, understanding group development is a key step in becoming a better team player and

leader.

5.1 Tuckman's Stages of Group Development

One of the most popular of those models was developed by American professor of educational
psychol ogy Bruce Tuckman in 1965 and itbdés <calll
Tuckmands model breaks down how ¢rstagep:$orngmgoow and
Storming, Norming, Performing, and Reforming. As a team matures and becomes more skilled,

members start to build stronger relationships, and leadership tends to become more collaborative and

shared.
Originally, Tuckmands model was just an observat
theydébre aware of it. But the real power of this

and helping it move forward in a way that supporitaboration. In reality, teams are always forming

and changing each time something shifts, like a new member joining or someone missing meetings,
the team can slide into a different stage. For example, a team that was smoothly Norming or Performing
might dop back into Storming due to these changes. Being aware of this process helps team leaders
guide the group back to Performing as quickly as possible.

Letdbs have a closer | ook at what happens inside

1. Forming: The Beginning of Teamwork
When a team first comes together, they enter the "Forming" stage, where the foundation of the group is
built. During this time, everyone is trying to figure out their place and how they fit into the team. Most
people are polite and cautious, avoiding amyflict because they want to be accepted. Team members
often rely heavily on a leader for direction and guidance.
In this stage, you might notice a few things happening. People are usually on their best behavior, trying
to make a good impression. There might be some cliques forming as people connect with others they
feel comfortable with. Most members will focus onderstanding the tasks ahead, how things will

wor k, and the best way to go about t hem, but t he
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The need to feel safe and approved by the group is strong.

Emotionally, this stage can be a mix of feelings. Some people might be excited and optimistic, eager to

get started and see what the team can achieve. Others might feel a bit uneasy, anxious about working
with new people, or uomtetthemn dboughwiBat o&keeX paa
am | here?" might cross your mind as you navigate this new group dynamic.

For the team to move forward, a few things need
mi ssion and vision, set specific goal s, and est e
upon, and everyone s h oaheidheKinstoeetingdbath ibpersoe andimct ed ¢
chab are crucial for setting the tone and ensuring the team is on the right path. Feedback from project
guides is also key to helping everyone align.

Leadership at this stage is vital. Project guides and instructors need to provide clear structure and
direction, giving the team a sense of confidence and optimism. They should create opportunities for
everyone to get to know each other, making the greelniore connected. At this point, team members

often look to the leader to make decisions and guide the way, with communication mostly flowing one

wayd from leader to team members.

To move past the Forming stage and into the next phase of team development, everyone in the group

will need to step out of their comfort zones. This means starting to tackle more challenging topics and
embracing the possi biylstepgforthetéamognow stranget and work i dse a n e
effectively together.

2. Storming: The Challenges of Team Development
After the initial phase of coming together, teams often enter the "Storming" stage, where things can get
a bit rocky. This stage is marked by the surfacing of interpersonal conflicts as team members start
organizing tasks and figuring out how to work tdgpst Issues related to leadership, power, and
structure come to the forefront, and this can create tension within the group.
During the Storming stage, you might notice certain behaviors. Arguments can arise as members clash
over ideas, personal styles, or who should take the lead. People might start competing for control, and
the team can struggle to make decisions or claslfst This lack of clarity and constant power struggles
can lead to frustration, slowing down progress and sometimes causing the team to set unrealistic goals.
The overall vibe might feel chaotic, with some members worried about the workload and therdirect
the team is heading.
Emotionally, this stage can be tough. You might feel defensive or confused, and your enthusiasm for
the teamds mission might wane. Resi stance to ta
fluctuate wildly. Some members may even start questiomihget her t hey agree with
or feel insecure about their role and influence within the group. Tension and jealousy can rise, leading
to a sense of nAwebre not getting anywhere. o

To push through this stage, the team needs to f
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essential to acknowledge and address the stylistic and personal differences that are causing friction.

Effective communication becomes criti@aleam members need to practice listening to one another,

giving and receiving feedback, and resolving conflotsia heal t hy way. 't 6s al s«
and clarify the teambébs purpose, roles, and groun
of conduct.

Leadership during Storming is about guiding the team through conflict. Project guides and instructors
should acknowledge the tension and help the group work toward consensus. They can encourage
members to take on more responsibility, introduce the conéeptared leadership, and teach conflict
resolution skills. Offering support and praise during this challenging time is key, as team members begin
to consult each other more and share leadership roles, though detéiimg might still be tough.
For the team to move beyond Storming, members ne
to one of problensolving. The most crucial skill in this transition is listerdngeally paying attention
to what your teammates are saying and trying tbetstand their perspectives. Once the team starts to
listen and collaborate more effectively, they can progress to the next stage of development.

3. Norming: Finding Your Groove as a Team
In the "Norming" stage, teams start to hit their stride. This is the phase where things begin to click, and
the group starts creating new, more effective ways of working together. As the team develops a stronger
sense of unity, leadership evolves from palme responsibility of just one person to being shared among
all team members. Trust becomes the foundation of this shared leadezsbifyone realizes that for
the team to succeed, they must rely on and support one another.
During this stage, youoll notice that processes
comfortable with each other, and thereds a stron
Conflict resolution skills improve, and the teamakes sincere efforts to reach decisions that everyone
can agree on. Influence is balanced across the team, and psabléng becomes a collective effort.
Youdl | al so see the team developing routines and
Emotionally, the Norming stage is a time of growing confidence and trust. Team members feel a strong
sense of Dbelonging and are comfortable expressin
everything is going to work out fine, and peopéelffree to contribute and express themselves.
Acceptance of each other is high, and the team operates with a sense of unity and mutual respect.
To keep moving forward, the team needs to focus on deaisaking processes, encourage everyone
to offer ideas and suggestions, and continue sh;
use all availabl e r es ouandctegve dnd receive gepdback frorh pragectt e a m¢
guides. As the team members take on more responsibility, they continue to grow their shared leadership
skills.
In this stage, leadership is truly a shared effort. Project guides provide feedback and support but allow
for less structure, promoting more team interaction. They encourage contributions from all team

members, helping to clarify collaboration and streagtrelationships within the group.
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The main goal during the Norming stage is to enhance communication between team members. This is
when the team starts to freely share feelings and ideas, offer and accept feedback, and explore actions
related to their tasks. Creativity is at its peak, @ithboration becomes clearer as everyone understands
and embraces the teamdés work ethic and shared | e
However, one potential downside of the Norming stage is that members might start to worry about the
inevitable future breakup of the team. This fear of change can make them resistant to any adjustments
or new directions.

4. Performing: Reaching Peak Teamwork
The "Performing" stage is where teams really hit their top performance. By this point, true
interdependence has become the norm. The team is flexible, with members adapting to support one
anot her and menetds This iseaaighty produdiive phHase, both personally and as a
group, where everything seems to fall into place.
I n this stage, youobl I see a team that is full
independence. The team can organize itself without needing constant guidance. Members are flexible,
working well on their own, in small groups, or as parttteé entire team. Everyone has a better
understanding of each other's strengths and weak
the group operates as a whole.
Emotionally, the Performing stage is marked by a deep sense of empathy for one another, a high level
of commitment, and a solid grasp of what it means to work collaboratively. The bonds between team
members are strong, and the atmosphere is filled with éxnitement, and creativity. Personal
devel opment fl ourishes, and therebds a gener al S
ways to sustain their momentum and enthusiasm.
To keep the team on track during this stage, project guides ensure that the team continues moving in a
collaborative direction while maintaining flexibility. They help measure performance, provide
necessary information, and facilitate feedback and dialagghen the group.
Leadership in the Performing stage is all about shared responsibility. Team members practice shared
| eader shi p, taking the initiative to observe, i
step back, offering little direction and allowitige team to selfmanage. Team members support one
another, offering positive reinforcement and sharing new information as needed.
Not all teams reach the Performing stage, but those that do find that their capacity for teamwork and
personal relationships expands significantly. In this stage, people can work independently, in small
groups, or as a complete unit with equal competendecanfidence. This is where the magic of true
teamwork happens.

5. Reforming: The Wind of Change
The Reforming stage (often also referred as fAAd]
they approach the end of their journey together. This stage typically kicks in when a project is coming

to an end, like the last week of class or the fgtagies of a group assignment. Team members prepare
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to part ways, leading to significant changes in the team's structure, membership, or overall purpose.
Even though the team continues to perform productively, there's a need to manage the feelings that
come with saying goodbye and transitioning out of ttoaig.

During this stage, you might notice some clear signs that the end is near. People may show visible signs

of grief, momentum might slow down, and there could be restless behavior as everyone comes to terms
with the group's c¢ on churatsdf extreme eBasgnastevenyanetries tp finiskd | | s
strong, but these bursts are often followed by a noticeable drop in energy.

Emotionally, this stage can be a mixed bag. Ther
time together is coming to an end. You might also notice humor that, to outsiders, could seem a bit
harsi® this is often a way for the group to copdtwihe end. Alongside the sadness, there can also be

a sense of relief that the hard work is finally over.

At this point, the team needs to focus on evaluating their efforts, tying up loose ends, and recognizing
the hard work everyone put in. ltds i mportant t
successes, big or small.

Project guides play a crucial role in this stage by helping the team navigate the process of wrapping
things up. They provide good listening, offer options for how the team can end on a positive note, and
encourage reflection so that the collaborativdskiéveloped can be carried into future opportunities.

The Reforming stage is all about concluding the group’'s work and disengaging from the relationships

t hat have been built. A planned conclusion usual
participation and achievements, as well as a chandedor members to say their personal goodbyes.

Ending a group can feel a bit like a minor crisis, as it involves giving up both the control and the sense

of belonging that came with being part of the team. But it's also a chance to look back with prite at wh

was accomplished together.
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source: https://nulab.com/learn/projegnanagement/strengthéeamusingdruckerexercise
tuckmanmodel/

By understanding and applying Tuckman's model, you can navigate each stage of team development
with greater awareness and purpose. Recognizing where your team is within the process allows you to
adapt your approach to meet the teamdbs needs, wh
goals during the Forming stage, addressing and resolving conflicts in the Storming phase, or fostering
deeper collaboration and shared leadership agymgress to Norming and Performing. This model
equips you with the tools to actively contribute
more effectively and harmoniously. By embracing the dynamics of each stage, you can strengthen
relationslips, enhance your teamwork skills, and lead your team to achieve its goals. Ultimately,
Tuckman's model serves as a roadmap for becoming a more effective team player, preparing you to

succeed in any group environment, whether in school, work, or beyond.

5.2 Lencioni Model

Another teamwork model we are going to mention to you was presented by American writer, Patrick
Lencioni, in his book AThe Five Dysfunctions of
di fferent from Tuckmands, vmiidls we dedv droeeds nedar lei
what to do when leading or creating a team, but it identifies some of the problems that can appear during

the process. As you can see on the image below, there are 5 major dysfunctions of a team, which, if not

addressed can | ead to a teambs failure.
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Here is a bit more information about each of those:
Absence of Trust:it comes from the unwillingness of the team members to be vulnerable
within a group. The logic of this is that if members of the team can not be truly open with one
another about their weaknesses and mistakes, it becomes impossible to build a foundation of
trust. If there is no trust within a team, other problems are more likely to appeatr;
Fear of Conflict: when there is not enough trust between the team members, it becomes harder
to engage into open debates of ideaseaning that you would be more restrained and hesitant
to point out ideas that could potentially be harmful for the team, just so thaathartember
who proposed them doesndt take it the wrong \
Lack of Commitment. usual l'y foll ows the Fear of Confl i ¢
point out the ideas you think make no sense and just agreed to everything that was said, it will
be hard to believe in the plan of actioand it is quite hard to commit to somethingp u don ét
believe in;

188



Funded by
the European Union

Avoidance of Accountability:i f you dondét believe in the plan
to be over with, you are less likely to call out your team members on actions and behaviors that
might be counterproductive to the good of the team;

Inattention to Results: is the result of avoidance of accountability. If you decide to focus just

on your own task, without caring for what (or how) other members of your team are doing, you

are putting your own, individual needs (recognition, ego, career development) above the
collective goals of the teaimwhich will, even if you do your task perfectly, lead to failure.

Those dysfunctions that we mentioned above usually build up on one another, but if even a single one
of them is allowed to flourish, the teamwork will deteriorate. Now we are going to address the
dysfunctions one by one, and give you some guidelines ontdaywproach them in case you notice

them in your team. After every dysfunction, we will provide you with some practical tools that should

be helpful in case you decide to use this model.

1. Absence of trust
In the context of this part of the guide, trust means the confidence among team members that their
intentions are good and that there is no reason to be protective or careful around the group. Building
trust i s probably t he smadslthecausepteetsthafoundatpaeavdryteam L e n
should build upon.

You can recognize if your team is struggling with this dysfunction if the team members do some of the
following:
Hide their weaknesses and mistakes from one another
Hesitate to ask for help or provide constructive feedlfgekjive constructive feedback to a
team member, try to present it in a way of help and guidance; it is important to be honest,
respectful and to allow your team members to explain why they are doing something differently)
Hesitate to offer help outside of their own ta@kss is where we need to remember this TEAM
part in the word Teamwork even if you do your task perfectly, your team might still fail to
achieve the goal you set for yourselves if there is no mutual support)
Jump to conclusions about the intentions of others without asking for clarifi¢f@tie@xample,
if your team members become upset when receiving feedback or being asked if they need help)
Fail to recognize and tap into one anotheroés
Waste time and energy discussing topics irrelevant to the purpose of thédeaxample,
discussing politics during team meetings, while it has nothing to do with what your team is
trying to achieve)
Hold grudgegfor example, getting offended when someone gives you feedback, and just waiting
for the opportunity to get back at them)
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Avoid meetings and find reasons to avoid spending time together

If you are in the role of the leader, and your team is experiencing this dysfunction, you should be the
one to demonstrate vulnerability first, and aim to create an environment that does not punish or ridicule
vulnerability. Below you will find a tool thaghould help you start addressing this dysfunction of your

team:

TOOL: PersonalHistories
Time required: 30 minutes
This exercise is used to take the first steps towards developing trust. The only things you are going to
need for it are some pens and paper! During this exercise, your team members are going to have to
answer some questions about themselves, such as:

- Number of siblings

- Hometown

- Hobbies

- Unigue challenges

- Favouritetype of music

- Favouritemovie
You can add more questions to this list, or you can change any of them into something more fitting for

your team. After everyone is domeswering the questions, each one of you is going to read aloud the

answers one by one. This exercise is used to get to understand your team members more, and puts you

on a fast track to break down the initial barriers!

2. Fear of Conflict
The second dysfunction we are going to address is Fear of Conflict. If your team has successfully built
the foundation of trust, engaging in constructive discussions should be possible. Why is that? Well, if
you and your team members all trust each oglwer will feel much freer to express your own opinions,
because you will know that there will be no judgment. However, many teams have a tendency to avoid

(productive) conflict and consider it unnecessary.

If you and your team members do the following, you might be dealing with this dysfunction:
Have boring meeting&@s in, meetings where there are no discussions and neaices their
opinion, because they are afraid that they are going to be judged)
Havecreated an environmeirt which gossip and personal attacks are com(famexample,
talking behind the back of team member s, al
Ignore topics that are critical to team sucddssdlines, responsibilities, briefings on what was

doneé) ,
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Fail to consider all the opinions and perspectives ofteam menlefs cour se, this d
to just agree with all the optiorisit means to consider all of them, and choose the best,ones)

Waste time and energy on unrelated topics

If you are in the role of the team leader while trying to deal with this dysfunction, you should try to
demonstrate restraint when people engage in conflict, and allow resolution to occur naturally. Of course,
you wi ||l need t o moarertartaec kd, ainfd yiguwrt tieanbancekmb

where it becomes irrelevant for the team.

TOOL: RealTime Permission

This exercise can happen naturally when your team is sharing ideas or looking for solutions to problems
that have come up. What you need to do is to recognize when people who are engaged in the conflict
(debate, discussion) are becoming uncomfortable tivitHevel of tension, and then interrupt them by
reminding them why this is necessary (mentioning the good of the team). Interrupting to put focus back
on the good of the team is a good way to break tension and prevent the discussion from becoming

personal

3. Lack of Commitment
According to Lencioni, two greatest causes for the lack of commitment are the desire for consensus and
the need for certainty. When it comes to consensus, if you and your team members expressed your
opinions, and if all of them have been addressedgibiisg to be a lot easier to commit to the plan of
action you come up with, even if it was not your proposition that the team finally went with. Because
you will know that you were heard. When it comes to certainty, he says that any decision is better than
no decision, even if that decision turns out to be wrong. In case the decision turns out to be wrong, it is
important that you react and change it as soon as possible, because procrastination is going to introduce

uncertainty, and make everything worse.

You will know that your team is affected by this dysfunction, if it:
Allows for more than one interpretation of direction and priorities,
Breaks deadlines because of excessive analysis and procrastination,
Shows lack of confidence and is too afraid of failure,
Discusses the same decisions multiple times, and

Encourages secorgliessing among team members

If you are in the position of the team leader, you must be comfortable with making a decision that can
turn out to be wrong because even if it turns out like that, you avoided uncertainty and gave your team
something to work towards. You should also ¢hiéeveryone is following deadlines and schedule that
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the team has agreed upon.

TOOL: Deadlines

One of the best tools for ensuring commitment is the use of clear deadlines. This means that when tasks
are given to the members of your team, everyone needs to know exactly until when they have to finish
their tasksi nothing should be open to interpratat. There should be more than just one, final,
deadlinei you should put deadlines for various milestones on the path to completing the goal of your
team. Every time you reach one of the milestones, your team should meet and see if all the deadlines
wererespected. If you organize your deadlines like this, you will be able to identify which tasks need to

be prioritized or more team members assigned to, before it is too late.

TOOL: Cascading messages

Minimum time required: 10 minutes

This exercise doesndt take | ong, and you should
and decisions were made, they should be repeated so that everyone is on the same page. The less things
you leave for interpretation, the more effeetixour team is going to be. By doing this, you make sure

that everyone in the team has understood everything in the same way, and you avoid uncertainty.

TOOL: Contingency and WorsCase Scenario Analysis

This exercise is supposed to help you address the fears you might have regarding decisions of your
team. As the name says, during a team meeting, you can discuss contingency plan with your team, or
even do a worstase scenario analysis, in which you apgio a decision you are considering in a way

that you try to analyze how things would be if everything went wrong. Usually this leads to reducing
fears of your team member s, because most often t

fixable.

4. Avoidance Of Accountability

The next dysfunction we are going to address is avoidance of accountability. As we mentioned above,

this refers to the willingness of you and your team members to call each other out on behavior that might

hurt the team. For exampilecalling your teammateout on not finishing their tasks within deadlines,

on not doing their task with enough care (result

disfunction usually:
Creates resentment among team members who have different standards or performance,
Encourages, and is satisfied with, mediocrity,
Misses deadlines,

Places unnecessary burden on the team leader to be the only source of discipline.
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If you are the team leader, you should encourage and allow the team to be the primary accountability
mechanismi meani ng that it shouldndét al/l be just on vy
permitted to hold each other accountable for the agesa. Your task as a team leader would be to

be there to introduce discipline, if the team fails in this.

TOOL: Publication of Goals and Standards

This is an easy tool you can use to encourage accountability within your team. After it has been decided
what tasks each of your team members should accomplish, you can publish it as a list on the media that
you use to communicate with your team. It careitieer a social media group, or even written on a
paper, if you meet with your team in person at the same place. This way, everyone knows who is

responsible for what, and it can be easily checked.

TOOL.: Briefings

Briefings are a great tool to use in order to show the whole team how you are progressing on a bigger
scale. Briefings should be done twice per week at the end of the day (you can, of course, adapt it to fit
the needs of your team). How it works is thargumember of the team is invited to explain how they

are progressing with their tasks and what has been done since the previous briefing. This way, everyone

is kept in the loop of what the other team members are doing, and is the progress towardksgbalfina

5. Inattention To Result
The final dysfunction and according to Lenciethe ultimate one, is inattention to result. In his book,
he identifies 2 types of obstacles that take away the focus from theirésaih status and individual
status. When it comes to Team status, ghigauld apply to people who are satisfied by just being part
of the group, and do not care about the result itself (imagine being a part of football team, coming to
trainings, hanging out with the rest of your team members, but not really trying to ingprovieotball
skills T or avoiding to come every time there is a competitive match you were supposed to play in).
Individual status would be almost the opposite. If we take the same example with the football team, in
this case you would be too focusedimproving your football skills, you would not want to integrate
with your team, you would demand from your <coac/|l
willing to pass the ball to your teamatesi a | | because you wantrteam. be nApi
How do you recognize that your team is suffering from this dysfunction? Well, a team that is not focused
on results:
Fails to grow,
Rarely defeats competitofsy ou can be the best football pl a\

the game on your own),
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BELMOU

Loses achievemermriented members,
Encourages team members to focus on their individual goals, and
is easily distractef everyone is focusing on their own, individual thing, no one is focusing on

the team result)

If you are in the position of the team leader, you should set the focus on team results, be objective and
give recognition to those who make a real contribution to the achievement of the group goals.

TOOL: Public Declaration

One of the tools you can use to combat this dysfunction is public declaration. What this means is to
Apromi sed or commit that your team is going to
member of a team that is organizing an annual festieal can advertise that this year, your festival is

going to be better than it was last year. This helps your team to stay motivated while pursuing the

promised result.

5.3 Grpi Model

Another model of team development that we are going to present to you is called BiR€h stands

for Goals, Roles, Processes, Interactions. This model of team development was first introduced by
Richard Beckhard in 1972. The idea of this model is tblight different aspects of team cooperation

by identifying goals, clarifying roles, responsibilities and processes and the interpersonal relationships
of team members. The GRPI model puts the priority on the core mission of a team, and frames it into a
clear action plan. It enables you to find solutions at the right level by setting priorities and identifying

potential problems.

(80%)

PERFORMANCE

source: Raue S., Sukan Tang, Weiland Ch. and Wenzlik C.: The GRPI miodalapproach for team
development, Systemic Excellence Group, 2013
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Noel Tichy, in his research based on this model, observed that conflicts accumulate at each level with
a ratio of 80:20

80% of conflicts in teams are attributed to unclear goals

From the remaining 20%, 80% are assigned to unclear roles

From the remainder, there is again 80% to be found in unclear processes

And only 1% of conflicts in teams can be attributed to interpersonal relationships between the

team members

Uncertainty on one level impacts the next, as can be seen here:
If goals are not clear, uncertainties in the individual roles will arise;
If roles are unclear, this will result in conflict within the processes,

If processes are unclear, conflicts at higher levels will appear at people level

The GRPI model emphasizes that it is crucial to establish complete clarity at each level, since this will

create a foundation of shared commitment among the members of your team.

Goals

When it comes to goaisthey should provide the foundation of good teamwork by establishing the core
mission of a team and give frame to the team's purpose. Goals are important because they give your
team a directioit which allows you to understand whe&w@u are now, where you want to go, and create
bonds between you and your team members by unifying your visions on getting there. According to
Beckhard, goals are what makes a team a ietiray create identity and generate sense. If your team

d o e s n @tleah sharexl and agreed goal, any kind of team development will be limited in its impact.

If all team members understand, accept, share and commit to common objectives, they will be able to
align their individual goals with the common goals of the téammentioned SMART goals in another

chapter of this guide)

Roles
A role can be described by its authority, responsibilities and tasks, and it should be aligned to support
the goals your team has defined. In order for a team to function, each team member should have a clear
picture of who is doing what, who is responeifdr what, and should know the extent of their authority
(as in, where is the | ine where .¥wenyteaninembder i nt ru
should agree with their role and be satisfied with it, because this will create individual activeolle
accountability. If you agreed to take a certain task onto yourself, of course you are going to be more
passionate and eager to complete it, and do it well. Defining roles well is a foundation of a clear process,
when it comes to addressing, clarifyiand resolving issues.
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To understand what we mean by authority when talking aboutirties is the amount of freedom for

a person to act within their role. Authority is the frame given to the space for action, initiatives or
decisions made by a person in the role. Since @iles authority, they also demand responsibility
meaning that every team member should be held accountable for delivétatie}that are defined

by their role. It should also be clear whom your team members in each role should address if they

experigce any issues.

Processes

Processes are a tool to overcome inefficiencies in deaisaking, control, coordination and
communication. The GRPI model of team development proposes that if you clearly define processes
earl vy, you can support y o ur hih ¢ha tedns areggoirgltshe b ec a

determined. Amount of types of processes wil!/l de

While talking about processes, the GRPI model touches upon topics of decision making, conflict
management and communication. To address them one by one:
Communication is essential. With everything we do or say, we communicate. It is very
important to knowwhat thecommunication channels within yotgam aresince it is vital for
successful teams. If your communication is effective, every member of the team will know what
everyone is doing, and this will give everyone an idea on how the team is progressing towards
the final goal.
Clearly defined roles are a basis for decision making. Decisions within your team need to be
made collectively, and after they are made, you have to make sure that everyone is on the same
page. This will make sure that every team member is respondinglygaicét encourage
respecting deadlines,
What makes a team are the pedplehich means that personal or interpersonal conflicts are
potentially going to happen. This is a natural part of interacting with each other. Accarding
the GRPImodel, conflict management is all about following a clear process when conflicts
occur. There should be a clear process to address issues, since this will allow you to solve them

quickly and to avoid any kind of escalation.

Interactions

Interactions cover the interpersonal section of the GRPI model. Here, we outline relationships,
individual styles, while focusing on establishing trust, open communication and feddsiack this

is going to create a comfortable working environment. luiikether parts of this model we covered

above, the Interactions part also needs to have clearly established, understood, shared and agreed upon

rules. In order to improve this aspect of your team, we will propose five principles of interpersonal
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relationships. Those principles are based on the attempt to honestly seek to understand what is important

to your team members, while keeping in mind what is important té yma adjusting behavior where

needed. The five principles are as follows:
Attend to little things meaning that it is recommended that you perform small acts of courtesy,
such as smiling, giving a compliment or offering help;
Keeping commitments peopl e believe in promises, and i
to them being irritated
Clarifying expectations meaning that you and your team mates should make sure that you
understand each other (and each otherds resp¢
Show personal integrity this means keeping your promises and deadlines, meeting
expectations and showing respedthis is how you build trust.
Apologize sincerely when you make a withdrawaleaning that you should be sincere and
explain your action to your team memb¢rs n case you break deadl in
expectations)

Of course, if you do the opposite of those five principles, you can expect interpersonal relationships

between you and your teammates to worsen.

5.4 Disc Model

The last model of team building we are going to introduce to you is the DISC model. This model focuses
on the personalities of your team members, and it stands for Dominance, Influence, Steadiness, and
Conscientiousness. The aim of this model is to fdst#er communication, boost teamwork and create

an environment where everyone in your team feels valued and understood.

DOMINANCE INFLUENCE
e Direct e QOutgoing
e Results-oriented e Enthusiastic
e Firm e Optimistic
e Strong-willed e High-spirited
e Forceful e L|ively
e Analytical e Even-tempered
e Reserved e Accommodating
® Precise e Patient
e Private e Humble
e Systematic e Tactful
CONSCIENTIOUSNESS STEADINESS
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source: https:/fimsts.com/what-disc

The DISC model sees your team as a puzzle, where each piece is a different personality. Ise@der to
the complete picture, you will need to understand how those pieces fit together. Here you can find a link
to a free DISC personality testitps://discpersonalitytesting.com/freesctest/ In the next part of this

chapter, we are going to explain all of the major personality styles (dominance, influence, steadiness,
conscientiousness):
Dominance (D):people with this personality style are assertive, rewiginted, and love to
take charge. They are comfortable in fpated environments and they are great at making
quick decisions.
Influence (I): people with this personality style are social butterfiethey are usually
enthusiastic, persuasive and great at communication. They are amazing in situations where
interacting and collaborating with other people are the key. People with this perstypality
are also great at motivating others.
Steadiness (Speople with this personality type are calm and dependable. They prefer stability,
but they are consistent and excellent at supporting the team through their reliability.
Conscientiousness (C)people with this personality type are analytical, precise and value
accuracy above everything else. They are great at solving problems and making sure that the

team doesnébét overl ook important detail s.

According to the DISC model, recognizing the personalities in your team is crucial, because it is all

about understanding and appreciating unique strengths each person brings to the table.

In order to be able to lead your team effectively, you need to understand that communication is the key
T and different personalities prefer different communication styles. For example, Dominance types
prefer directness and brevity, while Influence typestgr a more friendly and collaborative approach.

You should adjust your communication style to match what is required by your team members, because
that will lead to better understanding and fewer conflicts. The same is true for motivaliterent
personality types are motivated by different thifiggnd recognizing this motivation will allow you to

lead your team in a way that resonates with each team member.

It is important to embrace the diversity within your team, because teams with a mix of DISC personality
types can be very dynamic. For exampl e, Domi nan
personality types try to create a positive atmosptgieadiness types provide reliable support, and
Conscientiousness types ensure accuracy and quality. If you are to be a team leader, your role would be

to find balance between those traits, and ensure that each personality type is valued and utilized

effedively.
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Here are some recommendations on which types of team building activities to use with each DISC type:
Dominancei activities like debates, probleaolving contests, sports events
Influence T activities that allow them to express their creativity and social skills; such as
brainstorming sessions
Steadinessi group projects where they can contribute consistently and supportively; for
example, a team volunteer day or a collaborative puzzle game
Conscientiousness activities that require attention to detail and precision; for example; team
based trivia quizzes and planning complex project timelines
I f you decide to do some of those team building
typesi encourage everyone to participate in each. This will help team members understand and
appreciate different personalities, and promote a-methded skill set across your team.

Of course, after you use DISC team building activities, you will want to measure their impact. How can
you do that? Well, you can, for example, do regular feedback sessions during which team members can
discuss their experiences with team building acésitthey were participating in. You could also
observe changes in team interactions and dyndntigig to note if team members are communicating

more effectively or is there a noticeable improvement in how they resolve conflicts.

Remember, if you decide to use this model, the goal of integrating all the DISC personalities in your
team building is not just about improving productivity or efficiency, it is also about mutual respect and
understanding. When everyone feels seen, headduaderstood, the chance for conflict will be

lessened, and you will have created a comfortable environment for everyone. If there is no conflict, and
your team members understand each otherds streng

other better, and will be less likely to hesitate.

6. Is There A Pilot On Board?- Role Of The Leader

The needs of every group vary. Even inside the same group expectations towards the leader change with
time. As you already know, the role of the leader differs depending on which stage of development the
group is. Knowing how to adapt your leadershipstyle cr uci al . For this itods
the Situational Leadership Theory, developed by Dr. Paul Hersey and Dr. Ken Blanchard in-the mid
1910s.

Situational leadership is all about being able to adapt your leadership style to fit what's happening
around you and what your team needs at the moment. Instead of sticking to one way of leading, a
situational leader knows how to change their approachdbaisehe specific challenges the team is

Py

facing or the environment theyo6re in. This isnodt
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ability to read the situation and respond in the best way possible. According to Blanchard and Hersey,
a situational leader can choose from different leadership styles depending on what the situation calls
for.

1. Telling: This style is when a team needs a lot of direction and guidance. Leaders who use the
telling style usvually make all the decisions
when the team is new or inexperienced, or when tasks need to be dapeaifia, repetitive
way.

2. Selling: This approach is used when the team or
done. The leader needs to convince and inspire them to take action.

3. Participating: Leaders use the participating style when the team knows how to do the tasks but
might lack the confidence or motivation to get them done. The leader works alongside the team,
helping them feel more comfortable and engaged.

4. Delegating This style is for teams that are already doing a great job on their own. The leader

steps back and lets the team take the lead, offering support only when needed.

Understanding the group development process helps leaders apply the right leadership style. For
example, knowing that a team is in the Storming stage can guide a leader to focus on resolving conflicts

and motivating the team, which aligns with the Selbhge. Conversely, recognizing that a team is in

the Performing stage encourages the use of the Delegating style to empower the team and capitalize on
their high level of competence.

In summary, Tuckman's model provides insight into the developmental phases of a team, while
Situational Leadership Theory offers strategies
evolving needs throughout these stages. By integrating thvesedncepts, young leaders can more
effectively guide their teams through each phase of development and enhance overall team performance.

Il s situational |l eadership always the best way? |
whods super flexible, switching up their approac
right? But, like everything, there are some dowrsiaethis style of leadership that you should know
about . | f a | eader is constantly changing their
confusing. You might be unsure of whatédés expect
becase things keep shifting. This kind of leadership often focuses more on immediate tasks rather than
long-term goals. So, if your group has a big project or vision for the future, this style might not always

help you stay on track. Also, if a group has akatepetitive tasks, like organizing events or managing

regul ar meetings, this flexible I eadership styl e

situations but not as effective for tasks that need a steady routine. Lastly, situatideedig relies a

|l ot on the | eaderés ability to judge how mature
t his, they might end up using an approach that
team. So, while situationalleaders p can be awesome in many ways, it
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potential challenges!

7. How to Handle Mobbing and Bullying in the Team

A topic that we think is important to mention in this guide is mobbing. Of course, in order to understand
it better, we first have talefine it. According to a definition given by the International Labor
Organization, mobbing or workplace bullying is offensive behavior through vindictive, cruel, malicious
or humiliating attempts to undermine an individual or a group (of employeeshu@®e, using analogy,
this can easily be transferred outside of the context of the workplace, and into other realities, such as
school, university or another kind of activity that requires you to work in teams. Looking at this, and
many other definition§found in most national labor laws), it becomes clear that, in order for a behavior
to be considered mobbing, it needs to be done:

repeatedly,

over a significant period of time,

it has to be nophysical,

and have a humiliating effect on the bullied person.
Mobbing is not a single action, but a series of one or more different actions over a longer period of time.
The object of mobbing is most often the exclusion or punishment of a person. Prof. Heinz Leymann
gave a list of 45 actions that are considered nmahhf they occur over half a year or longer, and at

least once per week:

1. Attacks on the possibility of expressing oneself
Being limited in the possibility of expressing oneself
Being constantly interrupted
The possibility of expressing itself is limited by colleagues
Being shouted at or told off
Constant <criticism of oneds work
Constant <criticism of onebds private | ife
Telephone terrofif you are getting unwanted calls, messages and atbetent over your
phone)
Verbal threats
Written threats
Refusal of contact through devaluing views or gest(i@sexample, if someone judges you
because you come from a village or small town)
Refusal of contact by suggestions, without expressing anything directly
2. Attacks on social relations
The person is ignoredthis usually implies being ignored by your superior at work,

teacher/professor at school or college)
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The person is not allowed to express themselves

Transfer into a room far away from colleagues

(Work) colleagues are not allowed to talk to the person

Being ignored by colleagues

Effects on social reputation

Bad-mouthing the persofif members of your team are talking bad things about you)
Rumors are spread about the person

The bullied person is made to seem ridiculous

Expressing suspicion that someone is psychologically ill
Seeking to force someone to undergo psychiatric investigation
Scoffing at ehandicap

Il mitating someoneb6s wal k, voice or gestures
Attacks on personbs political or religious
Making fun of persondés private |ife

Making fun of their nationality

The person is forced to carry out work which offends their@mifidence(for example, you

are employed as an engineer, and your boss is expecting you to make them coffee every day, or
they always tell just you to take out the t
The work input is judged in a false or insulting wi#fysomeone is trying to force you to take

bl ame for something you didnét do)

Decisions are questioned

Making the person the subject of obscene incentives or other degrading expréssions
example, someone starts to use your name to
Making the person the subject of sexual approaches or (fffeexample, someone writes your

name and phone number in the work toilet)

Attacks on the quality of occupation and life

No work is assigned

Useless work functions givéfor example, if someone gives you two boxes of pens to test which
ones are working, and when you are done, they mix them back together and asks you to do it
again)

The person is assigned wor k wh(iorcehamgepitysin 6t r
are employed as a lawyer, and your boss asks you to watch their kids while they are on a
meeting)

The person is constantly assigned new functions

The person concerned is given offensive work funct{forsexample, you are employed as a

software engineer, and you are asked to clean the toilets)

202



Funded by
the European Union

The person is given work functions which exceed their qualification in order to compromise
their reputatior(for example, you are asked to lead a public procurement process, while you
have no knowledge / education on how to do it)

5. Physical attacks with an impact on the health of individuals
Obligation to carry unhealthy works
Threat of physical force
Application of light pressure in orderfot each someone a | essono
Physical maltreatmerfthis would be when someone hits you with hands or objects; punching,
slapping, kickingé)
Costs are caused in order to harm the person
Material damage is caused at home or on the workstation
Sexual touching

It is important to mention that all those actions we mentioned will be considered mobbing no matter if

they are caused by one person or a group of people.

We should make distinction between workplace bullying, conflict and harassment. The simplest way to

l ook at conflict is to see it as a disagreement .
and that it i ev ol v e sndimdi rthatraometionesfhappend vera duickyranda c er
sometimes it takes months. Of course, thils doesr
this is why it is important to address it early.
harasso is defined as Ato disturb or irritate pe
form of harassment. As you can see from this, mobbing/bullying consists of both, conflict and
harassment, and what makes it different from them igtidardf some of the actions we listed above

happen once, they could be treated as conflict or harassment (which still can, and should, be addressed),

but to be treated as mobbing, there would need to be a continuity of at least half a year.

There are multiple measures you can take in order to protect yourself against mobbing or bullying. We
can separate them into two categories: preventive measures and intervention. When it comes to
preventive measures, you could achieve this by learning atangt mobbing and bullying, discussing
it with your team, and giving them introduction to this tdpiou can do it through leaflets, articles or
even videos.
When it comes to interventianit is important to stop the bully and to support the victim. Stopping the
bully often requires help from outside of the team; it can be attempted by mediation, but also by taking
legal action against the bully. If this isggening in a workplace or some other place that has hierarchy,
it is recommended to communicate with your superior (teacher, professor, boss, coach) or with the
Human Resource department. If you are being bullied, if it is possible and if it would ryatupinto
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harmés way, it is recommended to collect fand kee
this support can come through professional rehabilitation, psychotherapielgetiroups and also
medical therapy.

8. Conflicts in the Teamand Conflict Resolution

In this part of the guide, we will give you more information about conflict and how to resolve it. When

you communicate with other people, especially if you are in some way tied to them for longer periods

of time (with bonds-foothef ambbypfsthoel guiwdekéweb
teams), disagreements are almost inevitable. Those disagreements actually are a definition of conflict.
You can disagree with other people about small, unimportant things, or over topics that youyfind ver
importanti and sometimes it is hard to find a common ground. Conflict is a natural thing, and it will
happen as you go through lifeso knowing how to approach it is a very useful skill to have! There are

many tools for conflict resolution, and in tljaide we decided to present you the Wheel of Conflict.

The Wheel of Conflict is a framework created by Dr. Bernard Mayer, aaweln mediator, facilitator

and psychotherapist. Dr. Mayer stated that if we can understand and locate the sources of conflict, we
can create a map to guide us through the conflixtgss. Dr. Mayer proposed that it is the human needs

that are at the core of all the conflict. The Wheel of Conflict expanded the previous framework created
by dr. Christopher Moore, adding to it five new factors that can help us understand how cofioflitst, u

and those are: how people communicate, their emotions and values, the structures, interactions, and

history.

NEEDS

Survival Needs

Interests
Identity Needs
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source:https://www.workplaceassessments.ca/blogfobmosto-clarity-harnessingthe-wheelof-

conflict-for-resolutions

Dr. Mayer defined the difference between needs and intérestsording to him, needs are viewed as
more fundamental and lasting, while interests are more superficial and passing. Resolutions that we
make are not as meaningful when they rely only oneéstsrthat we have. If we want to understand the
drivers of conflict, proposed by dr. Moo(ehose being relationships, structure, data, values and
interests) we have to determine the level if needs that best explain the conflict in the following areas:
Suvival (forexampled f o od, s h el jldentity Needgforiexammldy ndeaning, community,

a ut o n camyindejesté¢for examplg substantive, procedural, psychological)

To give you more insight, we will cover communication, emotion, values, structure and history one by

one.

Communication

As we mentioned at the beginning of this chapterery communication has a potential for conflict.
Disputes often arise from conversations in which you and the person who you are communicating with,
generate your own set of assumptioraf how you heaand see whatever information is presented to

you by the other person. Those assumptions are what often can lead us to take a negative stance in
communication, and maybe even make us believe that the person we are interacting with has bad
intentions. Some tber things can also affect how you or members of your team impact how you
communicate. For exampiegender, age difference, different cultural backgrounds, stereotypes, and

many more

Emotions

The next topic we are going to mention is Emotions. Dr. Mayer states that emotions are energy that
fuels the conflict. They are, after all, a range of psychological stdtesn misery to anger. You may

be wonderingwhat affects our emotions? Well, itrcde some previous experiences we haither

with the person we are communicating with, or maybe not even related to them. We remember the
experiences we had, because they make us who we are. Some of those experiences are, unfortunately,
negative. If, dung conflict, we start feeling any emotion intensely, we should take a moment to breathe
and try to determine where it is coming frénis it something coming to us from the past, or was it

caused by the conflict we are involved in now?

Values
Each personés values and beliefs can cause a cor

out what is important, what is right or wrong, what principles we should follow, and how we should
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leave our lives. If this is the source of conflict, it is very unlikely that it will be resolved. Every time
someone questions our beliefs and values, we feel unsure and atthaczdise those things are, in a
way, the essence of what makes us who weliane enter a conflict because of this reason, we should
recognize our values, and try to steer the conversation in a constructive difecstead of finding
things that we disagree on, we should aim to find things we have in common.

Structure

Dr. Mayer says that we should analyze where and how the conflict we are in occurs, so that we can
identify the structural components of the conflict. Those components could be available resources, time
constraints, communication mechanisms, and many tfigiau decide to do this type of analysis, make

sure to try to look at the structure in the broadest possible sense, taking into account the dynamics of all
the sides in the confli¢for exampleé team dynamics (team memiteam member, team leadieram

me mb e r, singe they can attribute to the conflict itself.

History

When it comes to history, dr. Mayer states that every person involved in the conflict brings their personal
history and experience with them. We are all different people, with different backgrounds, different
education, different views, different econohiac k gr oundsé | f t here are hi:
any kind) between the people involved in conflict, between the topic of the conflict, and the system we

find ourselves in( t e a m, school , citocbuldehgve a powerful knfluéneecoa éheg

direction of the conflict.

Resolution

To conclude this chapter, we will mention conflict resolution. There are many effective approaches to
resolving conflict, and effective communication is essential to them all. Good communication is caring
about what the other person has to say, while fogugur energy on cooperation, understanding and
tolerance. What can be helpful with this is reframing the issues that caused the conflict. Every time you
are engaged in some kind of conflict, trgato hayv
moment to analyze where this conflict is coming from. Is it because of something that happened in your
past? Something that happened in their p@sty/be you were lied to, and that is where this suspicion
you have towards your team member comes fidichsomething happen to you today, and that is the
reason there is so much anger towards the person you are communicatin(@héte?vas an exam at
college today, and you are quite sure that you are going toAad)you struggling with deadlines in

your private life?(you have to turn in a Xpage essay by tomorrodid the person you are now in
conflict with approach you in a way that you perceived as too aggressive? All of these, and more, can
affect how we behave during a conflict, and if we become aware of them, if we manage to find out why

we are acting in ceftaways, we will be able to moderate, first of all, ourselves, and ask the person we
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are communicating with all the right questions.

If you would like to learn more about mediation and conflict resolution, you we recommend this

YouTube channéhttps://www.youtube.com/@ 1mediate/videos

You will be able to find many lessons and interviews with expert mediators there.

Sources and further reading list:

SALTO YOUTH: European Training Strategy Il: Amended version of competences for trainers
working at international level with criteria and indicatotsgt{s://www.salteyouth.net/downloads/4
17-3862/ETSCompetencéModel%20 Trainers Amended version.pdf

Hersey, P. and Blanchard, K. H. (1969anagement of Organizational Behavioltilizing Human

ResourcesNew Jersey/Prentice Hall.

Hersey, P. & Blanchard, K. H. (1969).ife cycle theory of leadershipTraining and Development
Journal 23 (5): 26 34.

Tuckman, B(1965). "Developmental sequence in small groupsY.chological Bulletin63(6): 384
399.

Blanchard, K. and Paris€tarew, E..The One Minute Manager Builds High Performing Teams
William Morrow, 2009.'

Belbin, M. (1981).Management Teamkondon; Heinemann.

Belbin Team Roles'BELBIN AssociateRetrieved20 February2012.

Broadwell, Martin M. (20 February 1969 eaching for learning (XVI)".wordsfitlyspoken.orgThe
Gospel Guardian. Retrievdd May2018.

Lencioni, Patrick, The Five Dysfunctions of a Team, Jo&#ss, San Francisco, 2002

The GRPI model an approach for team development; Steve RaueHankTang, Christian Weiland
and Claas Wenzlik, 18/02/2013

Lorho, Frank; Ulrich, Hilp; WORKING PAPERBULLYING AT WORK, Social Affairs Series
SOCI 108 EN, Publisher: European Parliamer2929 Luxembourg, 2001

Mayer, Bernard, The Dynamics of Conflict, a guide to engagement and intervention, 2nd edition,
JosseyBass, 2012

Ravnil, Anton, Odscmmalieeg,adinomo pednvag i melLunar odn
Law-Domestic, Comparative and International), Faculty of Law in Zagreb, 2004

Front page image for theoretical part taken frottps://pixabay.com/photos/teamwedamqgear
boardchalk2499639/

Front page image for workshop scenarios taken fidtps://pixabay.com/photos/boactialkteam
businesgob-4862158/
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WORKSHOP SCENARIOS
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Intro: The Structure of the Workshop

Cooperation and teamwork are complex topics that can be approached from different angles. For this
workshop, we want to propose to you a variety of exercises that tackle different aspects of the topic.
Each facilitator can choose which activities from lisebelow to use, and adapt each scenario to the

needs of their target group. This will help you to make your workshops unique and effective. For each
activity, there is a proposed duration. Depending on the time available, choose activities that fit the
expectations of the group. You can focus on one part of the workshop and implement it entirely or
choose few activities from different parts. Some activities require a theoretical input, do not skip it, if

you decide to implement those activities. Actwis mar ked with a A*0 are rec
priority. We also recommend that even if you decide to skip some activities, to keep the order of the
activities chosen according to this scenario. It is a good idea to start each workshop with arrenergize
Energizers are also a great tool to fiwake-upo th
focus if itbés gotten distracted. The |list of pos

Part I: Understanding Group Development
Total Duration: 120 min

Exercise 1: WHO ARE YOU?

Duration: 10 min

Objectives: getting to know each other, breaking first ice

Required Materials: none

Preparation: writefour questiondisted belowon the flipchart and hang them in a place visible for

everyone

The process:
Participants are sitting in the circle. Facilitator asks them to introduce themselves one by one by
answering following questions:

1 saying their name,

1 where are they from,

1 what are they good at, and

1 arandom fact about them

If the group is very loud and tend to interrupt one another facilitator can introduce the concept of a
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i tkai n g Tschosecaky®bject (not too big or heavy so participants can hold it in hand) and pass it
to the person on their right.

Exercise 2: MOLECULES

Duration: 20 min

Objectives: building bonds among the group members, getting to know each other better, locating
persons with similar ideas

Required Materials: music and speaker

Preparation: nome

The process:
Participants are walking freely around the robras particles, while facilitator plays sormkeerful
music from a speaker. While the music plays facilitator can encourage the group to dance a little. After
few minutes participant stops the music and screams a number from 1 to 6. Participants need to form a
molecule consisting of that many patrticles (pesy. When the groups are formed facilitator gives them
a topic to discuss. The topics are completely up to the facilitator but should help the groufoto ge
know each other better. Here are some examples of topics that we recommend:

1 What are some common assumptions that people have about you?

1 What must a city have to make it a good place to live in?

9 If you would move to another planet with only one suitcase, what would you take with you?

1 How would you like the world to end?

1  What would you consider to be the toughest season of your life?

9 If you meet 16yearold you, what would you tell them?
Facilitator gives the group about 4 minutes to discuss the topic then plays the music again and repeat

the process saying different number.
*Exercise 3: LEGO BRIDGE

Duration: 50 min

Objectives: practicing effective communication, establishing workflows in the team, discovering roles
in the group

Required Materials: two similar sets of Lego bricks, toy car (can be built from Lego), two separated
rooms, timer

Preparation: describe the rules of the game on a flipchart
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The process:

This activity will help the group to develop effective means of communication. The aim of the group is
to build a freestanding structuré a bridge of a minimum length of 40 centimeters that will hold a toy
car.

The group should be divided into 2 teams, each team will be building a half of the bridge, without seeing
the work of the other team. At the end of activity, the groups will join both parts of the bridge to check
if it can function as one structure. Thédge should be at least 40 cm long and 20 cm high (in its highest
point).

After dividing the groups facilitator should explain the rules of the activity, preferably having all the
rules written down on a flipchart.

Each group gets a box of Lego bricks with the same number of pieces. Teams work in separate rooms.
Each group selects a leadea person who will have a chance to communicate with the other group.
The activity starts with 5 minutes of discussion in theugs, so they can develop their strategy for
construction of the structure and communication with the other team. Once the activity starts groups
have 30 minutes to design their parts of the bridge.

Only the leaders of the groups can communicate. To do that they should leave their rooms and meet in

a place where other participants cannot hear th
time of 5 minutes that they can spent in the commuuwicaibne. They should carefully plan how many
meetings they want to have during this time.

After the time for building passes the groups should join their parts of the group. Each group can choose

up to 5 Lego bricks that will be used to join connect the bridge.

After coming together into one room groups have 1 minute to join both parts of the bridge. They can
only use Lego pieces that they brought with them. Facilitator should check if the structure d¢ae hold

toy car and if the minimum dimensions are reached.

Debriefing is the most important part of the activity. The facilitator should ask the group questions that
will help them to formulate conclusions about the group work during this activity that can be applied to

other tasks. Facilitator should make suia #veryone is equally included in the conversation.

Example debriefing questions:
1 How satisfied are you with the result?
1 How satisfied are you with the process in the group?

1 How satisfied are you with your own involvement?
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Which roles did you take in the group? Did you feel involved in the process?
How did the process go? Did you discuss and prototype or start building right away?

What was the most challenging during the activity?

=A =4 =4 =4

Question for the leaders: How did your communication go? How did you prepare for each

meeting?

=

Was time pressure a thing for you?

If you would do this activity again, what would you do differently?

During the discussion facilitator should write down all the tips for better group cooperation that were
mentioned on the flipchart. They should be formulated as short, clear recommendations.

*INPUT: PRESENTATION OF THE GROUP DEVELOPMENT PROCESS

Duration: 5 min

Bruce W. Tuckman, along with other researchers and psychologists who study small group behavior,
devel oped a model t hat identifies four di stinc

typologies have been proposed by other scholars, this particati#l is valued for its simplicity.

1. Forming: In the first stage, group members are uncertain about what they are expected to do
and how they wildl achieve the groupbds goal s
objectives and their roles in achieving them. Members are concerned abowdesipted by
the group and often seek guidance from a leader. In student projects, where no leader is

designated, the question arises: how will leadership emerge?

2. Storming: The second stagedBaracterized by efforts to unify and define roles within the
group. This phase often involves conflict, both subtle and overt, between members and
sometimes between members and an emerging leader. Through these conflicts, the group starts

to take shape andefine its identity.

3. Norming: The third stage follows storming, once the group has succeeded, at least temporarily,
in resolving its conflicts. Members begin to feel more secure with one another and any
established leaders. They effectively negotiate roles, task assignmeaisipreémaking

processes, and practices related to planning, task management, and leadership.

4. Performing: In the fourth stage, group members work together maturely and focus on achieving

their goals. Communication becomes open, direct, and honest, with members paying attention
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to both task completion and the emotional vieling of the group. There is a balance between
productivity and sensitivity to interpersonal dynamics.

Performing

7

Performance

Time

source: https://agilecoffee.com/toolkit/tuckrrandel/

*Exercise 4. THE GROUPROCESS

Duration: 15 min

Objectives: understanding the group development model, breaking ice between group members
Required Materials: none

Preparation: prepare a flipchart with a short description of Tuckman model

The process:

Begin by writing the four original stages of the Tuckman model on the flipchart. Briefly introduce the
model by mentioning that in the early 1960s, Bruce Tuckman was hired by the US Navy to study team
dynamics. He developed the four stages of team develaprirorming, Storming, Norming, and
Performing. This is the original version of the model. In 1977, Tuckman, along with Mary Ann Jensen,
added a fifth stage called Adjourning, which

session, we wilfocus only on the first four stages.
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I nvite participants to come to the floor, ensuri
Explain that youol |l start by demonstrating the F

Forming (Attack & Defense): Without telling anyone, choose one person in the group to be your enemy
(Person A) and another person as your shield (Person B). When | give the signal, position yourself so
that your shield (B) is always between you and yoergn(A).

To facilitate, demonstrate this exercise with two people from the group. Highlight that once you position
yourself, youdll have to continually reposition
After allowing them to move around for a bit, stop the group and explain:

In the Forming stage, the team is in search of answers to fundamental questionsinibloas? What

are we going to do? How will we do it? Who do we look to for guidance? At this stage, the leader role

is to help introduce participants to one another and clarify basic terms, objectives, vision, and values.
Rather than prompting with questn s | i ke A What do you think?06 we

instructions.

Next is the Storming phase (Protect the team member): Use the same two people as before. Now, you
and your shield switch roles. This time, your job is to protect Person B from Person A, meaning you

must always position yourself between your enemy anddtsop you are shielding.

Demonstrate this by standing between the two people you used in the previous exercise.

Youbl I notice that the group remains unstabl e, a
After a short time, stop the activity and explain:

In the Storming phase, teams encounter difficulties in coordinating and resolving conflicts as they try

to establish a shared understanding, roles, and processes. Some members may become frustrated with
others for offering opinions or interfering withhawh ey carry out their tasks
way, and | know it works. Now youdbre telling me
alliances within the team. At this stagects the | e

and helping the team develop a common understanding of roles, routines, and ways of working together.

Next is the Norming phase (To be done in silence): Nawy goal is to maintain an equal distance

between yourself and the two other people. When | give the signal, you should always keep the same
distance from both Person A and Person B as you move. Even if | interfere with you, continue
maintaining equal diance between them.

Demonstrate this exercise again using the same two people as before. Allow them time to move until
they reach a stable state where everyone maintains equal distance and stands still.

While they are moving, observe who most people have selected as Person A or Person B. Identify the
individual who seems to have the most influence

happen if you moved that person to another corner of the.room
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Once the group has stabilized, say: "1 0m your d:
teams is struggling with their project. They need an expert, and that expert is you" (point to the person
you identified). Continue: "You need to come withto help the other team, while the rest of you should

keep doing your work."

Take the identified person and walk them out of the room. Pay attention to whether the rest of the group
repositions themselves, and if some even follow the person out of the room. If anyone follows, stop
them and askKWhat are you doing? | just need this person to help me. You should continue your own

work!"

Afterward, bring everyone back and explain:
In the Norming phase, teams begin to establish a shared understanding of roles, procedures, and
cooperation through selssessment and agreements. A sense of community forms, and individuals

adapt to their roles. What did you notice when the group reaatstdble state? And what happened

when | u-anetdr 6iPp® amanagement by moving the expert
Di scuss the negative impact of removing the tea

solved a problem for one team, they created a new one by weakening the original team. Highlight how
teams regress in maturity when key members are removed.
Also, emphasize that during the Norming phase, the leader should focus on nurturirgpeeHin

understandings, roles, and behaviors.

Finally, move on to the Performing phase (Work together): Ask the entire group to form equilateral
triangles with two other people, working together as a team.

This should happen quickly, and youdéll see them
Afterward, discuss the characteristics of the Performing phase: At this point, the team is primarily
focused on getting the work done rather than worrying about processes or cooperation. Collaboration

flows smoothly, and there's less need for discussionstgprocedures or sedissessment.

In this phase, the leader should focus on encouraging high performance, potential growth, and setting

new goals.

Lastly, itdéds important to adjust your interactio
- In the Forming phase, direct more.

- In the Storming phase, focus on resolving conflicts.

- As the team progresses through the NormingrRertbrming phases, shift to a coaching role by making

observations, asking insightful questions, and allowing the team to find their own solutions.
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*Exercise 5: THE GROUPROCESS

Duration: 20 min

Objectives: analyzing the Group Development Model, learning how to recognize the stage of
development of the group, practical application of the model

Required Materials: paper with statements printed for everyone

Preparation: none

The process:

Facilitator presents the Tuckman model of group development. If possible, write all stages and its
characteristic on a flipchart.

After the presentation facilitator divides the group to the groups of 5 participants. Each group receives
aGroupBehaviors ListAs a groupparticipantsee iftheycan reach agreement as to which stage each

of the 20behaviors belong. lthe group members disagree, workligtening and understanding each

ot her 6 s poi ncdoupke bf presentations ofypbsitiens, chack again for consdheos.the

group carvote on which stage.

When the groups come together agastass the most difficult issues to categorize, and check with the
facilitator if the answers were correct.

During the debriefingliscuss how knowledge of the four stages can gedpps be more effective.
Suggest which behavior a memisan use at each stage to help a group evolve.

ATTACHEMENT ONE: LIST OF STATEMENTS
GROUP BEHAVIOURS LIST:

1. Members are listening and seeking to understand one another.

2. Members seem distract ed gaupglojeatr en6t focusing

3. Members are not fully committed to talking about the group goal.

4. Members refer to their group with obvious pride and enjoyment.

5. Members comment that they are glad things are finally progressing smoothly.

6. Chairing ofmeetings is shared among different members.

7. Leadership role is rotated among appropriate members for certain tasks.

8. Members anxiously believe their assigned tasks will be completed by other members.

9. Members seem more involved and connected tegsabps than to the whole group.
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10. Members are satisfied with the group progress.

11. Members argue with one another, even when they agree on the basic issues.

12. Members attempt to figure out their roles and functions.

13. Members begin o enjoy team activities.

14. Members challenge, evaluate and destroy ideas.

15. Members choose one position or another in an argument.

16. All members participate in some fashion in all group activities.

17. Disagreements become more civilized and less angry and emotional.

18. Divisive feelings angubgroups within the group increases.

19. Meeting mechanics and agenda following become smooth and automatic.

20. Group members followasefppoi nt ed or designated | eader 6¢

ATTACHEMENT TWO: CORRECT ANSWERS

STATEMENT: STAGE

1. PERFORMING
2. FORMING

3. FORMING

4, FORMING

5. NORMING

6. NORMING or PERFORMING
7. NORMING or PERFORMING
8. FORMING

9. STORMING
10. PERFORMING
11. STORMING
12. NORMING

13. PERFORMING
14. STORMING
15. STORMING
16. PERFORMING
17. NORMING

18. NORMING

19. PERFORMING
20. FORMING
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Part Il: Me asa Team Worker

Total Duration:120 min
Structure: This session consists of two activities. Both of them take about 60 minutes but can be
shortened or prolonged depending on the number of participants and time available.

*Exercisel: COOPERATION CASINO

Duration: 60 min

Objectives: introducing the concept of Aor gani

communication, understanding how to reach high performance in a team

Required Materials3 decks of cards, rules of the game and a score board printed for each team
Preparation: preparghreetables in with enough of chairs that everyone can sit aroutid@ecorners
of the room

The process:

The aim of this game is to learn how oneself operates in the situation of change and uncertainty.
Facilitator divides the group into three teams. Each team sits in a separate table in different part of the
room. Each groups receives a deck of cards amd aflthe game. They have 10 minutes to learn the
gamei read the rules, discuss all questions and play few test rounds to memorize the rules. Each table
receives slightly different set of rules.

After this time is over, facilitator collects the papers of with the rules and give each team a scoreboard
instead. From this moment on participants are not allowed to have any verbal communication. The game
consists of four parts. During each part laygesy the game for 10 minutes (or up to four games) and
count their points after every game. At the end of the part each table should have one winner and one
looser.

Facilitator asks all winners to move to the next table clockwise. Another part starts. Groups play again
for 10 minutes (or up to four games). Pl ayers
used at the table and as the groups iswstilhllowed to talk, they need to figure out the rules differences

as they play.

After 10 minutes or 4 games the part is over, this time losers are moving to the next table
counterclockwise. The process repeats.

After the third part the winner moves to the next table clockwise and the loser moves to the next table

counterclockwise.
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Players play the last (fourth) part, then the game is over.

Everyone gathers in a circle for a debriefing.

Possible debriefing questions:

1

=A =4 =4 =4 4 -4 4

What happened during the game, what was the biggest difficulty?

How did the groups deal with unclear points in the rules?

Did any of the initial rules remain at the table, or it was completely changed during the exercise?
How did each person behave during the game? Could you identify any clear roles?

How did the people who move to another table feel?

Did the groups take any effort to introduce new people to the rules?

Who had a competitive approach to the game and who was focused on the group having fun?
What do you think, in the redife situation, is the best way to introduce a new person into

existing organizational culture? Whose responsibility it is?

RULES OF THE GAME:

GROUP 1
RULES OF THE GAME:

1. You are notllowed to talk for the whole duration of the activity.

2. You have 7 minutes to memorize the rules of the game. This paper will be taken away when
the activity starts.

3. Choose one person to keep track of points. This person can change every game.

THE GAME:

1. The youngest person in the group is the first dealer. For every next round, the dealer is the
person who got the highest score in the previous round.

The dealer shuffles the deck and distributes 4 cards to each player.

3. The aim of the game is to collect as many cards of the same color of your choice as possible.
The number of cards of the color you have the most of are your points for the round.
Example: Monica collected 4 hearts, 5 spades, and 2 diam8imt® she has the most spades
(5), she scores 5 points for this round.

4. The player to the right of the dealer starts the round by playing a card. All players must play a

card of the same color if they have one.

I f you dondét have a card of the color that

To beat a card, a player must play a higher card of the same color as the one that was played.
The player who played the highest card of the color that started the round collects all the cards

on the table and starts the next round.
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8. Hearts are the strongest coloa heart card can be played at any time to beat any card. A heart
card can only be beaten by a higher heart card.

9. After each round, players draw a card from the deck until the deck is empty.

10. When all cards have been played, the game is over. The person keeping score writes down the
points for each player for that round.

GROUP 2
RULES OF THE GAME:

1. You are not allowed to talk for the whole duration of the activity.

2. You have 7 minutes to memorize the rules of the game. This paper will be taken away when
the activity starts.

3. Choose one person to keep track of points. This person can change every game.

THE GAME:

1. The person who traveled the longest distandhisomeetings the first dealer. For every next
round, the dealer is the person who got the lowest score in the previous round.
The dealer shuffles the deck and distributes 4 cards to each player.

3. The aim of the game is to collect as many cards of the same color of your choice as possible.
The number of cards of the color you have the most of are your points for the round.
Example: Monica collected 4 hearts, 5 spades, and 2 diamonds. Since she has the most spades
(5), she scores 5 points for this round.

4. The player to the right of the dealer starts the round by playing a card. All players must play a
card of the same color if they have one.

I f you dondét have a card of the color that wae
To beat a card, a player must play a higher card of the same color as the one that was played.

The player who played the highest card of the color that started the round collects all the cards

on the table and starts the next round.

8. Spades are the strongest cdlaa spades card can be played at any time to beat any card. A
spades card can only be beaten by a higher spades card.

9. After each round, players draw a card from the deck until the deck is empty.

10. When all cards have been played, the game is over. The person keeping score writes down the

points for each player for that round.

GROUP 3
RULES OF THE GAME:
1. You are not allowed to talk for the whole duration of the activity.
2. You have 7 minutes to memorize the rules of the game. This paper will be taken away when

the activity starts.
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3. Choose one person to keep track of points. This person can change every game.

THE GAME:

1. The oldest person in the group is the first dealer. For every next round, the dealer is the person
who got the lowest score in the previous round.
The dealer shuffles the deck adidtributes 4 cards to each player.
The aim of the game is to collect as many cards of the same number as possible. The number
of cards of the number you have the most of are your points for the round.
Example: Monica collected 2 aces, 3 cards with the number 2, and 3 fours. Since she has the
most twos (3), she scores 3 points for this round.

4. The player to the left of the dealer starts the round by playing a card. All players must play a
card of the same color if they have one.
I f you dondét have a card of the color that wae
To beat a card, a player must play a higher card of the same color as the one that was played.
The player who played the highest card of the color that started the round collects all the cards
on the table and starts the next round.

8. Hearts are the strongest coioa heart card can be played at any time to beat any card. A heart
card can only be beaten by a higher heart card.

9. After each round, players draw a card from the deck until the deck is empty.

10. When all cards have been played, the game is over. The person keeping score writes down the
points for each player for that round.

SCORE BOARD:
PART 1:
NAME:

GAME 1:
GAME 2:
GAME 3:
GAME 4:
TOTAL:
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PART 2:

NAME:

GAME 1:
GAME 2:
GAME 3:
GAME 4:
TOTAL:

PART 3:

NAME:

GAME 1:
GAME 2:
GAME 3:
GAME 4:
TOTAL:

PART 4:

NAME:

GAME 1:
GAME 2:
GAME 3:
GAME 4:
TOTAL:

*Exercise2: ME IN A TEAM

Duration: 60 min
Objectives: discovering one selvek in a team, understanding own strengths and needs while working

in a group, understanding, getting to know different archetypes of team workers
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Required Materials: printed descriptions of the team roles (each on a separate paper), printed picture
of a person for each participant

Preparation: none

The process:

This activity aims for participants individually reflecting of their performance as a team worker.
Facilitator will guide their reflection with questions and different methBds this activity facilitator

needs to create a relaxing atmosphere in the room. They can invite participants to sit comfortably on
their chair or on the floor, play some relaxing mudtacilitator should invite participants to think of
different situations they were working in a team, they roles in those tasks and emotionssipatsent

in that situation.

After few minutes of silence facilitator start to read questions from the list before. After each question

there should be a 2-minute break for participants to think and take notes if they want.

List of questions:

1. Ithink | can quickly see and take advantage of new opportunities.

2. | can work well with a wide range of people.

3. Producing ideas is one of my natural assets.

4. | can manage to be temporary unpopular, if it will give results in the-tkenmg
perspective

5. I am not at ease unless meetings are well structured and controlled and generally well
conducted.

6. | am sometimes seen as forceful and authoritarian if there is need to get something done.

7. My colleagues tend to see me as worrying unnecessarily over detail and the possibility
that things may go wrong.

8. | have an aptitude for influencing people without pressurizing them.

9. | am always ready to back a good suggestion in the common interest.

10.1 believe my capacity for cool judgement is appreciated by others.

11.1 have a quiet interest in getting to know colleagues better.

12.1 think | have a talent for making things work once a plan has to be put into operation.

13.1 bring a touch of perfectionism to any team job | undertake.

14.1 am ready to make use of contacts outside the group itself.

15.1 am interested in finding practical solutions to problems.

16.1 like to feel | am fostering good working relationships.

17.1 believe | would keep cool and maintain my capacity to think straight.
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18.1 would be prepared to take a positive lead if | felt the group was not making progress.

19.1 am apt to show my impatience with those who are obstructing progress.

20.1 tend to get bored rather easily and rely on one or two stimulating members to spark
me off.

21. | find it difficult to get started unless the goals are clear.

After all questions are over, participants are invited to sit in pairs for another roseiftraflections.
Participants should again find a comfortable place in the room, the music should be more quiet, as they
will be discussing in pairs.

In this part of the activity facilitator should write down questions listed below on a flipchart and display

in the visible place in the room.

Questions to discuss | pairs:
1 Whatam | good at?
How do | perform in a group?
What do | value?

1

1

1  What are my weaknesses?

1 What makes working with me difficult?
1

What kind ofbehaviourof others trigger me?

For the last part of the activitparticipants are invited to read the short descriptions of the team roles
that shall bdwungon the walls around the room. After 10 minutes of individual explorg@nicipants

receive a paper drawiraf a person. Their tasks are to thaiouthow much of each role they can find

I themselves. They should divide the person on
of 6. At thedctiwity,ehe groupsfsagainin a circle and presettieir drawings one by one with

aonesentencexplanation.
Team Roles Descriptions:

Shaper:

Drives the team forward, challenges norms, and thrives under pressure. They are dynamic and often
push for progress but can be argumentative.

Strengths:

1 Dynamic and motivated; they push the team to achiesdts.

1 Good at overcoming obstacles and driving progress.

1 Competitive and thrives under pressure.
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Weaknesses:
9 Can be prone to frustration or aggression, especially under stress.
T Might come across as confrontational or inser

1 May push too hard, risking burnout for themselves and the team.

Implementer:

Turns ideas into practical actions. They are disciplined and reliable, but sometimes resistant to
change.

Strengths:

1 Highly organized and disciplined; they get things done efficiently.

9 Practical and reliable, they turn ideas into actionable plans.

1 Good at managing dayp-day operations.

Weaknesses:

1 May resist change, preferring familiar methods and routines.

1 Can be inflexible, sticking too rigidly to plans.

1  Might struggle withcreativity, preferring clear instructions and processes.

Completer Finisher:

Focuses on detail, ensuring tasks are completed to a high standard. They are meticulous but can be
overly perfectionistic.

Strengths:

1 Detailoriented and meticulous; they ensure higtality work.

1 Good at meeting deadlines and ensuring nothing is overlooked.

1 Persistent and committed to finishing tasks to perfection.

Weaknesses:

1 Can be overly perfectionistic, struggling to let go of tasks.

1 May worry excessively about small details, slowing down progress.

1 Sometimes finds it difficult to delegate, preferring to do everything

Coordinator:

Acts as a leader or chairperson, delegating tasks and helping the team focus on objectives. They are
confident and good atecisioamaking but may be seen as manipulative.

Strengths:

1  Strong leadership skills; they know how to delegate effectively.

T Good at organizing team activities and ensuri

I Calm and confident, they help keep the team focused on objectives.
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Weaknesses:
1 May be perceived as manipulative if they overly rely on others to do the work.
1 Can be seen as controlling or bossy by team members.

1 Might struggle with handsn tasks, preferring to manage rather than participate directly.

Teamworker:

Promotes team cohesion, supporting others and smoothing over conflicts. They are cooperative and
diplomatic but can be indecisive in crucial moments.

Strengths:

1 Cooperative and diplomatic; they help maintain harmony in the team.

1 Good atlistening and mediating between team members.

T Flexible and willing to adapt to meet the tec

Weaknesses:

1 Can be indecisive, especially when tough decisions need to be made.

f Might avoid confrontation, even when itds nec

1 Sometimes places team harmony above task completion.

Resource Investigator:

Explores opportunities and develops contacts. They are enthusiastic and communicative but can lose
interest once the initial excitement fades.

Strengths:

1 Excellent at networking and building external relationships.

1 Enthusiastic and outgoing; they bring energy to the team.

1 Good at exploring opportunities and gathering information.

Weaknesses:

1 May lose interest once the initial excitement fades.

1 Can be overly optimistic and may not always follitnmough with ideas.

1 Might spread themselves too thin, focusing on too many things at once.

Plant:

Generates ideas and solves difficult problems. They are creative and innovative but may be
impractical or ignore details.

Strengths:

1 Highly creative and innovative; they think outside the box.

1 Good at solving complex problems.

1 Can come up with unique ideas and approaches.
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Weaknesses:
1 May be too preoccupied with their own ideas, leading them to ignore practical details.
1 Sometimes struggle mommunicate their ideas clearly.

1 Can be absenninded or forgetful about everyday tasks.

Monitor Evaluator:

Analyzes options and makes balanced decisions. They are strategic and impartial but can be overly
critical and slow to act.

Strengths:

1 Logical and analytical; they make wd#floughtout decisions.

1 Excellent at evaluating ideas and options objectively.

1 Reliable when it comes to providing balanced judgments.

Weaknesses:

1  May be overly critical, focusing on negatives rather than positives.

1 Can be slow to make decisions, needing time to consider all angles.

1 Sometimes lacks enthusiasm, which can dampen team morale.

Specialist:

Brings indepth knowledge in a specific area. They are highly skilled and dedicated but may focus
too narrowly on their expertise.

Strengths:

1 Highly knowledgeable in their specific area; they bring expertise to the team.

1 Focused and dedicated to their field of interest.

1 Provides valuable insights that others may not have.

Weaknesses:

1 May have a narrow focuspmetimes missing the bigger picture.

1 Can become overly absorbed in their specialism, ignoring other aspects of the project.

1 Might struggle to communicate their knowledge to-eaperts, leading to misunderstandings.
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Part Ill: Lencioni Teamwork Model
Total Duration: 75 min

NOTE: Length of every exercise daand should be adapted according to the group you are working
with.

*INTPUT: INTRODUCTIONAND BASIC INFORMATION

Duration: 20min

Lenci oni 6 dysfpngtions ofia amo f

The facilitator shoul d either show Lencioni 6s

projector/presentation or print it for all the participants.

Lencioni 6s pyramid,sodrce:dysfunctions of a team
https://www.atlassian.com/blog/teamwork/wistongteamworklookslike

The facilitator should give introduction into this model of team building, while explaining each of the
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dysfunctionsbottom up. For structure, they can use the information below:

Lencioni model of team building was presented by
Five Disfunctions of a Teamo. Lencioni s model
creating a team, but it identifies some of the probl#rascan appear during the process. As you can

seeon the image on the screen / that was handed tdhyene are 5 major dysfunctions of a team, which,

i f not addressed, can |l ead to a teambdés failure.

Absence of Trust:it comes from the unwillingness of the team members to be vulnerable within a
group. The logic of this is that if members of the team can not be truly open with one another about
their weaknesses and mistakes, it becomes impossible to build a foundaticst. df there is no trust
within a team, other problems are more likely to appear;
How does this dysfunction manifest?

1 Team members are hiding their weaknesses and mistakes from each other

I Team members are hesitating to ask for help

I Team members are hesitating to offer help outside of their own tasks

1

Team members are jumping to conclusions about the intentions of the others

Fear of Conflict: when there is not enough trust between the team members, it becomes harder to
engage into open debates of idéaseaning that you would be more restrained and hesitant to point
out ideas that could potentially be harmful for the team, just so thataimenember who proposed
them doesnét take it the wrong way;
How does this dysfunction manifest?

1 Your team has boring meetings, where there is no discussion

1  Your team has created an environment in which gossip and personal attacks are common
1  Your team is ignoring topics that are critical to team success
1

Your team is failing to consider all the opinions and perspectives of team members

Lack of Commitment: usual ly foll ows the Fear of Conflict.
the ideas you think make no sense and just agreed to everything that was said, it will be hard to believe
in the plan of actioii and it is quite hard to commit to somethngpu dondét bel i eve in;
How does this dysfunction manifest?

1  Your team allows for more than one interpretation of direction and priorities

1 Your team breaks deadlines because of excessive analysis and procrastination

1  Your team shows lack of confidence and is too afraid of failure
1 Your team discusses the same decisions multiple times
1

Your team encourages seceguiessing among team members
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Avoidance of Accountability:i f you dondét believe in the plan of
over with, you are less likely to call out your team members on actions and behaviors that might be
counterproductive to the good of the team;
How does this dysfunction manifest?

1 There is resentment among team members who have different standards or performance

1 Yourteam is encouraging and being satisfied by mediocrity
1  Your team members are missing deadlines
1

Your team is placing unnecessary burden on the team leader to be the only source of discipline

Inattention to Results: is the result of avoidance of accountability. If you decide to focus just on your
own task, without caring for what (or how) other members of your team are doing, you are putting your
own, individual needs (recognition, ego, career development) aboeellbetive goals of the teain
which will, even if you do your task perfectly, lead to failure.
How does this dysfunction manifest?

1  Your team fails to grow

1  Your team rarely defeats competitors

1 Your team loseachievemenbriented members

1

Team members are encouraged to focus on their individual goals

Those dysfunctions that we mentioned above usually build up on one another, but if even a single one

of them is allowed to flourish, the teamwork will deteriorate.

In order to understand some concepts that Lencioni presents, let us practice some of the tools that are

going to help us deal with, and prevent, some of the dysfunctions mentioned during this session.

Exercise 1CIRCLE OF INTERESTS

Duration: 15 minutes
Objectives: building trust in a group, understanding the value of communication for building relations
Required materialschairs

Preparation: none

The Process:
The facilitator instructs the participants to form a circle with their chairs. There should be enough chairs

for everyone, except the facilitator. While standing in the middle of the circle, the facilitator proceeds
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to explain the exerci s e:-buidig Inardeeto staa buildn@tiust,gve t o0 pr
should learn a bit more about each other, and that is the point of this exercise. As you can see, there is
not enough chairs for everyone to sit dine exercise will start by me saying one of my interests.
Everyone who has the same interest as me needs to get up and try to find another chair to sit on. | will
also try to get the chair. Whoever is left without a chair has to say one of their intenestge will

repeat this process for some time. o
The exercise ends either after 10 minutes, or after the facilitator notices the participants losing interest.

After the exercise is over, the facilitator proceeds by asking the participants questions proposed below.
Note: of course, the facilitator is welcome to propose their own questions or adapt/remove the ones

written below.
Debrief:

1 How do you feel after this exercise?
1 Do you feel like you will have some new topics to talk about?

1 Do you feel like you know and understand each other a bit better now?
Conclusion:

Lencioni believes that in order to be able to start building trust, we need to get to know each other a bit
better first. After we realize that we have same or similar interests as other people in our team, we will
be more open to approach our team memtoetalk about our shared interestand this is the start of

the process of trust building.

*Exercise 2: BLIND DRAWING

Duration: 15 minutes

Objectives: learning how to explain various concept to the others, developing communication, building
group commitment to the teambébs goal

Required materials: papers, pens/pencils, chairs, printed illustrations of various objects and animals
Preparation: before the exercise, the participants should take their chairs, pair up with another

participant, and turn their chairs baeo-back, so they are facing away from each other while sitting

The Process:
Once the participants have paired up, they hadeoale which side is going to explain what needs to
be drawn, and which side is going to draw. Once this is done, the facilitator explains the rules of the

exercise:
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Al am now going to hand out some il lustrations t
You will have to explain to your partner what they need to draw, without telling them what it is exactly.

For example, if you get an illustration@house, you can not tell them that it is a house, nor a building.

You need to find a way to communicate to them what to draw, so that, in the end, their drawing is as
close as possible to the illustration you were ¢

After 10 minutes, the facilitator ends the exercise, and tells the people who were drawing to show their

drawing to their partner
Debrief:
The first part of the debriefing is done in the same pairs. The participants will have 2 minutes to discuss:

A How it was to be the person giving instructions
A How it was to be the person listening to the instructions and having to draw

After this part, everyone returns to the main group, and the participants are invited to share their

drawings and tell the group how was the experience for them.
Conclusion:

This exercise is intended to help us practice a
person who is giving instructions is supposed to represent a team member or a team leader who is trying

to explain tasks to the other team members. Sometimsdifficult to explain what we are really

expecting of the people we are working with, and this exercise is supposed to help you practice this

communication.

Exercise 3: WORST CASE SCENARIO

Duration: 25 minutes
Objectives: building group commi t meonmtingencplant he t e a
strengthening self confidence of the group members
Required materials: papers and pens
Preparation: The facilitator invents 2 or more scenarios that they will give to participants to analyse.
For example:

1  As part of your project, your team has to organize a music festival for all age groups. What are

all the things that can go wrong?
1 You and your team are members of a student council in your college, and you are organizing a

3-day hike trip for other students. What are all the things that can go wrong?
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The Process:
The facilitator explains the exercise:

iOne of the tools that Lencioni proposed in his
Worst Case Scenario. You will now split into groups (2 or more, depending on the space you have
available) and you will be given a case. Your task is tcthofrall the things that could go wrong, and

to try to determine what is the worst thing that could happen. After we are done with this, we are going

to group up here again and present our cases to

The participants split into 2 or more groups. When they are done with this, the facilitator gives a case
to each of the groups (it can be done on print outs).

After 10 minutes have passed, the participants are invited to come back to the circle and present their

case.
Debrief:

Debrief happens after everyone has presented their case, and the participants are back in the main group.
The facilitator can ask them the following questions:

A How did you find this exercise?

A Was it hard to think of all the things that could go wrong?

A Looking at your lists, would you be able to find a contingency plan for all the things you wrote
down?

A Now that you know the things that could go wrong and potentially have a contingency plan in
order to be prepared for them, how do you think organizing this event would be for you? (easier,

harder , t he sameé)
Conclusion:

Lencioni believes that any kind of action is better than no attiand, sometimes, if you find your

team hesitating to make a decision, it could be a good idea to see what can go wrong and what is going
to potentially be the worst case scenario for yask or event. Once you do this, you will be able to
come up with a contingency plan, which is going to reassure you and prepare you, so that you are able
to react if any of the things you predicted come to pass. This, in turn, is going to make ibaasie t

a decision, and actually start working on a task.
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Part IV: Mobbing Within a Team

Total duration: 60 minutes

INPUT: INTRODUCTION AND BASIC INFORMATION

Duration: 20min

We thought that during this workshop, it is important to explain the concept of mobbing. In order to
understand what exactly it is, we will provide you with the definition givetheinternational Labour

Organization. According to them, mobbing or workplace bullying is offensive behaviour through
vindictive, cruel, malicious or humiliating attempts to undermine an individual or a group (of

employees).

Of course, using analogy, this can easily be transferred outside of the context of workplace, and into
other realities, such as school, university or another kind of activity that requires you to work in teams.
If we look at this, and many other definit&nt becomes clear that in order for a behaviour to be
considered mobbing, it needs to be done:

1 repeatedly,

1 over a significant period of time,

9 it has to be noiphysical,

1 and have a humiliating effect on the bullied person.
Mobbing is not a single action, but a series of one or more different actions over a longer period of time.

Mobbing can be separated into two main categories:
1 horizontal mobbing, and

1 vertical mobbing

Horizontal mobbing is a type of mobbing that is happening on the same hierarchidafdewelample,
mobbing between eworkers or between members of a tdabut also for example, between members

of the board of directors.

Vertical mobbing is happening on different hierarchical levatscan happen both, from higher level
towards lower level (manager is mobbing their employees, team leader is mobbing the members of the
team), and from lower level towards higher level (eagpks are mobbing the manager; team members

are mobbing their team leader).

What behavior can be considered mobbing? Prof. Heinz Leymann gave a list of 45 actions that are
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considered mobbing, and here are a few examples:

1 being constantly interrupted
being shouted at or told off
constant <criticism of
constant <criticism of
the person is ignored (by superior or colleagues)
the bullied person is made to seem ridiculous
|l mi tating someoneds wa
The person is given useless work functions
Threat of physical force
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How can you protect yourself against mobbing? There are multiple measures you can take, and they are

separated into two categories: preventive measures, and intervention. When it comes to preventive

measures, it is achieved by learning more about mobdisyssing it with your team, and giving them

introduction to this topic (leaflets, articles or videos).

When it comes to interventionthe most important thing to do is to stop the bully and support the

victim. For stopping the bully, you will most likely need help from outside of your teamsome

cases, mediation will be possible, but in the othersl lagtion will need to be taken. If mobbing is

happening in workplace or some other place with hierarchy (school, university, sports team), you should

communicate with your superior or with your Human Resource Department (if there is one), in order to

makethem aware that it is happening and that they should take action. If you are being bullied, if it is

possible and if it would

not

put

you

nt o

har mo s

When it comes to supporting the victiimthis suppar can come through professional rehabilitation,

psychotherapy, setielp groups and also medical therapy.

Exercise 1: FORUM THEATER

Disclaimer: This exercise can be potentially triggering for some participants, since it involves acting

out stressful situations.

Duration: 50 minutes

Objectives: learning how to recognize symptoms of mobbing, breaking a taboo about mobbing,

practicing how to react in situation of possible mobbing at work place

Required materials: none, but you should have enough space for each group to act out a scene

Preparation: preparing topics for the group to act out
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Suggested topics for Forum Theater:

1. Team members are interrupting and Atal king o\
something.
2. Team members are imitating the way their team leader walks and speaks, in order to ridicule
them.
3. Team leader is giving useless work to one of the team members, and the rest of the team is
encouraging it.
The Process:
The facilitator explains the exercise. ANow we

intervening into it. We are going to split into groups, and each group is going to get a situation they will
have to act out. You will have 1015 minutes to preare your scene. After we have seen the scene
once, we you are going to repeat it, and at any point, any one of the observers will have the chance to
say STOP, and replace the mobbed person in the scene. Remember, the point of this exercise is to
practice eaction and intervention to mobbing. The person who replaces the mobbed person will react
to the situation they were put in, trying to make it better for the mobbed person, and your group will
have to adapt to the scene. To explain it a bit more cleavhile you are acting out the scene, and you

hear STOP, you stop the scene and allow the new person to replace the person who was a victim of
mobbing in your scene. When the new person is ready, you continue acting out the scene, while adapting

towhatthamew person is doing. After we went through

The facilitator splits the participants into groupst(feople per group is ideal) and gives them their
topics. They will have 10 to 15 minutes to prepare their (max) 2 minutes scene.

After the preparation time is up, the facilitator starts inviting the groups to act out their scenes in front
of everyone. Remember, the first time the group acts out their scene without interventions. After that,
they repeat the scene, and all the othatigpants are invited to intervene by saying STOP. The
structure should be like this: Groug Iscene, Group 1 repeat, Group 2 scene, Group P repeat,

Group 3i scene, Group Brepeat, ..., debriefing.

Debrief:

Debrief happens after all the groups have presented their scenes both times.
The facilitator can ask the following questions:

1 How did people who were playing mobbed person in the scene feel?

1 How did people who were doing mobbing feel?
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1 How did you feel while observing the scenérst without having the ability to intervene, and
then when the ability tmtervene was given to you?
Did you ever witness a similar situation in your real life?
Do you think that this exercise has shown you some of the ways you can help people who are

being mobbed, or some tools you will be able to use if you find yourself in similar situation?

NOTE: More questions are always welcoinedepending on how interested and motivated the

participants are
Conslusion:

Mobbing is, unfortunatelly, quite a frequent occurence in our sdcihrting with bullying in schools,

and spilling over into the reality of our workplaces. The best way to deal with it would be prevention
educating and informing ourselves on whad,itand spreading awareness to our colleagues. Other than
that, it is important to react as soon as we notice this kind of behaviour, by notifying our superiors (if
we are in a group that has hierarchy) and offering support to the victim. Every cosrirgaaizations

that work on increasing awareness about the topic, and that usually published informational materials
and provides information and support. If you would like to learn more about this tapicse would

be the places to look for informatio

Part V: Energizers

1. ARAM SAM SAM

Duration: 3- 5 minutes
Required materials: a speaker (boombox)
Preparation: Before the session, the facilitator has to invent 3 moveinemnts for each part of the
song (they can look for inspirations for the movements in the link posted below). Parts of the song are
as follows:
A Aram sam sam, a ram sam sam
A Guli guli guli guliguli

A Arafi, arafi

The Process:

The facilitator explains the rules of the energizer, by showing the movements they invented for every

part of the song (for example, clapping your kne
arms for fAguli, gulg,armgmd iabagwe iyowrulheagpaand Ira
rafio part), telling the participants that every

adequate movement.
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Once the facilitator makes sure that everyone understands the rules, they play the song from the
following link: https://www.youtube.com/watch?v=bJEO2NCgWAU

The song is repeated multiple times, and each repetition is faster than the previous one. The energizer

is over once the song is finished.

2. FOLLOW THE LEADER

Duration: 510 minutes
Required materials: a speaker (hoombox)
Preparation: Before the session, the facilitator prepares 2 to 3 songs that are going to be used for the

energizer

The Process:

Facilitator instructs participants to stand in a circle.

Facilitator proceeds to explain the rules of th
about dancing. One person will leave the room, and while they are gone, the rest of us are going to select

a leader among usthe person we select i®igg to be responsible for leading the dance. Once the

leader is decided, we are going to start the music, and invite the person who left the room to join us and
stand in the middle of the circle. During the dance, we should copy dance moves of theMeidaler,
trying to not | ook directly at them, so that the

of the person in the center of the circle is to determine who isthe lfader. t hi s, t hey have

If the person in the center guesses who is the leader, or if they give the wrong answer 3 times, the music

stops, and it is time for the next round. This process can be repeatadr2 times.

3. SAMURAI

Duration: 107 15 minutes
Required materials: None

Preparation: None

The Process:
This game has 3 sounds, accompanied by 3 movements. Each participant should put the palms of their

hands together, to resemble a sword. The sounds and movement®bosvas

A HI i the participant loudly says HI, while keeping an eye contact with another participant and

| owering their arms down. This movement i S US¢
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A HA i the participant who is a target of the Hl move in response loudly says HA, while lifting
their arms wup. This movement is used to fAbl oc
A HU 1 this move is used by the participants standing on the both sides of the person who is being
attacked (the person who is blocking with HA). Both of them say HU, while slashing their
i s weasidonedar ms 0 di agonally towar d®onewlhoésgyiegr son i
HA).

The game works in the following way: the facilitator starts by targeting someone witthely make
eyecontact and lower their arms down quickly. In response, the target of the attacks says HA, lifting
their arms up quickly. The participants standingtnext o t he per son who i s sayi
diagonally towards the person, while saying HU. Any participant who fails to react quickly, or says the
wrong sound, is eliminated, and the game continues. The person who successfully blocked (with HA)

is now the one to initiate the next attack, in the same way the facilitator did at the start. The game
continues until there are 2 participants Tefhey are the victors.

It is recommended to do at least one practice round, to make sure that everyone understands how the

game works.

4. SCREAMING GAME

Duration: 57 10 minutes
Required materials: None

Preparation: none

The Process:

The facilitator asks the participants to form a circle in a way that they can all see each other. Participants
lower their heads, looking at the ground. The facilitator counts toaBd when they say 3, the
participants lift their heads, looking at anathe per son i n the circle. The
their head or switch the target of their gaze. If, while lifting their heads, the participants made eye
contact, they scream and are eliminated from the game. The process continues by particigamgs low

their heads, and the facilitator counting to 3 again. The game stops when everyone is eliminated.

5. POTATOES & MOSQUITOES

Duration: 57 10 minutes
Required materials: None
Preparation: forming a circle out of chairs or some other objédegge enough for the participants to

be able to movwithin it
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The Process:

The facilitator instructs the participants to enter previously prepared circle and explains the energizer:
ANow we are going to play a game called fANPotat oe
you are going to be potatoes, and some of youa@rgdgo be mosquitoes. When the game starts, you

will keep your eyes closed and start moving in the cirgien you feel that you have reached someone,
moving to the right side, whisper to theyou Al dm a
are a mosquito. If two potatoes meet, they are going to be very happy for meeting each other, and they
should produce a happy sound (for example: d@Ahihi
iNooooooooOO, open frdeeWhen teoymessuit@s mdet dach athiee, theylwd ¢

produce some sort of an evil |l augh. The game end

After the explanation was given, the facilitatol
circle, and close your eyes. | am going to touch shoulders of some people, and those people are going
to be mosquitoek everyone else is going to be agpdt o . 0

After the participants have closed their eyes, the facilitator subtly touches shouldérpaiti¢ipants
(depending on the size of the group). When the f

chosen the mosquitoes. The game can now start

6. EVOLUTION

Duration: 107 15 minutes

Required materials: None

Preparation: Showing everyone how to play rock, paper, scissors (On the count of 3 (after 3 was said),
everyone needs to show one of the three signs with theifi hgmeh palm is paper, closed fist is rock,

and Apeaced sign (t bxdingenardapénegandthe reg ef the fimgerd ard closed)i n d
is scissors. Paper beats rock, rock beats scissors, and scissors beat paper.)

Facilitator invents movement styles for 5 evolutionary stages, that are going to be used for the

participants to Arecognized each other. For exan

Amoeba: putting hands in front of your mouth and wiggling your fingers
T-Rex: putting elbows close to torso and imitating the wa8ek moves with its small hands
Chicken: putting fists to the torso and moving elbows to resemble chicken wings

Human: looking at your hand and pretending that you are using a smartphone

=A =4 =4 4 =

Superhero: Superman pose

The Process:
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BERMOU

The facilitator invites everyone to stand up and form a circle

AiNow we are going to play a g¢gamehilenehtibnegeadnBfv ol ut i
the evolutionary stages, the facilitator should also imitate movement that they came upswith)
amoebas, moving terex, than to chicken, human and finally superhero. How do you evolve? You play

rock, paper, scissorélhis is the point where the facilitator should check if everyone knows the rules

of rock, paper, scissors and, if needed, explain th&t@)are all going to move in space, using the
movementhat | showed you a few moments ago, depending on which evolutionary stage we are at.
When we come across someone who is of the same evolutionary stage, we challenge them to rock,
paper, scissors. The person who wins evolves to the next stage. It ismhpornention that you can

challenge only the people who are at the same evolutionary stage as you. Once you win as a human,

you win the game and you can sit on your chair. oo

The facilitator checks if everyone understands the rules, shows the 5 types of movement again, and the

game starts. The game ends when there are peopl e
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