LESSON 1

OBJECTIVES:
Creating a positive emotional background for self-expression, getting
acquainted with the role and the main means of communication.

LIST OF TASKS:

* Group exercise — "Meaning of My Name"; purpose: to warm up
the group, create a friendly atmosphere, develop the skills
of self-presentation

* Group exercise — "Adoption of the Group Rules"; purpose: to set
up for work, promote a team atmosphere and the ability
to conduct dialogue

* Group discussion — "Communication in Our Life"; purpose: to
develop the skills of group communication, practice the rules
of working in a group

* Group exercise — "Acquaintance"; purpose: to develop verbal and
non-verbal ways of greeting and getting acquainted

* Group exercise — "Levels of Communication"; purpose: to
understand the importance of nonverbal elements in ++ Paper-easel and markers for facilitation

communication, develop self-reflection Note'l: The Qescrlptlons ofthg tasks are genelrall guidelines,
keeping in mind that personal input and creativity are

* Group exercise — "Go through the Ring"; purpose: to teach encouraged throughout the program.
.. . L . . Note 2: The context of each paragraph is instructor speaking
participants problem solving within the basis of partnerships, and engaging participants
develop communicative skills; required equipment: hula-hoop Note 3: "..." indicates participants have performed the task.
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LESSON 2

OBJECTIVES: ATTACHMENTS:
Analyzing the basic tools used in non-verbal communication,
developing the skills of self-expression through facial expressions,
training observation skills and attention to the nonverbal ways

of emotions expressed by others

Attachment 1.1

LIST OF TASKS:
* Group exercise — "Photo Album"; purpose: to warm up and
integrate the group, develop the skills of focusing on others

* Mini-lecture — "Facial Expressions Training"; purpose: to teach
the skills of mimicry to express emotional states

Attachment 2

* Group discussion — "Recognition of Emotions through Facial
Expressions"; purpose: to warm up the group, develop group Fear Anger Love Joy
discussion skills; required equipment: mirrors - for each participant

* Individual exercise — "Facial Expressions"; purpose: to master the
recognition of facial expressions and emotions; required

Humility Remorse Embar (&
equipment: Attachments 1.1 and 1.2, colored pencils — for each
participant
* Group exercise — "Find a Matching Pair"; purpose: to develop
Contempt Drowsiness Surprise Indifference

the ability of self-expression, train attention to peculiarities of
others; required equipment: Attachment 2

* Group exercise — "Smile"; purpose: to understand the nuances
of facial expressions, train the use of a smile



LESSON 3

OBJECTIVES:

Getting acquainted with the expressive features of speech,
developing the ability to reflect intonations of one person

to another, developing one’s own skills of confident intonations.

LIST OF TASKS:
* Group exercise — "Pronounce a Name"; purpose: to warm up
and integrate the group, develop the skill of focusing on others

* Group discussion — "Intonational Structure of Speech"; purpose:
to make participants aware of the peculiarities of intonation in
speech

* Group exercise — "Feelings and Intonations"; purpose: to expand
the range of intonational expressiveness, receiving feedback;
required equipment: paper and pens - for each participant

* Group exercise — "Fast, Steadily, Slowly"; purpose: to develop
the ability to control speech tempo

* Group exercise — "Voice Range"; purpose: to understand the
influence our voice range has and what perception it creates
with others, develop the skills of team work

* Group exercise — "Expressiveness of Speech"; purpose: to develop
attention and skills in expressing emotional states with the help
of intonations



LESSON 4

OBJECTIVES: ATTACHMENTS:
Exploring the means of self-expression, expanding the range

. . Attachment 3
of non-verbal means of communication (posture, gestures),

developing self-reflection, studying the factors that influence you happy oarmood youunheppy
emotional background. st ' [
Clothing

LIST OF TASKS: People
* Group exercise — "Express It with a Gesture"; purpose: to warm :::l.,.‘..,..

up the group, draw attention to the means of non-verbal self- ;;o:‘“

expression :i::l;::ddv
* Group exercise — "Express an Emotion"; purpose: to develop e

observation skills, teach the skills of expressing emotional states
with the help of gestures

* Group exercise — "A Person and Their Gait"; purpose: to broaden
participants’ view on the importance of gait

* Individual exercise — "Slender Posture"; purpose: to practice self-
control, develop a correct posture; required equipment: books
and balloons - for each participant

* Group discussion — "My Mood"; purpose: to increase motivation
for self-reflection

* Individual exercise — "What Can Affect My Mood"; purpose:
to develop the ability to analyze one’s own feelings and
behavior; required equipment: Attachment 3, pens - for each
participant



LESSON 5

OBJECTIVES:

Getting acquainted with the rules of establishing distance and space
in the process of communication, realizing the importance of one’s
boundaries, training the skills of self-expression through body
language.

LIST OF TASKS:
* Group exercise — "Message for Yourself"; purpose: to warm up
the group, explore "comfort-discomfort” zones

* Group discussion — "Personal Space"; purpose: to understand
the importance of personal territory and distance while
interacting

* Individual exercise — "My Circle"; purpose: to determine what
kind of people may be permitted into close personal space;
required equipment: paper, pencils, erasers - for each participant

* Pair exercise — "Further-Closer"; purpose: to study personal
boundaries, develop the self-expression ability

* Pair exercise — "Body Language in Pictures"; purpose: to develop
the skills in cooperation and dialogue, focus participants’
attention on body language signals; required equipment: glossy
magazines, paper, scissors, glue - for each pair

* Group exercise — "Message in the Image"; purpose: to develop
the skills in presenting and studying the elements of body
language



LESSON 6

OBJECTIVES:

Getting acquainted with the technologies of persuasive impact

and creating rapport, developing the ability to establish contact
using the non-verbal tools of adjustment, identifying belief systems.

LIST OF TASKS:
* Group exercise — "Jumping in Rank and File"; purpose: to
introduce the theory of adjustment

* Group discussion — "Positioning"; purpose: to get acquainted
with the technique of establishing contact

* Group exercise — "I’'min a Hurry"; purpose: to practice the correct
use of positioning

* Group discussion — "Adjustment"; purpose: to get acquainted
with the technique of adjustment and the various roles of
communication in it

* Pair exercise — "I'm Like This, I'm Like That"; purpose: to study
the differences in communication with and without the
adjustment technique

* Group exercise — "Contacts"; purpose: to practice the skills in
initiating contact, use of the techniques of adjustment



LESSON 7

OBJECTIVES:

Studying non-verbal interaction signals, developing the ability

to understand oneself and others properly, developing attention
and awareness of participants, practicing and interpreting micro-
elements of non-verbal communication.

LIST OF TASKS:
* Group discussion — "Meaning of Gestures"; purpose: to get
acquainted with the meaning of gestures and one’s own cliches

* Group exercise — "Express an Emotion"; purpose: to warm up
the group, get shy participants involved

* Group exercise — "Sculpture"; purpose: to maintain acquaintance
of non-verbal means of expressing emotional states

* Group exercise — "Secret"; purpose: to master observation skills
and improve communication skills

* Pair exercise — "Read Each Other's Eyes"; purpose: to expand
the experience of non-verbal communication; learn about
the micro-elements of non-verbal communication



LESSON 8

OBJECTIVES: ATTACHMENTS:
Cultivating responsibility for one’s own image, exploring

the elements of the personal image and the factors in a successful
look, developing the ability to accept feedback and respond Helps Hinders
to criticism appropriately, practicing self-presentation skills. Clomes

Attachment 4

Footwear

Hairstyle
LIST OF TASKS: —
* Group exercise — "In One Line"; purpose: to recognize the Charm

Manners

Skill of self-presentation

individual peculiarities of oneself and others

* Group exercise — "Silent and Talking Mirror"; purpose: to accept
feedback about one's verbal and non-verbal image

* Group exercise — "Components of the Image"; purpose: to
understand the elements that form the external image

* Team exercise — "Building a Positive Image"; purpose: to analyze
the factors that create an external image of success; required
equipment: Attachment 4 - for each team

* Pairexercise — "Self-Portrait"; purpose: to focus on the elements
of the image of others, practice self-presentation skills

* Group exercise — "In the Store"; purpose: to identify the
significant elements of one’s image, develop the ability of self-
criticism; required equipment: paper and pens
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LESSON 9

OBJECTIVES:

Developing group dynamics, getting acquainted with the stereotypes
of social perception, broadening the ideas of the effect of the first
impression, discussing the peculiarities of the dress code, developing
self- confidence.

LIST OF TASKS:

Group exercise — "Brainstorming"; purpose: to develop interaction
within the group, analyze the image of the "valence person"

Group discussion — "First Impression"; purpose: to get acquainted
with the peculiarities of the first impression

Team exercise — "Photo"; purpose: to expand the understanding
of the elements that form the external image, get acquainted
with the effects of social perception; required equipment:
Attachments 5.1 and 5.2 — for each team

Group discussion — "What Should You Wear?"; purpose: to
understand the significance of clothes in accordance with time
and place; required equipment: Attachments 6.1-6.10 - for each
participant

Individual exercise — "Dress-codes"; purpose: to master the skill
in distinguishing the basic elements of dress codes; required
equipment: paper, pencils, marker pens, scissors, glue and glossy
magazines - for each participant

ATTACHMENTS:

Attachment 5.1
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Attachment 6.3
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Attachment 6.5

Attachment 6.7

Attachment 5.2

Attachment 6.2

Attachment 6.4
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Attachment 6.6

Attachment 6.8
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Attachment 6.10




LESSON 10

OBJECTIVES:

Improving attention, getting acquainted with the concept of "active
listening", mastering the techniques of active listening, developing
the ability to cooperate and prevent conflicts.

LIST OF TASKS:
* Group exercise — "Interview"; purpose: to warm up the group;
improve communication skills

* Group exercise — "Forbidden Letter"; purpose: to improve
attention, strengthen the audio channel

* Teamdiscussion — "Active Listening"; purpose: to discuss versatile
and specific methods of active listening

* Group exercise — "Reflection"; purpose: to practice the technique
of echo reactions in the process of active listening

* Group exercise — "If | Understand You Correctly"; purpose: to
develop paraphrasing skills as a way of avoiding conflicts

* Pair exercise — "Tell Me About Yourself"; purpose: to get feedback
and practice one’s own style of active listening
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OBJECTIVES: ATTACHMENTS:
Getting acquainted with the mechanisms of information distortion,
. . . . . . . Attachment 7
improving active listening techniques, developing empathy
and the ability to establish contact, training the skills required S -
. . . thoughts S Getinto Face the speaker
in dialogue and conversation. mdcomceae | IR |y comfoae admatrain
on lfse other epressions. relaxed mode. ‘eye contact,
iz %
LIST OF TASKS:
* Group discussion — "Rules of Active Listening"; purpose: to repeat Show signs o
i i i i i xkbynov:oddmg, " Reflect on whac Ask clarifying S:,:;T:ﬂ:.y
the basic techniques of active listening erenid Jbeniss o) Sy
and using is feeling.

* Group exercise — "Seven Words"; purpose: to warm up the group,
improve attention, rate of response and auditory perception

* Group exercise — "Repeat the Text"; purpose: to demonstrate
the mechanisms of information distortion, analyze typical errors
when messaging

* Group exercise — "Telephone Conversation"; purpose: to develop
empathy and the ability to identify non-verbal signals

* Group exercise — "Trained Listener"; purpose: to master the
techniques of active listening; required equipment: Attachment
7 - for each participant

* Group exercise — "Recapturing the Initiative in Dialogue"; purpose:
to incorporate the skill of active listening in a common
conversation

motivational words.




LESSON 12

OBJECTIVES:
Introducing the art of small talk, consolidating the basic techniques

of non-verbal communication and active listening, getting acquainted

with the micro-elements of verbal communication, developing
the skill-set required to give and receive compliments, developing
teamwork.

LIST OF TASKS:

Group exercise — "Wonderful Carpet"; purpose: to warm up,
teach group interaction; required equipment: spool of thread

Group discussion — "Small talk"; purpose: to discus the most
effective options for maintaining and continuing a conversation

Group exercise — "Start a Conversation"; purpose: to develop
the skill of small talk, master the basic techniques of non-verbal
communication

Group discussion — "Rules of Compliments"; purpose: to teach
the art of complimenting

Team exercise — "Finding Mistakes"; purpose: to develop
observation skills, identify the mistakes that are made when
giving compliments; required equipment: Attachment 8 - for each
team

Group exercise — "Goodness-Chair"; purpose: to consolidate
the skills required when giving and receiving compliments

ATTACHMENTS:

Attachment 8

1. How do you manage your fashion
and modesty at the same time!

2 You are the best, no one can flatter
ke you!

3.1am amazed with your
determination!

5. You are very polite, but you don't
seem to be modest!

6. You should always be as active as
today!

7.1did ot know that you are so

4. Listening to you Is 3 great pleasure!

1. How do you manage to attract
people this way?

2 ot

1. What a pleasure to communicate
with yout

with you.

3. Know that the firmness of befiefs
adorns the persont Be able 1o
defend your position!

4. Conversation with you s just great!

5. You have empathy!

6.You have amazing insight, but your
memory is not 25 Good.

7. D4 you know that your energy

subt

8. You have 2 good memory, it would
be great to put it to use.

8. Your talkableness can be envied!

21 ed by your
responsiveness!

3.1am amazed at your ability to
cleverly change the subject while
conversing with others.

4.Truth be told — you really are great
with your hands.

5. You book beautiful today. Hope you
look even better tomorrow!

6.You have good willpower. it would
be great to send it in the right
disection!

7.1am smazed at your dligence!

8. You are the new Inodi and
Diamandi




LESSON 13

OBJECTIVES: ATTACHMENTS:
Developing the ability to communicate politely, getting acquainted
with the basics of positive interaction, analyzing one’s motives
and stereotypes in situations of request and refusal, expanding
the range of verbal interaction.

Attachment 9
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LIST OF TASKS:
* Group exercise — "Polite Request"; purpose: to warm up the
group, develop polite communication and attention
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* Group discussion — "Order, Begging, Request"; purpose: to teach Attachment 10
the identification of nonverbal signals of a polite request

22252 gle|m v o|vnaluw=
8

* Group exercise — "Numbers Exchange"; purpose: to develop
communication skills and the ability to reach a common
agreement; required equipment: Attachment 9

* Individual exercise — "It's Hard to Refuse Because..."; purpose:
to develop self-reflection and awareness of the reasons for non-
refusal; required equipment: Attachment 10, pencils, erasers - for

each participant Attachment 11
+ Group exercise — "Play a Refusal"; purpose: to analyze verbal B
and non-verbal forms of confident, aggressive and unsure refusal; i o
required equipment: spool of thread R AT S T
 Group exercise — "Excuses"; purpose: to state various reasons for R e

You can not do what you are asked because you are tired

refusal; required equipment: Attachment 11 - for each participant SRR ——




LESSON 14

OBJECTIVES:

Developing mental flexibility and positive perception, getting
acquainted with the possibilities of controlling our emotions, training
self-reflection and ways of overcoming negative experiences.

LIST OF TASKS:

* Group exercise — "Experiment with a Pencil"; purpose: to warm up
the group, study the interaction between one's mood and body
language

* Group discussion — "Mood as a Mirror of the Body"; purpose: to
warm up the group, improve polite communication and attention

* Group exercise — "Positive Attitude"; purpose: to practice physical
exercises, which help in relaxation and improving one's mental
state

* Group exercise — "Heads-Tails"; purpose: to improve mental
flexibility and the ability to recognize opportunities; required
equipment: a coin

*  Team exercise — "Ways to Cope with a Bad Mood"; purpose: to
study ways of developing positive perception and emotional self-
regulation; required equipment: paper and pencils - for each team

* Pair exercise — "Politeness is the Solution to Everything"; purpose:
to teach the art of resisting negative vibes, practice positive
attitude towards people and events



LESSON 15

OBJECTIVES: ATTACHMENTS:

Expanding the range of interaction with others, developing

the ability to prevent and resolve conflicts, practicing the skill Atachment 12

. . . . . . . . No Name Quantity
of polite and assertive communication, improving social confidence. ; o T
2 First Aid Kit with medical supglies 11 pounds
3 Compass. 4 pounds.
4 | Canned meat and fish | 54 pounds
5 Sextant for locating the stars 1 pounds
LlST OF TASKS. i, | :::::hanoohulvthmaumlmfnn.ikls | iiz:i
* Group exercise — "Knife and Butter"; purpose: to develop the i T —
ability to overcome fear of an uncomfortable situation T e
12 Set of geographical maps 15 pounds
*  Group discussion — "Relieving Stress"; purpose: to warm up the T —— T
5 | inflatable rubber ruft 55 pounds

group, improve polite communication and attention

* Group exercise — "|-Statements"; purpose: to improve
communicative competence, practice the process of self-
actualization

* Group exercise — "Diplomacy"; purpose: to develop the ability
to end the conversation politely and with diplomacy

* Group exercise — "Air-balloon"; purpose: to develop the skills of
making group decisions; required equipment: Attachment 12 - for
each participant
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LESSON 16
OBJECTIVES: ATTACHMENTS:
Training emotional stability, developing the skill of verbal self-
presentation, practicing the ability to conduct discussion / Atachment 13
conversation / dialogue, getting acquainted with peculiarities g | Mt ki | e | | ek
of the job interview, developing confidence. basibos | guimet | | et | “oont | sioemens.
LIST OF TASKS: g | o Dﬁ% et stk ot It
* Group exercise — "Gait of a Professional"; purpose: to warm up -l B == T
the group, study the nonverbal language of the professional
image; required equipment: paper and pens - for each participant eo;::“u‘n;n ;::"3%, wyouiae ap vorking 3’:‘:“‘,‘3
* Group exercise — "Announcement"; purpose: to develop a Rl | | T Bl Bl R

resistance to stress and the skills of verbal self-presentation;
required equipment: paper and pens - for each participant

Group discussion — "Rules of Employment and Mistakes at the Job
Interview"; purpose: to get acquainted with peculiarities of the job
interview

Group exercise — "Unification According to Features"; purpose:
to understand the features that unite people; required equipment:
paper and pens

Role game — "Questions for a Press Conference"; purpose: to
develop the ability to ask questions politely and give answers
politely; required equipment: Attachment 13

Group game — "Make Me Laugh"; purpose: to train emotional
resistance to negative stimulus




LESSON 17

OBJECTIVES: ATTACHMENTS:
Getting acquainted with the rules of accepted behavior in greetings
and farewells, developing competence in communication, applying
etiquette in public transportation.

Attachment 14.1

LIST OF TASKS:

* Group discussion — "Etiquette and Manners"; purpose: to get
acquainted with the reasons for etiquette, differentiate between
good and poor manners

* Mini-lecture — "Etiquette of Greetings and Introductions";
purpose: to teach participants the norms of courtesy when
meeting people in business and everyday life; required equipment:
Attachment 14.1 - for each participant

Attachment 14.2

* Group exercise — "Let Me Introduce Myself"; purpose: to practice
the skill of acquaintance and introduction

* Mini-lecture — "Goodbye Etiquette"; purpose: to develop
competency in the basic rules of farewells; required equipment:
Attachment 14.2 - for each participant

Attachment 14.3

* Group exercise — "Bye-Bye!"; purpose: to practice consolidation
of the rules of farewell with acquaintances and strangers

* Mini-lecture — "Etiquette and Transportation"; purpose: to
broaden participants’ knowledge of accepted behavior in
transportation; required equipment: Attachment 14.3 - for each
participant




LESSON 18

OBJECTIVES: ATTACHMENTS:
Mastering the ability to give and receive gifts, teaching the etiquette
of hosting events, developing the skill to conduct a business
telephone conversation, consolidating the patterns of polite
communication.

LIST OF TASKS:

* Group exercise — "Gift Giving Etiquette"; purpose: to cultivate
a benevolent attitude, develop non-verbal language; required
equipment: Attachment 15.1 - for each participant

Attachment 15.1

Attachment 15.2

* Mini-lecture — "Party Etiquette"; purpose: to teach participants
the basic rules of courtesy when hosting guests; required
equipment: Attachment 15.2 - for each participant

eat]. Guests are usually seat

uld be abi
itor jokes that

igate poss
Hosts are abliged
b

* Team exercise — "Welcome!"; purpose: to consolidate the rules
of accepted behavior at a party, develop the required skills when
giving and receiving gifts; required equipment: Attachment 16 -
for each team

the female host go & others keeping in mind the male hast follows
5 0 the table, they are the first 1o it and eating does nat start untl all guests are seated. in
st followed by men then young people. Guests start eating anly after the hast

Attachment 16

* Group exercise — "Telephone Communication"; purpose: to

practice the skill of initiating contact, improve competence during 4 Aename | Jotirdame | Ytiostebin

a business telephone conversation; required equipment: spool Tm'“iﬁ P | Sdnkmdmed | 3O
celebrating their whao does e cake accident

of thread mumag; not like you o ’"‘;J::’;’""' GET'TW:T:L’ZZ :E s":h

* Group exercise — "Tough Interlocutor"; purpose: to expand the
repertoire of participants’ roles, teach effective telephone
conversation
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LESSON 19

OBJECTIVES: ATTACHMENTS:
Teaching the norms of accepted behavior at the table and at the

restaurant, training the skillful handling of linen napkins, teaching
the rules of setting the table, teaching the right posture at the table. L][ 1,9 ©

Attachment 17.1

LIST OF TASKS: ' %%
H n " //3
* Group exercise — "Table Set-up, Part 1"; purpose: to get iﬁ%%i
acquainted with setting the table and the purpose of tableware, oo ——
wine glasses and cutlery; required equipment: Attachment 17.1 - o S
for each participant o
* Individual task — "Table Set-up, Part 2"; purpose: to improve Attachment 17.2

memory and consolidate knowledge of setting the table while
considering the rules of etiquette; required equipment:
Attachment 17.2, pencils and erasers - for each participant

* Group exercise — "Beautiful Back and Arms"; purpose: to teach
correct posture and arm movements at the table; required
equipment: books - for each participant

* Mini-lecture — "Table Manners"; purpose: to master the rules
of table etiquette; required equipment: Attachment 18 - for each
participant

» Group exercise — "Language of Linen Napkins"; purpose: to teach
the rules of using a napkin at the table; required equipment:
paper and linen napkins - for each participant




LESSON 20

OBJECTIVES:

Mastering the skills of teamwork, getting acquainted with the
peculiarities of eating certain dishes, studying the differences
between American and European usage of cutlery, mastering
the skills of appropriate behavior at the table.

LIST OF TASKS:

Group discussion — "What and the Way We Eat"; purpose:
to teach participants the rules of accepted behavior at the table;
required equipment: Attachment 19 - for each participant

Individual exercise — "We Set the Table"; purpose: to improve
memory, consolidate knowledge of the table setting while
considering the rules of etiquette; required equipment: tableware
and cutlery (charger, soup spoon, dinner fork, dinner knife,
dessert spoon, paper and linen napkins, juice glasses, bread plate)
- for each participant

Group exercise — "The "Language" of Cutlery"; purpose: to get
acquainted with the arrangement of cutlery in a resting position
and at the end of the meal; required equipment: Attachment 20 -
for each participant

Individual exercise — "Treat"; purpose: to master the rules of
etiquette at the table and the skills in cutlery usage; required
equipment: treat - for each participant

ATTACHMENTS:

Attachment 19

o

Attachment 20

Armarican sty rovting posten

Attachment 21




