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FAMILY

HOME

PROGRAM

Social Skills
Cu rriculum

» Basic Skills Group

Skill 1
Skill 2
Skill 3
Skiil 4

Skill 5

Skill 6

Skill7

Skill 8

P Intermediate Skills Group

Skill 9

Following Instructions
Accepting “No” for an Answer
Talking with Others
Introducing Yourself

Accepting Criticism or a
Consequence

Disagreeing Appropriately
Showing Respect

Showing Sensitivity to Others

Accepting Apologies From Others

Skill 10

Skl 11
Skill 12
Skill 13
Skill 14
Skill 15
Skill 16
Skill 17
Skill 18
Skitl 19
Skill 20

Skill 21

Accepting Compliments
Accepting Consequences
Accepting Decisions of Authority
Greeting Others

Anger Control Strategies
Answering the Telephone
Appropriate Appearance
Appropriate Voice Tone
Appropriate Word Choice
Asking for Help

Asking Questions

Asking for Clarification
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SOCIAL SKILLS CURRICUL Uy

! Skill22  Being on Time (Pfomptness) Skill 43 Making a Request (Asking a
Favor)
j Skill23  Checking In (or Checking Back)
. Skill44  Making a Telephone Call
i Skill24  Completing Homework
: Skili 45 Offering Assistance or Help
F Skill25  Completing Tasks
i Skill 46  Participating in Activities
1 Skill26  Complying with Reasonable
" Requests Skill 47  Personal Hygiene
; Skill 27 = Contributing to Discussions Skill48  Positive Self-Statements
(Joining in a Conversation)
! Skill 49  Positive Statements about Others
| Skill 28 Conversation Skills — Initiating
Skill50  Refraining from Possessing
Skill29  Conversation Skills — Maintaining Contraband or Drugs
Skill 30 Conversation Skills — Closing Skill 51  Reporting Emergencies
Skill 31 Correcting Another Person {or Skill 52 Reporting Other Youths’ Behavior
| Giving Criticism) (or Peer Reporting)
| Skill 32 Following Rules Skill 53 Resisting Peer Pressure
Skill 33  Following Written Instructions " Skill54  Saying Good-bye to Guests
1 Skill 34 Getting Another Person’s Attention Skill55  Saying “No” Assertively
|
j Skill 35  Getting the Teacher’s Attention Skill 56 Seeking Positive Attention
}é Skill36  Giving Compliments Skill 57 Showing Appreciation
, Skill 37 Good Quality of Work Skill 58 Showing Interest
Skill 38 Ignoring Distractions by Others - Skill 59 Staying on Task
i Skill 39 Interrupting Appropriately Skill60  Structured Problem-Solving
: (SODAS)
, Skill 40  Introducing Others
| Skill 61  Table Etiquette
;; Skill 41  Listing to Others
Skill 62 Volunteering
Skilt42  Making an Apology
Skill 63~ Waiting Your Turn
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"'TEACHING SOCIAL SKILLS TO YOUTH

ckili 64  Willingness to Try New Tasks Skill83  Controlling Emotions
Skill 84  Controlling Sexually Abusive
s : ’ Advanced Skills G roup Impulses toward Others
, | Skill 65  Accepting Help or Assistance Skill 85 Controlling the Impulse to Lie
r Skill66 Accepting Defeat or Loss Skill86  Controlling the Impulse to Steal
] Skill 67 Accepting Winning Appropriately Skill 87  Cooperating with Others
Skill 68 Analyzing Social Situations Skill88  Coping with Anger and
Aggression from Others
O Skill 69  Analyzing Skills Needed for . , .
| Different Situations Sidll 89 Coping with Change
| Skill 70  Analyzing Tasks to Be Completed Skill 90 Coping with Conflict
Skill71  Appropriate Clothing Choice Skill 91 Coping ?Vith Sad Feelings (or
o Depression}
- kill 72 Being Prepared for Cl
. > cing Hiepared forflass Skill 92 Dealing with an Accusation
Skill73  Bo ing from Other. '
P FrOWIng fom ihers Skill 93 Dealing with Being Left Out
| Skill 74  Care of Others’ Property. ,
. ° perty Skill94  Dealing with Boredom
: Skill 75 Care of Own Belongings . i
, Skill 95 Dealing with Contradictory
} Skill76  Choosing Appropriate Friends Messages
Skill 77 Complying with School Dress Skill96  Dealing with Embarrassing
Code Situations
' Skill78  Compromising with Others Skill97  Dealing with Failure
% Skill79  Communicating Honestly Skill98  Dealing with Fear
:
! Skill80  Concentrating on a Subject or Skill99  Dealing with Frustration
Task ‘
Skill 100  Dealing with Group Pressure
Skill81  Contributing to Group Activiti
OrbUiNg toLeroup Activides Skill 101 Dealing with Rejection
Skill82  Controlling Eating Habits
OntroTing Bating Habt Skill 102 Decision-Making




Delaying Gratification

SOCIAL SKILLS GCGURRICULUM

Skill 103 Skill 123 Preventing Trouble with Others
Skill 104 Displaying Effort Skill 124 Problem-Solving a Disagreement
Skill 105 Expressing Appropriate Affection Skill 125 Relaxation Strategies
Skill 106 Expressing Feelings Appropriately Skill 126 Responding to Complaints
Skill 107 Expressing Optimism Skill 127 Responding to Others’ Feelings
Skill 108 Expressing Pricle in Skill 128 Responding to Others” Humor
Accomplishments
Skill 129 Responding to Teasing
Skill 109 Following Safety Rules
Skill 130 Responding to Written Requests
Skill 110  Following Through on Agreements
arld Cont['acts Skﬂl 131 SEIf"AdVOCﬂCY
Skill 111  Giving Instructions Skill 132 Self-Correcting Own Behavior
Skill 112  Giving Rationales Skill 133 Self-Reporting Own Behaviors
Skill 113 Interacting Appropriately with Skill 134 Self-Talk or Instruction
* Members of the Opposite Sex ) i _
. Skill 135 Setting Appropriate Boundaries
Skill 114 Keeping Property in Its Place _ _
Skill 136 Sharing Personal Experiences
Skill 115 Lending to Others _ )
Skill 137 Sharing Attention with Others
Skill 116 Making New Friends _
Skill 138 Spontaneous Problem-Solving
Skill 117 Making Restitution Lt _
(Compensating) Skill 139 Sportsmanship
Skill 118 Negotiating with Others Skill 140 Study Skilts
Skill 119 Meal-Planning Skill 141 Suggesting an Activity
Skill 120 Organizing Tasks and Activities Skill 142 Time Management
Skill 121 Persevering on Tasks and Skill 143 Use of Appropriate Humor
Projects Skill 144 Use of Appropriate Language
Skill 122 Preparing For a Stressful Skill 145 Working Independently
Conversation
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Skill 146
Skill 147
Skill 148

Skill 149

TEACHING SOCGCIAL

SKILLS TOC YOUTH

———S5kill 150 —Assertiveness

Skill 151
]l Skill 152

Skill 153

Skill 154
' Skill 155

Skill 156

Skill 157

 Skill 158

Skilf 159

» Complex Skills Group Skill 166 Job-Finding Strategies
Accepting Self Skill 167 Laughing at Oneself
Altering One’s Environment Skill 168 Maintaining Relationships
Appropriate Risk-Taking Skill 169 Making an Appropriate Complaint
Asking for Advice Skill 170  Moral and Spiritual Decision-
Making

Skill 171  Patience
Assessing Own Abilities

Skill 172 Planning Ahead
Being an Appropriate Role Model

Skill 173 Recognizing Moods of Others
Budgeting and Money _
Management Skill 174 Resigning from a Job or Project
Clarifying Values and Beliefs Skill 175 Rewarding Yourself
Conflict Resolution Skill 176 Seeking Professional Assistance
Consumerism Skill 177 Self-Monitoring and Reflection
Differentiating Friends from Skill 178 Stress Management
Acquaintances

Skill 179 Thought-Stopping
Displaying Appropriate Control

pyne Approp Skill 180 Tolerating Differences

Expressing Empathy and ) i
Understanding for Others Skill 181 Use of Lejsure Time
Expressing Grief Skill 182 Utilizing Community Resources
Formulating Strategies
Gathering Information .
Goal-Setting
Identifying Own Feelings

Interviewing for a Job
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Basic skills
for youth

Following instructions
1. Look at the person.
2. Say “Okay.”
3. Do what you've been asked right away.
4. Check back.

Accepting “No” for an answer
1. Look at the person.
2. Say “Okay.”
3. Stay calm.
4, If you disagree, ask later.
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Talking with others
1. Look at the person.
2. Use a pleasant voice.
3. Ask questions.
4. Don't intérrupt.

Introducing yourself

1. Look at the person. Smile,

2. Use a pleasant voice.

3. Say “Hi, my name is....”

4. Shake the person’s hand.

5. When you leave, say “It was nice to meet you.”

Accepting criticism or a consequence
1. Look at the person.
2. Say “Okay.”
3. Don’t argue.

Disagreeing appropriately
1. Look at the person.
2. Use a pleasant voice.
3. Say “l understand how you feel.”
4. Tell why you feel differently.
5. Give a reason.
6. Listen to the other person.
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Showing respect

1. Obey a request to stop a negative behavior.

2. Refrain from teasing, threatening, or making fun of
others.

3. Allow others to have their privacy.

4. Obtain permission before using another person’s
property. '
5. Do not damage or vandalize public property.

6. Refrain from conning or persuading others into
breaking rules. _

7. Avoid acting obnoxiously in public.
8. Dress appropriately when in public.

Showing sensitivity to others

1. Express interest and concern for others, especially
when they are having troubles.

2. Recognize that disabled people deserve the same
respect as anyone else.

3. Apologize or make amends for hurting someone’s
feelings or causing harm.

4. Recognize that people of different races, religions,
and backgrounds deserve to be treated the same
way as you would expect to be treated.
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P
lf:
Vs
L
I ®
|
[

Following instructions

M

~ Step 1. Look at the person.

Rationale:

Looking at the person shows that you are paying
attention.

- Helpful hints:

e | ook at the person as you would a friend.
: * Don't stare, make faces, or roll your eyes.

. * Look at the person throughout your conversation.
| Avoid being distracted.

i * Looking at the person will help you understand his or
? her mood.

Step 2. Say “Okay.”
Rationale;
Saying “Okay” lets the person know you understand.
Helpful hints:
* Answer right away.
¢ Use a pleasant voice.
e Speak clearly.

)

* Smile and nod your head (if it is appropriate to do s0).
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Step 3. Do what you've been asked right away.
Rationale:

i @ You are more likely to remember exactly what you're
supposed to do if you do it right away.

Helpful hints:
* Complete each step of the task.
» Stay on task. Don't let other things interfere.

* Do the best job you can.
* If you have problems, ask for help.

Step 4. Check back.r
Rationale:

Checking back lets the person know that you have
foliowed the instruction.

Helpful hints:

* Tell the person you have finished as soon as you are
done.

* Explain exactly what you did.

* Ask if the job was done correctly.
* Correct anything that needs to be done over.
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Accepting “No” for an answer

Step 1. Look at the person.

Rationale:

Looking at the person shows that you are paying
attention.

Helpful hints:
» Don’t stare or make faces.
* Don’t look away.

* If you are upset, control your emotions. Try to relax
B and stay calm.

* Listening carefully will help you understand what the
other person is saying.

Step 2. Say “Okay.”
Rationale:

Saying “Okay” lets the other person know that you
understand.

Helpful hints:
* Answer right away.
e Speak clearly. Don’t mumble.

* Don’t sound angry or start to argue. That might lead
to problems.

* Take a deep breath if you feel upset.




Step 3. Stay calm.
Rationale:

Staying caim allows you to hear exactly what the other
person is saying.

Helpfu! hints:

* If you react negatively, you may make the situation
worse. '

62

* People will think you are serious aboutimprovingif —
you stay calm.

» Staying calm shows that you have control of your
emotions.

* Accepting a “No” answer this time may improve the
chances of getting a “Yes” answer later on.

Step 4. If you disagree, ask later.
Rationale:

If you disagree right away, you will appear to be arguing.
Helpful hints:

» Take some time to plan how you are going to
approach the person who told you “No.”

"« Plan in advance what you are going to say.

» Accept the answer, even if it is still “No.”
= Be sure to thank the person for listening.




T

I skKI1LL 3

Talking with others

ﬂ%#StepJfﬁLooleatft—h&person.
R Rationale:
- -%é‘;}, Looking at the person shows that you are paying
e 7 S

attention and shows the person that you want to talk.
Helpful hints:

» |_ook at the person as you would a friend.

* Look at the person’s face; this will help you
understand that person’s mood.

Step 2. Use a pleasant voice.
" Rationale: '

People won't want to talk to someone who seems
unpleasant, angry, or threatening.

Helpful hints:

~ * Speak clearly.
e Use short sentences that are easily understood.
* Think before you speak.




Step 3. Ask questions.

Rationalg:

Asking questions includes the other person in the
Conversation.

Helpful hints:

* Avoid asking questions that can be answered with g
“Yes” or a “No.”

* Ask the person about his or her bpini,onsrlikesﬁa'nd
dislikes, and interests, |

* Listen intently.

* Be prepared to answer questions the person might
ask you.

Step 4. Don't interrupt.
Rationale:

lnterruptin_g shows you don’t care what the other person
is saying.
Helpful hints:

* Make sure the person is done speaking before you
respond. .

* Maintain eye contact.

* Maintain good POsture; don't distract the other person
by fidgeting.

G4




SKILL 4

Introducing yourself

Step 1. Look at the person.
Rationale:

Looking at the person is one way of showing that you
really want to meet him or her.

Helpful hints:

* Get the person’s attention appropriately.
e Don’t stare or make faces. '
e Look at the person as you would a friend.

* Looking at the person sets a friendly tone for the
beginning of your conversation.

Step 2. Use a pleasant voice.
Rationale;

You will make a good impression if you appear fo be:
friendly.

Helpful hints:

» Speak clearly.

» Talk loud enough to be heard, but not too loud.
* Use proper grammar and avoid slang words.

* Don'’t interrupt.
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Step 3. Offer a greeting. Say “Hi, my name is....”
Rationale:

Saying “Hi” shows you are friendly and makes the other
person feel welcome.

Helpful hints:
* Make sure the person hears you.
* Listen if the other person says anything in return.

» Smile if it is appropriate to do so.

Step 4. Shake the person’s hand.
Rationale: |
Shaking hands is a traditional way of greeting someone.
Helpful hints: |
* Use a firm grip, but don’t squeeze too hard.
“*» Three shakes is about right when shaking hands.
f * Say “It's nice to meet you” as you shake hands.

* Make sure your hand is clean before shaking hands
with 'someone. '

Step 5. When you leave, say “It was nice to
meet you.”

Rationale;

Saying something nice ends your conversation on a
friendly note.

Helpfui hints:

* Be sincere.

* Use the person’s name again when saying good-bye.
* Remember the person’s name should you meet again.
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SKiLL 5

- Accepting criticism or a consequence

Step 1. Look at the person.

Rationale:

Looking at the person shows that you are paying
attention,

Helpful hints:

* Don’t stare or make faces.

* Look at the person throughout the conversation. Don’t
look away.

* Listen carefully and try not to be distracted.

* Paying attention shows courtesy; looking away shows
disinterest.

Step 2. Say “Okay.”
Rationale:

Saying “Okay” shows that you understand what the
other person is saying.

Helpful hints:

* Nodding your head also shows that you understand.
* Don’t mumble.

* By nodding your head or saying “Okay” frequently
throughout a long conversation, you let the speaker
know that you are still listening carefully.

* Use a pleasant tone of voice. Don’t be sarcastic.

&7




Step 3. Don’t argue.

Rationale:

Accepting criticism without arguing shows that you are
mature,

Helpful hints:
* Stay caim.

* Try to learn from what the person is saying so you can
do a better job next time,

68

* Remember that the person who is giving you criticism
is only trying to help.

* If you disagree, wait until later to discuss the matter.




SKILL 6

Disagreeing appropriately

Step 1. Look at the person:
Rationale:

Looking at the person shows that you are paying
attention.

Helpful hints:
* Don't stare or make faces.

* Keep looking at the person throughout your
conversation.

» Be pleasant and smile.
e ook at the person as you would a friend.

-

Step 2. Use a pleasant voice.

Rationale:

The person is more likely to listen to you if you use a
pleasant voice.

Helpful hints:
* Speak Slowly and clearly. Don’t mumble.

‘ | » Use short sentences. They are easily understood.

| » Keep a comfortable distance between you and the
other person while you are talking.

e Smile. People are more comfortable talking with
someone who is friendiy. -




Step 3. Say “I understand how vou feel.”
Rationale:

Saying you understand gets the conversation off to a
positive start.

Helpful hints:

* Plan what you are going to say before you start to
speak.

* If you still feel uneasy about how you are-going-to

T0

start your conversation, practice.

* Start to discuss your concerns as part of a
conversation, not a confrontation.

* Be sincere.

Step 4. Tell why you feel differently.
Rationale:

Using vague words can lead to confusion and doesn't
get your point across.

Helpful hints:

* Use as much detailed ihformation as possible.
* Be prepared to back up what you say.

* if necessary, practice what you are going to say.
®» Always remember to think before you speak.




Step 5. Give a reason.
Rationale:

Your disagreement will carry more weight if you give a
valid reason.

Helpful hints:
* Be sure that your reasons make sense.
» Support your reasons with facts and details.

ofenre*ortwo#easonrarerusual ly enough.
* Remember to stay calm during the conversation.

Step 6. Listen to the other person.
Rationale: |

Listening shows you respect what the other person has
to say.

Helpful hints:

* Don’t look away or make faces while the other person
is talking.

* Don’t i'nterrupt.
» Stay calm.

» Don’t argue.
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Showing respect

tw Step 1. Obey [ a request to stop a negative

ofd" behavior.
Rationale:

% t When you obey a request to stop a negative behavior,
you show that you can follow instructions. Being able to
follow instructions is one form of showing respect.

Helpful hints:

* By stopping your negative behavior, you may avoid
getting into trouble,

* There will always be people who have authority over
you. You must do what they say.

ey Step 2. Refrain from feasing, threatening, or
? ] making fun of others.

Rationale:

By refraining from such behaviors, it shows you
understand that teasing, threatening, and making fun
can be hurtful to others.

Helpful hints:

* If you are always making fun of people or threatening
them, you won’t have many friends.

* People will think of you only as a tease, not as a nice
person.




Step 3. Allow others to have their privacy.

Rationale:
Sometimes people need or want to be alone. You show
respect by adhering to their wishes.

Helpfu] hints:

» Always knock before entering someone’s room or a
room with a closed door.

e Honor someone’s desire to be left alone.

Step 4. Obtain permission before using another
person’s property. '

Rationale:

You have certain possessions that are very important to
you. You don’t want people using them without
permission. When you ask permission to use others’
things, you show that same kind of respect.

Helpful hints:
= Always return items in the same condition as when
you borrowed them.

e If you damage a borrowed item, offer to repair or
replace it.

Step 5. Do not damage oF vandalize public
property.
Rationale.

Vandalism and damaging property are against the law.
Besides getting into trouble, you show disrespect for
your community and country when you vandalize public

property.
Helpful hints:

 Accidents do happen, but they always should be
reported.

» Offer to replace or repair'property you have damaged.

T




Step 6. Refrain from conning or persuading
others into breaking rules.

Rationale:

Peopie will think less of you if you are always trying to
take advantage of others or get them into trouble.

Helpful hints:
* If you use people, they won’t trust you.
* People don’t appreciate being manipulated.

Step 7. Avoid acting obnoxiously in public,
Rationale:

You make a good impression with people when you
show that you know how to behave and use proper
social skills in public.

Helpiul hints:

* Be on your best behavior in public. That means don’t
do such things as curse, swear, spit, or belch.

- * Be courteous to others and mind your manners.

Step 8. Dress appropriately when in public.
Rationale:

When in public, people are expected to lock their best.
When you live up to this expectation, you show that you
are mature and understand society’s rules.

Helpful hints;
* Being well-groomed and well-dressed makes a good
impression.

* Use good judgment when deciding what to wear,
Where you are going usually dictates what you wear.
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Showing sensitivity to others

Ay %Stepftﬁﬁ—xpressfinterest*andtoncern for others,
gLi]s especially when they are having
g troubles.

Rationale:

If you help others, they are more likely to help you.
Helpful hints: '

] * If you see someone in trouble, ask if you can help.

* Sometimes, just showing you care is enough to help a
person get through a difficult time.

Step 2. Recogniie that disabled peopie deserve
the same respect as anyone elise,

Rationale:

A disability does not make a person inferior. Helping
people with disabilities without ridiculing or patronizing
them shows that you believe all people are equal,
although some people need a little extra assistance.

Helpful hints:

* Be ready to help a disabled person when needed by
doing such things as holding open a door, carrying a
package, giving up your seat.

* Don’t stare at disabled people or make comments
about their special needs.




Step 3. Apologize or make amends for hurting
someone’s feelings or causing harm.

Rationale:

Saying you're sorry shows that you can take
résponsibility for your actions and can admit when
you've done something wrong.

Helpful hints:
* You can harm someone by what you fail to do, just as

78

easily as what you do. Some examples are breaking a
promise or not sticking up for someone who is being
picked on.

* If you hurt someone, apologize immediately and
sincerely.

Step 4. Recognize that people of different races,
religions, and backgrounds deserve to
be treated the same way as you would
expect to be treated.

Rationale: ’
Treating others equally shows that although people are

different, you believe that it shouldn’t matter in the way
you treat them.

Helpful hints:

* Don’t make jokes and rude comments about the color
of someocne’s skin or what he or she believes.

* Some people have different customs for doing things.
Some people have more money than others. No
matter, all people should be treated the same,
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Accepting apologies from others

Look at the person who is apologizing.

Listen to what he or she is saying.

Remain calm. Refrain from any sarcastic
statements.

Thank the person for the apology; say “Thanks
for saying ‘’m sorry’ or “That’s OK.”

T
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Accepting compliments

80

| Look at th&persomwhofiscompﬁmting vou.
7 ,
((Qﬁ .

- ‘Thank the person s

the incerely for the compliment.
Say “Thanks for no

ticing” or “§ appreciate that.”

Avoid looking away,

mumbling, or denying the
compliment.
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Accepting consequences

Look at the person.

Say “OK.”

Don’t argue.

If given instructions or suggestions on how to
correct the situation, follow them.

a1




INTERMED I AT e NUEETREEE

Accepting decisions of authority

Look at the person.

Remain calm and momtor vour feelings and
behavior.

Use a pleasant or neutral tone of voice.

Acknowledge the decision by saying “OK” or
“Yes, | understand.”

Possibly disagree at a later time.

Refrain from arguing, pouting, or becoming
angry.

82




INTERMEDIATE SKiLL 13

‘Gireeting others

&, Look atthe person.

Use a pleasant voice,.

Say “Hi” or “Hello.”
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Anger control strategies

if a person is talking to you, continue listening
and acknowledging what he or she is saying.

-Monitor your body’s feelings and how guickly
you are breathing.

Breathe slowly and deeply.

Give yourself instructions to continue breathing
deeply and relax your tense body areas.

If appropriate, calmly ask the other persom for a
few minutes to be by yourself.

While you are alone, continue to monitor your
feelings and instruct yourself to relax.




CINTERMEDIATE NG

Answering the telephone

g Pick up the phone promptly.

Use a calm, pleasant voice.

Answer the phone by saying “Hello” or “Helio,
this is the residence of...”

Listen carefully to the other person.

Find the person the caller wants %o speak wilh
or offer to take a message.
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Write the message down and ensure that the
right person receives it.

End your conversation by saying “Good-bye” or
“Thanks for calling,” and gently hanging up the

—phone. .




Use appmpriatefdaily—hygiene*skiiis.

Comb your hair.

Choose clean clothin

g that will match your day’s
activities.

Use a moderate amount of make-up, perfume, or
cologne.

Ask for advice if you are unsure what is proper.

Maintain your appearance throughout the day
(hair combed, shirt tucked in, etc.).




INTERMEDIATE SKILL 17

Appropriate voice tone

Look at the person you are talking to.

Listen to the level and quality of the voice tone
you are speaking with.

Lower your voice (if hecessary) so that it isn’t
too loud or harsh.

.  Speak slowly. Think about what you want to say.

Concentrate on making your voice sound calm,
neutral, or even pleasant and happy.

Avoid shouting, whining, or begging.
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'N‘TERME_DIATE-

Appropriate word choice

Decidefwhat—t—houghtyoufwant*to put into words
and then say them.

Look at the situation and the people around you.

Know the meanings of words you are ébout to
say.

Refrain from using words that will be offensive

to people around you or that they will not
understand.

Avoid using slang, profanity, or words that could
have a sexual meaning.




INTERMEDIATE BN SEEEEE

Asking for help

920

Look at the person.

Ask the person if he or she has time to help you
{now or later). :

Clearly describe the problem or what kind of
help you need.

Thank the person for helping you.




ynreERMED AT E IEE GNNEEN

Asking questions

Appropriately get the other person’s attention
without interrupting. Wait to be acknowledged.

Look at the person.

Use a pleasant tone of voice.

-

Phrase what you are asking as a question by
using words such as “Please,” “Would,” “What,”

or “May L....”

Listen to the person’s answenr.

Thank the person for his or her time.




INTERMED I IATE SKILL 21

Asking for clarification

Look at the person.

Ask if he or she has time to talk. Don’t interrupt,

Use a pleasant or neutral tone of voice,

Specifically state what you were confused

about. Begin with “J was wondering if...” or
“Could I ask about....”

Listen to the other person’s reply and
acknowledge the answer.

Thank the person for his or her time,




[u]

B  NTERMEDI AT E R GINTERENE-

Know exactly when you need to be where you
are going, and how long it will take you to get
there.

Leave with plenty of time to spare {(Usually about
5-10 minutes before you would have to leave).

Go directly there with no diversions.

When you arrive, check in with someone in
authority or whom you are meeting.

if you are late, apologize sincerely for not being
on time.




INTERMEDIATE R SEEEEE

Checking in (or Checking back)

Promptly return or complete the task.

Immediately find the appropriate person to
check with.

Check in by pleasantly saying “Mere [ am...” or
. “Pm back from....”

Truthfully answer any questions about your
. activities or where you have been.

End by saying “Is there anything else?”
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Completing homework

Find out at school what the day’s homework is
for each subject.

Remember to bring homé necessary books or
materials in order to complete your assignments.

Get started on homework promptly, or at the
designated time.

Complete all assignments accurately and neatly.

Carefully store completed homework until the
next school day.




INTERMEDI ATE BN GRS

Completing tasks

96

Listen carefully to instructions or directions for
tasks.

Assemble the necessary tools or maﬁerlais
needed for the task.

Begin working carefully and neatly.
Remain focused on the task until it is completed.

Examine the product of your work to malke sure it
is complete.

Check back with the person assigning the task.




ynrermEDTaTE KR NNNNER

' complying with reasonable
' requests

Look at the person making the request.

Use a pleasant or neutral tone of voice.

Acknowledge the request by saying “OK” or
“Sure.”

Promptly complete the activity requested.

if you are unable to de so, politely tell the
person that you cannot do as he or she

recquests.

o7




SKILL 27

COntributing to discussions
Joining in g conversation)

qukfatthefp'eople*who are talking.

Wait for a point when no one else is taiking.

Make a short, appropriate comment that relates
to the topic being discussed.

Choose words that

will not he offensive or
confusing to others

Give other people a chance to participate.




INTERMEDI ATE B GRS

Look at the person or people you are talking
with.

+
=\

Wait until no one else is talking about another
topic.

Use a calm, pleasant voice tone.

Ask a question of the other person or begin
talking about a new conversation topic.

Make sure new conversation tepics m‘@
about appropriate activities and will not be
offensive to other people.




INTERMED I AT E FESEREEY

Conversation skills —
Maintaining

o Jontinueflookingatfwhomeva‘ﬁs*speakmg.

Maintain a relaxed, but attentive, posture. Nod
your head to give ongoing acknowledgment.

Ask follow-up questions that pertain to whai the
other person just said and show attentiveness.

Avoid fidgeting, looking away, or yawning.

Domn’t interrupt the other person. If interruptions
occur, say “Excuse me” anﬁ let the other person

K = speak.

Tell your own stories that pertain to the current
topic, but be careful not to dominate the
conversation or exaggerate.
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conversation skills — Closing

Change iopicsmnlyfwhenfeven&y@n&app@am io

be done talking about a particular issue.

Change 10 a conversation topic that somehow
relates to the previous one, if possible.

Allow everyone present a chance to talk about
the current topic.

If it is time to depart or move to another area,
wait for a comforiable break in the
conversation.

Stand and say “Excuse me...” or “it was very
nice talking to you....”




 INTERMEDIATE

SKILL 21

Correcting another person

(or Giving criticism)

102

Lock at the person.

Remain calm and use a pleasant voice tone.

Begin with a positive statement, some praise, or
by saying “] understand....”

Be specific about the behaviors vyou are
criticizing.

Offer a rationale for why this is a problennm.

Listen to the other person’s expianation. Avoid
any sarcasm, name-calling, or “put-down”
statements.




B B  hrermebt AT E R EEEEEER

Following rules

~ Learn what rules apply to the current situatiocn.

Adjust your behavior so that you are following
those rules exactly.

Don’t “bend” rules, even just a little.

If you have questions, find the appropriate adult to
ask about the rules in question.




INTERMEDI AT E SN SN

Following written instructions

104

Read the written instructions for the task oné
time completely.

Do what each instfuction tells you to in the
exact order in which it is written.

Don’t change written instructions or skip any
without permission. ‘

If you have any questions, find the appropriate
adult to ask about the instructions in guestion.




34

Gietting another person’s
attention

C@&Gs . Wait until the other person is finished speaking
i ﬁ or is available to you.

Look at the other person.

Get that person’s atiention by saying “Excuse
€ naan’

Wait until he or she acknowledges you. Proceed
with what you wanted to say.




|NfERM_Eu:ATE SKILL 35

Gietting the teacher’s attention

l.ook at the teacher.

Raise your hand calmily.

Wait to be acknowledged by the teacher.

Ask questions or make requests in a calm voice.




i

3

4
i

Lock at the person you are complimenting.

Speak with a clear, enthusiastic voice.

Praise the person’s activily or project
specifically. Tell him or her exactily what you like
about it.

Use words such as “That’s great,” “Wonderful,”
or “That was awesome.”

Give the other person time to respond to your
compliment.




INTERMEDIATE

S KILL 37

Giood quality of work

Find out exact expectations or instructions for
tasks.

Assemble necessary tools or materials.

Carefully begin working. Focus attention on your
task.

Continue working until yvour task is compleied or
criteria are met.

Examine the resulis of your work to make sure it
was done correctly.

Correct any deficiencies, if necessary. Perhaps,
check back with the person who assigned your
task.




iNTERMEDI AT E JENEETTEIS

fgnoring distractions by others

. Try not to look at people who are being
distracting.

Stay focused on your work or task.

N

Do not respond to questions, teasing, or giggling.

If necessary, report this behavior to = a‘mm’hy
adull or authority figure.
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INTERMEDIATE FEAREEER

Interrupting appropriately

110

If you must interrupt a person’s conversation or
phone call, stand where yvou can be seen.

Wait for that person to acknowledge you or
signal for you to come back iater.

When it’s time for you to speal, begin with
“Excuse me for interrupting, but....”

Be specific and to the point with your reguest or
information.

Thank the person for his or her time.
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Position yourself near or between the people
you are introducing.

Use a clear, enthusiastic voice tone. _

Introduce two people by saying each person’s
first and last names. For exampie, say “Bill, ’d
like you to meet Jeff Thompson. Jeff, this is B;
Smith.”

Allow time for each person to shake hands,
greet each other, etc.

You also may provide more information albout
each person to the other (their jobs, schools,
where they are from, etc.).




INTERMEDIATE R SEEEEE

Listening to others

Look at the person who is talking.

Sit or stand quietly; avoid fidgeting, yawning, or
giggling.

Wait until the person is through before you
speak.

Show that you understand {(“OK,” “Thanks,” or s
see”).

112




Look at the person.

Use a serious, sincere voice tone, but domn’t
pout.

Begin by saying “1 wanted to apologize for...” or
“m sorry for....””

Do not make excuses or give rationalizations.

113
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Sincerely say you will try not ito repeat the Same
behavior in the future.

Thank the other person for listening.

\\

114

Offer to compensate or pay restitution. |



B SKiLL 402

Making a request
(Asking a favor)

Look at the person.

Use a clear, pleasant voice tone,

Make your request in the form of a question by
saying “Would you...” and “Please....”

o

i vour request is granted, remember to say
“Thank you,”

If your request is denied, remember t@' accept
“No” for an answer.




INTERMEDILATE

SKILL 44

Making a telephone cali

116

Accurately identify the number you need to call

Dial the number carefuily.

Ask 1o speak to the person you are calling by
saying “May |l please speak to....”

Use appropriate language over the phone: no
obscenities or sexually oriented words.

_ If the person you are calling is not there, ask the

person answering if he or she will take a
message.

Thank the person for his or her time.




4 5

%
A
,. }

- @4y Ask the other person if he or she needs heflp.

- .. m .
L0 ,g{,ﬂo .
L= .

=

Listen to what the persoh needs.

Offer to help in ways which you can.

Do what you agree to do for that persomn.




.IIN:TEF‘IMEDIA*'I"E SKILL 46

Participating in activities

Appropriately request to be a part of an activity,

Cooperate with others in the group, such as
allowing others to take their turns.

M

Use a pleasant voice when talking to others.

Remember to accept losing or winning
appropriately.
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ynteERmED A TE ENSEREPE,

Personal hygiene

Bathe or shower daily.:

Brush your teeth in the morning and at bedtime.
Brush or comb your hair.
Put on clean clothes daily.

Wash your hands before meals and after using
the bathroom.

Put dirty clothes in the hamper.




INTERMEPIATE IEERSEREERE:

Positive self-statements

Make positive statements about actual
accomplishments.

Don’t lie or exaggerate.

Begin Iiy saying in a p]easant tone of voice “Pm
proud of...” or “l think 1 did well at....”

Don’t brag or put down other peoplie’s efforts.




Try to notice or find oul-

positive things or events
about others.

Use a cleanr, enthusiastic tone of VOICe.

-

Praise a specific trait or ability of the other
person, or congratulate him or her
on a recent accomplishment.,

Don’t say anything that would imvalidate your
compliment, such as “Ji's about time....”




INTERMEDI AT E

SKILL 50

Refraining from possessing
contraband or drugs

122

Refuse to accept driugs or contraband from
strangers or peers.

Examine your own possessions and decide
whether they are appropriate to have (legally,
morally, rightfully yours).

Turn in drugs or contfaband to ihe appropriate
adull or authority figure.

Self-report your involvement. Peer repori, if
necessary.

Honestly answer any questions that are asked.




5 1

ST %[d&nti,fyexactlyfwhaﬂhefemgeney iSa

dgﬂ‘gz’qz’ '
L=~ .

=

Immediately find a res

ponsible aduli or Police
officer, or cali 911,

4

State specifically who and where you are.

Specifically describe the emergency situation,




|NT‘:—:"R'M,_|'=;-.'D|A-"T_E; SKILL 52

Reporting other youths’ behavior |
(or Peer reporting)

Find the appropriate adult or authmj'ity figure.

Look at the person.

Use a clear, concerned voice tone.

State specifically the inappropriate behavior yﬁu
are reporting.

Give a reason for the report that denotes
concern for your peer.

Truthfully answer any questions that are asked
of you.




| i nTeRmMEDIATE

SKILL 53

Look at the person.

Use a calm, assertive voice tone.

State clearly that you do not want o engage in
the inappropriate activity.

Suggest an alternative activity. Give a reason.

if the person persists, continue to say “No.”

Ask the peer to leave or remove yourself from
the situation.

A 25




SKILL 5 4

INTERMED I aTg

Saying good-bye to guests

5 Munandfaccompanyfguefstsrw&he door,

Look at the person.

Use a pleasant voice tone.

Extend your hand and shake hands firmly.

Say “Good-bye, thank you for visiting” or “Good-
bye » it was nice to meet you.”

Ask the guests to return in the future.




_Look at the person

NN

Use a clear, firm voice tone.

Say “No, | don’t want....”

Request that the person leave you alone.

Remain calm, but sSerious.

Possibly remove yourself from the situation.




‘.INT'EHME‘D'I,ATE- SKILL s6

Seeking positive attention

% Wait until ¢ adulLorﬁauthority*ﬁfgure nas time
X to attend to you.

Look at the person.

Wait for acknowledgment.
Appropriately ask for time to taik.
Discuss positive events or activities,

Do not seek attention by whining, pouting, or
begging.
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( NTERMEDI ATE ERSRUTEE;

.Showing appreciation

G Look at the person.

Use a pleasant, sincere voice tone.

Say “Thank you for...” and specifically describe
wh{at the person did that you appreciate.

Possibly give a reason it was so beneficial.

Offer future help or favors on your part.
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INTERMEDI A7 [UNSINEE.

Showing interest

Look at the Rerson who is talking.

Give quiet acknowledgments, such as
7 nodding your head or saying “Uh huh.”

* Acknowledge specifically by saying “That's
@ interesting....”
i 4

Ask follow-up questions for more information,

130




Look at your task or assignment.

Think about the steps needed to complete the
task.

Focus all of your attention on your task.

e

Only stop working on yvour task with perwiission
of the nearby adult who gave vou the fasi.

Ignore distractions and interruptions by othors.




INTERMEDIATE FR IR

Structured problem-solving
(SODAS)

Define the problem Situation.

132

Generate two or more Options.

Look at each option’s potential Disadvantages.

Look at each option’s potential Adwantages.'

Decide on the best Solution.




Sit quietly at the table with yvour hands in your

lap.

Place your napkin in your lap.

Offer food and beverages to guests first.

-

When requesting food, remember to say
“Please” and “Thank you.”

Engage in appropriate mealtime conversation
topics.




Avoid belching, taking large bites of food, or
grabbing your food with your fingers.

When finished eating, ask permission to be

exeused—andfoﬁertcrclearyour*gue’sts”*piatés.
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CpwrE R MED AT E SN

Vvolunteering

Look at the person.

Use a clear, enthusiastic veoice tone.

-

Ask to volunteer for a specific activity or task.

Thank the person and check back when the task
is completed. :




CAINTERME D ATE

ESKILL 63

Waiting your turn

(a@ Sit or stand quietly.

Keep your arms and legs stiil. No fidgeting.

. Avoid sighing, whining, or begging.

Engage in the activit

Yy when directed to do so by
an adult. '

Thank the person who gives you a turn,




G 4

identify a new task or activity youw've never done

‘bhefore.

Request permission from the appropriate
person. _

Think of all the steps needed for the new task.

Breathe deeply and iry your best.

Ask for help, advice, or feedback if the task is
difficult.




ADVvanNcCeED NSNS

Accepting help or assistance

Look at the person offering help.

Sincerely thank him or her for heliping.

-« If help is not needed, politely decline the
person’s assistance.

If help is needed, implement advice and agaatinm
thank the person.
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Accepting defeat or loss

¢4y Look at the person or members of the team who
RO wwon,
o @ g@}ﬁ‘:

Remain calm and positive.

Say “Good game” or “Congratulations.”

Reward yourself for trying your hardest,




Look at the person or members of the team who

Abvanceop [N
|

|

: lost.

|

140

Remain pleasant but not overly happy or
celebratory.

Congratuiate the other person or team for a
good game and for trying.

Do not brag or boasi about winning.




-. AabvanNceEs ERAINEE
! e PR i

Analyzing social situations

Look at the people you are getting ready to
1 encounter.

Look at the situation that is OCCUrTring.

Think about appropriate behaviors you have
learned in the past.

Choose the behaviors that seem the most

appropriate for the situation and people you are
dealing with.




ADVANGED ERSENEE

Analyzing skills needed for
different situations

Look at the immediate situation facing yous.

Define the situation by what is o_écurri'ng (i.e.
people giving you criticism, instructions,
introducing themselves, etc.).

@ _ Match the curriculum skill to the situation {i.e.
_ ‘gj.? following instructions, accepting criticism,
@ @ greeting skills, etc.).

Perform the steps to the appropriate skill.




| = &, Clarify what task or assignment has been given

o you.
WV
@

N

Begin listing every step that would need & be
done in order for the task to be completed.

identify which step would need to occur first,
second, third, etc.

Begin completing the steps in ordes.




ADV’ANC-E_D sKILL T1

Appropriate clothing choice

Think about what situations and activities you
will engage in that day.

Choose clothing that suits the scason.

Match colors and siyles.

Do not wear clothing that is too revealing or
associated with gang activities.

Care for your clothing throughout the day. 2o not
cut, tear, or write on clothing.
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S KILL T 2

Being prepared for class

ocoks, papers, homework, and

R Assemblie all b
T ‘&ﬁ writing implements.

e 0 &
[0

Be on time for class.

Présent homeworik and aésignmen% wihen
reguested by the teacher.

Writé down assignments and homework ko

complete.




AapvanceD EENENEEEE

Borrowing from others

Make an-appropriate request to borrow from
another person.

Accept “No” if the person declines.

If the person agrees, find out whemn the
possession being borrowed needs to be

returned.

Promptly return others’ property and care for
belongings when you have them.




aApvancED ERLEENEEN

Care of others’ property

Use*otherstmpeﬂyanﬂv—wf&h@h@ﬁa’f@@aﬁmssinn.

Make an appropriate request.

Use others’ property only as it is intended to be
used or according to instructions.

-

Take care of others’ property as if it was youl
OWMn.

if something gets broken, apologize and offer to
replace it.




e x tLL 75

Use your own property as it was intended to be
used or according 1o instructions.

Avoid needlessly tearing, writing on, or breaking
YyOur possessions.

When youwre done, return possessions to the
appropriate place.

If something gets broken, report it to an adult.




i S X 1 LL 786

Choosing appropriate friends

Think of the qualities and interests you would
. look for in a friend.

Look at potential friends’ strengths and
weaknesses.

ristics of potential friends

Match the characte
ts you would share.

with activities and interes

Avoid peers who are involved with drugs, gangs,

or breaking the law.
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s KILL 77

code

Know the clothing limits of your school.

Choose clothing that matches those limits.

Do not tear or write on your clothing at school.

Do not add or subtract ciothing without telling
the adults who are responsibie for you.
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iCOmpromising with others

k. Identify disagreements before they get out of

‘ Suggest alternative activities that approximate
both of what you and your peer desire.

: Listen to what your PReer suggests,

Remain calm and continue to compromise.




IR RSN s KILL 79

Communicating honestly

Look at the person.

Use a clear voice. Avoid stammering or
hesitating.

Respond to questions factually and completely.

Do not omit details or important facis.

Truthfully admit to responsibility for any
inappropriate behaviors you displayed.
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| Concentrating on a subject
or task

Promptly begin work on a task.

Focus your attention directly on the subject.

if your attention wanders, instruct yourself to
concentrate on the task.

ignore distractions or interruptions by others.

Remain on task until the work is completed.




SKiLL B1 ‘m

ADVANGCED"

Contributing to group activities

i -
" R

Appropriatelyrequesttojoininanactivity.

Ask what role you can play.

Do your job thoroughly and completely.

Cooperate with others by listening and
accepting feedback.

Praise others’ performance and share credit for
the ocutcome.
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SKILL 82

(% ~ Eat mainly at mealtimes and limit between-meal
shacks. '

Eat slowly, putting your knife and fork down
between bites.

Limit yourself o reasconable portions and few
second helpings.

Do not eat impulsively or when you are anxious
or frustrated.

Ask for help if eating habits get out of control.




SKILL 83

. ADVANGED

Controlling emotions

LeamfwhatﬁEtuation&eaus&yaw&wﬂas&control
or make you angry. .

Monitor the feelings you have in stressful
situations.

instruct yourself to breathe deeply and relax
when stressful feelings begin to arise.

Reword angry feelings so that they can be
expressed in a nonoffensive manner to others.

Praise yourself for controlling emotional
outbursts.
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Controlling sexually abusive
impulses toward others

Identify sexual feelings or fantasies about
others as they occur.

Instruct yourself to consider the conseguences
of acting on these impulses to you and the other
pPerson.

Prompt yourself to not act on sexually abusive
feelings. Remember what sexual abuse does to
young children.

Redirect your thoughts to other things or more
appropriate behaviors.

Ask for help with sexually abusive impulses.




I AN NEEN s xiLL 55

Identify untrue statements before you say them,

Stop talking and pause.

Answer all questions factually and make only
truthful statements.

Consider the long-term consequences of lying to
others.

Apologize for any untrue statements that were
previously made.
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ldentify and avoid situations in which you are

likely to steal.

Before you steal, stop your behaviors
immediately.

Instruct yourself to leave the area without
stealing.

Consider the long-term consequences of
stealing.

- Self-report any previous stealing.




Apvancer ELARERETEN

cooperating with others

160

Discuss mutual goals or tasks with others.

Know what you must do to help accomplish
those goals. :

Give and accept constructive criticism
- appropriately with peers.

Follow rules if playing a game and share
resources with others.

Praise peers’ efforts and cooperation.
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Coping with anger and
aggression from others

g Look at the person.

Remain calm and breathe deeply.

laughing or smirking.

Avoid critical or sarcastic coOMmmMments,

Listen to and acknowledge what the other
persomn is saying.

Use a neutral voice and facial expression; mo
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If the other person becomes aggressive or
abusive, remove yourself from the situation,

Report the incident to an adult.




abvanceDp FEETTTENN

Identify exactly what is changing.

. Ask questions for clarification.

Remain calm and relaxed.

Appropriately discuss feelings concerning the
change with a caring adult.

Avoid becoming unmotivated o deprossed,




ADVANCED

SKILL 920

Coping with conflict

Remain calm and relaxed.

Listen to what the conflicting parties are saying.

Think of helpful options.

if appropriate, offer 6ptions to those people who
are having a conflict.

if the situation becomes aggressive or
dangerous, remove yourself.
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Coping with sad feelings (or
depression)

Identify what situations tend to make you sad.

Acknowledge sad feelings when they arise.

Report your feelings te a caring aduit or peer.

Find altefnative activities that you enjoy and
engage in them. Get oulside for fresh air and
sunshine.




Avoid isolating yourseif or withdrawing from
friends and relatives.

Discuss sad feelings openily and frankiy.
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Look at the person with a neutral facial

expression.

Remain calm and monitor your feelings and
behavior

Listen compleiely to what the other Person is
saying.

Acknowledge what the person is Saying or that
a problem exists.




Ask if this is the appropriate time to respond.
Say “May | respond to what you are saying?”

If the person says “Yes,” then respond truthfully
and factually by either self-reporting, peey

reporting, or honestly denying the
accusation.

If the person says “No,” delay your appropriate
disagreement to a later time and continue to
listen and acknowledge.
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Accurately identify that you have I

en left out

or excluded.

Remain caim and monitor your own feclings and
behavior.

e

Either find another positive activity to engage in
or locate an adult to talk with,

Possibly discuss your feelings with those who
initially left you out. Remember to give and
accept criticism appropriately.




abpvancED FEREAEEEE

Dealing with boredom

o—fjdentify the feeling of being bored-

]

Look for alternative, appropriate activities.

~ Request permission to engage in other
activities.

Avoid delinquent or gang-related behavior.




SKILL 285

Dealing with contradictory
messages

Identify which messages or people appear 1o

radict themselves.

Ask each person for clarification.

Specifically explain whatl messages appeanr
contradictory.

Remember to continue following instructions
and delay disagreements.




ABVvVYANGCED SKILL 96

- Dealing with embarrassing
situations

: s Think ahead to avoid as many embarrassments
? % as possible.

. When embarrassed, remain calm and monitor
your feelings and behavior.

Continue to breathe deeply and relax.

If possible, Iaugh at yourself and forget about
- the embarrassing situation.

Otherwise, remove yourself from the situation in
order to collect your thoughts and e relax.
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abpvancen ERSIEEEE

Dealing with failure

Accurately identify that you did not succeed in a

~ particular activity.

Remain calm and relaxed.

lnstruct vourself to control emotional behavior.

Find a caring aduit and discuss any negative
feelings or your disappointment.

Be willing to try again to be successful.




SKILL 98

ADVANGCEQD

Dealing with fear

1 “fyfwhatfisfmakingfyoufafraicﬁ.,

Decide whether you are in danger or just feeling
afraid or intimidated,

Remain calm and relaxed. Continue to breathe
deeply.

Discuss with a caring aduit what is causing your
fear.

Instruct yourself to eventually conquer your
fears.
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Identify frustrated feelings as they arise.

Learn the source of frustrated feelings.

RS

Sreathe deeply and relax when frustrations
arise.

Discuss frusirations with a caring adult or peer,

Find alternative activities that promote feelings
of success.
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Decaling with group pressure

L.oock at the group.
Remain calm, but serious.

Assertively say “No” to inappropriate group
aclivities.

Perhaps suggest an alternative activity.

Remove yourself if pressure continues.
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Examine behaviors that may have led to being

rejected.

Remain calm and relaxed.

Use a neutral tone of voice with the other
Persom.

Possibly disagree appropriately or give
appropriate criticism.

if rejection continues, remove yourself and
engage in alternative activities.




AopvanNceb ERUENSREE

Decision-making

Accurately identify what decision
make.

Examine what your choices currently appear to
be.

Generate other choices, if possible.

Look at the potential consequences (positive
and negative) of each choice.

Pick the first- and second- best cheices based
on the potential outcomes.




Delaying gratification

identify what you want or desire to clicy.

Instruct yourself to stop behaviors that aFe
inappropriate to the situation.

f

-

Remain calm and relaxed.,

Find alternative activities to substitute.




ADvanN©CED EROERTEENRE

, Displaying effort

|

’f

Remain on task and work diligenily.

}

1 Do your best to accomplish tasks to criteria.
B

} //E Inform others of your efforts, if appropriate.

| o

3 ii@%
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Identify the other person.

Decide on the appropriate boundary or level of
closeness between vou and the other Person.

Choose the appropriate behaviors to matcih that
level of closeness and the; situation.

Assess the other person’s comfort with the
situation and your affectionate behaviors.

Refrain from overly physical displays of affection
in public or with people you have only recently
met.
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S ADVANCED.

EXxpressing feelings appropriately

Remain calm and relaxed.

Look at the person you are falking $6.

Describe the feelings you are currently having.

Avoid statements of blame and profanity.

Take responsibility for feelings you are having.

Thank the person for listening.




apvatncenr FRORREREY,

Expressing optimism

Look at the person.

Use an enthusiastic veice tone,

De§cribe potential positive outcomes.

Express hope and desire for positive cutcomes.

Thank the person for listening.




Apvancen JERGNEEEEERE

EXxpressing pride in
accomplishments

& Look at whom you are talking to.

Use an enthusiastic voice tone.

Describe aecomplishments and pride in them.

Be careful not to brag., boast, or puti down
others.




apvanciEp ERSEEEREY

Following safety rules

Learn the rules that apply to different situations.

Adjust behaviors according to directives in
rules.

’

Do not “bend” or test safety rules.

Report others who break safety rules, for their
own good.
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Following through on agreements
and contracts

Avoid making commitments you cannot keep.
¥
@

Know exactly what is involved in amny
agreements you make. :

Do exactly what you committed to do prompily
and completely.

If you cannot follow through, apologize and offer
to compensate.
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Look at the person you are instructing.

Begin with “Please....”

State specifically what yvou would like him or her
to do.

Offer rationales, if needed.

Thank the person for listening and for following
your instructions.
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Giving rationales

Look at the persomn.

Explain your point of view with rationales that
7 the other person can understand.

: " Make your rationales point out the potential
benefit to the other person.
f #

Ask if the person understands your reasoning.
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Interacting appropriately with
members of the opposite sex

Decide what is the appropriate level or boundary

- , that fits the relationship observing proper moral
| standards.

1

A boundary is an imaginary line that determines
the amount of openness and sharing in a
relationship.

In general, boundaries are intellectual,
emotional, physical, and spiritual.

Avoid overly physical displays of affection.




Avoid jokes or language that is sexuaily oriented
and may make the other person uncomfortable,

Do not engage in inappropriate sexual behavior,
which includes sexual intercourse, homosexual
activity, incest, sexual activity with someone

much older or younger, rape, violent intimidating
boy-girl relationships, sexually taking advantage
of another person, and overt public displays of
affection, such as fondiing and petiing.




Keeping property in its pl

MSKIiLL 114

aACe

Know where property is usually kept or belongs.

Ask the appropriate person for germmm«m o
remove property.

i

Take care of property you are responsible for.

Return the property o its place in its original
condition.
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Lending to others

If possible, respond to requests of others by
saying “Yes.”

Only Iend your property or those things for which
you are responsible.

Specify when you would like your property
returned.

Thank the other person for returning your
property.
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Use a pleasant voice and introduce ypurself.
Share some of your interests and hobbies.

Listen to the other person’s name and areas of
interest. \

' Plah appropriate activities with_ permission.




ADVANCED ENSENEERE

Making restitution
(Compensating)

Begin by making an appropriate apology.

Offer to compensate for any offenses YO Mnay
have committed.

Follow through on restitution promises.

Thank the person for allowing you o make
compensation.
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Negotiating with others

Calmly explain your viewpoint to the other

person.

Listen to the other person’s ideas.

OfHer an alternative or compromise that is
mutualily beneficial.

Give rationales for opinions.

Together choese the best alternative.

Thank the person for listening.
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. ADVANGEED:

Meal-planning

Know what food is available or make a g

196

list.

% Plan meals based on the four food groups.

Solicit opinions or feedbacik from roommates.

Monitor contents of foods you buy. Avoid foods
that are high in fats and carbohydrates.




List all tasks you are required o do.

Prioritize tasks based on imporiance and your
abilities and time.

Complete tasks in the order that they have been
prioritized.

Manage your time well and avold puiting off
tasks until the iast minute.




apvancteDd NI

Persevering on tasks and
projects

complete a task or project.

Get started promptly without pmcmstinating.

//\ " Remain on task until finished.

Deal appropriately with frustrations ov
disappointments.

198

Know exactly what must be done inorderto
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Preparing for a stressful
conversation

Remember and practice relaxation strategies.

Instruct yourself to continue breathing deeply.

Remember to keep looking at the person and
express your feelings appropriately.

Review skills such as accepting criticism,
appropriate disagreement, and probiem-solvirneg.




AbvanceErs FREEREREE

Preventing trouble with others

identify situations that com

I
I
i
1

> %ﬁ conflicts.

Review the skills necessary to handie those
specifie situations.

Approach situations with a positive voice,
smiles, and a willingness to compromise.

Ask for advice from a caring aduft.
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Look at the persomn.

Remain calm. Use a pleasant voice.

Identify options for solving the disagreement.

Evaluate the potential CONSeguUences.,

Choose the best solution for the sfituation.

Be open to views of the other PDRrSOiR.




SKII..L 125

Relaxation strategies

Breathe deeply and completely.

Tighten and relax 'any tense hody areas.

Instruct yourself to ‘remain calm.

Visualize a relaxing scene {i.e. mountains,
walking along a beach, etc.).

At the first sign of increasing stress, say to
yourseif “3, 2, 1, relax” and continue breathing

deeply.
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Look at the person.

Remain calm.

Listen closely to the person’s compliaint.

Express empathy and acknowledge the probiem.

If appropriate, apologize and attempt io correct
the problem.

Delay disagreements until later.
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Responding to others’ feelings

(/@) Listen closely to the other perso

Acknowledge what he or she is saying and
feeling.

Express concern and empathy.

Offer to help or provide advice, if wanted,

Encourage the person to seek more help, if
necessary.

204




if the humor is appropriate; laugh accordingly.

If the humor is inappropriate, ignore it or prompt
the person not to make such jokes.

If inappropriate humor continues, report the
other person’s behavior to an adult.
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206

Remain calm, but serious.

Assertively ask the person to stop teasing.

if the teasing doesn’t stop, ignore the other
person or remove yourself.

If the teasing stops, thank the other persomn for
stopping and explain how teasing makes you

feel.

Report continued teasing or hazing to an adult.




Read the request compietely.

Ask for clarification, if needed.

-

Perform the requests promptly and thoroughly.

Check back when the task is completed.
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Self-advocacy

Identify a situation in which you shouid
advocate for yourself.

Remember to remain calm and use a pleasant
or neutral voice tone.

Describe your point of view or the outcome you
desire.

Give rationales for advocating for yourself.

Thank the person for listening.

208
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Monitor your behaviors during difficult or
stressful circumstances.

Notice the effects your behaviors have on other
people. Notice their response to what you say.

instruct yourself to correct behaviors that
appear to make others uncomfortable.

Use new behaviors and note their effects.

209




Continue to make adjustments, as necessary.

Reward yourself for correcting your own
behaviors.

;
i
!
|
|

5‘ 210 i




Find the appropriate person to report to.

L.ook at the person.

Remain calm and use a neutral veice tone.

Truthfully and completely describe vour
behaviors you are reporting.

Honestly answer questions that you are asked.




Peer report, if necessary.

Avoid making excuses or rationalizing
behaviors.

1
i
1
1
|
|
i
;
'
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Self-talk or instruction

Stop ongoing behaviors that are @m.ésing

problems.

Look at what is happening around you.

Think of the best alternative behavior to engage
in.’ ' '

Instruct yourself to engage in the appropriaie
alternative behavior.

Reward yourself for self-talk.




ADVANCcED PREETEEE

Setting appropriate boundaries

@ Imagine a series of circles radiating out from

ynu.,Eachfrepresentséafboundawyu

People you encounter should be pictured in one
of the circles, depending on the level of

closeness with which you and the other person
are comfortable.

/ Disclose personal information onfy to those in
i_ — & the closest boundaries,

Touch others only in wa
to your boundaries.
of others.

ys that are appropriate
Also, respect the boundaries

214 ‘
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S KL AL.L..4 3.6

Sharing personal experiences

Decide if you should share personal experiences

S
=550 Bk e b

7

with the other person.

Notice if that person appears comfortable with
what you are telling him or her.

Share experiences that are appropriate for
another person to know. :

Prompt the other person if what you told him or
her is confidential.

215
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Sharing attention with others
-~ Sit or stand quietly while sharing attention.
i
; & 0 gﬁ‘bﬁ
Avoid distracting behaviors such as whining,
laughing loudly, or complaining.
Wait until the others pause.
{ Contribute to the discussion or activity
{i appropriately, :

216
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Spontaneous problem-solving

Stop ongoing problem behaviors and relax.

Define the immediate problem situation facing
you.

Think of alternative actions and strategies.

Think of the possible consequences for each
option.

Choose the best strategy for avoiding trouble
and helping the situation.

217




Use the best strategy and examine the ocutcome

Reward yourself for problem-solving.

218
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Sportsmanship

Play fair and according to the rules:

Avoid fighting or criticizing others.

Remember to accept winning appropriately
without bragging.

Remember to accept losing appropriately
without pouting or complaining.

Thank the other players for participating.




_AD'VANCE"-I!'JI

N P L ERRUR I | -

Study skills

Assemble necessary books and materials,

=h
o
|
i
[.
R
i
| om
|
[

Focus your attention on the required academic
work. |

Make notes of impdrtant .facts.

‘_ Repeat important points to yourself several
g times. i
:
i
|
Remain on task, free from distractions {ne radio
| or TV going).
| :




1

I:Z;m apvanceo ERSENNEIEN
Get the other person’s attention.
Suggest a specific activity or project to engage
in. ' -

|

g Give rationales for your ideas.

;

E

Listen to the other person’s opinions.

i_

|

_ 221




Time

management

222

List all tasks for a particular day or weelk.

Estimate the time needed to complete each
task.

Plan for delays, setbacks, and problems.

implement a daily schedulle that includes
planned tasks.

Evaluate your time management plan for
effectiveness.




Use humor only under-appropriate

circumstances.

Avoid humor that makes fun of groups in society,
handicapped people, or individuals in your peer
group. '

Avoid sexually oriented jokes and profanity.

if humor offends others, prompiiy and sincerely
apologize.

223
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Use of appropriate language

Choose words that accurately reflect your

thoughts and feelings.

Avoid making blan‘iing statements.

Know the meaning of words and phrases you
choose. '

Avoid profanity, slang, or terms that others may
find offensive.

Frequentiy ask if you are being ciear and
understood.




Start on tasks prompily without procrastinating.

Remain on task without being reminded.

Continue working unprompted until the task is
completed. '

Checlk back with the person who assigned the
task.

R2D
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Accepting self

Accurately identify your own strengths and = -

weaknesses.

Express appropriaté pride in your
accomplishments.

NEINE]

/ " Compensate for weaknesses by accentuating
& your strengths.

Use self-accepting plrases when talking about
your tastes, style, etc.

226
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&% Identify situations in which you encounter
SR | ﬁ.—diﬂieuh‘;y.
P | ‘o géﬂ“: C .

Look for pieces of those situations that could be
changed (decorations, colors, clothing, etc.).

ot

Make changes to improve self-esteem, boehavior,
and performance.
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Appropriate risk-taking

Identify new activities that represent reasonable -

L risks.

Evaluate whether these risks could be
dangerous or have negative conseguences.

if appropriate, try the new activity and do your
best.

Ask an adull’s advice if you are unsure.
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Asking for advice

Locate a person who is qualified to give you

E : . advice.

Ask if the person has time to talk.

specifically describe the situation in which you
need help-.

Listen closely to the advice.

229




Thank the person for his or her time.

if the advice appears useful, implement the
suggestions.
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Assertiveness

Look at the person.

Use a neutral, calm vORCe.

&
&
?
#)

Remain relaxed and breathe deepiy-

#

i

F

.1 e .

8 Clearly siate your opinion or disagreement.
Ly Avoid emotional terms.

Listen to the other person.




Acknowledge other viewpoinis and opinions.

Thank the person for listening.

1 3

B &
k-

f

!

H

i

i 232




Make a list of your strengths and weaknesses.

List situations in which you have been
successful or have had problems.

-

Plan future activities in consideration of your
abilities.
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Being an apprOpriate role model

Identify the situation as requiring appropriate

234

\ modeling for younger peers or siblings.

Engage in positive interactions wiith adults or
peers. Only initiate appropriate conversation
topics.

. Refrain from inappropriate language, sexual
behavior, delinquency, bullying, etc.

Correct peer behavior in a positive, constructive
manner.

Remember that inappropriate role-modeling is
unfair to younger children.
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udgeting and money

management

Assemmxrc@nsisten&fwaekayma:mgmwy

income.

List all of the bills or expenditures you have o
make during the same time period.

o

Estimate the cosis of appropriate leisure timne
activities and entertainment.

Set aside 10% of your income to be saved for
unexpecied needs or put into the bank.




Stay within the budget planning you have done.

Refrain from impulsively spending money or
writing checks.

236
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Decide what behaviors you consider appropriate

and inappropriate.

Learn how your behavior affects other people.

Decide what characteristics about yourself you
value and don’t want to change.

Decide if you have characteristics that you do
not value and would like to change-

Picture the type of person you want to be and
how this would affect others.
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Conflict resolution

Approach the situation calm&yamdw%@nauy_

Listen to the other people invoived.

Express your feelings appropriately and
assertively.

Acknowledge other points of view.

Express a willingness te negotiate and
compromise.

Help arrive at a mutually beneficial resolution.

1
i
i
|
1
I
i
!

Thank the other person for cooperating.
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Consumerism

Know the contenis of food and beverages you

buy.

Look for ways to save money with sales, store
brands, etc. :

If a store sells you a defective product, return it
and appropriately request a refund.

r

Keep irack of receipts, warranties, etc.

Learn what rights consumers have.




Differentiating friends from
acquaintances

is K1LL 587

With each person you know, think about how
long you have known him or her.

1dentify the activities you may engage in with
either friends or acquaintances.

]

’ Share personal inforniation only with people you
know as friends.

Avoid compromising situations (i.e. accepting
rides, dating, drinking) with people you have
only known a short time.

240
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Monitor your feelings, and your verbal and non-
verbal behavior.

Use relaxation sirategies to manage stress.

Speak caimly, clearly, and specifically.

Accurately represent your feelings with well-
chosen words.

Use language that will not be offensive to
others.
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Expressing empathy and
understanding for others
ljstenﬂclosenytofthentherfparmnis feoelings-
; Express empathy by saying, “I understand....”
Demonstrate concern through words and
~ actions.

Reflect back the other person’s words by saying,
st seems like you're saYing..-."

Offer any help or assistance you can.




S KILEL 9160

Expressing grief

Fiﬁmwiate*personftoftalk t0.

Discuss your feelings of grief.

Feel free to cry or release hurt feelings as
neﬁeded.

Ask for advice, if needed.

Possibly seek professional assistance.
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Formulating strategies

Décidmnﬁhefgoalforfpmdu@ﬁ,

| Analyze the critical steps in accomplishing the
goal.

List any alternative strategies.

| I implement the best plan and follow through to

y complietion.
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Know your topthatfyoufneedfinimﬂmm@m

about.

Go to the school or local library.

Ask for help from reference stafi.

Assembile maiterials.

Extract the information critical to the topic.




e
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Goal-setting

Decide on overall values and lifestyle desires.

List the resources needed to fuifill these
lifestyle options.

/ Examine the intermediate steps T
& accomplishing your overall oultcome.

Establish short- and long-term goals that will
accomplish all steps toward the desired

outcome.
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identifying own feelings

Examine hbwv@ufamf@m@mn%yfﬁ@eﬁagggn

List how your feelings change with different
. sjtuations and experiences.

Monitor your body’s feelings when you actually
encounter these situations.

Comectly identify and label various feelings as
they arise.

Communicate your feelings so they can be
understood by others.
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Dress neatly and appropriately for the job.

Introduce yourself enthusiastically to the
interviewer.

Answer all questions honestly and cainiy.

Emphasize your strengths, as well as what you
would still need to learn.

Ask any questions you have about the job at the
conclusion of the interview.

Thank the person for his or her time.

i
1l
i
3
2
.
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Decidefonft—heftyp,e&otjMM

Loolk in the newspaper for current employment

ads.

k for businesses where you

Check the phone boo
art at their personnel

can apply for a job. st
offices.

Check with adults you know aboul businesses
they may be familiar with.

Examine ads posted at local employment

offices.
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L.aughing at oneself

Identify a situation that previously may have

caused you embarrassment or disconefort.

A\

z | % Look for the humor in these situations.
| _

Be willing to laugh at mistakes or imperfections.




or feedback and be willing %o

Frequent‘lyﬁask*f
accept it.

Express concern and appropriate affection.

Negotiate and compromise on activities.

with others and avoid

Share attention
ciusionary behaviors.

possessive orF exX
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Making an appropriate complaint

Look at the person

Phrase your complaint as an objective problem,
not a personal attack. ‘

Remain caim and pleasant.

Be assertive, but avoid repeating your complaint
over and oven.

i
i
|
i
|

Thank the person' for his or her cooperation.
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oral and spiritual

decision-making

Decide on vaﬁu@gmgardingf“‘@r%@mm&”% sl

intimacy.

Remember that your values should be expressed
in your behavior.

Do not use people for your own personal or
sexual gratification.

Behave in ways that demonsirate yoiw respect
for feliow hurman beings and CORCern for their
needs.
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Patience

sSit or stand quietly.

L Wait until your turn or you are called on.

|

a _ Avoid making loud complainis or becoming
: ‘ a“grYH .

%_

! Disagree appropriately later on.

N '

|




Know your-eventual goal or ouicome.

Identify in what sequence tasks or objeclives
need to occur.

Make plans for task completion that account for
demands on your time.

Keep future plans flexibie and able to be
adapted to changing circumstances.




COMPLEX.,

sKi1LL 173

'
i
it

Notice the situation that is occurring.

Note the other person’s facial expression, voice
tone, and gestures. |

Think about what feelings you are experiencing

" when you demonstrate similar behaviors.

Assess the other person’s current mood or
feelings.

it possibie, check out your assessment with him
or he




Find out the required amount of notice to be

given,

inform your supervisor calmly and pleasantly of
your intention to resign.

Give a positive reason.

Always give at least the minimum amount of
notice required.

Avoid walking off of a job or leaving under
negative circumsitances.




" A

i 7

o

Decide if what you have just done is

i

e
e
I
£
4
i

praiseworthy.

if so, tell yourself ybu have done a good job and
feel good about it.

Possibly give yourself an exira privilege or treat
for a particular success.

Prompt yourseif about your increasing
competency and ability.
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Sceking professional assistance

Decide if you are having a serious probiem or

crisis.

iIdentify the type of health care professional that
can help you.

Locate one through referral by a professional
you currently know or the phone book.

Specifically describe your problem to the person
you go to for help.

8
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e

Think about behaviors you are engaging in and

Y. I PO .
e R . :
LR ﬁ the feelings you are having.
LR 3
L o 3

Correctly identify ahd label your behavior and
feelings.

. Think about whether these are appropriate to 4
the current situation.

TR T

Identify alternative behaviors or skills that
would be more productive.
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Identify stress-producing circumstances.

Learn your body’s responses to stressful
situations.

Use relaxation cues to overcome stress
responses.

Generalize these relaxation cues to the
situations that tend to cause stress.

Reward yourself for utilizing sﬂmsﬁmamﬁg@ment
techniques.
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Thought—-stopPing

identify negative or repetitive thowghts you wish
to avoid.

When these CCCuI,

consistently say to vourseif,
“Stop!”

Immediately visualize a m

ore positive scene or
relaxing thought,

Reward yourse!f for erknlgzi

ne %h@mg@h&-@ﬁopﬁng
strategies. |

26 2
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Tolerating differences

Examine the similarities between you and the

, A1 other person.
(@ P

o

Take note of the differences.
: Emphasize the shared interests, tastes, and
1 activities between you and the other person.

Express appreciation and respeat for the other
person as an individual,
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tilizing community resources

Use information numbers and directories o
government agencies and services.

Use directories for nonprofit agencies that may
be able to assist you.

Look in the newspaper listings under
scommunity services” for additional resources.

Utilize staff at public libraries.




