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The lessons in Volumes I-9 are categorized here under subject areas.  Many lessons bridge several 
areas and therefore appear more than once. 
 
 
TOPIC Volume # 

A 
Ages and Stages 
 How to Thrive and Survive Through The 

Middle Years 
3 

 Communicating with Seniors 3 
 Taking A Positive Look at Aging 4 
Anger 
 Anger - Part I: Identifying Our Style 2 
 Anger - Part II: Steps to Resolution 2 
 Fighting Fairly 2 
 Expressing Anger 4 
 What is Your Anger Style (worksheet) 4 
 Anger 5 
 Burn the Extra Baggage 5 
 The Challenge of Anger 5 
 Expressing Anger, Part 1 6 
 Expressing Anger, Part 2 6 
 Expressing Anger, Part 3 6 
 Anger Cues and Triggers 8 
 Anger Management Series: 8 
 1- Self Control 8 
 2- Anger Chart 8 
 3- Problem-Solving Approach 8 
 4- Personal Anger Patterns &   

    How to Release them 
8 

 The Anger Journal 8 
 The Angered Me at Work 8 
Application Forms 
 The Art of Completing Application Forms 7 
 Application Form Review List 7 
Assertiveness 
 Assertiveness Training Series (I - III)  
 Assertiveness  Scripts With Friends 4 
 Rights and Responsibilities of Patients 4 
 The ABCD Techniques for Handling 

Criticism 
5 

 Accepting Personal Rights 
Affirming Personal Rights 

5 
6 

 Criticism - The Great Inhibitor 5, 6 
 Acting On Personal Rights II 6 
 Assertiveness Training Series  6 
 Beliefs, part 1: Challenging Beliefs 6 
 Beliefs, part 2: How Beliefs Affect Behaviour 6 
 Challenging Self Talk 6 
 Changing Behaviours, part 1 

                Decision to Change 
6 

 Changing Behaviours, part 2 
                 A Personal Plan 

6 

 Closure:  A Last Assertiveness Session 6 
 Dealing with Criticism or Manipulation 6 
 Dealing With Resistance 6 
 Defining Assertiveness, part 1: 6 

                 Behaviour Styles 
 Defining Assertiveness, part 2: 

                 Behaviour Styles 
6 

 Defining Assertiveness, part 3: 
                 Behaviour Styles 

6 

 Expressing Emotions 6 
 Gender Based Stereotypes and 

Assertiveness I 
6 

 Gender Based Stereotypes and 
Assertiveness II 

6 

 Giving Feedback Using I Messages 6 
 Making Requests 6 
 Mindfulness Meditation  6 
 Relaxation Techniques 6 
 Rights I: Affirming Personal Rights 6 
 Rights II: Acting on Personal Rights 6 
 Saying No, part 1: Say No Assertively 6 
 Saying No, part 2: Three Methods 6 
 Saying No, part 3: The Broken Record 6 
 Setting Assertive Goals 6 
 Sharing Tips:  A Different Approach To 

Assertiveness Training 
6 

 Using Creative Visualizations 6 
 W.I.N. Scripts 6 
 Assertiveness in the Workplace 7 
 Setting Boundaries 7 
 Assertiveness - Practising the Skill 8 
 Assertiveness and Self-Esteem 8 
 Personal Power 9 
Assumptions 
 Biases, Assumptions and Stereotyping 2 
 Stereotyping 2 

B 
Behaviour 
 Evaluating Membership on a Team 3 
 Learning Helpful Behaviours in Groups 3 
 Sabotaging Behaviours in Groups 3 
 Helpful And Harmful Group Behaviours 5 
   

C 
Change 
 Responding to Change 2 
 The Change Challenge 2 
 Handling Change 3 
 Coping with Change  5 
 Changing Behaviours Part 1: Decision to 

Change 
6 

 Changes in My Life 7 
 Movies: Teaching Us Lessons On Change 7 
 Strategies for Dealing With Change 7 
 The Challenge of Change  7 
 The Changes in My Life 7 
 Transitions 8 
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 Dealing with Change 9 
   
Communication 
 Asking for Clarification I 
 Sharing Conversation Time I 
 Sharing a Meaning I 
 Skills for Initiating Relationships I 
 Communicating for Success 2 
 Awareness in Communication 3 
 Managing One and Two-Way 

Communication 
3 

 Sending Clear Messages 3 
 Conversation Skills 4 
 Communication Series 

1- Initiating a Conversation 
2- Giving and Receiving Compliments 
3- Learning to Listen 
4- Non-Verbal Cues 
5- Maintaining a Conversation 

4 

 Dealing With Authority 4 
 Difficult Conversations 4 
 Difficult Conversations, part 1: Preparation 6 
 Difficult Conversations, part 2: Practice 6 
 Party Conversation 4 
 Active Listening 5 
 Listening Skills 5 
 Helpful and Harmful Listening Behaviour 5 
 Responding Appropriately To Other’s 

Questions 
5 

 The ABCD Techniques for Handling 
Criticism 

5 

 Basic Conversation Skills (Part I) 6 
 Basic Conversation Skills (Part II) 6 
 Dealing with Resistance 6 
 Overcoming Communication Breakdown 7 
 Barriers to Communication 8 
 Practice In Networking 9 
 Public Speaking 9 
Community Issues 
 Community Identity 2 
 Defining Culture 2 
 Community Building 3 
 Community Involvement 3 
Conflict 
 Confronting Conflict 2 
 Conflict and Communication 2 
 Conflict 5 
 Conflict Resolution 5 
 Problem Ownership 6 
 Turning Conflict into Cooperation: Methods 

of Handling Conflict 
6 

 Turning Conflict Into Cooperation:  The No-
Lose Method 

6 

 W.I.N. Scripts 6 
 Conflict and Active Listening 7 
 Conflict on the Job 7 
 Conflict Resolution: Be N.I.C.E. 8 
 Conflict Resolution: Let's T.A.L.K. 8 
 Conflict Within a Group 8 
 I’m the Boss of Me 9 
Creativity 
 Releasing Our Creativity 3 
 Creativity And Self-Esteem 5 
   
Criticism 

 The ABCD Techniques for Handling 
Criticism 

5 

 Criticism - The Great Inhibitor 5 
 

D 
Decision-Making 
 Making Effective Decisions 3 
 Changing Behaviours Part 1:Decision to 

Change 
6 

 Making Decisions in Teams 7 
 Choosing the Right Training 8 
 Scams: What's the Real Deal? 8 
Depression 
 Beyond the Blues 5 
Disabilities 
 Disability Awareness 4 
 Understanding Accommodation Rights 9 
 Duty to Accommodate 9 
 Employment Equity at Work 9 
 Employment Standards  9 
 Benefit Entitlements 9 
 Dealing With Disclosure 9 
 When to Disclose 9 
 Myths and Misconceptions 9 
 Disclosure in the Workplace 9 
 Disabilities and Work 9 
 Awareness of Barriers in the Workplace 9 
 Ergonomics at Work 9 
 Job Carving 9 
 Job Matching 9 
 Importance of Job Supports 9 
 Importance of an Effective Job Coach 9 
 Get, Learn, and Advance in a Job 9 
Diversity  (Cultural Awareness-See Prejudice, 
Racism) 
 Valuing Diversity I 
 Awareness of New Canadians 2 
 Cross-Cultural Communication 2 
 Exploring Personal and Cultural Identity 2 
 Sharing Our Cultures 4 
 Values In a Multicultural Society 4 
 Valuing Our Differences 5 
 Becoming Culturally Aware in the Workplace 7 
 Learning to Value Diversity 8 

 
E 

Employment  (See also Application Forms, Interviews, 
Resumes, Rejection, Skills) 
 Identifying Transferable Skills for 

Homemakers 
4 

 Career Directions - Job Search Fish 4, 7 
 Success Stories 4 
 Values and Job Choice 4, 7 
 Jeopardy Game 5, 7 
 Assessing Jobs and Preferences 7 
 Becoming An Entrepreneur 7 
 Career Visualization 

Career Trends 
Career Trends or Career Latice 

7 
7 
7 

 Coping With Job Loss 7 
 Debating The Topic:  To Work or Not to  7 
 Employability Skills 2000+ 7 
 Employer-Employee Expectations 7 
 Face of Work 7 
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 First Day on the Job 7 
 Interviewing and Reporting 7 
 Job Search Quiz 7 
 Jobs and Personalities 7 
 Making Decisions - Simulated Pre-

employment Program 
7 

 My Fantasy Career 7 
 Name That Job 

Office Etiquette 
7 
7 

 Occupation Tiles I’ve Heard of 7 
 Personal Job Traits Checklist 7 
 Realities in the Workplace 7 
 Research: The Magic to Finding 

Employment 
7 

 Self Marketing Steps 7 
 Setting Boundaries 7 
 Solving Problems on the Job 7 
 The First Week on the Job 7 
 The One-Minute Employability Check-up 7 
 The Race 7 
 Understanding Labour Standards 7 
 What Employers Want 7 
 What You need to Do to Keep Your Job 7 
 Why People Get Fired 7 
 Work Attitudes 7 
 Work Search Fill in The Blanks 7 
 Your Career Briefcase 7 
 Career Awareness 8 
 Employment References 8 
 Entrepreneurship 8 
 First Impressions 8 
 Portfolio Power 8 
 The Job Search Process 8 
 Values and Career Choice 8 
 Volunteering to Enhance Your Employment 

Skills 
8 
 

 Volunteering to Meet Your Needs 8 
 What Colour is Your Future 8 
 Why People Work 8 
 Unlocking Labour Market Information 9 
 Employer Expectations 9 
 Disabilities and Work 9 
 Awareness and Barriers in the Workplace 9 
 Ergonomics at Work 9 
Evaluation 
 Evaluation Section  5 

 
 F  
Feedback 
 Feedback 1 
 Discounting 2 
 Negative Conditional Feedback 2 
 The Power of Positive Strokes 2 
 Giving Feedback Using I Messages 6 
Feelings 
 Feeling Statements 1 
 How Are You Feeling? 1 
 Acting Out Feelings 4 
 Responsibility for Feelings 4 
 Becoming Aware of Feelings 5 
 Expressing Feelings 5 
Financial Issues 
 Money Management 3 

 Managing Money 4 
 Budgeting 8 
 Financial Awareness 9 
Friendship 
 Assessing Needs and Values in Friendships 2 
 Making Decisions about our Friendships 2 
 Exploring Relationships 3 
 Meaning of Friendship 5 
   
 G  
Games 
 Awards 4 
 Control Tower 4 
 Emotions 4 
 Food Bingo 4 
 Food Score Game 4 
 Gripes Auction 4 
 Human Bingo 4 
 Learning the 5WH System 4 
 Message Play 4 
 Sherlock Holmes 4 
 Social Skills Training Game 4 
 Teacher Student Fantasy 4 
 The 4-Minute Goal 4 
 The Name Of The Game 4 
 Treasure Chest 4 
 Uniqueness Cards 4 
 Career Directions - Job Search Fish 4, 7 
 Jeopardy Game 5, 7 
 An Employment Program Review Quiz 7 
 Job Search Quiz 7 
 E.T. Game 7 
 Interview Charades 7 
 Making Decisions - Simulated Pre-

employment Program 
7 

 Occupational Choices 7 
 The Game of Work 7 
 Who Gets the Job? 7 
 "T" Stands for Teamwork 8 
 3-Minute Time Test 8 
 A Problem in Search of a Solution 8 
 Blind Baseball 8 
 Clementines for Export 8 
 Who Wants to be a Millionaire 8 
 Trivia Twists 8 
 The Young Person and the Starfish 8 
Goal-Setting 
 Examining Personal Goals 2 
 Setting Realistic Goals 2 
 Staying Optimistic and Having Fun 2 
 Successful Goal Setting 2 
 Achieving Our Goals 5 
 Setting Assertive Goals 6 
 Goal Planning for Personal Success 7 
 Paper Airplane Building and Flying Contest 7 
 Mapping Your Life Story : My Preferred 

Future(s) 
8 

 Mapping Your Life Story : Making the Self 
Visible 

8 

 Goals, Tasks and Action Plans 9 
Group Building 
 Building a Learning Community 1 
 Building My House 1 
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 Valuing Diversity 1 
 Working Cooperatively 1 
 Building Community 8 
 Team Building 101 8 

 
H 

Harassment 
 Confronting Harassment 7 
 Sexual Harassment Awareness 8 
Holidays/Seasons 
 Handling Winter 5 
Humour 
 Taking Humour Seriously 3 
 Making Humour Work for You 3 
   

I 
Interviewing Skills 
 About You 

Assessing Your Interview Skills 
7 
7 

 Common Interview Questions: sample 
answers 

7 

 Dressing for the Interview 7 
 Interview Charades 7 
 Information Interview Questions 

The Art Of The Information Interview 
7 
7 

 Interview Planning Form 7 
 Interviewing And Reporting 7 
 Find Someone Who 7 
 Making A Good First Impression 7 
 Mock Interview Role-Play 7 
 One-Minute Sale 

Preparing For Job Interviews   
7 
7 

 Questions to Ask The Employer 7 
 Returning to the World 7 
 
 

The Telephone: Appointments and Cold 
Calls 

7 

 Thinking Back to the First Interview 7 
 Thank you/Follow-up Letters 7 
 Tips for Interview Follow-up 7 
 Tips for Successful Interviews 7 
 Presentation Practise 8 
   

J 
Job Maintenance 
 Attendance 8 
 Everyone Has Problems at Work 8 
 Getting Started 8 
 Me and My Job 8 
 My Supervisor, Whatever... 8 
 On Time 8 
 The Anger Journal 8 
 The Angered Me at Work 8 
 What's My Job 8 
 Job Carving 9 
 Job Matching 9 
 Importance of Job Supports 9 
 Importance of an Effective Job Coach 9 
 Building Relationships with Employers 9 
 Get, Learn, and Advance in a Job 9 
Journals 
 Keeping A Journal, Part I 4 
 Keeping A Journal, Part II 4 
 The Anger Journal 8 

   
L 

Labels 
 Looking at our Labels 2 
 Dealing with Destructive Labels 4 
Leadership 
 Dealing With Destructive Labels 4 
 Developing Leadership Skills 8 
 Our Changing World: Skills for the 21st 

Century 
8 

Leisure And Recreation 
 Exploring Leisure Ideas 3 
 The Importance of Play 4 
 Leisure 4 
Listening 
 Active Listening Skills 1 
 Effective Attending/Listening Skills 1 
 Listening Effectively 2 
 Developing Listening Skills 3 
 Active Listening 5 
 Helpful and Harmful Listening Behaviour 5 
 Listening Skills 5 
 Becoming An Effective Listener 7 
 Using Active Listening Skills 8 
 What's the Deal With Listening 8 
Loneliness/Living Alone 
 Loneliness 3, 4 
 Living Alone and Liking It 3 
Loss 
 Coping With Job Loss 7 
 Dealing With Unresolved Losses 7 
   

M 
Motivation 
 Exploring Motivation 2 
 Identifying Barriers to Success 2 
 Striving for Excellence 2 
   

N 
Networking 
 Practice in Networking 9 
Nutrition 
 Good Eating Habits 4 
 Food Bingo (Game) 4 
 Food Score (Game) 4 
   

P 
Prejudice, Racism ( See Diversity) 
 Looking at the Cause of Prejudice 2 
 Understanding Racism 4 
 Discrimination Series: 

1- Introduction to the Ontario Human 
Rights Code 

2- Handling Discrimination Assertively 
3- Confronting a Perpetrator 
4- Dealing with Incidents of Discrimination 

8 

Problem-Solving 
 Creative Problem Solving 3, 4 
 Problem-Solving: Overcoming the Blocks 5 
 Problem Ownership 6 
 Solving Problems on the Job 7 
 Problem-Solving for One-to-One Counselling 8 
Procrastination/Motivation  (See Motivation) 
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 Beating Procrastination 3 
 Procrastination/Motivation 5 
   

R 
Relationships 
 Skills for Initiating Relationships 1 
 Becoming an Encouraging Person 3 
 Relating to Others 3 
 Inventory of Dating Skills 4 
 Setting Boundaries 7 
 Building Relationships with Employers 9 
Rejection 
 Handling Rejection 7 
 The Two Sides of Rejection 8 
Resumés 
 Action Word List 7 
 All About Resumés 7 
 Cover Letters 7 
 Preparing For Resumé Writing 7 
 References 7 
 Résumé Checklist 

Résumé Formats 
7 
7 

 Résumés Sample 7 
 About Résumés 8 
 Look Twice 8 
 Résumés for Youth With No Paid Work 

Experience 
8 

 The Electronic Résumé 8 
Rights 
 Rights and Responsibilities as Patients 4 
 Accepting Personal Rights 5, 6 
 Rights, part 1: Affirming Personal Rights 6 
 Rights, part 2: Acting on Personal Rights 6 
 Understanding Accommodation Rights 9 
 Duty to Accommodate 9 
 Employment Equity at Work 9 
 Employment Standards 9 
 Benefit Entitlements 9 
Risk-Taking 
 Risk-Taking 4,6 
 Risk-Taking and Career Planning  7 
   

S 
Self Development 
 Coping With Limitations 3 
 Learning How to Cope With Fear 3 
 Assisting Our Memory 4 
 Coping With Guilt 4 
 Inventory of Dating Skills 4 
 Overcoming Depression 4 
 Thinking About Hope 4 
 Understanding and Overcoming Shyness 4 
 Understanding Intimacy 4 
 Beyond the Blues 5 
 Procrastination/Motivation 5 
 Self Disclosure 5 
 Coping With Change 5 
 Using Creative Visualization 

About Yourself 
6 
7 

 Getting to Know You! 7 
 The Lifetime Challenge - Being The Best I 

Can Be 
7 

 As I See It 8 
 Changing a Habit 8 
 Consumer Product as in 'Chocolate Milk' 8 
 Understanding 'Me, The Product' 8 
 Personal Power 9 
 Self Advocacy 9 
 Emotional Intelligence 9 
 Becoming Responsible Through Personal 

Power 
9 

 I’m the Boss of Me 9 
Self-Esteem 
 One Step At A Time 1 
 Ten Persons I am 1 
 Uniquely Mine 1 
 Identity Cards 1 
 Book Metaphor 1 
 Patchwork Quilt 

Portraying Oneself 
1 
1 

 Ten Things 1 
 From Here to There 1 
 Building Self-Esteem 2,7 
 Building Self-Esteem - Strength 

Bombardment 
2 

 Increasing Our Self Awareness 2 
 Self Concept:  Who Am I 2 
 Affirming Ourselves 3 
 Feeling Good About Ourselves 

Personal Inventory (worksheet) 
3 
4 

 Recognizing Our Strengths, Part I 4 
 Recognizing Our Strengths, Part II 4 
 Building A Positive Self Image 4 
 Self-Esteem - Discovering Our Potential 4 
 Early Messages 5 
 Creativity And Self-Esteem 5 
 Feeling Good 5 
 Recognizing Our Strengths:  Learning To 

Brag 
5 

 Self-Disclosure 5 
 Self-Regard, part 1: Who Am I? 6 
 Self-Regard, part 2: Symbols of 

Assertiveness 
6 

 Self-Regard, part 3: The Flower 6 
 The Hats We Wear 7 
 Understanding Self-Esteem 8 
 How Self-Talk Affects Self-Esteem 8 
 Negativity and Self-Esteem 8 
 Personal Power 9 
 Looking Great 9 
 Self Esteem 9 
Sexuality 
 Examining Sexual Attitudes and Values 

More on Sexuality 
2 
3 

 Values in Sexuality  3 
 Discussing Sex and Sexuality 5 
 Learning About Sexuality 5 
 Gender Based Stereotypes and 

Assertiveness 1: Comparing Behaviour 
Perceptions 

6 

 Gender Based Stereotypes II: Comparing 
Assertive and Aggressive Behaviour   

6 

 Sexual Harassment Awareness 8 
Skills 
 Identifying Transferable Skills for 4 
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Homemakers 
 All About Skills 7 
 Find Someone Who 7 
 Finding Skills Through Accomplishments 7 
 Five Ways of Identifying Skills 7 
 Identifying Our Skills 7 
 Identifying Our Transferable Skills in Career 

Planning 
Identifying Transferable Skills and 
Uncovering Special Talents 

7 
 
7 

 Skills Inventory 7 
 Ten Hottest Transferable Skills 7 
 Two Circles 7 
 Developing Critical Skills 8 
 Storytelling Skills 8 
 Essential Skills 9 
Stress/Balance 
 How Stress Affects Us 3 
 Energizing & Relaxation Breaks 3 
 Stress Management - An Overview 3 
 Stress in the Workplace Series 3 
    Part 1: Defining Workplace Stress  
    Part 2: Stress Fitness at Work  
    Part 3: Coping Strategies for Job Stress  
 Beyond Stress 4 
 Coping With Stress 5 
 One Answer to Stress - Relaxation 5 
 Nurturing Ourselves 5 
 Finding Balance in Our Lives 5 
 Stress and Unemployment 7 
 Nurturing Yourself 7 
 Keeping A Balanced Life During Job Search 7 
 The Trek – Guided Imagery 7 
 Guided Imagery – Preparing for the Next 

Step 
7 

 Attaining a Healthy Lifestyle 9 
 Stress Management 9 

 
T 

Time Management 
 Beating Procrastination 3 
 Time Management 3, 8 
 Valuing Our Time 5 
Team Building 
 Evaluating Membership in a Team 3 
 Making Decisions in Teams 7 
 Find Someone Who... 7 
 Creativity and Teamwork 8 
 It Takes a Village 8 
 Team Building Through Positive 

Participation 
8 

 Team Dynamics 8 
 Teamwork in the Workplace 9 
Trust 
 Building Trust 1 
 Comfortable Distances 1 
 Symbols of Trust 1 
 Trust 1 
 Expressing Trust in the Group 3 
 Learning to Trust 3 
   
 V  

Values 
 Values Exploration 1 

 Examining Our Values 2 
 Values Through Storytelling 2 
 Values In a Multicultural Society 4 
 Values and Job Choice 4 
 Values Awareness 5 
 Valuing Our Time 5 
 The Influence of Values on Job Choice 7 
 Examining My Personal Values 8 
 Values and Career Choice 8 
 Values and Music 8 
 Why People Work 8 
Visualization/Relaxation 
 Relaxation Techniques 6 
 Using Creative Visualization 6 
 Career Visualization 7 
 My Fantasy Career 7 
 Preparing For The Next Step (Guided 

Imagery) 
7 

 The Trek (Guided Imagery) 7 
   

W 
Warm Ups/Icebreakers 
 Climate Setters (10) 1 
 Closers  (6) 1 
 Energizers (10) 1 
 Inclusion (20) 1 
 Quotes and Stories (4) 1 
 Warm Ups 5 
Women’s Issues 
 Empowerment of Women 5 
 


