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About the Trainer's
Manual.......

Dear Professional Colleague,

The present trainer's manual you have in your 
hands is a product of detailed discussions and 
deliberations, the Core Group members had on how a 
life skills programme needs to be transacted among 
students and in order to achieve this how training 
programmes need to be planned and organised at 
different levels for teacher-educators and teachers.

This trainer's manual provides inputs in two 
parts. Part One deals with the conceptual issues of 
Life skills. Part Two deals with the issues about 
organisation of training programmes. This manual 
has been prepared keeping in mind the fact that it 
would be read by key resource persons (KRPs) or 
master trainers (MTs) , who in turn would be training 
secondary school teachers. In this context, the 
KRPs /MTs would require a manual which would not 
only provide needed inputs for organising Life Skills 
training programmes for teachers, but also a manual 
which would serve as a memoir aid at different 
points of time. Hence, an attempt has been made to 
provide a comprehensive set of guidelines for 
organising training programmes effectively.

It is hoped that this manual would satisfactorily 
serve the intended purpose. All suggestions to 
improve the quality of the manual would be welcome.

Core Group





(Part 1 Contents

1.0 INTRODUCTION 5

2.00 LIFE SKILLS: CONCEPT 6
AND COMPONENTS

2.01 Why life skills education? 6
2.02 Defining life skills 7
2.03 Components of life skills 8

and their operational definitions

3.00 DEVELOPING LIFE SKILLS 16
PROGRAMME



Part 1 Trainer's Manual

1.00 INTRODUCTION

It is important to train all students on different life skills, so 
that they should learn to integrate not only scholastic subjects 
but also different skills in order to become competent to face 
life. This is possible only if teachers provide suitable learning 
experiences. In order to educate teachers in this direction, it is 
desirable that teacher-educators get adequate insights and skills 
about developing different life skills among school students.

In this context, it is expected that the key resource persons 
who will be trained at RIE, Mysore will train other teachers 
teaching at secondary stage and they in turn are expected to 
develop life skills among school students.

Life skills are already being taught in many schools around 
the world. In our country, some initiatives have been taken in a 
few schools, while in other countries life skills programme has 
been introduced in a large number of schools and for different 
age groups. In some countries there has been more than one 
major initiative in the life skills education field, because of 
interest taken by different groups in those countries. E.g.: Non
governmental organizations, education authorities and religious 
groups.

The teaching of life skills appears in a wide variety of 
educational programmes with demonstrable effectiveness, 
including programmes for the prevention of substance abuse 
(Botvin, et. al. 1980, 1984; Pentz, 1983) and adolescent 
pregnancy (Zabin et al. 1986; Schinke, 1984), the promotion of 
intelligence (Gonzalez, 1990) and the prevention of bullying 
(Olweus, 1990). Educational programmes teaching these skills 
have also been developed for the prevention of AIDS 
(WHO/GPA, 1994; Scripture Union, undated), for peace 
education (Prutzman et al., 1988) and for the promotion of self- 
confidence and self-esteem (TACADE, 1990).

Teaching life skills as generic skills in relation to everyday life 
could form the foundation of life skills education for the 
promotion of mental well-being and healthy interaction and 
behaviour.

Life skills enable us to translate knowledge, attitudes and 
values into actual abilities - i.e. 'what to do and how to do it'. 
Life skills are abilities that enable us to behave in healthy ways, 
given the desire to do so and given the scope and opportunity to 
do so. However, they are not a panacea, because these abilities 
are not the only factors that affect behaviour.
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Effective acquisition and application of life skills can influence 
the way we feel about others and ourselves. They can equally 
influence the way we are perceived by others. Life skills 
contribute to our perceptions of self-efficacy, self-confidence 
and self-esteem. Life skills, therefore, play an important role in 
the promotion of mental wellbeing. The promotion of mental 
well-being contributes to our motivation to look after ourselves 
and others, the prevention of mental disorders, and the 
prevention of health and behaviour problems.

In short, the school is an appropriate place for the 
introduction of life skills education because of:

> access to children and adolescents on a large scale;
> economic efficiencies (uses existing infrastructure);
> the fact that experienced teachers are already in place;
> high credibility with parents and community members;
> possibilities for short and long term evaluation.

2.00 LIFE SKILLS: CONCEPT AND COMPONENTS

2.01 Why Life Skills Education?

World Health Organization has advocated the development of 
life skills in order to promote psychosocial competence. 
Psychosocial competence is a person's ability to deal effectively 
with the demands and challenges of everyday life. It is a 
person's ability to maintain a state of mental well being and to 
demonstrate this in adaptive and positive behaviour while 
interacting with others, in his/her culture and environment.

Psychosocial competence has an important role to play in the 
promotion of health in its broadest sense; in terms of physical, 
mental and social well being. Enhancement of psychosocial 
competence could make an important contribution to well-being 
of individuals, especially, where health problems are related to 
behaviour, and where the behaviour is related to an inability to 
deal effectively with stresses and pressures in life.

The most direct interventions for the promotion of 
psychosocial competence are those, which enhance the person's 
coping resources and personal and social competencies. In 
school-based programmes for children and adolescents, the 
teaching of life skills in a supportive learning environment can 
do this. (WHO 1994)
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2.02 Defining Life Skills

Life skills are abilities for adaptive and positive behaviour 
that enable us to deal effectively with the demands and 
challenges of everyday life.

Described in this way, skills that can be labelled as life skills 
are not only innumerable, but also their nature and definitions 
are likely to differ across cultures and settings. However, 
analysis of the life skills field suggests that there is a core set of 
skills that are at the heart of skill-based initiatives for the 
promotion of the health and well being of children and 
adolescents. These, along with their importance are listed 
below.

> Decision Making: helps us to deal constructively with 
decisions about our lives. This can have consequences for 
different dimensions of our lives.

> Problem Solving: enables us to deal and manage 
constructively with problems in our lives. Significant 
problems that are left unresolved can cause mental stress 
and give rise to accompanying physical strains.

> Creative Thinking: contributes to both decision making 
and problem solving by enabling us to explore the available 
alternatives and various consequences of our actions or 
non-action. It helps us to look beyond our direct 
experiences. Even if no problem is to be solved, or no 
decision is to be made, creative thinking can help us to 
respond adaptively and with flexibility to the situations of 
our daily lives.

> Critical Thinking: is an ability to analyse information and 
experiences in an objective manner. Critical thinking can 
contribute to our quality of life. This is becoming an 
important concerpdn all sectors.

> Effective Communication: means that we are able to 
express ourselves, both verbally and non-verbally, in ways 
that are appropriate to our cultures and situations. This 
means, not only being able to express opinions and 
desires, but also needs and fears. It may also mean being 
able to ask for advice and help in time of need.

> Interpersonal Relationship: help us to relate in positive 
ways with the people we interact with. This will enable us 
to make and sustain friendly relationships, which can be of
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great importance to our mental and social well being. It 
also enables us in keeping good relations with family 
members, who are an important source of social support. It 
may also mean being able to end relationships amicably.

> Self-Awareness: includes our recognition of ourselves, of 
our character, of our strengths and weaknesses, desires 
and dislikes. Developing self-awareness can help us to 
recognise when we are stressed or under pressure. It is 
also often a prerequisite for effective communication and 
building interpersonal relations, as well as for developing 
empathy.

> Empathy: is the ability to imagine what life is like for 
another person, even in a situation that we may not be 
familiar with. Being empathetic can help us to understand 
and accept others who may be very different from 
ourselves, which can improve social interactions

> Coping With Emotions: involves recognising emotions in 
ourselves and others, being aware of how emotions 
influence behaviour, and being able to respond to emotions 
appropriately. Intense emotions, like anger or sorrow can 
have negative effects on our health if we do not react 
appropriately.

> Coping With Stress: is about recognizing the sources of 
stress in our lives, recognizing how this affects us, and 
acting in ways that help to control our levels of stress. 
(WHO, 1994)

2.03 Components Of Life Skills And Their Operational 
Definitions

Decision Making
1. Emotional Stability: is the ability to manage emotions 

and remain calm in any decision-making situation.

2. Objectivity: is the ability to describe decision-making 
situations /problems exactly as they are without being 
influenced by one's own or others' feelings, opinions and 
beliefs.

3. Self-knowledge: is the ability to make a realistic analysis 
of what one is capable of doing and what one is not capable 
of doing before making a decision.

4. Knowledge of the situation: is the ability to describe the 
context of the decision-making situation as well as its 
elements and their inter-relationshiDS.
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5. Analytical Ability: is the ability to identify elements of the 
given decision-making situation by analysing it.

6. Divergent Thinking Ability: is the ability to think of 
diverse courses of action in any decision-making situation.

7. Synthetic Ability: is the ability to synthesise different 
available possible courses of action and to generate one's 
own course of action in decision-making situations.

8. Anticipation Of Consequences: is the ability to predict 
the possible consequences of choosing a possible course of 
action.

9. Logical Thinking: is the ability to think systematically and 
sequentially using valid principles of logic.

10. Rationality: is the ability to take decisions or arrive at a 
conclusion on the basis of valid reasons or logic and NOT 
impulsively or by trial and error or on the basis of one's 
own feelings, opinions and beliefs.

11. General Intelligence: is the general mental ability to 
understand, think, learn and apply relevant procedures in 
decision-making situations.

Problem Solving

1. Self Knowledge: is the ability to understand and learn 
about one's own capacities, emotionalities, and actions in 
dealing with problems in various_situations of life.

2. Positive Attitude: is the ability of being hopeful and 
confident of approaching the problems in life.

3. Divergent Thinking: is the ability to think in multiple 
ways, views and manage a problem from different 
perspectives.

4. Objectivity: is the ability to view one's own problem from 
a third person's perspective as they are.

5. Rationality: is the ability to solve problems based on 
reasons and logic than using crude methods or trial and 
error.

6. Logical Thinking: is the ability to understand and deal 
with the problem in a systematic and orderly fashion.
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7. Analytical Ability: is the ability to break down and 
understand various aspects / components of the problem.

8. Synthetic Ability: is the ability to put together and 
understand various aspects / components of the problem.

9. Anticipation Of The Consequences: is the ability to 
infer/foresee the after-effects of the problem and / or the 
possibilities of the success/failure of the strategies used in 
the management of the problem.

Creative Thinking Skill

1. Divergent Thinking: is the ability to think in different 
ways on one issue.

2. Innovativeness: is the ability to think in new ways of 
doing things, different from the routine ways, which is cost- 
effective if implemented, and worthy of emulation.

3. Novelty: is the ability to generate new ways of thinking 
which the individual /group had not used in the past.

4. Fluency: is the ability to generate fluently many ideas 
about a situation without any discontinuity of thoughts.

5. Flexibility: is the ability to shift perspectives while 
thinking and generate as many as ideas as possible.

6. Originality: is the ability to think very differently from the 
large majority of people on different social situations, 
disregard of their social approval.

7. Elaboration: is the ability to think in such a way where 
one is capable of expanding different issues to different 
proportions in a connected manner.

8. Unconventionality: is the ability to think very differently 
from the practiced conventional ways of thinking by the 
group on any issue of social life.

9. Independence: is the ability to think without being 
influenced by the views of others.

Critical Thinking

1. Analytic And Synthetic Abilities: are the abilities to 
analyse different components of a social and personal
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situation and put them together meaningfully in order to 
understand the situation better by weighing different pros 
and cons

2. Objectivity: is the ability to analyze social and personal 
situations based on pros and cons dispassionately by de
linking personal feelings and subjectivity.

3. Anticipation Of Consequences: is the ability to 
anticipate the consequences of any line of thinking in social 
and personal situations.

4. Intelligence: is the general ability to weigh the strengths 
and weaknesses of any situation in the process of its 
understanding.

5. Logical Thinking: is the ability to think and reason 
systematically on all social and personal situations of life 
based on objective principles. The two methods of 
reasoning include inductive and deductive modes.

Effective Communication

1. Analytic Ability: is the ability to analyse different 
components of a piece of information, in order to 
understand its content.

2. Synthetic Ability: is the ability to integrate different 
pieces of information available in different domains, 
thereby creating a meaningful picture of different sets of 
information into an organised whole.

3. Expressive Skills: refer to the ability to present one's 
thoughts/ideas/feelings as effectively as possible through 
the use of spoken or written language apart from/along 
with the use of gestures.

4. Non-verbal Skills: refer to the ability to express and 
understand thoughts/ideas/ feelings through body 
postures, facial expressions and actions without the use of 
language

5. Postures: refer to the general way of holding the body, 
especially back, shoulders and head when standing, 
walking or sitting which keep conveying some meaning.

6. Gestures: refer to the ability to use the movement of the 
body appropriately, especially hands and arms to enhance 
the intent of communication.
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7. Presentation: is the ability to express thoughts / ideas / 
feelings formally as suitable to the demands of different 
types of situations.

8. Assertiveness: is the ability to put across one's views 
persuasively with a strong sense of conviction.

9. Creativity: is the ability to use different alternative ways 
to reach out to people suitably and successfully.

10. Objectivity: is the ability to participate in a 
communicative situation without any preconceived notions 
about persons involved or the content of communication.

11. Sensitivity: is the ability to be sensitive to the feelings of 
others in social situations in order to communicate 
effectively.

12. Patient Listening: is the ability to receive auditory inputs 
with full respect in a sustained manner in any 
conversation, without interrupting others, until they are 
completed.

13. Imaginability: is the ability to foresee consequences of a 
communicative situation which enables one to modulate 
the communication suitably.

14. Reacting On The Spur Of The Moment: is the ability to 
react to any situation instantaneously, making sense.

Interpersonal Relationship

1. Empathy: is the ability to feel with others in social 
situations which can lead to the development of good 
interpersonal relationships.

2. Sympathy: is the ability to feel for others in social 
situations which can lead to the development of good 
interpersonal relationships.

3. Sensitivity: is the ability to be sensitive to the feelings, 
emotions and needs of others in social situations which can 
lead to the development of good interpersonal 
relationships.

4. Tolerance: is the ability to endure and respect feelings,
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views, attitudes etc, of others in interpersonal interactions 
irrespective of our agreement or disagreement on them.

5. Positive Attitude: is the ability to see the positive aspects 
in others and appreciate them in interpersonal 
relationships.

6. Accepting Others As They Are: is the ability to accept 
others with their strengths and weaknesses as it exists 
without showing any personal bias or prejudice about them 
in interpersonal relationships.

7. Receprocality: is the ability to demonstrate a healthy 
attitude of give and take in social situations with others 
while interacting.

8. Etiquette: is the ability to show behaviour that is 
appropriate to different social situations which can earn 
respect and facilitate good interpersonal relationships.

9. Healthy Distance: is the ability to take only that much of 
liberty as the relationship empowers and demands and not 
misuse the liberty between any two individuals in any social 
situation.

10. Lack Of Prejudices And Stereotypes; is the ability to 
interact with people without being governed by 
preconceived notions about individuals /groups in any 
social situation.

11. Effective Communication: is the ability to express the 
thoughts and feelings in non-threatening ways.

Self A wareness

1. Identify Strengths And Weaknesses: is the ability to 
identify one's own strengths as well as weaknesses without 
any personal bias or prejudices.

2. Objectivity: is the ability to understand one's own 
strengths, weaknesses, emotions and feelings against a set 
of criteria.

3. Introspectionability: is the ability to assess one's own 
behaviour for their appropriateness or inappropriateness 
/adequacy or inadequacy shown in different life situations.
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4. Accepting Self As It Is: is the ability to accept one's own 
seif as a whole, in terms of his/her strengths and 
weaknesses, which makes the person unique.

5. Openness: is the ability to welcome thoughts or opinions 
from others if they are useful, despite they being 
contradictory to one's own initial conviction or belief.

6. Reflectivity: is the ability to use processes of seeing, 
understanding, pausing and evaluating one's own self in 
relation to his strengths and weaknesses in order to 
improve one self.

Empathy

1. Sensitivity: is the ability to sense the feelings, needs, 
emotions and actions of other people in social situations.

2. Objectivity: is the ability to assess the requirement of 
assistance to others in need, in society, excluding ones own 
personal biases and prejudices towards the individual or 
the group.

3. Social Inclination: is the ability to develop and show the 
attitude that as a member of the society one has to do 
some thing for the welfare of the society and its members 
as and when situation arises.

4. Social Responsibility: is the ability to feel responsible for 
the society by way of understanding the feelings, needs, 
emotions and actions of people in a social situation and 
also contribute to the welfare of society and its members.

5. Social Obligation: is the ability to feel that it is one's duty 
to understand the feelings, needs, actions and emotions of 
people in society where one lives and extend help 
voluntarily in different situations without even being asked 
for.

Coping With Emotions

1. Empathy: Ability to feel with others in different emotional 
situations.
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2. Sympathy: Ability to feel for others in different emotional 
situations.

3. Objectivity: Ability to understand the emotions as they 
are and not based on personal biases.

4. Emotional Intelligence: Ability to identify one's own 
feelings, feelings of others, regulate one's emotions and 
handle situations involving different emotions.

5. Self Awareness: Ability to be aware of internal changes 
and different reactions given to different emotional 
situations in social and personal situations.

6. Analytic And Synthetic Ability: Analytic ability refers to 
evaluating the situation in terms of what has led to the 
emotional situation, and what would be the likely result. 
Synthetic ability refers to the ability to organise and use 
the appropriate emotions in response to the emotional 
situations.

7. Sense of Proportion: Ability of an individual to be aware 
of the intensity of his emotional reaction and be able to 
sense whether the same is required for the situation.

8. Emotional Shock Absorbers: Ability to withhold any 
emotional shock potential of disturbing the individual 
directly, by trying to be non emotional, rational and 
capable of understanding the sources and meaning of 
emotionally disturbing news.

9. Resilience: Ability to recover quickly from any emotionally 
disturbing situation and get back to mental cheerfulness.

Coping With Stress

1. Recognisability: is a group of abilities to identify or 
become aware of ones own feelings of stress, the course or 
origins of that experience of stress, an appraisal of the 
barriers or obstacles that seemingly impede resolution of 
the stress as well as setting of goals appropriate and 
adequate for bringing about a relative end to ongoing 
stressful experiences.

2. Planning ability; is a group of abilities to draw blueprints 
or schemes for enabling short term or long term future 
courses of action by including effective consideration 
towards the act, manner or practice of
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handling time constraints within the gamut of planning for 
coping or bringing about a relative end to ongoing stressful 
experiences.

3. Objectivity: is an ability to be in a state, quality or an 
attitude of being impersonal, external or uninvolved to a 
problem or situation being examined or under focus.

4. Empathy: is an ability to develop identification with or 
understanding of another person's situation, feelings and 
motives.

5. Resilience: is the ability to maintain mental cheerfulness 
by recovering quickly from change or misfortune.

6. Reality Orientation: is the ability to perceive or be aware 
of the objective world in relation to ones self across place, 
time or person.

7. Self-awareness: is the ability to develop realization of 
oneself as an individual entity or personality, including 
ones feelings, traits or behaviors covering both good and 
bad.

8. Relaxationability: is the ability to rejuvenate or refresh 
ones body and mind so as to bring it back to an optimal 
state of functioning.

9. Entertainability: is the ability to amuse, please or indulge 
in diversions that enables the individual to get back to 
optimal state of functioning.

10. Stability: is the ability of being constant, firm, steadfast 
and resistant to change.

3.00 DEVELOPING LIFE SKILLS PROGRAMME

It is indeed desirable to develop life skills programme 
exclusively for schoolchildren. School perhaps is the best place 
where it can be developed meaningfully.

There is a need for seriously contemplating on the issue of 
planning and showing a certain periods a week for life skills 
activities in our school time table in order to undertake activities 
in planned manner. For this, the teachers have to be trained 
and materials will have to be made available to them. This 
programme should continue at different levels of school
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education with intrinsic motivation of the entire school team. 
Once school teachers are clear and convinced about the 
importance of the life skills programme in all round development 
of personality of students, slowly, efforts need to be made to 
integrate different life skills in curricular areas.

The contribution of WHO (1994) is indeed laudable as it has 
advocated 10 life skills, after a great deal of deliberations, 
debates and discussions, which different countries are 
considering seriously.

Though WHO has identified 10 different skills, it is possible to 
pair complementary life skills to obtain 5 main life skills 'areas' 
as shown below. Teaching of skills in each of these areas 
provides a foundation in generic life skills for psychosocial 
competence.

Decision Creative Effective Self- Coping
making thinking Communication awareness with
& & & & Empathy emotions
Problem Critical Interpersonal &
solving thinking relationships Coping

with
stress

Designing and implementing a life skills programme is only a 
part of the process. It is equally important to secure long term 
support and resources for life skills education by engaging, from 
the very beginning, all the potential agencies capable of playing 
a significant role in the process of life skills programme 
development.

Implementing a life skills programme is likely to require 
the introduction of teaching methods that may be new to 
teachers. Therefore, the success of the programme will depend 
very much on the availability of in-service training, as well as 
efforts to include training in participatory learning methods as a 
part of pre-service teacher training programmes.

The introduction of life skills teaching will require inputs 
for teacher training and the development of teaching manuals, 
as well as for the ongoing support of teaching programme from 
the school and education authorities. Once they are in place, 
this investment is worthwhile because the potential gains of life 
skills teaching are so far-reaching. There are many benefits for 
the school as an institution from the life skills programme. For 
example, evaluative studies of life skills programmes suggest 
that the methods used can help to improve teacher and pupil 
relationships (Parsons, et al. 1988). There are indications that
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life skills lessons are associated with fewer reports of classroom 
behaviour problems. There are also research indications of 
improved academic performance as a result of teaching 
programmes that include the teaching of life skills (Weissberg, 
et al. 1989). Other positive effects include improved school 
attendance (Zabin, et al. 1986), less bullying, fewer referrals to 
specialist support services and better relationships between 
children and their parents.

A life skills programme will have to be proven worthy of the 
resources allocated to it. Process and outcome evaluation 
studies should be carried out and results shared with all the 
relevant decision makers that could affect the future of the 
programme. A programme that has a component of ongoing 
assessment of its use and impact offers scope for keeping in 
touch with changing priorities, and is more likely to be modified 
and maintained over time.

Well-designed, tested and delivered life skills 
programmes can achieve much in helping children and 
adolescents become more responsible, healthy and resilient 
both now and as adults.

In life skills education, children are actively involved in a 
dynamic teaching and learning process. The methods used to 
facilitate this active involvement include:

> brainstorming,
> working in small groups and pairs,
> role play,
> games and debates.

A life skills lesson may start with a teacher exploring with the 
students what their ideas are about a particular life situation in 
which a life skill can be used. Brainstorming is the most 
appropriate method to do this. The children may be asked to 
discuss the issues raised in more detail in small groups or with a 
partner. They may then engage in short role play scenarios, 
which is likely to sensitise them to various aspects of life skills. 
Actual practice of skills is a vital component of life skills 
education. Therefore, as many opportunities as possible to take 
part in activities that allow them to practice the skills in different 
situations must be provided.

As Key Resource Persons or Master Trainers, it will be our 
responsibility, not only to provide all the needed inputs to 
classroom teachers to design and implement a viable, 
sustainable life skills education programme in their schools but 
also to motivate them to do so.
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1.00 GOALS AND OBJECTIVES OF THE TRAINING 
PROGRAMME

The KRPs / MTs who organise Life skill Education training 
programme for secondary school teachers should have a clear 
understanding of the goals and objectives of the training.

1.01 Goals Of The Training Programme

1. To sensitise Secondary-School Teachers to the need for 
developing Life Skills Education for the students at 
Secondary Level.

2. To provide the knowledge base for enabling the Secondary- 
School Teachers to design and implement a Life Skills 
Education Programme in their schools.

3. To develop in Secondary-School Teachers the competencies 
needed to design and implement a Life Skills Education 
Programme in their schools.

1.02 Training Objectives

To enable the Teachers to,

1. Explain the meaning and nature of Life Skills.
2. Identify the inter-relatedness of Life Skills.
3. Justify the need for and importance of providing Life Skills 

Education at Secondary School level.
4. Describe the meaning and essential nature of each one of 

the Life Skills in terms of its components.
5. Describe the basic elements of processes involved in each 

of the Life Skills.
6. Use appropriate situation-specific strategies for imparting 

various life skills.
7. Evaluate the effectiveness of the life skills Development 

programme.

2.00 TRAINING SCHEDULES

There can be two different schedules for training secondary 
school teachers on life skills. One could be three-day schedule, 
and the other could be a six-day schedule. These two schedules 
are proposed keeping in view the availability of time on the part 
of the participants. Ideally, a six-day programme is desirable.
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2.01 Six-Day Training Programme

This is the ideal schedule for life skills training programme. It 
permits the organisers to transact effectively 10 different skills 
with adequate space for relevant activities.

In a six day programme, assuming that it would commence 
at 9 am and end at 5.00 pm with a break up of 1 hour between 
1 pm to 2 pm for lunch, one can transact for 7 hours a day. It 
means that 7 hours of 6 days provide us with 42 hours of the 
training period.

SI.No Activity
No.of 
hours

1 Total Available Hours 42
2 Transaction of 10 skills @ 3 hours per skill 30
3 Registration of participants, and inauguration 01
4 Recapitulation of previous day's activity* 06
5 Introduction of participants and Ice Breaking 01
6 Introduction to training Programme 01
7 General introduction to life skills 01

8 Feedback and Group Discussion on the total 
programme 01

9 Valedictory 01
TOTAL 42

* Every day there is a need to reserve one hour to recapitulate 
what happened in the previous day i.e., what went right and 
what went wrong. For this it would be appropriate that one 
among the participants is made the chairperson of the session. 
This person will have the responsibility of preparing a write up 
of the proceedings of the previous day, evaluate the usefulness 
of the session and present it to the group. While, so doing, 
he/she has to incorporate the views of the participants and 
finalise the write up. This practice not only establishes a 
transparent environment, but also enables organisers to get a 
feedback about the previous session. This could possibly help 
them in making mid- term corrections wherever needed. From 
this viewpoint, these sessions for reflection become useful. In a 
six-day training programme, 6 hours a day get consumed for 
this activity.

The above model is comprehensive, as it attempts to take 
care of most of the important components of a training 
programme. In order to make this 6-day training programme a 
success, the organisers may keep in mind the following.
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(A) Maintain punctuality in commencing and ending the 
programme at all costs.

(B) Select competent Resource Persons who can discuss a skill 
without any diffidence.

(C) Organise the training programme in tune with the finalised 
schedule.

(D) Out of the three hours available, use the first hour to build 
the theoretical understanding of the skill and the possible 
techniques that could be used in developing them. Use the 
remaining two hours on activities, i.e., conduct 
brainstorming sessions and role plays as much as possible 
to provide a first hand experience as to how it could be 
done.

(E) Navigate the programme professionally.
(F) Maintain all seriousness in the training programme.

A detailed schedule is given in the next page which may be 
used as it is or with suitable modifications to suit the local 
conditions without compromising on the total time available to 
the training programme

2.02 Three-Day Training Programme

In case, the training can not be held for 6 days, the other 
alternative is to go in for a three-day training programme. In a 
three-day programme, begin the programme at 9 am and end it 
at 5 pm with one-hour interval between 1 pm to 2 pm for lunch. 
Instead of transacting one life skill at a time, a pair of 
complementary skills will be transacted at a time

SI. No Activity No of Hours
1 Total Available Hours 21
2 10 skills of 5 pairs @ 3 hours per pair 15
3 Registration and inauguration 01
4 Reflection of the previous day 03
5 Feedback and Group Discussion 01
6 Valedictory 01

TOTAL TIME 21

WHO in its document has also attempted to pair life skills, as 
complementary skills. These are as follows.

(1) Decision making & Problem solving (Solving skills)
(2) Creative Thinking and Critical Thinking (Thinking skills)
(3) Effective Communication and Interpersonal Relationships 

(Skill of Establishing relations)
(4) Self awareness and Empathy (Skill of Understanding self 

and others)
(5) Coping with emotions & Coping with stress (Coping skill)
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Life Skills Training Programme Schedule (Single Skill Strategy)

9am-10am lOam-llam 11am-
12noon

12noon-
1pm

1-
2
pm

2pm-3pm 3pm-4pm 4pm-5pm

1 Registration
&
Inauguration

Introduction
By
participants

Introduction
to
programme

Introduction
To
Life skills

X

<j
z
D
_l

Decision Making

2 Reflections
on
previous
day's
proceedings

Problem Solving Creative Thinking

3 Reflections
on
previous
day's
proceedings

Critical Thinking Effective Communication

4 Reflections
on
previous
day's
proceedings

Interpersonal Relationship Self Awareness

5 Reflections
on
previous
day's
proceedings

Empathy Coping With Emotions

6 Reflections
on
previous
day's
proceedings

Coping With Stress

Reflections
On
Previous
session

Feed
back & 
Group 
discussion

Valedictory

Life skills Training Programme Schedule (Paired Skill Strategy)

Day 9 am to 
10am

10am to 
11am

11 am to 
12noon

12 noon 
to 1pm

IP
m
to
2p
m

2 pm to
3 pm

3 pm to 4 
pm

4 pm to
5 pm

1 Registration
and

Inauguration

Pl. Decision Making & Problem
solving

P2. Creative Thinking & Critical 
Thinking

2 Reflection of 
the Previous 

Day

P3. Effective Communication & 
Inter -personal Relationship

L
U
N

P4. Self Awareness & Empathy

3 Reflection of 
the Previous 

Day

P5. Coping with Emotions & 
Coping with Stress

C
H

Reflectio 
n of the 
previous 
session

Feed back 
and Group 
Discussion

Valedicto
ry
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From the paired skills, one can logically arrive at the 
commonalities of skills as indicated in parenthesis as Skill of 
Solving, skill of thinking, Skill of establishing relation, Skill of 
understanding self and others, and skill of coping different 
situations.

In order to make this training programme a success, the 
organizers have to keep the following in mind.

(a) Since, it is going to be a programme only for three days, 
keep the activity tight and complete every day's activity as 
per schedule with out any spill over.

(b) Since, two complementary skills are going to be handled in 
one session, orient the Resource Persons accordingly. 
Provide relevant literature and material of both the skills so 
that adequate preparation could be made by the RP.

(c) Provide training material relevant to all 10-life skills to 
teachers/ participants, as they have to train children in 
each of the skills individually for a long period of time.

Over and above this, follow other tips as given for 6 day 
training programme.

A detailed schedule is given in the previous page which may 
be used as it is or with suitable modifications to suit the local 
conditions without compromising on the total time available to 
the training programme.

3.00 PLANNING FOR ORGANISING TRAINING 
PROGRAMMES

When it comes to planning the training programmes, (of 
course after it is finalised as to whether it is going to be a 6 day 
programme or a 3 day programme, and accordingly selecting a 
training schedule), it becomes crucial to plan for different 
aspects of the training programme. This includes the following:

Participants, Materials, Resource Persons, 
Gadgets, Venue 

3.01 Participants

1. Invite around 30 participants, i.e. teachers of secondary 
schools.

2. Obtain the confirmation of participation of the teachers and 
arrange boarding and lodging facilities as per requirement.

25



Trainer's Manual Part 2

3.02 Materials

1. Develop training modules for each skill separately in a 
' language, which is understood by all participants.

2. Let the introduction part of the material be brief and clear 
while the interventions are as many as possible.

3. Keep ready the assorted booklets covering each life skill in 
advance.

4. Distribute the material in that very session related to that 
skill only at the end of the session.

5. Do not give all the 10 booklets together. In case of three- 
day session, provide two booklets of the skills paired.

3.03 Resource Persons

1. Select RPs at your level in such a way that they are capable 
of handling one skill or two skills (in case of paired skill 
strategy) effectively and professionally.

2. Selected RPs must be capable of providing interactions in a 
balanced manner.

3. Have meetings of RPs before starting the training 
programme to orient them and iron out differences 
between them on theoretical issues and interventions.

4. Provide a copy of the modules appropriate for different RPs 
well before the training programme.

5. Prepare the training schedule in advance and make it 
available to your RPs.

6. Remind the RPs about the training dates and remind them 
a day before so as to ensure a smooth sailing of your 
programme.

7. Ask RPs their requirements of gadgets for their 
presentation and transaction and procure them in advance.

8. RPs need to be oriented about spending substantial part of 
their session- time on interactions and activities and a 
smaller part on the theoretical aspect.

9. It would be ideal if you can get all RPs to be present on all 
the days and collectively organize interactions. At the end 
of every day spend 10-15 minutes in reflecting on what 
went right and what went wrong. This will improve 
professional understanding and relationships. This will also 
enable you to become a much stronger team.

10. Request RPs to structure their presentations keeping in 
view the availability of time, based on the provided 
material.
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3.04 Gadgets (Or Equipments)

1. From among the available gadgets in your proposed venue, 
ascertain from the RPs what they may need in advance, list 
them, procure them and make them available for every 
session accordingly.

2. Non-availability of gadgets must not cripple the spirit of the 
training programme. Plan for alternative mode.

3. Orient RPs in such a way that even in the event of non
availability of the required gadgets they are able to handle 
the sessions effectively.

4. Ensure that the required gadgets are in working condition 
and the person to handle them is also available.

3.05 Venue Of The Training And Accommodation

1. Identify a suitable place to accommodate participants.
2. Select a venue, which has all the basic infrastructure 

facilities i.e. power, water, space and also the availability of 
gadgets.

3. Ensure that the venue you are proposing is available during 
your required dates.

4.00 DURING THE TRAINING PROGRAMME________

1. Strictly follow the schedule and maintain timing without 
compromise.

2. Maintain the attendance of all the participants.
3. Identify the participants to serve as a rapporteur who 

would also make a presentation of the proceedings of each 
day's activity on the next morning.

4. Distribute materials related to the session after the end of 
each session.

5. Distribute and collect the feedback responses from the 
participants at the end of each day.

6. Analyse and present the feedback in the beginning of the 
session of the next day.

7. As a coordinator, one should be ready to take up sessions 
in case any RP fails to turn up for some unavoidable 
reasons.

5.00 TRAINING MATERIAL: PREPARATION AND 
SUPPLY

Keeping in view whether it is going to be a six day or three 
day programme, organisers of the training programme should 
ensure that literature to be given to the participants are 
prepared well in advance. Also, steps are to be taken to procure 
the needed Stationery items. S
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5.01 Six-Day Training Programme

In this situation, since only one skill is going to be transacted 
in every session, apart from 10 modules, one introductory 
module and one trainer's manual will have to be prepared. The 
Key Resource Persons who will get trained could use the same 
material got at RIE, Mysore and translate the same and pass it 
on to them. Make sure that at the end of each session, they will 
get a copy of the module. They are expected to read it in the 
night to reinforce their understanding. In case any participant 
comes with any doubt, the coordinator has to clarify that.

5.02 Three-Day Training Programme

In this situation, since two skills are going to be transacted 
in every session, apart from 5 modules one introductory module 
and one trainer's manual will have to be prepared. The Key 
Resource Persons who will get trained could use the same 
material got at RIE, Mysore and translate the same and pass it 
on to them. Make sure that at the end of each session, they will 
get a copy of the module. They are expected to read it in the 
night to reinforce their understanding. In case any participant 
comes with any doubt, the coordinator has to clarify that.

6.00 EVALUATION OF THE TRAINING PROGRAMME

It is necessary that any activity after its completion needs to 
be evaluated, in order to know its effectiveness. The type of 
evaluation depends upon the purpose of the programme.

One of the most widely accepted modes is to get a feedback 
from the participants, who are after all the beneficiaries of the 
programme. The feedback taking activity could be done 
everyday towards the end of the day, Along with this or apart 
from this; a summative feedback can also be obtained. The 
feedback can focus on the following issues on each of the skills 
as well as on the programme as a whole.

a) Usefulness of the material
b) Effectiveness of the transaction of the session
c) The effectiveness of the organization of the training 

programme.

Participants can be requested to rate all these factors. 
Therefore, rating scales could be conveniently used. Rating 
scales suggested below could be used for this purpose. 
Feedback about each session may be obtained using rating 
scales given in 6.01 and 6.02. Overall feedback may be
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obtained using rating scales given in 6.01 and 6.02. Overall 
feedback may be obtained at the end of the training programme 
using 6.03 and 6.04.

6.01 Usefulness Of The Material Developed

For every session, a module is prepared. All the participants 
could be asked to rate the usefulness of the material on every 
skill in the following format.

SI.
No Skill

Very
Well
written

Well
Written

Just
OK

Not
Well
Written

Badly
Written

1 Decision Making
2 Problem-solving
3 Creative thinking
4 Critical Thinking
5 Effective

Communication
6 Interpersonal

relationships
7 Self-Awareness
8 Empathy
9 Coping with 

emotions
10 Coping with stress

6.02 Effectiveness Of The Transaction Of The Session

In every session a module is transacted. All the participants 
could be asked to rate the effectiveness of the transaction of 
every skill as follows. Effectiveness could be rated in terms of 
content clarity and ability to transact the same.

SI.
No

Skill Transaction
Very
Effective

Effective Just
OK

Not
Effective

Bad

1 Decision Making
2 Problem-solving
3 Creative thinking
4 Critical Thinking
5 Effective

Communication
6 Interpersonal

relationships
7 Self-Awareness
8 Empathy
9 Coping with 

emotions
10 Coping with 

stress
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6.03 Effectiveness Of The Organisation Of The 
Training Programme

SI.
No

Programme Excellent Very
good

Just
OK

Not
Good

Extremely
bad

1 Appropriateness 
of the material

2 Timeliness of the 
material supply

3 Punctuality of 
the sessions/RPs

4 Facilities and 
support service 
during the 
training

6.04 Overall Comments And Suggestions For The 
Improvement Of The Training Programme

7.00_JFOLLOW UP____________________________

Perhaps the most important aspect of any training 
programme is its follow up, which many a times is not done. 
After training is provided to teachers, the trainers need to visit 
the schools and see as to how the training has been utilized by 
the trainees. In case, teachers require any support on the spot, 
one should be able to give. This is the purpose and essence of a 
follow up.

A follow up done objectively has a reflective function too. 
In other words, the problems faced by the trained teachers do 
suggest that there was some problem in the training 
programme and hence, the participants have gone back with 
some confusions and doubts. This must also inform a trainer 
that he/she needs to bring in betterment in his/her training 
programme. Therefore, this will not only help an end user, it 
also helps a trainer. This needs to be taken as a serious activity.
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