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NC PHCAST Curriculum: 4. Coping Skills

	Teaching Methodologies and Steps
	Advance Preparation and Handouts



North Carolina PHCAST

DIRECT CARE BASICS

Module 4. Coping Skills: Time and Stress Management for Successful Employment (and Training!)

Competencies
Interpersonal Skills 
· Demonstrate use of time-management and organizational skills
· Identify signs of stress in self and others, and identify stress reduction techniques
Time

2 hours
	Activities

	Teaching Methods
	Time

	1. Time Management 
	Interactive presentation, small-group work, small-group reports, and large-group discussion
	1 hour

	2. Job-Related Stress and Causes
	Individual work, scripted role play, large-group discussion, interactive presentation, pairs work, and go-round
	1 hour


Supplies

· Flip chart, markers, and tape ( may use instructor prepared PPT in lieu of prepared flip charts)
· Paper and pencils

Teaching Time: 2 hours of teaching content [plus, additional time for breaks and closing]
	Activity 1. Time Management [1 hour]



	Learning Outcomes:  By the end of this activity, participants will be able to:
· Define “time management.”

· Define “prioritize” and describe how to do it in their work.

· Demonstrate use of time-management skills in case studies.



	Advance Preparation:
Prepare the following flip chart pages: 

· “Learning Agenda” (Step 1)
· “Prioritizing” (Step 3)
· “Be Organized—Plan your work in 3 phases” (Step 10) 



	Interactive Presentation [15 min]

1. Introduce the module and review the learning agenda.

LEARNING AGENDA: 

Coping Skills: Time And Stress Management for Successful Employment (and Training!)
· Getting things done by managing time

· Taking care of yourself by managing stress 


	[Adapted from PHI’s PCS Activity 21.2, Managing Time]



	2. Define “time management.” Ask participants:
What does time management mean to you?

After a few responses, explain that “time management” means figuring out what to do and when, so that things get done when they need to be done. Not getting some tasks done on time can put the client at risk.


	


	3. Define “prioritizing.” Ask participants:
What does “prioritizing” mean to you? 

After a few responses, post and review the flip chart page.

PRIORITIZING 

Putting tasks into 3 Categories:

· Things that have to be done immediately

· Things that need to be done by a certain time

· Things that would be nice to do, if there is enough time 


	

	4. Invite participants to share their knowledge and experience. Ask:
How do you prioritize tasks in your own life? 


	


	5. Note that for direct care work, the key is figuring out which tasks are most important. Ask:
What tasks do you think would be most important when assisting a client? 
[Desired response: Those that affect the client’s safety and health.]


	

	6. Explain that PHCAs have two important tools for setting priorities: the care plan and the client. The care plan not only identifies the tasks or services to be provided, but will sometimes indicate when things need to be done and even how much time should be spent. In consumer-directed settings, what needs to be done and when are almost always directed by the client. Regardless of the setting, talking with the client about his or her priorities will also help the PHCA plan their work.

	

	7. Distribute Handout 4.1 and review up to the section on being organized. 


	Handout 4.1: Managing Time: Setting Priorities



	Small-group work [15 min]

8. Participants form three small groups and practice prioritizing work for fictional clients (Handouts 4.2a–c). Assign one “client” to each group and ask them to answer the questions on the handout.

	Handout 4.2a: Putting Tasks in Order (Robert)

Handout 4.2b: Putting Tasks in Order (Mrs. Banerjee)

Handout 4.2c: Putting Tasks in Order (Helen)


	Small-group reports [15 min]

9. Ask each group to present its list of tasks and reasons for their choices. Facilitate a brief discussion.
Teaching Tip

If more than one group worked on a scenario, have one group present first, and then the other, and lead a combined discussion about that scenario.


	

	Large-group discussion [15 min]

10. Explain that besides prioritizing, another important tool for time management is being organized. Post and review the prepared flip chart page. Discuss how this approach can help them to manage time better. 
BE ORGANIZED 

Plan your work in 3 phases 

· Get ready 

· Do the job 

· Clean up 


	


	Activity 2. Job-Related Stress and Causes [1 hour]



	Learning Outcomes: By the end of this activity, participants will be able to:
· Identify common causes of stress.

· Identify their own signs of stress.

· Explain the importance of reducing stress.
· List three ways to reduce stress in their lives.



	Advance Preparation: none


	Individual Work [5 min]

1. Introduce and conduct the exercise. One common result of NOT managing time well is stress. Distribute Handout 4.3 and explain that, before discussing things that cause stress, the group will consider the opposite—things that make them feel good and energized. Ask participants to close their eyes and picture themselves feeling good about life and about themselves. Ask them to picture what they are doing and who they are with when feeling this way.

	[PCS Activity 21.3, Managing Stress]

Handout 4.3: Personal Worksheet for Managing Stress



	2. Give instructions for reflection. After a few moments, ask participants to open their eyes and jot down the things or activities that make them feel good and energize them. Ask them to be as specific as possible, and write their thoughts in the “I feel good about…” section of their handout. Explain that they will come back to the rest of the handout later.

	


	Interactive Presentation [15 min]

3. Explore participants’ understanding of stress. Ask:
What does the word “stress” mean to you?

Do any of you ever feel stressed?
What causes it?

	

	4. Distribute and review Handout 4.4. Note that many causes of stress are “good” events. One way to think about situations that cause stress is to put them into two categories—predictable and unpredictable. Discuss how the situations on the handout cause stress.

	Handout 4.4: Stress and What Causes It



	5. Discuss the need for self-awareness in managing stress. Note that we each experience stress differently. Knowing when our stress levels are hurting us rather than helping us—i.e., self-awareness—is the first step in managing stress. Distribute and review Handout 4.5.


	Handout 4.5: Signs of Stress



	Individual and pairs work [10 min]

6. Ask participants to write down some of their own signs of stress in the “My Own Signs of Stress” section of Handout 4.3.

	

	7. After a couple of minutes, ask participants to form pairs and to share their signs of stress with each other. Ask them to discuss how these signs of stress affect them at work and at home.

	


	Large-group discussion [15 min]

8. Facilitate discussion on impact of stress. Ask for examples of signs of stress that they discussed in pairs. Then ask:
Do these signs of stress sound healthy?

Does too much stress help you do good work?

Does too much stress help you at home?

[The answer should be a resounding NO to each question.]


	

	9. Explain that the focus will now shift to techniques for managing stress. It is important to recognize that stress is a part of life and cannot be eliminated—but it can and should be managed so that it is helpful and not harmful.

	

	10. Refer back to participants’ lists of positive, energizing activities (Handout 4.3). Ask if they give up things on their list when they get too busy. Affirm that this is very common, and ask:
Why might we do this? 

Explain that people often see things they enjoy as luxuries, and may think that eliminating them can reduce stress. But giving up things that are energizing may make people more tired and stressed. Keeping or adding those things back into one’s life can relieve stress and increase one’s energy. 


	

	11. Distribute and review Handout 4.6 and 4.7 to introduce other stress management techniques. 


	Handout 4.6: Ways to Manage Stress and 4.7 Stress Reduction.

	12.  Review Handout 4.8- encourage group discussion about burnout, ask if the class participants have ever felt burned out  and how did they cope?
	Handout 4.8 Symptoms of Burnout


	Pairs work [10 min]

13. Ask participants to return to their pairs and discuss ways they can better manage stress in their own lives. Ask them to help each other identify at least one strategy that they can use within the next week and write it down on Handout 4.3.

	

	Go-round [5 min]

14. Ask each participant to quickly answer:

What is one thing you have learned in this module that you would like to apply in your own life, whether to reduce stress or to practice time management?
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� Materials adapted from Providing Personal Care Services to Elders and People with Disabilities, PHI 2009, � HYPERLINK "http://phinational.org/training/resources/pcsc" �http://phinational.org/training/resources/pcsc� ; NC PHCAST management team made adjustments as needed.





� This curriculum is an open source document, licensed under the Creative Commons Attribution-Noncommercial-Share Alike 3.0 Unported License (� HYPERLINK "http://creativecommons.org/licenses/by-nc-sa/3.0/legalcode" \t "_blank" �http://creativecommons.org/licenses/by-nc-sa/3.0/legalcode�). Individuals and organizations are free to use and adapt this curriculum, in whole or in part, for noncommercial use, as long as there is full attribution to PHI (� HYPERLINK "http://phinational.org/" \t "_blank" �http://PHInational.org�) and other original authors. You may distribute the resulting work only under the same or similar license to this one. 
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