
 

 

 LESSON PLAN 

(Designed for Kolb Learning Style) 
ERKUNT VOCATIONAL EDUCATION CENTER DATE:  

CHAPTER I 

Name of Education COMPUTER AIDED DESIGN AND MANUFACTURING CAD/CAM 

Classes FIELD OF MACHINE TECHNOLOGY 12th GRADES 

Name/No of Unit (Module) 3D ELEMENTS EXTRUDE 

Subject Creating a 3d solid with Loft 

Recommended Duration 1 lesson hour Theoretical (40 minutes) 

3 lesson hours Application (40+40+40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/TARGETS AND BEHAVIORS 

1. Comprehends sketch and extrude sections in Solidworks interface. 

2. Comprehends creating different 2d profiles on two different surface plans.  

3. Converts different profiles to 3d solid models with loft command. 

4. Draws a spur gear using the loft command. 

5. Draws a helical gear using the loft command. 

6. Draws a bevel gear using the loft command. 

Safety Precautions (If Any) Corona virus general precautions with necessary static 

electricity precautions in computer CAD/CAM laboratory. 

Kolb Learning Style Reflective Observation 

Teaching-learning-Methods and Techniques Lecture presentation, simulation, question and answer, 

Practice 

Educational Technologies Used-Tools, Materials and 

Bibliography 

*Teacher 

*Students 

Computers, smart board, Personal security equipment, 

Solidworks 3d Design Program, Augmented Reality Animations 



 

 

TEACHING-LEARNING ACTIVITIES 

1. Prepared Sketch Two Profiles and Extrude Loft Commands Slides are explained in class by making a presentation 
on the smart board. 

2. Loft solid model creation slides are explained by making presentations on the smart board. 
3. The application of preparing the two-dimensional profiles required to create spur gear wheels, helical gear 

wheels and bevel gear wheels is shown by reflecting on the smart board. 
4. The application of connecting the prepared two-dimensional profiles to the correct joint reference points is 

shown by reflecting on the smart board with the presentation.  
5. The augmented reality animations of the created 3D solid models are also shown in the form of presentations, 

creating a 3D spatial perception in the student. 
6. Students are provided to make design applications on their own computer.  

 

ORGANIZING THE TEACHING-LEARNING PROCESS SUITABLE FOR LEARNING STYLES 
As a result of the lecture and demonstration method, the brainstorming method will be applied with the 
students, 
-What is the importance of Industrial Design? Why is it important to turn design into production? 
-What are the effects of CAD and CAM Programs on manufacturing quality? 
The questions are asked to the class and their opinions are taken and written on the board and the answers are 
interpreted by the class. 

CHAPTER III 

ASSESMENT AND EVALUATION  

* Assessment and Evaluation for Individual Learning 

Activities 

 

 

* Assessment and Evaluation of Group Learning 

Activities 

 

1.Assessment-evaluation for individual learning activities. 

-Observing two-dimensional profiling applications. 
- Assimilating applications through augmented reality 
animations. 
- Creating designs with loft application on Solidworks program.  
 
2. Assessment and evaluation for group learning activities. 

- Observing the practices of other students and taking notes 

about the whole lesson. 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was covered in the recommended 4 lesson hours, 

and evaluations were made about the subject, and the 

students were given a study of creating a loft and conical 

helical gear wheel as a meta-learning goal within the 

framework of the achievements they had taken. 

 

 

Machine Technology Teacher 

Name and Surname  

Signature 

 

SUITABLE 

.…../……/2021 

 

School Principal 



 

 

LESSON PLAN 

(Designed for Kolb Learning Style) 
ERKUNT VOCATIONAL EDUCATION CENTER DATE:  

CHAPTER I 

Name of Education COMPUTER AIDED DESIGN AND MANUFACTURING CAD/CAM 

Classes FIELD OF MACHINE TECHNOLOGY 12th GRADES 

Name/No of Unit (Module) 3D ELEMENTS EXTRUDE 

Subject Creating a 3d solid with Loft 

Recommended Duration 1 lesson hour Theoretical (40 minutes) 

3 lesson hours Application (40+40+40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/TARGETS AND BEHAVIORS 

1. Comprehends sketch and extrude sections in Solidworks interface. 

2. Comprehends creating different 2d profiles on two different surface plans.  

3. Converts different profiles to 3d solid models with loft command. 

4. Draws a spur gear using the loft command. 

5. Draws a helical gear using the loft command. 

6. Draws a bevel gear using the loft command. 

Safety Precautions (If Any) Corona virus general precautions with necessary static 

electricity precautions in computer CAD/CAM laboratory. 

Kolb Learning Style Abstract Conceptualization 

Teaching-learning-Methods and Techniques Demonstration on computer, Demonstration on Solidworks 

Program, Introducing menus with demonstration, Question and 

answer 

Educational Technologies Used-Tools, Materials and 

Bibliography 

*Teacher 

*Students 

Computers, smart board, Personal security equipment, 

Solidworks 3d Design Program, Augmented Reality Materials. 



 

 

TEACHING-LEARNING ACTIVITIES 

1. Prepared Sketch Two Profiles and Extrude Loft Commands are explained in the classroom by demonstrating on 
the smart board. 

2. Interactive videos describing the application of creating a 3d solid model with Loft are shown to the students on 
the smart board. 

3. Loft solid model creation application is explained by demonstrating on the smart board on the Solidworks 
program. 

4. The application of preparing the two-dimensional profiles required to create spur gears, helical gears and bevel 
gears is demonstrated by the teacher by reflecting them on the smart board. 

5. The application of connecting the prepared two-dimensional profiles to the correct joint reference points is 
shown by the teacher by reflecting them on the smart board.  

6. Three-dimensional spatial perception is created in the student with the demonstration method of the 
augmented reality animations of the created 3D solid models. 

7. Students are provided to make design applications on the computer with group work.  
 

ORGANIZING THE TEACHING-LEARNING PROCESS SUITABLE FOR LEARNING STYLES 
As a result of the lecture and demonstration method, to the class; 
-The question of how to evaluate solid models created with loft in the CAM program is asked to the class, the answers 
are written on the board and the answers are interpreted by the class. 
At the end of the lesson, students are divided into groups; 
-Loft and gear wheel applications are given to the groups as homework. 

CHAPTER III 

ÖLÇME-DEĞERLENDİRME  

* Assessment and Evaluation for Individual Learning 

Activities 

 

 

 

* Assessment and Evaluation of Group Learning 

Activities 

1.Assessment-evaluation for individual learning activities 

- Compliance with work and process steps in applications made 
with Loft, 
-Research for the design project, 
-To create parts by paying attention to the elements of the 
design method, 
- Working method determinations for transferring the design to 
the CAM interface, 
2. Assessment and evaluation for group learning activities 

-Sharing their original design methods with the group, 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was covered in the recommended 4 lesson hours, 

and evaluations were made about the subject, and the 

students were given a study of creating a loft and conical 

helical gear wheel as a meta-learning goal within the 

framework of the achievements they had taken. 

 

Machine Technology Teacher 

Name and Surname  

Signature 

SUITABLE 

.…../……/2021 

 

School Principal 



 

 

LESSON PLAN 

(Designed for Kolb Learning Style) 
ERKUNT VOCATIONAL EDUCATION CENTER DATE:  

CHAPTER I 

Name of Education COMPUTER AIDED DESIGN AND MANUFACTURING CAD/CAM 

Classes FIELD OF MACHINE TECHNOLOGY 12th GRADES 

Name/No of Unit (Module) 3D ELEMENTS EXTRUDE 

Subject Creating a 3d solid with Loft 

Recommended Duration 1 lesson hour Theoretical (40 minutes) 

3 lesson hours Application (40+40+40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/TARGETS AND BEHAVIORS 

1. Comprehends sketch and extrude sections in Solidworks interface. 

2. Comprehends creating different 2d profiles on two different surface plans.  

3. Converts different profiles to 3d solid models with loft command. 

4. Draws a spur gear using the loft command. 

5. Draws a helical gear using the loft command. 

6. Draws a bevel gear using the loft command. 

Safety Precautions (If Any) Corona virus general precautions with necessary static 

electricity precautions in computer CAD/CAM laboratory. 

Kolb Learning Style Active Living Experience 

Teaching-learning-Methods and Techniques Role Playing Practice, Active Applied Display on Smart Board, 

Active Applied Presentation of Menus, Group Design Practice, 

Experiment 

Educational Technologies Used-Tools, Materials and 

Bibliography 

*Teacher 

*Students 

Computers, Smart Board, Solidworks 3D Design Program, 

Augmented Reality Simulation and Animations 



 

 

TEACHING-LEARNING ACTIVITIES 

1. The prepared Sketch Two Profile and Extrude Loft Commands are shown on the smart board in the classroom 
and the parts processed in the CNC Machine are circulated among the students and explained. 

2. Loft 3d solid model creation application is explained to students with experimental application method. 
3. Creating a solid model with Loft is explained by making an application with each student on the program and 

showing it on the smart board. 
4. The application of preparing the two-dimensional profiles required to create spur gears, helical gears and bevel 

gears is demonstrated with active practices with 5 groups formed with students. 
5. The application of connecting the prepared two-dimensional profiles to the correct joint reference points is 

shown by making each group apply and reflecting on the smart board to the other groups.  
6. Three-dimensional spatial perception is created in the student by ensuring that the augmented reality animation 

video preparation of the created 3D solid models is applied to each group. 
7. Students are provided to make design applications on the computer with group work.  

ORGANIZING THE TEACHING-LEARNING PROCESS SUITABLE FOR LEARNING STYLES 
After the tasks of the groups are determined, each group works on their own computers within the 15 minutes given 
to them. 
After the time allotted to them expires, the first group works on the second group, the second group on the third group, 
the third group on the fourth group, the fourth group on the fifth group, and the applications continue where each 
group left off. 

      Each group contributes alternately to work on all computers. 

CHAPTER III 

ASSESMENT AND EVALUATION 

*Assessment and Evaluation for Individual Learning 

Activities 

 

 

*Assessment and Evaluation for Group Learning 

Activities 

1.Assessment-evaluation for individual learning activities 

-Determining the work and process steps of each group in line 

with the active task given. 

- Following the work and process steps of each group within 

the group cycle. 

- Realization of designs at the end of the last group cycle.2. 

Assessment and evaluation for group learning activitiesThe 

session ends by using the six hat thinking technique and evaluating 

the designs made. 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was covered in the recommended 4 lesson hours, 

and evaluations were made about the subject, and the 

students were given a study of creating a loft and conical 

helical gear wheel as a meta-learning goal within the 

framework of the achievements they had taken. 

Machine Technology Teacher 

Name and Surname  

Signature 

SUITABLE 

.…../……/2021 

 

School Principal 



 

 

LESSON PLAN 

(Designed for Kolb Learning Style) 
ERKUNT VOCATIONAL EDUCATION CENTER DATE:  

CHAPTER I 

Name of Education COMPUTER AIDED DESIGN AND MANUFACTURING CAD/CAM 

Classes FIELD OF MACHINE TECHNOLOGY 12th GRADES 

Name/No of Unit (Module) 3D ELEMENTS EXTRUDE 

Subject Creating a 3d solid with Loft 

Recommended Duration 1 lesson hour Theoretical (40 minutes) 

3 lesson hours Application (40+40+40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/TARGETS AND BEHAVIORS 

1. Comprehends sketch and extrude sections in Solidworks interface. 

2. Comprehends creating different 2d profiles on two different surface plans.  

3. Converts different profiles to 3d solid models with loft command. 

4. Draws a spur gear using the loft command. 

5. Draws a helical gear using the loft command. 

6. Draws a bevel gear using the loft command. 

Safety Precautions (If Any) Corona virus general precautions with necessary static 

electricity precautions in computer CAD/CAM laboratory. 

Kolb Learning Style Concrete Experience 

Teaching-learning-Methods and Techniques Watching Training Videos, Group Work, Presentation with 

Animations, Q&A 

Educational Technologies Used-Tools, Materials and 

Bibliography 

*Teacher 

*Students 

Computers, Smart Board, Solidworks 3D Design Program, 

Educational Videos, Augmented Reality Animations. 



 

 

TEACHING-LEARNING ACTIVITIES 

1. Prepared animations are explained in class by making presentations on the smart board. 
2. Training videos about the applications are watched. 
3. Prepared Sketch Two Profiles and Extrude Loft Commands animations are explained in class by making a 

presentation on the smart board. 
4. Loft solid model creation animations are explained by making presentations on the smart board. 
5. Animation about the preparation of two-dimensional profiles required to create spur gears, helical gears and 

bevel gears is shown by projecting onto the smart board. 
6. Animation about the application of connecting the two-dimensional profiles prepared to the correct joint 

reference points is shown by reflecting on the smart board.  
7. The augmented reality materials of the created 3D solid models are also displayed in the form of video 

animation, creating a 3D spatial perception in the student. 
8. Students are provided to make design applications on their own computer.  

 

ORGANIZING THE TEACHING-LEARNING PROCESS SUITABLE FOR LEARNING STYLES 
Heterogeneous groups of five people are formed from the participants. Groups are created by the trainer himself. 
Then, the groups are asked to show what they watched in the video and animations on the program adapted 
according to them, and the groups are given time to prepare. 
Bidder groups are given the right to give information about their designs. 
Then, the groups are given time until the middle of the 4th lesson for design applications. 
After the allotted time is completed, a large group discussion is held in the classroom and students are given the 
opportunity to ask each other questions. 

     The designs that emerged at the end of the course are discussed together. 

CHAPTER III 

ASSESMENT AND EVALUATION 

*Assessment and Evaluation for Individual Learning 

Activities 

 

 

Assessment and Evaluation for Group Learning 

Activities 

.Assessment-evaluation for individual learning activities 

-To evaluate how students learn as a result of their design 

practices. 

-Evaluation of each student's practices by other students. 

2. Assessment and evaluation for group learning activities 

-Groups' evaluation of other groups' practices. 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was covered in the recommended 4 lesson hours, 

and evaluations were made about the subject, and the 

students were given a study of creating a loft and conical 

helical gear wheel as a meta-learning goal within the 

framework of the achievements they had taken. 

Machine Technology Teacher 

Name and Surname  

Signature 

SUITABLE 

.…../……/2021 

 

School Principal 



 

 

LESSON PLAN 

(Designed According to Kolb Learning Style) 
PRIVATE ANKARA CHAMBER OF INDUSTRY VOCATIONAL TECHNICAL ANATOLIAN 

HIGH SCHOOL  

HISTORY: 

CHAPTER I 

Course title BASIC MANUFACTURING PROCESSES 

Classes 10E-10G-10L-10I 

Unit (Module) Name / No Hand Operations 

Topic Work Safety and Plane Surface Filing in the Workshop 

Recommended Duration 2 course hours lecture (40 + 40 minutes) 

6 lesson hours Practice (40 + 40 + 40 + 40 + 40 + 40 

minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS / GOAL AND BEHAVIOR 

1. Understands the rules of the workshop work discipline. 

2. Understands chip removal types and chip removal methods. 

3. Learns to attach handle to chip remover. 

4. Takes appropriate posture in vise. 

Security Measures (If Any) Personal safety equipment is used in the workshop. 

Kolb Learning Style Reflective Observation 

Teaching-Learning-Methods and Techniques Lecture note, Visual video, question-answer 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

Computer, smart board, Personal security equipment, 

Chip removal types 



 

 

TEACHING-LEARNING ACTIVITIES 
1. Prepared laboratory occupational health safety lecture note is presented in the classroom by making 

a presentation on the smart board. 
2. Videos explaining the importance of occupational health and safety are shown to students on the 

smart board. 
3. The lecture note including plane surface chip removal is explained by making a presentation on the 

smart board. 
4. An introduction is made about the laboratory to be used. Occupational safety rules to be followed in 

this laboratory are explained together with the personal equipment to be used. 
5. By making the definition of leveling, the first of the equipment to be used in the leveling process, the 

chip removal tool types are shown together and file types are explained according to their usage 
areas. 

6. Chip removal methods and techniques are shown practically in the workshop environment on the 
worker's bench. 

 
ORGANIZING THE TEACHING-LEARNING PROCESS ACCORDING TO LEARNING STYLES 
As a result of the lecture and demonstration method, the method of brainstorming will be applied with 
the students, 
-What are the occupational health and safety measures? Why should these measures be taken? 
- What are the types of metal removal tools and their usage areas? 
The questions are asked to the class, their opinions are taken and written on the board and the answers 
are interpreted as a class. 
 

CHAPTER III 

ASSESMENT AND EVALUATION 

* Assessment and Evaluation for Individual Learning 

Activities 

* Measurement and Evaluation of Group Learning 

Activities 

1. Assessment and evaluation for individual learning 

activities 

Quick grasp of chip removal technique 

 

    

 

2. Assessment and evaluation for group learning 

activities 

- They understand the importance of security 

measures well. 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the suggested 7 course 

hours and it achieved its purpose by making 

evaluations. 



 

 

 

Mechanical Teacher 

APPROVED 

.…../…../2021 

 

School Principal 

 

 

 

 

 

LESSON PLAN 

(Designed According to Kolb Learning Style) 
PRIVATE ANKARA CHAMBER OF INDUSTRY VOCATIONAL TECHNICAL ANATOLIAN 

HIGH SCHOOL  

HISTORY: 

CHAPTER I 

Course title BASIC MANUFACTURING PROCESSES 

Classes 10E-10G-10L-10I 

Unit (Module) Name / No Basic Turning Operations 

Topic Connecting Cutters 

Recommended Duration 2 course hours lecture (40 + 40 minutes) 

6 lesson hours Practice (40 + 40 + 40 + 40 + 40 + 40 

minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS / GOAL AND BEHAVIOR  
1. Recognize the types and parts of lathe. 
2. Connect the pen properly to the catheter and the catheter to the pen holder. 
3. Provides suitable cutting conditions. 
4. Chooses cutters instead of use. 

Security Measures (If Any) Personal safety equipment is used in the workshop. 

Kolb Learning Style Abstract Conceptualization 

Teaching-Learning-Methods and Techniques Lecture, Demonstration on Lathe, Introducing Cutting 

Tools, Question and Answer 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

Computer, Smart Board, Lathe 



 

 

TEACHING-LEARNING ACTIVITIES 

1. Prepared Lathe Machines lecture note is explained in the classroom by making a presentation on the 
smart board. 

2. It is ensured that students gain awareness by watching videos on the smart board that explain the 
importance of occupational health safety and contain occupational accidents in case of non-compliance. 

3. The introduction of cutting tools is made to students in the workshop environment and how they should 
be connected to the lathe toolholder is shown. The lesson is completed by making the application by 
emphasizing the issues to be considered in the connections. 
 
ORGANIZING THE TEACHING-LEARNING PROCESS ACCORDING TO LEARNING STYLES 

As a result of the lecture and demonstration method, the class; 
- The question of what happens when the cutting tools are attached to the counter for a long time is asked to 
the class and the answers are written on the board and the answers are interpreted by the class. 
Students are divided into groups and at the end of the lesson; 

      -The investigation of how irregular cutting tool marks on the workpiece might be related to the toolholder 
connection is given to the groups as homework. 

 
 
 

CHAPTER III 

ASSESMENT AND EVALUATION 

* Assessment and Evaluation for Individual Learning 

Activities 

* Measurement and Evaluation of Group Learning 

Activities 

 

1. Assessment and evaluation for individual learning 

activities 

- Understanding the importance of connecting cutting 
tools 
 
    

 

2. Assessment and evaluation for group learning 

activities 

- Increasing the spirit of research. 

 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the recommended 8 

course hours and it achieved its purpose by making 

evaluations. 

 

Mechanical Teacher 

APPROVED 

.…../03/2021 

 

School Principal 

 



 

 

LESSON PLAN 

(Designed According to Kolb Learning Style) 
PRIVATE ANKARA CHAMBER OF INDUSTRY VOCATIONAL TECHNICAL ANATOLIAN 

HIGH SCHOOL  

HISTORY: 

CHAPTER I 

Course title BASIC MANUFACTURING PROCESSES 

Classes 10E-10G-10L-10I 

Unit (Module) Name / No Drilling and Screwing Operations 

Topic Drill Bit Sharpening 

Recommended Duration 2 course hours lecture (40 + 40 minutes) 

6 lesson hours Practice (40 + 40 + 40 + 40 + 40 + 40 

minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS / GOAL AND BEHAVIOR  

1. Knows the types of drill and the parts of the drill. 

2. Learns the drill point angle determination. 

3. Makes the drill sharpening by adjusting the sandpaper settings. 

Security Measures (If Any) Personal safety equipment is used in the workshop. 

Kolb Learning Style Active Living 

Teaching-Learning-Methods and Techniques Lecture, Workshop Presentation, Visual Introducing 

Drills, Sharpening Practice, Question and Answer 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

Computer, Smart Board, Emery Stone, Different 

Diameter Drills 



 

 

TEACHING-LEARNING ACTIVITIES 
1. The lecture note prepared is presented in the classroom by making a presentation on the smart board. 
2.  It is ensured that students gain awareness by watching the drill sharpening video on the smart board, 

accompanied by videos explaining the importance of occupational health safety, which should be 
followed in drill sharpening. 

3. A visual presentation is made to the students by switching to the workshop environment and here with 
the Drills varieties. Each student is given a drill and can be inspected, so that they can learn together with 
the other parts of the drill. 

4. Students are positioned at a safe distance on the head of the grinding stone and one drill sharpening 
application is made. 

5. It is ensured that each student learns the drill sharpening process by practicing under the supervision of 
the teacher. 
 
ORGANIZING THE TEACHING-LEARNING PROCESS ACCORDING TO LEARNING STYLES 

As a result of the application in the workshop environment; 
What are the steps to be followed in drill sharpening, respectively? By asking the question, they are provided 
with awareness. 

    -Choosing a student from the class, the class is asked to have the imaginary sharpening done by verbal 
instructions, as if this student was sharpening on an emery stone machine. 

 
 
 
 

CHAPTER III 

ASSESMENT AND EVALUATION 

* Assessment and Evaluation for Individual Learning 

Activities 

* Measurement and Evaluation of Group Learning 

Activities 

 

1. Assessment and evaluation for individual learning 

activities 

- The parts of the drill and the shape of the geometric 

lines that a drill needs to be able to cut in his mind. 

    

2. Assessment and evaluation for group learning 

activities 

- To comprehend the sharpening logic as a result of the 

application in the workshop. 

 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the recommended 8 

course hours and it achieved its purpose by making 

evaluations. 

 

Mechanical Teacher 

APPROVED 

.…../01/2021 

 

School Principal 



 

 

LESSON PLAN 

(Designed According to Kolb Learning Style) 
PRIVATE ANKARA CHAMBER OF INDUSTRY VOCATIONAL TECHNICAL ANATOLIAN 

HIGH SCHOOL  

HISTORY: 

CHAPTER I 

Course title BASIC MANUFACTURING PROCESSES 

Classes 10E-10G-10L-10I 

Unit (Module) Name / No Basic Turning Operations 

Topic Step Turning 

Recommended Duration 2 course hours lecture (40 + 40 minutes) 

6 lesson hours Practice (40 + 40 + 40 + 40 + 40 + 40 

minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS / GOAL AND BEHAVIOR 

1. Knows which type of pen to use on lathe. 

2. Understands the diameter of the lathe at which cycle it can work. 

3. Learns to process standard surface quality on lathe. 

4. Gains the ability to work in different diameter values. 

Security Measures (If Any) Personal safety equipment is used in the workshop. 

Kolb Learning Style Realistic Living Experience 

Teaching-Learning-Methods and Techniques Lecture, Practice on Lathe, Question and answer 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

Computer, Smart Board, Lathe, Cutting Tools 



 

 

TEACHING-LEARNING ACTIVITIES 

9. 1. The lecture note prepared is presented in the classroom by making a presentation on the smart board. 
10. 2. In order to process the workpiece with different diameters in a standard surface quality that will arise 

in the step turning process on the machine, the information about the importance of the appropriate 
speed and feed amount and the formulas are taught. 

11. 3. In the workshop environment, the students are divided into groups of 2 and each group is given 
technical drawings in different sizes and they are asked to process the parts by using the calculations and 
techniques taught on the loom. 
 
ORGANIZING THE TEACHING-LEARNING PROCESS ACCORDING TO LEARNING STYLES 

As a result of the workshop application; 
-Students determine with which pen they should process the workpiece first, in the light of the previously 
learned information. 
- They start to process the workpiece according to the values they obtain by calculating the required diameter, 
revolution and cutting speed. 
They comprehend the importance of acting together in -2-person group work, and by ensuring that one 
person works at the counter and the others work at the counter by taking the work safety precautions, no 
concessions should be made from occupational safety.  

 
 
 

CHAPTER III 

ASSESMENT AND EVALUATION 

* Assessment and Evaluation for Individual Learning 

Activities 

* Measurement and Evaluation of Group Learning 

Activities 

 

1. Assessment and evaluation for individual learning 

activities 

- Understands the importance that good work can be 

done in terms of quality when acting on the bench in 

the light of technical data. 

2. Assessment and evaluation for group learning 

activities 

It is observed that the importance and safety of working 

together in the workshop environment is understood. 

 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the recommended 8 

course hours and it achieved its purpose by making 

evaluations. 

 

Mechanical Teacher 

 

APPROVED 

.…../01/2021 

 

School Principal 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
MATHEMATICS LESSON 



 

 

 DAILY LESSON PLAN 

(Designed According to Kolb Learning Style) 

 
 

PRIVATE CHAMBER OF INDUSTRY VOCATIONAL AND TECHNICAL 

ANATOLIAN HIGH SCHOOL 

DATE: 

CHAPTER I 

Name Of The Lesson MATHEMATICS 

Classes 11A-11B-11C-11D-11E-11F-11G-11H-11I-11K-11L-

11M 

Name/Number of the Unit/Module  APPLICATIONS IN FUNCTIONS 

Subject  APPLICATIONS IN FUNCTIONS 

Suggested Time For The Lesson 4 lesson hours (40 + 40 + 40 +40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 

 

The students will: 

11.3.2.1. Interpret the graph of a quadratic variable function 

11.3.2.2. Solve problems that can be modeled with quadratic functions. 

 

Safety Measures (If Any)  

Kolb Learning Style Active Life Model  

Teaching-Learning Methods and Techniques  question and answer 

 brainstorming 

 active participation 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

smart board 

 



 

 

 
TEACHING-LEARNING ACTIVITIES 

 
1.  

 First of all, the importance of functions in our daily life is mentioned to the students. 
 Questions and answers are made regarding the usage areas of function graphics. 
 Ask students what kind of differences exist between:  

the functions f (x) = ax + b and f (x) = ax ^ 2 + bx + c. 
 The nature of the second order functions are discussed. 
 A few visuals and videos are shown with the help of a smart board so that students think about 

this issue. 
 
2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES 
ARRANGEMENT 

 
       After visual videos are shown that the highest point of the world is Mount Everest (8 thousand 848 

meters) and the lowest point is the bottom of the Mariana Trench (10 thousand 994 meters), students 
are asked which mathematical concepts can be expressed in these points.  

 
      Then, by asking which similar examples can be given, students' ideas are written on the board with the 

brainstorming activity. By expressing that this structure is a parabola function, the question of how to 
calculate these maximum and minimum points is asked, and students are asked to use their problem 
solving skills. 

 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 

1. Assessment and evaluation for individual learning 

activities: 

Developing individual problem solving skills. 

 

2. Assessment and evaluation for group learning 

activities: 

Respect different ideas thanks to brainstorming as a group. 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the suggested 4 lesson hours 

and it achieved its purpose by making evaluations. 

 

     Murat AKSAR 

Mathematics Teacher 

 

APPROVED 

.…../12/2020 

 

 
Refik SARGIN 

School Principal 

 



 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

PRIVATE CHAMBER OF INDUSTRY VOCATIONAL AND TECHNICAL 

ANATOLIAN HIGH SCHOOL 

DATE: 

CHAPTER I 

Name Of The Lesson MATHEMATICS 

Classes 11A-11B-11C-11D-11E-11F-11G-11H-11I-11K-11L-

11M 

Name/Number of the Unit/Module  APPLICATIONS IN FUNCTIONS 

Subject  APPLICATIONS IN FUNCTIONS 

Suggested Time For The Lesson 4 lesson hours (40 + 40 + 40 +40 minutes) 

CHAPTER 

II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS  

11.3.1.1. Solves problems using graph and table representation of the function. 

Safety Measures (If Any)  

Kolb Learning Style  Concrete life model  

Teaching-Learning Methods and Techniques  Group work 

 Case study 

 Question and answer 

 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

Smart board 

 



 

 

 

 

 

 



 

 

 

 

 

 

TEACHING-LEARNING ACTIVITIES 

 

1.   

 First of all, the importance of functions in our daily life is mentioned to the students. 

 Questions and answers are made regarding the usage areas of function graphics. 

 Then the function graph f (x) = ax + b is drawn using the geobegra program. 

 The students are asked the equivalent of linear graphics in daily life. 

 Students are asked to interpret a few examples of table representation with the help of a smart board. 

 Then, by forming groups, various activities related to the visual are made. 

 

2. THE TEACHING-LEARNING PROCESS SUITABLE FOR LEARNING STYLES 

ARRANGEMENT 

  Students are given a table containing the number of cases of covid 19-day cases across the country. By 

looking at this table, students are asked to find the increase and decrease in the number of cases.  

 

  Then, each group is asked to express the number of cases on a line chart by looking at the table. Each group 

then compares the graphics they have drawn. It is ensured that they observe whether the change in the rate 

of spread of the virus is increasing or decreasing. It is stated that this change is the average rate of change 

and is equal to the slope of the linear function. Students are asked to compare with the results they have 

found. 

 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 
 
 
 

1. Assessment and evaluation for individual learning 

activities: 

Contributing to problem solving individually 

 

2. Assessment and evaluation for group learning 

activities: 

Working in partnership with the group to benefit from each 

other's ideas 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the suggested 4 lesson hours 

and it achieved its purpose by making evaluations. 

 

 

     Murat AKSAR 

Mathematics Teacher 

 

APPROVED 

…../12/2020 

 

 
Refik SARGIN 

School Principal 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PRIVATE CHAMBER OF INDUSTRY VOCATIONAL AND TECHNICAL 

ANATOLIAN HIGH SCHOOL 

DATE: 

CHAPTER I 

Name Of The Lesson MATHEMATICS 

Classes 9A-9B-9C-9D-9E-9F-9G-9H-9I-9K 

Name/Number of the Unit/Module  EQUATIONS AND INEQUALITIES 

Subject  SIMPLE INEQUALITIES 

Suggested Time For The Lesson 4 lesson hours (40 + 40 + 40 +40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS  

9.3.3.1 explain the concept of real numbers set intervals. 

9.3.3.2 Finds the solution sets of equations and inequalities with a first order unknown. 

Safety Measures (If Any)  

Kolb Learning Style  Reflective learning model 

Teaching-Learning Methods and Techniques  Brainstorming 

 Question and answer  

 Way of presentation 

 Observation 

 Discussion technique 

 Concept map  

 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

Smart board 

 



 

 

 

TEACHING-LEARNING ACTIVITIES 

 

1.  

 First of all, the concepts of equality and inequality are asked to students to gain an idea. 

 Various visuals depicting the place of inequality in daily life are given. 

 Then, according to these visuals, students are asked to make concept maps containing examples 

of inequality. 

 

2. TEACHING-LEARNING PROCESS SUITABLE FOR LEARNING STYLES 

ARRANGEMENT 
In order to make students think about inequality, various images were presented and the contribution 
of these images to our lives was asked. What other examples can we give? Brainstorming is done by 
asking the question.  
 
For example; “Which would be more economical to buy by showing two products with different 
weight and prices in the market?” The question is posed as. It is realized that this comparison they 
make is actually an inequality.  
 
As another example; 
Alternative routes between points A and B are shown on the navigation application. “Which way you 
use will be more economical or shorter time to use which way?” by asking questions such as: 
Concept maps about inequality examples are made after the activities. 
 
By hanging them in various parts of the classroom, they can be observed and discussed together. 
 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 

1. Assessment and evaluation for individual learning 

activities: 

Linking existing information with the subject 

 

2. Assessment and evaluation for group learning 

activities: 

Developing perspectives by observing the presentations 

of different people 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the suggested 4 lesson 

hours and it achieved its purpose by making evaluations. 

 



 

 

 

 

 

 

 

 

     Murat AKSAR 

Mathematics Teacher 

APPROVED 

…../12/2020 

 

 
Refik SARGIN 

School Principal 



 

 

 

 

 

 

 

 

 

 

 

PRIVATE CHAMBER OF INDUSTRY VOCATIONAL AND TECHNICAL 

ANATOLIAN HIGH SCHOOL 

DATE: 

CHAPTER I 

Name Of The Lesson MATHEMATICS 

Classes 11A-11B-11C-11D-11E-11F-11G-11H-11I-11K-11L-

11M 

Name/Number of the Unit/Module  APPLICATIONS IN FUNCTIONS 

Subject  APPLICATIONS IN FUNCTIONS 

Suggested Time For The Lesson 4 lesson hours (40 + 40 + 40 +40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS  

11.3.2.1. Interprets the graph of a quadratic variable function. 

Safety Measures (If Any)  

Kolb Learning Style  Abstract conceptualization learning model 

Teaching-Learning Methods and Techniques  Demonstration  

 Computer-assisted teaching 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

 Smart board 

 Computer 

 



 

 

TEACHING-LEARNING ACTIVITIES 

 

1.  

 First of all, the students are reminded of their prior knowledge by asking the graph of 

the 2nd degree function. 

 Then, using the GeoGebra Computer program, the plot of the parabola f (x) = x ^ 2 

is shown. 

 Students are also asked to draw the parabola f (x) = ax ^ 2. As they change the 

coefficients, they are asked to observe the change occurring in the parabola. 

 

2. TEACHING-LEARNING PROCESS SUITABLE FOR LEARNING STYLES 

ARRANGEMENT 
Graphic drawing is explained to students by using computer-aided instruction technique. The 
intended use and application of the GeoGebra computer program are shown.  
 
Students are asked to change their coefficients by drawing a second order function graph. For 
example; They are asked to note the change in the arms of the parabola as the values of a in 
the graph f (x) = ax ^ 2 change.  
 
They are asked to organize this information by asking for which a situations the arms of the 
parabola are narrowed and in which cases it decreases.  
 
Then, they are asked to achieve similar results by creating such changes in other function types. 

 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 
 
 
 

1. Assessment and evaluation for individual learning 

activities: 

Developing a sense of learning by doing. 

 

2. Assessment and evaluation for group learning 

activities: 

Sharing the information they discover with each other 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the suggested 4 lesson 

hours and it achieved its purpose by making evaluations. 

 



 

 

 

     Murat AKSAR 

Mathematics Teacher 

 

APPROVED 

…../12/2020 

 

 
Refik SARGIN 

School Principal 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
GEOGRAPHY LESSON  



 

 

 

DAILY LESSON PLAN 

(Designed According to Kolb Learning Style) 

 

 

PRIVATE CHAMBER OF INDUSTRY VOCATIONAL AND TECHNICAL 

ANATOLIAN HIGH SCHOOL 

DATE: 

CHAPTER I 

Name Of The Lesson GEOGRAPHY 

Classes 10A-10B-10C-10D-10E-10F-10G-10H-10I-10K-10L-

10M 

Name/Number of the Unit/Module  Natural Systems 

Subject  Natural Systems 

Suggested Time For The Lesson 4 lesson hours (40 + 40 + 40 +40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 

 

The students will: 

10.4.1.- Explain the causes and characteristics of disasters. 

10.4.2.- Relate the distribution of disasters and their effects. 

10.4.3.- Correlate with the distribution of the effects of disasters in Turkey. 

10.4.4.- Explain the methods of protection from disasters. 

 

Safety Measures (If Any)  

Kolb Learning Style Active Life Model  

Teaching-Learning Methods and Techniques  question and answer 

 brainstorming 

 simulation (analogy)  

 active participation 

 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

smart board 

map 

simulation center 



 

 

TEACHING-LEARNING ACTIVITIES 
 

1.  
 First of all, students are informed about the earthquake issue. 
 Students' knowledge and experiences about earthquake protection methods are questioned. 
 Then a few images and videos are shown with the help of the smart board. 
 We go to the simulation center in order for the students to understand better. 
 Finally, the active participation of students is ensured with the earthquake drill. 

 
2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES 
ARRANGEMENT 
 

 As a result of the lecture and demonstration method, the problem is presented first to apply the 
brainstorming method with the students. 
 

 What are the methods of raising awareness and protection against earthquakes? The question is 
asked to the class. 
 

 Their opinions are taken from each student without restrictions and comments and are written on 
the board. 
 

 All comments made are discussed by the class and concluded. 
 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 
 

1. Assessment and evaluation for individual learning 

activities: 

Developing students' sense of individual empathy by 

using visuals about earthquake 

 

 

2. Assessment and evaluation for group learning 

activities: 

In the exercise, the students take the earthquake seriously 

and follow the instructions given to create earthquake 

awareness. 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the suggested 4 lesson 

hours and it achieved its purpose by making evaluations. 



 

 

 

Halil İbrahim YAMAN 

Geography Teacher 

 

APPROVED 

.…../12/2020 

 

 
Refik SARGIN 

School Principal 



 

 

 

PRIVATE CHAMBER OF INDUSTRY VOCATIONAL AND TECHNICAL 

ANATOLIAN HIGH SCHOOL 

DATE: 

CHAPTER I 

Name Of The Lesson GEOGRAPHY 

Classes 10A-10B-10C-10D-10E-10F-10G-10H-10I-10K-10L-

10M 

Name/Number of the Unit/Module  Natural Systems 

Subject  Natural Systems 

Suggested Time For The Lesson 4 lesson hours (40 + 40 + 40 +40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 

10.1.9.- Categorizes the water existence on earth according to its characteristics. 

10:10 ..- General characteristics of the water presence in Turkey and describes the distribution. 

 10:11 ..- Economically efficient use of water assets in Turkey, evaluates the social and cultural effects. 

Safety Measures (If Any)  

Kolb Learning Style Active Life Model  

Teaching-Learning Methods and Techniques  Case study 

 question and answer 

 presentation method 

 simulation 

 discussion technique 

 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

 Smart board 

 map 



 

 

 

 

TEACHING-LEARNING ACTIVITIES 
 

1.  
 First of all, students are informed about water geography. 
 A report is distributed to the students to apply the case study method. 
 Later, students are allowed to review the report. 
 Pre-determined questions are directed to the student. 
 In this way, they are expected to feel and resolve the problem. 

 
2. TEACHING-LEARNING PROCESS SUITABLE FOR LEARNING STYLES 
ARRANGEMENT 
 
     The students were given the following ready text: 
 
“High school geography teacher Halil YAMAN organizes a trip for his students to get information about 
Çubuk dam in Ankara. Presence of water in the dam instead they went quite a few trips that students askes 
questions like "Do a water shortage happen in Turkey?" Upon this, Halil teacher, who made 
statements, asked questions to the students. 
 

- Have you spent a few days without water before 
- How important do you think water is for human life? 
- What happens if there is no water? 
- What awaits humanity if the thirst you see lasts for many years?” 

 
      At the end of the lesson, possible causes and protection methods were discussed with the discussion 
technique. 
 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 
 
 
 

1. Assessment and evaluation for individual learning 

activities: 

Increasing students' sensitivity to problems by providing 

individual participation. 

 

2. Assessment and evaluation for group learning 

activities: 

To be able to listen and respect each other with the case 

study. 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the suggested 4 lesson 

hours and it achieved its purpose by making evaluations. 

 



 

 

 
 

 

Halil İbrahim YAMAN 

Geography Teacher 

 

APPROVED 

.…../12/2020 

 
Refik SARGIN 

School Principal 

PRIVATE CHAMBER OF INDUSTRY VOCATIONAL AND TECHNICAL 

ANATOLIAN HIGH SCHOOL 

DATE: 

CHAPTER I 

Name Of The Lesson GEOGRAPHY 

Classes 10A-10B-10C-10D-10E-10F-10G-10H-10I-10K-10L-

10M 

Name/Number of the Unit/Module Human systems 

Subject Human systems 

Suggested Time For The Lesson 2 lesson hours (40 + 40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 

 

The students will: 

10.2.8.- Make inferences about the causes and consequences of migration in the world. 

10.2.9.- Assess migration in terms of causes and consequences in Turkey. 

10.2.10.- Explain with examples 10.2.10.- spatial impact of immigration from Turkey. 

 

Safety Measures (If Any)  

Kolb Learning Style  Reflective learning model 

Teaching-Learning Methods and Techniques Brainstorming 

Question and answer 

Presentation 

Observation 

Discussion technique 

Concept map 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

Smart board 

map 

atlas 



 

 

 

 

 

 

TEACHING-LEARNING ACTIVITIES 
 

1.  
 First of all, information about migration and its reasons is asked. 
 Some videos and visuals are prepared to be shown to students. 
 Later, students are allowed to examine the images and establish a concept network. 

 
2. TEACHING-LEARNING PROCESS SUITABLE FOR LEARNING STYLES 
ARRANGEMENT 

The method of creating a concept network was used to convey the reasons and types of 
migration to the students more clearly. For this reason, the reasons for migration are written on 
the board using the brainstorming technique at the beginning of the lesson.  
 
Visuals are presented to the student on the smart board. And they are asked to make a concept 
map. Prepared maps are hung in the corners of the classroom so that everyone can see and 
benefit. In this way, it is ensured that students realize different points of view. 

 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 
 
 
 

1. Assessment and evaluation for individual learning 

activities: 

Their ability to express thoughts freely 

 

2. Assessment and evaluation for group learning 

activities: 

Being open to different points of view. 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the suggested 2 lesson 

hours and it achieved its purpose by making evaluations. 

 

 

Halil İbrahim YAMAN 

Geography Teacher 

 

APPROVED 

.…../12/2020 

 
Refik SARGIN 

School Principal 



 

 

 

  

 

PRIVATE CHAMBER OF INDUSTRY VOCATIONAL AND TECHNICAL 

ANATOLIAN HIGH SCHOOL 

DATE: 

CHAPTER I 

Name Of The Lesson GEOGRAPHY 

Classes 10A-10B-10C-10D-10E-10F-10G-10H-10I-10K-10L-

10M 

Name/Number of the Unit/Module Environment and society 

Subject Environment and society 

Suggested Time For The Lesson 2 lesson hours (40 + 40 minutes) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 

 

The students will: 

10.4.1.- Explain the occurrence reasons and characteristics of disasters. 

10.4.2.- Relate the distribution and effects of disasters. 

10.4.3.- Relate distribution and impact of disasters in Turkey. 

 

Safety Measures (If Any)  

Kolb Learning Style  Abstract conceptualization learning model 

Teaching-Learning Methods and Techniques Screening  

Simulation  

Computer aided instruction 

Fishbone method 

 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

Smart board 

map 

atlas 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

TEACHING-LEARNING ACTIVITIES 

 

1.  

 First, students are asked about their information about disasters and their effects. 

 To apply the fishbone method, a large fish diagram is drawn on the board. 

 Then the fishbone activity with the main title of the causes of disasters is started. 

 Students are asked to deal with the main and sub-causes of disasters on fish. 

 

2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES 

ARRANGEMENT 

The fishbone technique, which we think will contribute to the teaching learning process, has been found suitable 

for the subject of disasters. 

 

Students are given a possible situation - the problem. (Causes and consequences of disasters) 

 

Regarding this situation, students are asked to find the reasons one by one. 

 

Thus, the ability of students to question possible reasons and to associate them with other reasons is provided. 

It reinforces skills such as recognizing the problem, generating reasons, and analyzing. 

 

CHAPTER III 

ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 
 

1. Assessment and evaluation for individual learning 

activities: 

Ability of questioning 

 

2. Assessment and evaluation for group learning 

activities: 

Ability to associate possible causes 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the suggested 2 lesson 

hours and it achieved its purpose by making evaluations. 

 

 

Halil İbrahim YAMAN 

Geography Teacher 

 

APPROVED 

.…../12/2020 

 
Refik SARGIN 

School 

Principal 



 

 

 

Project partner name: Työtehoseura ry FINLAND DATE: 9th of March 2021 

                                                                       CHAPTER I 

Name Of The Lesson  Defensive driving 

Classes  Professional drivers 

Name/Number of the Unit/Module  7 hours 

Subject  CPC periodic training 

Suggested Time For The Lesson  45 min (7 x 45 min) 

                                                                        CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 

Safety Measures (If Any)  

Kolb Learning Style Concrete experience (Real life) “Feeling” 
 

Teaching-Learning Methods and Techniques Group work, case study, dramatization / animation, 
movie watching, question-answer, forum 

Educational Technologies-Tools, Materials and 
Bibliography 

*Teacher 

*Student 

Whiteboard, projector, computer 

1-TEACHING-LEARNING ACTIVITIES 

The aim is to deepen the ability of drivers to identify risks in their own operations. In addition to the 
driver's and vehicle's driving readiness, the training focuses on the importance of loading, speed and 
safety distances for road safety and how to act in an emergency. 

Objective 1.2: to know the technical characteristics and operation of the controls in order to control 
the vehicle, minimize wear and prevent malfunctions 

Objective 1.4: to be able to load the vehicle in accordance with the safety rules and the appropriate 
use of the vehicle 

Objective 1.5: to be able to ensure the safety and comfort of passengers 

Objective 1.6: to be able to load the vehicle in accordance with the safety rules and the appropriate 
use of the vehicle 

Objective 3.1: to be aware of the risks associated with traffic and accidents at work 

 

2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES ARRANGEMENT 

The lessons utilize the students' previous work experience for examples of defensive driving and discuss them 
through topics. Community and teamwork act as a constructive force through learning process. 

 

CHAPTER III 



 

 

ASSESMENT AND EVALUATION 

-Assessment and Evaluation for Individual       
Learning Activities 

- Measurement and Evaluation of Group Learning 
Activities 

1. Assessment and evaluation for individual learning 
activities: 

Developing individual problem solving skills. 

 

2. Assessment and evaluation for group learning 
activities: 

Respect different ideas thanks to brainstorming as a 
group. 

CHAPTER IV 

Explanations Regarding the Implementation of 
the Plan 

The subject was taught within the suggested 7 lesson 
hours and it achieved its purpose by making evaluations. 

  APPROVED 

.…../12/2021 

School Principal 

 

Project partner name: Työtehoseura ry FINLAND 

                                                                       CHAPTER I 

Name Of The Lesson  Defensive driving 

Classes  Professional drivers 

Name/Number of the Unit/Module  7 hours 

Subject  CPC periodic training 

Suggested Time For The Lesson  45 min (7 x 45 min) 

                                                                        CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 

Safety Measures (If Any)  

Kolb Learning Style Reflective Observation “Watching” 
 

Teaching-Learning Methods and Techniques Teaching strategy through presentation, brainstorming, 
concept map, observation 

Educational Technologies-Tools, Materials and 
Bibliography 

*Teacher 

*Student 

Whiteboard, projector, computer 

1-TEACHING-LEARNING ACTIVITIES 

The aim is to deepen the ability of drivers to identify risks in their own operations. In addition to the 
driver's and vehicle's driving readiness, the training focuses on the importance of loading, speed and 
safety distances for road safety and how to act in an emergency. 



 

 

Objective 1.2: to know the technical characteristics and operation of the controls in order to control 
the vehicle, minimize wear and prevent malfunctions 

Objective 1.4: to be able to load the vehicle in accordance with the safety rules and the appropriate 
use of the vehicle 

Objective 1.5: to be able to ensure the safety and comfort of passengers 

Objective 1.6: to be able to load the vehicle in accordance with the safety rules and the appropriate 
use of the vehicle 

Objective 3.1: to be aware of the risks associated with traffic and accidents at work 

 

2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES ARRANGEMENT 

The principles of defensive driving are reviewed theoretically and mostly under the guidance of a teacher. Let's 
look at different statistics and video examples of ways to anticipate different traffic situations and finally test 
the skills by experiment 

 

CHAPTER III 

ASSESMENT AND EVALUATION 

-Assessment and Evaluation for Individual       
Learning Activities 

- Measurement and Evaluation of Group Learning 
Activities 

1. Assessment and evaluation for individual learning 
activities: 

Linking existing information with the subject 

 

2. Assessment and evaluation for group learning 
activities: 

Developing perspectives by observing the presentations 
of different people 

CHAPTER IV 

Explanations Regarding the Implementation of 
the Plan 

The subject was taught within the suggested 7 lesson 
hours and it achieved its purpose by making evaluations 

  APPROVED 

.…../12/2021 

School Principal 

  



 

 

 
Project partner name: Työtehoseura ry FINLAND 

                                                                       CHAPTER I 

Name Of The Lesson  Defensive driving 

Classes  Professional drivers 

Name/Number of the Unit/Module  7 hours 

Subject  CPC periodic training 

Suggested Time For The Lesson  45 min (7 x 45 min) 

                                                                        CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 

Safety Measures (If Any)  

Kolb Learning Style Abstract Conceptualization “Thinking” 

Teaching-Learning Methods and Techniques Computer-aided instruction, demonstration, simulation 

Educational Technologies-Tools, Materials and 
Bibliography 

*Teacher 

*Student 

Whiteboard, projector, computer, driving simulator, 

1-TEACHING-LEARNING ACTIVITIES 

The aim is to deepen the ability of drivers to identify risks in their own operations. In addition to the 
driver's and vehicle's driving readiness, the training focuses on the importance of loading, speed and 
safety distances for road safety and how to act in an emergency. 

Objective 1.2: to know the technical characteristics and operation of the controls in order to control 
the vehicle, minimize wear and prevent malfunctions 

Objective 1.4: to be able to load the vehicle in accordance with the safety rules and the appropriate 
use of the vehicle 

Objective 1.5: to be able to ensure the safety and comfort of passengers 

Objective 1.6: to be able to load the vehicle in accordance with the safety rules and the appropriate 
use of the vehicle 

Objective 3.1: to be aware of the risks associated with traffic and accidents at work 

 

2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES ARRANGEMENT 

The lessons start with a theoretical part and group discussions, but the aim is to switch to the use of the 
simulation fairly soon and the students get to try different ways to predict traffic situations with a driving 
simulator. Through the simulator, students also receive feedback on their success and development. 

 

CHAPTER III 



 

 

ASSESMENT AND EVALUATION 

-Assessment and Evaluation for Individual       
Learning Activities 

- Measurement and Evaluation of Group Learning 
Activities 

1. Assessment and evaluation for individual learning 
activities: 

Developing a sense of learning by doing. 

 

2. Assessment and evaluation for group learning 
activities: 

Sharing the information they discover with each other 

CHAPTER IV 

Explanations Regarding the Implementation of 
the Plan 

The subject was taught within the suggested 7 lesson 
hours and it achieved its purpose by making evaluations 

  APPROVED 

.…../12/2021 

School Principal 

Project partner name: Työtehoseura ry FINLAND 

                                                                       CHAPTER I 

Name Of The Lesson  Defensive driving 

Classes  Professional drivers 

Name/Number of the Unit/Module  7 hours 

Subject  CPC periodic training 

Suggested Time For The Lesson  45 min (7 x 45 min) 

                                                                        CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 

Safety Measures (If Any)  

Kolb Learning Style Active Experience (Active Experiment or Active 
Living) “Doing” 
 

Teaching-Learning Methods and Techniques Drama, role playing, station, six thinking hats 

Educational Technologies-Tools, Materials and 
Bibliography 

*Teacher 

*Student 

VR glasses, smartboard, computers 

1-TEACHING-LEARNING ACTIVITIES 

The aim is to deepen the ability of drivers to identify risks in their own operations. In addition to the 
driver's and vehicle's driving readiness, the training focuses on the importance of loading, speed and 
safety distances for road safety and how to act in an emergency. 

Objective 1.2: to know the technical characteristics and operation of the controls in order to control 
the vehicle, minimize wear and prevent malfunctions 

Objective 1.4: to be able to load the vehicle in accordance with the safety rules and the appropriate 
use of the vehicle 



 

 

Objective 1.5: to be able to ensure the safety and comfort of passengers 

Objective 1.6: to be able to load the vehicle in accordance with the safety rules and the appropriate 
use of the vehicle 

Objective 3.1: to be aware of the risks associated with traffic and accidents at work 

 

2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES ARRANGEMENT 

The lessons start with a theoretical part and group discussions, but the aim is to switch to the use of simulation 
and to utilize VR environments fairly soon. In addition, there will be (if possible) a trial of proactive driving under 
the guidance of an instructor in traffic in real vehicles. 

 

CHAPTER III 

ASSESMENT AND EVALUATION 

-Assessment and Evaluation for Individual       
Learning Activities 

- Measurement and Evaluation of Group Learning 
Activities 

1. Assessment and evaluation for individual learning 
activities: 

Developing students' sense of individual empathy by 
using visuals about defensive driving 

 

2. Assessment and evaluation for group learning 
activities: 

In the exercise, the students can learn defensive driving  
and follow the instructions given to improve awareness. 

CHAPTER IV 

Explanations Regarding the Implementation of 
the Plan 

The subject was taught within the suggested 7 lesson 
hours and it achieved its purpose by making evaluations 

  APPROVED 

.…../12/2021 

School Principal 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

CURRICULUM: Small business 5 level curriculum, Tallinna Majanduskool (ESTONIA) 

 

Module title: Business planning and start-up 

Subject: Entrepreneurship and Business Planning 

Topic volume: 5 EKAP 

Volume in hours: 130 hours, of which classroom work 42 hours (incl. 2 accounting hours and 3 feedback 

hours), independent work 88 hours. 

 

Purpose of the module 

The course aims to ensure that the student is able to plan and start a small business based on the company's 

goals. 

 

Learning outcomes of the module within the given topic 

Prepares a business plan based on the business environment and business idea. 

 

Topic evaluation criteria 

• prepares a business plan and selects a suitable form of business based on the analysis of the economic 

environment and taking into account the target market, cost and revenue forecast and risks 

• plans the company's structure and work processes, taking into account the business plan and the specifics of 

the company's main and support processes 

• creates and formalizes, including documents necessary for starting a business in Estonian and English, based 

on the internship 

• the requirements of the Commercial Code and the business plan and using various information technology 

solutions 

• prepares for the closure of the company, taking into account the requirements of legislation 

• analyzes the work and service environment of the company as a team, including in practice, based on the 

product 

• describes, including in practice, the principles of financial management in accordance with the requirements 

provided by legislation 

 

Schedule of classroom teaching and list of subtopics 

Creating a business idea in a team 

Specifying a business idea, novelty and uniqueness of the idea 



 

 

CANVA business model 

Business plan structure. Principles of preparing a business plan. 

Vision, mission and goals 

Business environment analysis, SWOT analysis 

Market analysis, customers 

Marketing plan 

Competitor 

Personnel and management 

Financial planning 

Risk analysis 

Grants and loans, structural funds 

Sources of financing, self-financing, grants, 

loans 

Calculation. 

Post - calculation feedback. 

 

Description and control of independent work on the topic 

A total of 88 hours of independent work. 

Creating and formalizing a business plan 

and its presentation 

Company structure and work processes 

planning 

Analysis of the possibilities of starting a company and its presentation 

Preparation of documents necessary for starting a business in Estonian and Russian 

Description and presentation of the financial management of the selected company 

The company's value chain and various 

Analysis of cooperation networks 

 

Compulsory participation in classroom teaching 

Participation in at least 75% of classroom instruction. Follow-up will take place according to the agreed times. 

 

Topic grade formation 

 

The prerequisite for the evaluation is participation in seminars and discussions, submission of independent 

works in a reproducible form, preparation and presentation of summaries of group work and preparation of an 

internship report. The grade of the subject is formed on the basis of written works and analyzes and submission 

of reports, performance of complex tasks and presentation of summaries of group work. 



 

 

 

Compulsory study materials 

 

 Arrak jt., Majanduse ABC, Avatar grupp, Tartu, 2002.a. 

 Arrak jt. Eesti Majandus, Avatar Grupp, Tartu, 2008.a. 

 Igaühele Majandusest, Koolibri, 2013.a. 

 M. Pramann Salo Ettevõtluse alused, , ILO, 2005.a. 

 Ideest eduka ettevõtteni. Õppematerjal. Tallinn: SA Innove, 2008. 

 V.Türk, Turumajanduse alused, Tartu Ülikool, Tartu, 1997.a. 

 J. Liigand, Ettevõtte riskid, äratundmine ja maandamine, Äripäeva Kirjastus, 2005.a. 

 R. Cinnamon jt., Kuidas mõista ettevõtte finantse, Äripäev, 2011.a. Teearu, A, Krumm, E. Ettevõtte 
finantsjuhtimine, Pegasus, Tallinn 2008 

 Zirnask, V., Finantsturud, Tartu 2004 

 http://www.looveesti.ee/alusta-ettevotlusega/ettevotte-asutamine/ 

 http://www.eas.ee/et/alustavale-ettevotjale/ettevotlusega-alustamine/ettevotlusvormid-ja-
alustamise-viisid 

 http://www.tootukassa.ee/content/toetused-ja-huvitised/ettevotluse-alustamise-toetus 

 http://www.struktuurifondid.ee/millele-saab-toetust/ 
 

 

LESSON PLAN 

(Designed According to Kolb Learning Style) 

 
Tallinna Majanduskool – Tallinn School of Economics Tallinn, ESTONIA 

 

CHAPTER I 

 

Course title Business planning and start-up 

Classes  

Unit (Module) Name / No Creating a business idea in a team 

Topic Business plan 

Recommended Duration 2 course hours lecture (45 + 45 minutes) 

1 hour group work 

1 hour presentations and feedback 

 

 

CHAPTER II 

 

http://www.struktuurifondid.ee/millele-saab-toetust/


 

 

STUDENT ACHIEVEMENTS / GOAL AND BEHAVIOR  

 

1. Learns about business planning. 

2. Learn about start-up. 

3. Learn about collaboration – team work (soft skills). 

 

Security Measures (If Any) Safe environment is used. 

Kolb Learning Style Abstract Conceptualization (learning by "thinking") 

 

Teaching-Learning-Methods and Techniques Lecture. Work in the groups. Presentations from the 

groups. Receving feedback from teacher and students. 

Questions and Answers. 

Educational materials. 

Bibliography 

*Teacher 

*Student 

Computers., Smart Board. 

 

TEACHING-LEARNING ACTIVITIES 

 

6. The lecture note about business planning and start-up is presented in the classroom by making a 
presentation on the smart board. 

7.  It is ensured that students gain awareness by watching presentation, accompanied by videos explaining 
nature of start-up. 

8. Presentation is made to the students by switching to the working groups (4-6 student in each group). 
Students can learn together, discuss, make brainstorming and decide what business they will develop for 
their start-up. 

9. Students present the results of the working groups and receive feedback from lecture and other students.  
10. Students keep their ideas for the future development. 

  

ORGANIZING THE TEACHING-LEARNING PROCESS ACCORDING TO LEARNING STYLES 

As a result of the lesson, students learn theory of business planning and start-up, discussed ideas for own 

businesses in the working group, presented them and have got feedback. They have also possibility for asking 

the questions. They are provided with awareness.  

 

Collaboration: team work skills were developed during the work in teams. 

 

     Abstract Conceptualization (learning by "thinking") was developed during the work in teams. Logic   and 

thinking are more important in this learning style. Students focus on problem-solving, logical analysis of ideas and 

decision-making. 

 



 

 

 

CHAPTER III 

 

ASSESMENT AND EVALUATION 

 

* Assessment and Evaluation for Individual Learning 

Activities 

 

* Measurement and Evaluation of Group Learning 

Activities 

 

1. Assessment and evaluation for individual learning 

activities 

 

- Student has to know theory of business planning and 

start-up. 

    

2. Assessment and evaluation for group learning 

activities 

 

- Student has to take active part in the brainstorming 

and be active partn of the team during the working 

group, during the presentation and also by asking 

questions. 

 

 Reflective Observation. 

 

*Individuals are happy to be with others. 

* The feedback and suggestions from peers are very   

Important.   

*Some students learn by observing, some by leading.   
 

 

 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught by theoretical part: lectures and 

practical part. Work in small groups. 

 

 

Business planning teacher 

APPROVED 

.…../01/2021 

 

School Principal 

 

 



 

 

 

 

 

 

 

LESSON PLAN 

(Designed According to Kolb Learning Style) 

 
Tallinna Majanduskool – Tallinn School of Economics Tallinn, ESTONIA 

 

CHAPTER I 

 

Course title Business planning and start-up 

Classes  

Unit (Module) Name / No CANVA business model 

 

Topic Work on CANVA business model 

 

Recommended Duration 2 course hours lecture (45 + 45 minutes) 

1 hour group work 

1 hour presentations and feedback 

 

CHAPTER II 

STUDENT ACHIEVEMENTS / GOAL AND BEHAVIOR  

1. Recognize and understand CANVA Model structure. 

2. Learn how to work in team and be flexible (soft skills). 

3. Learn about positive attitude (soft skills). 

 

Security Measures (If Any) Safe environment. 

Kolb Learning Style Convergign: think and do 

Teaching-Learning-Methods and Techniques Lecture. Demonstration CANVA Model. Work in groups. 

Presentations, Feedback. Questions and Answers. 

Educational Technologies-Tools, Materials and 

Bibliography 

*Teacher 

*Student 

Computers. Smart Board. 



 

 

TEACHING-LEARNING ACTIVITIES 

4. Prepared lecture note is explained in the classroom by making a presentation on the smart board. 
5. It is ensured that students gain awareness by watching videos on the smart board that explain the 

importance of CANVA Model. 
6. The introduction of samples of CANVA Model to students in the workshop environment. The lesson is 

completed by making the business plans in CANVA Model structure. 
 

ORGANIZING THE TEACHING-LEARNING PROCESS ACCORDING TO LEARNING STYLES 

As a result of the lecture and demonstration method, the class asks; 

- The question of why CANVA Model is importnat for logical framework in start up; 

- The answers from teacher and students are written on the board and are interpreted by the class. 

 

Students are divided into groups and at the end of the lesson; 

- Students work in the groups on CANVA Model and create own business plan. 
- Groups share own plans with class and get feedback. 
- Students are given homework to create own business plan using CANVA Model. 

 
 “Active Experimentation” of the Experiential Learning Theory. 

 

Cooperative group work on common business plan. 

Group discussions. 

            Student receive feedback, and apply what they have learnt, learning will occur effectively.     

 

CHAPTER III 

ASSESMENT AND EVALUATION 

* Assessment and Evaluation for Individual Learning 

Activities 

* Measurement and Evaluation of Group Learning 

Activities 

 

1. Assessment and evaluation for individual learning 

activities 

- Understanding the importance of CANVA Model 

structure. 

 

 

2. Assessment and evaluation for group learning 

activities 

 

- Increasing the spirit of team work and brainstorming. 

 

CHAPTER IV 

Explanations Regarding the Implementation of the 

Plan 

The subject was taught within the recommended  

course hours and it achieved its purpose by making 

evaluations. 



 

 

 

Teacher 

APPROVED 

.…../03/2021 

 

School Principal 

 
 
 
 

 

 

 

 

 

 

 

MOTOR TRANSPORT INTITUTE 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

Lesson plan for Active Life Model 

Motor Transport Institute, Motor Vehicle Engineering and Secondary 
Schools Complex, Warsaw POLAND 

DATE: February 2021 

CHAPTER I 

Name Of The Lesson Work safety in a car company 

Classes FIRST CLASSES, semester I and II 

Name/Number of the Unit/Module Principles of safe work in a car company 

Subject Principles of safe work in a car company 

Suggested Time For The Lesson 8 lesson hours (45 minutes x8) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 
 

The student will be able to: 
• define the requirements for safe performance of work in the battery room 
• define the requirements for the safe performance of work in a car wash 
• define the requirements for safe performance of work in the spare parts warehouse 
• define the requirements for the safe performance of work in the warehouse of consumables 
• define the rules of safe use of hand tools 
• define the rules of safe use of electric tools 
• define the rules of safe use of pneumatic tools 
• distinguish between car workshop devices that are controlled by the Office of Technical Inspection 
• define the requirements for the safe performance of work in a car mechanic workshop 
• define the requirements for the safe performance of sheet metal work 
• define the requirements for the safe performance of welding work 
• define the requirements for safe painting work 
• define the requirements for the safe performance of work when handling tires 
• define the requirements for the safe performance of work during air conditioning service 
• identify personal protective equipment required at selected workstations in a car repair shop 
• define the rules for the use of personal protective equipment required at selected workstations in a 
service station 

Safety Measures (If Any)  

Kolb Learning Style Active Life Model 

Teaching-Learning Methods and Techniques brainstorming 
question and answer  
workshop presentation, visual introducing drills 
active participation 
the station technique  
group work 



 

 

Educational Technologies-Tools, Materials and 
Bibliography 

*Teacher 

*Student 

smart board  
 
Classes should take place in the subject room (OHS 
laboratory) equipped with diagrams, mock-ups, 
models and didactic charts in the field of 
occupational health and safety. 

1-TEACHING-LEARNING ACTIVITIES 

1. First students are informed about the organization of the workplace in accordance with the 
principles of safe work and ergonomic requirements. 

- The students' knowledge and experience regarding safe work rules and ergonomics is questioned 
(question and answer method, brainstorming). 

- Then several photos or videos are displayed using the smart board. 
- The teacher discusses the organization of the workplace in accordance with the principles of safe 

work and ergonomic requirements (lecture / presentation). The student has the right to interrupt the 
lecture and ask questions. 

2. Then, the subject of occupational health and safety in the battery room, in the car wash and 
in the warehouses of spare parts and consumables is discussed with students. 

- Students' knowledge and experience of the rules in these workplaces are verified (question and 
answer method, brainstorming). 

- The teacher discusses the requirements for safe work in a battery room, car wash, spare parts 
warehouse (lecture / presentation). The student has the right to interrupt the lecture and ask 
questions. 

- The active participation of the students is ensured by the exercises. The method of teaching stations 
is used. Students are divided into groups. Each group is given a different task. 
The first group has to select the work clothes and personal protective equipment of the employee at 
the workplace in the battery room. The second group has to select the work clothes and personal 
protective equipment of an employee in a car wash, and the third one - in spare parts and 
consumables warehouses. The fourth task is to select the work clothes and personal protective 
equipment of the employee at the workplace in the diagnostic station. After a certain time, the 
students (groups) change their teaching stations. Prepare for students the necessary materials and 
instructions. Finally, each station is discussed. 

3. In the next lesson, students are informed about the principles of safe use of hand, electric 
and pneumatic tools. Devices subject to the control of the Office of Technical Inspection are 
discussed. 

- The knowledge and experience of students regarding the rules of using the tools is verified (question 
and answer method, brainstorming). 

- Then, several photos or videos are displayed (preview films or a demonstration of tools). 
- Then the teacher discusses the devices subject to the control of the Office of Technical Inspection 

(lecture / presentation). The student has the right to interrupt the lecture and ask questions. 
- The active participation of the students is ensured by the exercises. The method of teaching stations 

is used. Students are divided into groups. Each group is given a different task. 
The first group defines the principles of safe use of hand tools. The second group defines the rules of 
safe use of electric tools, the third defines the rules of safe use of pneumatic tools, the fourth is to 
classify the indicated tools into fit and unfit for use. After a certain time, the students (groups) change 
their teaching stations. Prepare for students the necessary materials and instructions. Finally, each 
station is discussed. 

4. In the next step, the topic of occupational health and safety in a car mechanics workshop, 
during sheet metal and welding works, and during varnishing works is discussed with students. 

- The knowledge and experience of students regarding the rules in these workplaces is verified 
(question and answer method, brainstorming). 

- The teacher discusses the requirements for the safe performance of work in the workshop, during 
sheet metal work, welding and painting (lecture / presentation). The student has the right to interrupt 
the lecture and ask questions. 



 

 

- The active participation of the students is ensured by the exercises. The method of teaching stations 
is used. Students are divided into groups. Each group is given a different task. 
The first group has to select the work clothes and personal protective equipment of the employee at 
the workplace in the car mechanics workshop. The second group has to select the employee's 
clothing and personal protective equipment at the workplace in the sheet metal shop, and the third 
group - in the paint shop. After a certain time, the students (groups) change their teaching stations. 
Finally, each station is discussed. 

5. In the last step, students are informed about the principles of occupational health and 
safety in the tire service and during the service and repair of air conditioning. 

- The knowledge and experience of students regarding the rules of these workplaces is verified 
(question and answer method, brainstorming). 

- The teacher discusses the requirements for safe work in tire service and during air conditioning 
service and repair (lecture). The student has the right to interrupt the lecture and ask questions. 

- The active participation of the students is ensured by the exercises. The method of teaching stations 
is used. Students are divided into groups. Each group is given a different task. 
The task of the first group is to select the work clothes and personal protective equipment of the 
employee at the workplace while handling tires. The second group has to select the employee's 
clothing and personal protective equipment at the workplace while servicing air conditioning. After a 
certain time, the students (groups) change their teaching stations. Finally, each station is discussed. 

2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES ARRANGEMENT 

- First, the students' knowledge of the topic was tested and the discussion method / brainstorming / 
question-and-answer method was used, and then the issues were presented through a lecture and / 
or demonstration method. 

- Sample questions: What principles of safe work and ergonomics can the students name? Do they 
know what rules are related to specific jobs? What do they know about the principles of safe use of 
certain tools? Students are asked questions. 

- Their opinions are collected from each student without restrictions or comments and can be written 
on the board. 

- All submitted ideas are discussed by the class and summarized. The teacher explains doubts 
through a presentation (lecture). 

- The method of teaching stations was used in order to better explain to students the rules of 
occupational health and safety at various positions and in different workplaces. Students are divided 
into groups. After the task is completed, the position is changed. Students can discuss in smaller 
groups. They can touch as many objects as possible (if it is possible to show them). 
 
The method of working in small groups gives students the opportunity to show initiative, activates 
them and ensures greater safety than discussion in the classroom. This form of work motivates 
students who are especially insecure and shy to speak out. The method teaches teamwork skills. 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 

1. Assessment and evaluation for individual 
learning activities:  

Creative thinking skills and communication skills are 
developed. The student's commitment and activity 
are assessed. 

 

2. Assessment and evaluation for group learning 
activities:  

Students acquire the ability to work in a team. 
Cooperation with other students is assessed, taking 
into account the opinions of other people. The 
presentation of the results of the exercise is also 
assessed. 

CHAPTER IV 



 

 

Explanations Regarding the Implementation of 
the Plan 

The subject was taught within the suggested 8 lesson 
hours and it achieved its purpose by making 
evaluations. 

Teacher APPROVED 

…../12/2021 

 

School Principal 

 
 
 
 
 
 
 
Lesson plan for Concrete Life Model 

Motor Transport Institute, Motor Vehicle Engineering and Secondary 
Schools Complex, Warsaw  

DATE: February 2021 

CHAPTER I 

Name Of The Lesson Work safety in a car company 

Classes FIRST CLASSES, semester I and II 

Name/Number of the Unit/Module Accidents at work. First aid 

Subject  Accidents at work. First aid 

Suggested Time For The Lesson 7 lesson hours (45 minut x7) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 
 
The student will be able to: 
 

• distinguish between types of accidents at work 
• identify the most important causes of accidents at work 
• apply the rules of post-accident procedures 
• provide first aid in the event of an electric shock 
• provide first aid in the event of an injury 
• provide first aid in the event of a fractured limb 
• provide first aid in the event of burns 
• provide first aid in the event of carbon monoxide poisoning 
• provide first aid in the event of poisoning with substances used in the operation of motor vehicles 
• provide first aid in other health and life-threatening situations 

Safety Measures (If Any)  

Kolb Learning Style Concrete life model 

Teaching-Learning Methods and Techniques Presentation, screening, films, group work, case 
study, role play, questions and answers, 
discussion 



 

 

Educational Technologies-Tools, Materials and 
Bibliography 

*Teacher 

*Student 

smart board 

computer with multimedia projector 

Classes should take place in the subject room (OHS 
laboratory) equipped with diagrams, mock-ups, 
models and teaching boards in the field of 
occupational health and safety (e.g. kits for first aid 
exercises). 

1-TEACHING-LEARNING ACTIVITIES 

1. First, the students learn about the types of accidents at work and their causes. 

- The teacher discusses: types of accidents and their causes, the sequence of proceedings in the 

event of an accident and the rules of post-accident proceedings (presentation / lecture) - 

introduction, indicating the most important elements, the student has the right to interrupt the lecture 

and ask questions 

- Then students receive examples of situations they may encounter at work (using the case study 

method). 

- Predetermined questions are directed to the student. They are expected to empathize and solve the 

problem (forum discussion about cases). 

- Then the participants are divided into small groups. Each group is required to complete an accident 

at work report by the employee according to the provided template and prepare the content of the 

call for emergency services.  

2. Then the students watch short films on the organization of first aid, rules of first aid, first aid in 

case of electric shock, first aid in case of injuries, in case of poisoning with carbon monoxide 

and substances used in the operation of motor vehicles. 

- Students ask questions based on the videos. Responses are given in a group forum. Other 

students can also answer questions, not only the teacher. 

3. Then the students are asked to play a role-play based on the materials they watched. 

- Volunteers can take part in the scene. 

- The task is to practice helping the victim. 

 

2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES ARRANGEMENT 

Lessons begin by discussing the types of accidents and their possible causes through a presentation 
followed by a forum discussion. Then, students analyze examples of specific situations they may encounter 
at work. Solving specific problems in the classroom allows them to acquire the ability to behave in a similar 
situation in real life. Then the students are divided into groups. Each group does an exercise on the same 
topic together to achieve the same goal.  
 
Then the students watch short instructional videos together, on the basis of which they can ask questions 
later (question and answer technique). After analyzing the films and the discussion, the students are asked 
to play a role-play (one or more scenes) based on the materials they watched. The scenes include: practical 
assessment of the victim's consciousness, practical assessment of the victim's breathing, practical exercise 
of artificial respiration and heart massage on a dummy, bandaging wounds of various parts of the body, 
immobilizing the bones of various limbs. The role-play is aimed at teaching and practicing first aid to the 
injured.  

 
 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 

1. Assessment and evaluation for individual 
learning activities:  

Increasing the sensitivity of students. 

The student's commitment and activity are assessed. 

 

2. Assessment and evaluation for group learning 



 

 

 activities:  

The following are assessed: cooperation with other 
students, taking into account the opinions of other 
people, the ability to listen and respect each other in 
group work and role-play. 

CHAPTER IV 

Explanations Regarding the Implementation of 
the Plan 

The subject was taught within the suggested 7 lesson 
hours and it achieved its purpose by making 
evaluations. 

Teacher APPROVED 

…../12/2021 

 

School Principal 

 
 
 
 
 
 
 
 
 
 
Lesson plan for Reflective Learning Model 

Motor Transport Institute, Motor Vehicle Engineering and Secondary 
Schools Complex, Warsaw  

DATE: February 2021 

CHAPTER I 

Name Of The Lesson Work safety in a car company 

Classes FIRST CLASSES, semester I and II 

Name/Number of the Unit/Module  Legal issues related to occupational health and 
safety 

Subject  Legal issues related to occupational health and 
safety 

Suggested Time For The Lesson 8 lesson hours (45 minutes x8) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 
 
The student will be able to: 
 

• distinguish between concepts related to health and safety at work 
• distinguish between concepts related to fire protection 
• distinguish between concepts related to environmental protection 
• distinguish between ergonomic concepts 
• define the tasks of the National Labor Inspectorate 
• define the powers of the National Labor Inspectorate 
• define the tasks of the State Sanitary Inspection 
• define the powers of the State Sanitary Inspection 
• define the tasks of the Office of Technical Inspection 



 

 

• define the powers of the Office of Technical Inspection 
• define the tasks of representatives of social supervision over working conditions 
• define the rights of representatives of social supervision over working conditions 
• define the rights of the employer in the field of health and safety at work 
• define the employer's obligations in terms of occupational health and safety 
• define the employee's rights in terms of occupational health and safety 
• define the employee's duties in terms of occupational health and safety 
• distinguish between types of safety signs 
• recognize prohibition signs 
• recognize regulatory signs 
• recognize the warning signs 
• recognize emergency exit signs 
• recognize the signs of fire protection 

Safety Measures (If Any)  

Kolb Learning Style Reflective learning model 

Teaching-Learning Methods and Techniques the presentation 

observation 

questions and answers 

discussion technique 

concept map (mind map) 

brainstorm 

Educational Technologies-Tools, Materials and 
Bibliography 

*Teacher 

*Student 

Smart board 

Projector, computer, paper 

Classes should take place in the subject room (OHS 
laboratory) equipped with diagrams, mock-ups, 
models and teaching boards in the field of 
occupational health and safety. 

1-TEACHING-LEARNING ACTIVITIES 

1. The teacher conducts the lesson using the presentation technique. Discusses the rights 
and obligations of the employer and employee in the field of occupational health and safety. 

- students learn through observation and listening as part of the reflective style 

- the teacher acts as an adviser and leader 

- there should be an emphasis on focusing on the learning environment 

- students can ask questions (encourage them to ask questions), answers are given in a group forum 

2. During the next lesson, the supervision over working conditions by the National Labor 
Inspectorate, the National Sanitary Inspectorate and the Office of Technical Inspection is 
discussed. Students are informed about social supervision of working conditions 
(presentation technique) 

- students learn through observation and listening as part of the reflective style 

- the teacher acts as an adviser and leader 

- there should be an emphasis on focusing on the learning environment 

- students can ask questions (encourage them to ask questions), answers are given in a group forum 

- the teacher activates students by asking about the course of inspection activities carried out by 

individual institutions, asking how to prepare a car service for inspection, when and in what 

situations the inspection may be refused, etc. Students present their ideas, answers 

(brainstorming). The teacher conducts discussions with students, reacts to ideas, and answers 

questions. 

3. The next step is to discuss safety signs and signals. 

- visualizations are prepared to be shown to students 

- later, students can analyze images and create concept maps (mind maps) 



 

 

2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES ARRANGEMENT 

Participants will get acquainted with advanced techniques of organizing knowledge about the discussed 
topic during the presentation. First, the general concepts and rules are provided, then go on to more 
detailed information. Knowledge is passed on gradually. As a result, the chances of its permanent 
assimilation by students increase. The techniques of presentation and observation are used. 

Then a brainstorming technique and a question and answer technique are used. The teacher asks 
questions to the group. For example: What checks should a owner of a car repair shop be prepared for? 
When and in what situations can an inspection be refused? Can the computer software used in the 
workshop also be checked? How to prepare a car repair shop for sanitary inspection? Participants of the 
classes receive certain problems to be solved and seek solutions to them by presenting their ideas in a 
group forum. Creative thinking is developed. 

In order to better explain to students the signs and signals of safety, the method of creating a mind map 
was used. Students are explained the principles of mind mapping. Visualizations (prohibition signs, 
mandatory signs, warning signs, evacuation signs and fire protection signs) are presented to the student, 
descriptions are presented separately. Students are asked to create a concept map on which they will 
include signs and symbols with their descriptions. Mind maps are designed to help students understand 
underlying concepts and interdependencies, and to create logical connections. This technique helps to 
actually remember the signs and their meanings. Instead of the paper method, it is possible to use 
existing computer applications to create mind maps. 

The meanings of symbols and signs are discussed collectively at the end of the lesson. 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 

1. Assessment and evaluation for individual 
learning activities:  
The ability to freely express thoughts and creativity 
are assessed. 

 

2. Assessment and evaluation for group learning 
activities:  

Openness to different points of view. 

CHAPTER IV 

Explanations Regarding the Implementation of 
the Plan 

The subject was taught within the suggested 8 lesson 
hours and it achieved its purpose by making 
evaluations. 

Teacher APPROVED 

…../12/2021 

 

School Principal 

 
 
 
Lesson plan for Abstract conceptualization Learning Model 

Motor Transport Institute, Motor Vehicle Engineering and Secondary 
Schools Complex, Warsaw  

DATE: February 2021 

CHAPTER I 

Name Of The Lesson Work safety in a car company 

Classes FIRST CLASSES, semester I and II 

Name/Number of the Unit/Module  Hazards in the work environment 



 

 

Subject  Hazards in the work environment 

Suggested Time For The Lesson 7 lesson hours (45 minutes x7) 

CHAPTER II 

STUDENT ACHIEVEMENTS/GOALS AND BEHAVIORS 
 
The student will be able to: 
 

 anticipate general hazards related to car maintenance and repair 

 define the rules of fire protection 

 define the rules of protection against electric shock 

 define the rules of counteracting noise pollution 

 identify methods of reducing vibration 

 define the rules of conduct in the event of a fire 

 define the rules of counteracting the risk of dustiness 

Safety Measures (If Any)  

Kolb Learning Style Abstract conceptualization learning model 

Teaching-Learning Methods and Techniques demonstration 
simulation 
computer assisted learning 
fishbone method 

Educational Technologies-Tools, Materials and 
Bibliography 

*Teacher 

*Student 

Smart board, computer 

Classes should take place in the subject room (OHS 
laboratory) equipped with diagrams, mock-ups, 
models and teaching boards in the field of 
occupational health and safety (e.g. kits for first aid 
exercises). 

1-TEACHING-LEARNING ACTIVITIES 

1. First, the general hazards related to car maintenance and repair are discussed with 

students. 

- The fishbone method is used, 3 large diagrams are drawn on the board. 

- Students are asked to reflect on the factors causing threats to the work environment as a 

diagnostician, mechanical workshop worker, spare parts and consumables warehouse worker. 

- Students are asked to address the major and minor causes of the hazards (add reasons). 

- Students can be divided into three groups, and each group will deal with a different problem. Or 

they can look for the causes of each problem together in turn. 

2. Then, the proceedings in the event of fire and the topic of fire protection are discussed 

with the students. 

- The demonstration method is used to explain the correct sequence of actions necessary to start 

the foam extinguisher. Using this method in the classroom requires careful preparation. 

- Students should be encouraged to ask questions after the show. 

- The teachers are not required to conduct the demonstrations themselves. If it is possible and 

safe, one of the students can be asked for help in conducting the demonstration. 

- The teacher demonstrates how to recognize device covers using IP codes. 

- Optional: To consolidate the rules of conduct in the event of a fire, you can simulate a fire alarm. 

3. The next step is to discuss the protection against electric shock 

- The teacher discusses the topic of security (lecture / presentation). The student has the right to 

interrupt the lecture and ask questions. 

- Computer assisted learning is applied. Students perform exercises or short tests to consolidate 

and structure their knowledge. 

4. The lesson is about reducing the risk of noise and methods of reducing vibrations 



 

 

- The teacher discusses the principles of counteracting noise pollution and methods of reducing 

vibrations (lecture / presentation). The student has the right to interrupt the lecture and ask 

questions. 

- Computer assisted learning is applied. Students perform exercises or short tests to consolidate 

and structure their knowledge. 

5. The next lesson is about counteracting the risk of dust pollution 

- The teacher defines the rules of counteracting the dust pollution (lecture / presentation). The 

student has the right to interrupt the lecture and ask questions. 

- Computer assisted learning is applied. Students perform exercises or short tests to consolidate 

and structure their knowledge. 
 

2. TEACHING-LEARNING PROCESS APPROPRIATE TO LEARNING STYLES ARRANGEMENT 

The "fishbone" method was found to be suitable for the topic of hazards related to the maintenance and 
repair of cars. This method allows you to focus on the problem and its causes. Students get three problems. 
They focus on the causes - factors causing threats in three different workplaces. Students have the 
opportunity to question possible causes and associate them with other (consecutive) reasons. Skills such 
as problem recognition, idea generation and analysis are strengthened. 

The demonstration method was used to explain to students the basic principles of operation of devices such 
as a fire extinguisher. The demonstration method is used to emphasize the practical application and vital 
reference of the devices on display. This method allows the student to get to know the observed object 
directly. Students can observe how the device is properly used. There may be some preparation needed to 
show this method in the classroom. 

In the following lessons, computer-assisted learning is used. The exercises may take the form of didactic 
games. It is a method that relaxes students, affects emotions, is not stressful and at the same time promotes 
the acquisition of new information and its consolidation. 

CHAPTER III 

    ASSESMENT AND EVALUATION 
 
     * Assessment and Evaluation for Individual       
Learning Activities 
 
     * Measurement and Evaluation of Group 
Learning Activities 
 

1. Assessment and evaluation for individual 
learning activities:  

Activity, commitment, the ability to ask questions, the 
ability to solve problems. 

 

2. Assessment and evaluation for group learning 
activities:  

The ability to associate possible causes. Taking into 
account the opinions of other people is assessed. 
Ability to listen and respect each other while working. 

 

CHAPTER IV 

Explanations Regarding the Implementation of 
the Plan 

The subject was taught within the suggested 7 lesson 
hours and it achieved its purpose by making 
evaluations. 

Teacher APPROVED 

.…../02/2021 
 

 

School Principal 
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1. COMPETENCE DEFINITION 

 



 

 

Understand and value opposing perspectives and viewpoints, adapting one's own position as the situation 

demands and readily changing or accepting changes in the organization or job requirements. 

 

LEVEL 1: Accepts the need for flexibility 

- Is open to changing ideas or perceptions in the face of new information or counter-evidence. 

- Understands the views of others 

 

LEVEL 2: Applies rules with flexibility 

- Alters normal procedures to fit a specific situation in order to get a job done or achieve a goal. 

 

LEVEL 3: Adapts tactics 

- Deciding how to do something based on the specific situation  

- While maintaining the same plan or overall strategy, changes the way the plan or strategy is carried out. 

- Acts to adapt to the situation or person 

 

LEVEL 4: Adjust Strategy 

- Changes the overall plan, objective or project to suit the situation 

- Makes small or temporary organizational changes to meet the needs of a specific situation 

 

Key points 

Adapts to the needs of others  

Adjusting to situations  

Adapts easily to changes  

Adapts his/her ideas to those of others  

Adapts easily  

Does not find it difficult to change his/her routine  
 

 

 

BEHAVIORS GUIDE:  

 4.2.1.- Excellent level,  

 4.2.2.- Expected level  

 4.2.3.- Below expected level 



 

 

 

2. BEHAVIOURAL GUIDELINES 

 

2.1. Excellent level 
 

 Changes established objectives quickly, depending on external changes.  

 Adapts the progress of their projects or tasks according to current and potential perspectives.  

 Adapts his/her behavior to situations or people, seeking an increase in quality and efficiency.  

 Adopts diverse criteria or points of view to improve or benefit processes and relationships, integrating new 

knowledge with ease.  

 Is attentive to events in the environment that could impact on the development of the project or task he/she is 

working on, as well as the organization as a whole.  

 He/she is predisposed to adopt accelerated work rhythms, modifying the planning of his/her task when the 

situation requires it.  

 Has extensive criteria to establish priorities in the organization of his/her work and to take action quickly when 

there is a change in the usual course of his/her tasks.  

 Is open to the incorporation of new technologies that contribute to the quality of processes. 

 

2.2. Expected level 
 

 - Generates innovative and practical responses when circumstances demand it.  

 - Promotes the integration of diverse ideas and criteria in pursuit of improvement objectives.  

 - Reacts favorably to changes in his/her area of work.  

 - Has an adequate integration with colleagues, and adapts to changes in the structure of the work team, according 

to what is required of him/her.  

 - Accepts suggestions from the work team that involve a different approach from his/her own, but which are 

necessary to achieve the objectives of the area.  

 - Implements directives given by a superior, even if they require a significant change in his/her usual way of 

working.  

 

2.3 Below expected level  
 

 Demonstrates unwillingness to adapt to changing situations or environments, showing a rigid posture when faced 

with the need to implement change.  

 Has limited ability to make appropriate and timely decisions in varied or changing situations.  

 Maintains an intransigent attitude, resisting the integration of ideas or criteria other than his or her own.  



 

 

 His/her closed posture and inflexible attitude do not allow him/her to act quickly and effectively in the face of the 

demands of the environment.  

 Obstructs the pace of work of others by investing time and energy in defending his/her opinion against that of 

others.  

 Works according to old patterns and systems, without making use of the new tools available in the organization.  

 Becomes disorganized when changes in work procedures take place, resulting in a decrease in performance. 

 

SPECIFIC TOOL TO DEVELOP: 
Managing CRITICAL conversations 

• MODEL: Training guide for educators from Hacettepe University (Kolb´s experimental development 

model) 

• SESIONS: 5 

• DURATION: 2 hours per session 

 

 

 

 

 

 

3. WORKING PLAN 

 

- SESSION 1: WHAT IS A CRITICAL CONVERSATION  

- SESSION 2: MASTERING CRITICAL CONVERSATIONS 

- SESSION 3: MASTERING MY EMOTIONS  

- SESSION 4: HOW WE LEARN TO OBSERVE AND PROVIDE SAFETY  

- SESSION 5: HOW WE LEARN TO PROBE OTHERS AND HOW WE TURN ALL THESE IDEAS INTO HABITS 

3.1. SESSION 1: WHAT IS A CRITICAL CONVERSATION 

 

DATE: ………….  

DURATION: 2 hours 



 

 

 PLACE: …………….  

TOOLS: Projection, computer and paper, blackboard 

TEACHING METHODS AND TECHNIQUES: 

Open questions and shared reflection, brain storming, circle method, work in small groups and shared 

presentation of opinions. Expository method 

AIM: LEARNING OBJECTIVES  

INITIAL APPROACH: There are times when we feel stuck or do not achieve what we really want in different 

areas of our personal or professional activity. From difficult or failed relationships to efficiency or quality 

problems or agreements we never reach. 

What we need to do: Identify the Crucial Conversations that are key to the success of the organization, the 

team or the relationship itself. 

TECHNIQUE: PARTICIPATORY REFLECTION. The teacher asks the following questions to the class and 

stimulates participation 

What do you consider to be a difficult conversation? Do you avoid difficult conversations?  

In conversations do you say exactly what you think and feel or do you prefer to withdraw? 

Do you try to impose your judgement; Do you argue about points of view or against a person? 

 

EXPOSITORY METHOD : THE TEACHER EXPLAINS WHAT IS A CRUCIAL CONVERSATION 

When people first hear the term crucial conversation, many people recall images of presidents, emperors and prime ministers sitting around a 

huge table discussing the future of the world. While it is true that such dialogues have a lasting and far-reaching impact, they are not the ones 

we have in mind. The crucial conversations we are referring to are interactions that all people experience. They are the everyday conversations 

that influence our lives.  

What turns certain dialogues into crucial conversations (and not just a challenge, or something annoying, intimidating or unpleasant) is that the 

outcomes could have an enormous impact on the quality of life of the people who participate in them. In all cases, some element of their daily 

routine could be altered forever, for better or worse. Clearly, a crucial conversation about a promotion could make a big difference. The success 

of your company affects you and everyone you work with. When you think about cooperating with another company, it is inevitable for you to 

have a Crucial Conversation up front. When the success of your company depends on cooperating with another company, whose initial interests 

may not be the same, you may need to consider having a Crucial Conversation. 

 

WORK IN SMALL GROUPS (2 OR 3 PEOPLE) 10 MINUTES: What makes a crucial conversation different from an ordinary one? 



 

 

CONSENSUAL REFLECTION ON THE CONCLUSIONS 

EXPOSITIVE METHOD (teacher's material) 

- Firstly, opinions diverge. 

- Secondly, there are important factors at play. 

- Thirdly, emotions are intense.  

By definition, crucial conversations are about difficult issues. Unfortunately, it is a trait of our human nature to avoid discussions because we 

fear they will hurt us or make things worse. We are masters at avoiding such difficult conversations, and so we resort to all sorts of tactics to 

avoid thorny issues....  

When faced with crucial conversations, we tend to opt for one of these three solutions: 

- Avoid them. 

- Confront them and handle them poorly. 

- Confront them and handle them well. 

 

How do we usually handle Crucial Conversations? 

We often manifest our worst behaviour 

Why does this happen? Because we are "badly designed". When conversations leave the realm of the routine and become critical, we tend to 

get into trouble. Emotions do not exactly prepare us for successful and constructive dialogue. Countless generations of genetic make-up lead 

humans to handle crucial conversations with a raised fist and light feet, not with intelligent persuasion or kindness. 

For example, think of a typical crucial conversation. Someone says something you disagree with on a subject that is of great importance to 

you, and you feel the hairs on the back of your neck stand up. Unfortunately, your body does something else. Two small organs above your 

kidneys pump adrenaline into your blood system. It's not that you CHOOSE to do this: it's your adrenal glands that are activated, and you have 

to learn to live with it.  

We are under pressure 

In the past we were continually under pressure, facing multiple tasks and dangers in real time with a brain that was prepared for other things. 

We have been lucky not to suffer multiple heart attacks. Crucial conversations are often spontaneous. They often come out of nowhere. And 

because they take us by surprise, we are forced to engage in complex human interaction in real time, no books, no counsellors, and certainly 

no pause for a team of therapists to come to our aid and fill us with brilliant ideas. 

We are confused. 



 

 

We don't know where to start. As we go along, we improvise because we haven't often seen real models of effective communication skills in 

practice. We are our own worst enemies, and we don't even realise it.  

 

METHOD: BRAIN STORMING. EACH STUDENT HAS TO IDENTIFY ISSUES THAT COULD LEAD TO DISASTER IF NOT 

PROPERLY ADDRESSED. These are written down on the board. 

TEACHER’S MATERIAL: expository method. 

Recap: Issues that could easily lead to disaster are: 

- Ending a relationship. 

- Talking to a colleague at work who behaves offensively or makes unpleasant comments. 

- Asking a friend to pay us what they owe us. 

- Commenting on someone's behaviour. 

- Talking to a boss who does not meet your own safety or quality standards. 

- Criticising a colleague's work. 

- Asking a flatmate to move out. 

- Dealing with a rebellious teenager. 

- Talking to a team member who does not live up to commitments. 

- Talking to a colleague who withholds information or resources. 

- Handing in an unfavourable performance review. 

- Talk to a colleague about a personal hygiene problem. 

- Giving feedback to a colleague. 

- And, of course, having healthy and fruitful conversations that facilitate cooperation and collaborative work. 

The bottom line is that crucial conversations can take place at the personal and professional level because what always underlies these types 

of conversations is that there is something important at stake, there are conflicting opinions and, fundamentally, strong EMOTIONS are being 

generated. 

 

CIRCLE METHOD: How can business and personal health be improved through healthy conversations? 



 

 

EXPOSITORY METHOD: MATERIAL FOR THE TEACHER 

In the worst companies, underperforming employees are first ignored and then transferred. In the best companies, everyone is accountable 

to everyone, regardless of level or position. In the best companies, bosses always address problems. In high-performing companies, when 

employees fail to deliver on their promises, colleagues step in voluntarily and effectively to address the problem. 

 

 Safety. When someone violates a procedure or acts in an unsafe manner, the first person who observes the problem, regardless of their 

position, comes forward and has a crucial conversation. 

 Productivity. If an employee is underperforming, failing to deliver on a promise, not doing his or her part of the job, or simply not being 

productive enough, the affected parties address the problem immediately. 

 Diversity. When someone feels offended, threatened, insulted or harassed, they address the issue with the person who has committed the 

offence, and they do so with skill and calmness. 

 Quality. In companies where quality is the rule, people deal with problems face to face when they arise. 

 All other burning issues. The best companies in innovation, teamwork, change management or any other sector that requires human 

interaction are the best when it comes to having the relevant crucial conversations. 

 External relationships and cooperation, whether with customers, suppliers or partners with whom we want to establish links. 

 

 

And how does it improve your personal health? 

 

The negative feelings we harbour or the emotional pain we suffer as we navigate our way through unhealthy conversations slowly undermine 

our health. In some cases, the impact of frustrated conversations leads to minor problems. In others, it brings disaster. In all cases, frustrated 

conversations never make us happier or healthier. 

 

3.2. SESSION 2: MASTERING CRITICAL CONVERSATIONS 
 

DATE: ………….  

DURATION: 2 hours 

PLACE: …………….  

TOOLS: Projection, computer and paper  

 

TEACHING METHODS AND TECHNIQUES: 

Expository method, personal notebook, shared reflection, role play 



 

 

AIM: LEARNING OBJECTIVES  

INITIAL APPROACH: When faced with a Crucial Conversation, we understand that we have only two 

alternatives: to remain "silent" or to respond with "violence". 

What we have to do: It is possible to be respectful and honest in dealing with any subject with anyone, no 

matter how complicated and sensitive. 

 

EXPOSITORY METHOD: MATERIAL FOR THE TEACHER 

People who are skilled in dialogue do everything they can to enable others to add their opinion to a common 

bag, which is the "Shared Meaning"; even ideas that at first sight seem controversial, wrong or in contradiction 

with their own beliefs. 

Shared Meaning refers to the ideas, positions, theories, experiences, postures and feelings that the 

protagonists of the Crucial Conversation convey to their interlocutors. Not only does this help individuals make 

better decisions, but because meaning is shared by all parties, people act without reservation, whatever 

decision is made. When people are present in an open discussion where ideas are shared, they participate in 

the free flow of meanings.  

How do you help the bag to get fuller and fuller? First, when individuals are exposed to more accurate and 

relevant information, they make better decisions. In a very real sense, the common purse is a measure of the 

group's IQ. The larger the common bag, i.e. the more pieces of the communication puzzle on the table, the 

smarter the decisions. When people do not participate, when they sit in silence during sensitive conversations, 

they rarely feel committed to the final decision. Because they keep their ideas and opinions to themselves, 

they never get to build part of the substance and end up silently criticising and passively resisting. This is what 

we call "the fool's alternative", i.e. instead of being open to dialogue, we either remain silent or resort to 

violence, trying to impose our positions. 

We are not suggesting that all decisions should be taken by consensus or that the boss should not participate 

in or even make the final decision. We are only suggesting that whatever the method of decision-making, the 

richer the shared meaning of the substance, the stronger the final decision will be, regardless of who makes it. 

The Model and process we are going to use to work on the Crucial Conversations consists of a Before, During 

and After. It is about using the method to expose any opinion, no matter how sensitive it may be to anyone, no 

matter how difficult it may be. 

 

HOW DO WE MOVE FORWARD? MANAGING EMOTIONS 



 

 

INITIAL APPROACH: The first thing to deteriorate in a conversation is not the behaviour (that happens later) but the 

motives, intentions... 

 

INDIVIDUAL WORK: WRITE IN YOUR PERSONAL NOTEBOOK A REFLECTION ON THE FOLLOWING QUESTIONS (10 MINUTES) 

What do we need to do? In conversations, do you really focus on what you want to achieve? How do we stay focused on 

what we really want? 

Two volunteers share their work 

 

EXPOSITORY METHOD: MATERIAL FOR THE TEACHER 

When faced with a failed conversation, most of us have a tendency to blame the other person. "If only the 

others would change, we would all live happily ever after. "If the others were not so crazy, we wouldn't have 

to engage in meaningless games." “They were the ones who started it. It's their fault, not ours”. And so on and 

so forth. 

 

People who are better at dialogue understand this simple truth and turn it into a principle:  

"I have to take care of me first". While others may need to change, or we may want them to change, the one 

person we can constantly inspire, probe and mould, with some degree of success, is the person in the mirror. 

 

PERSONAL NOTEBOOK: Choose a conversation that you will have to keep in the future and answer these 

questions 

Some big questions I have to ask myself: 

- What do I really want for myself? 

- What do I want for the other person? 

- What do I really want for our relationship? 

- What do I want for my organisation? 

 

Imagine you are in a conversation to cooperate with another company; once you have answered these questions: How would you behave if 

you really wanted these results? Would you change anything you have done so far? 

 

METHOD: SHARING IN SMALL GROUPS 



 

 

ROLE PLAY: two volunteers explain their "future conversation" on a key issue they are involved in. 

 

EXPOSITORY METHOD: MATERIAL FOR THE TEACHER 

Common deviations 

 

The drive to win. This particular dialogue killer is at the top of many lists we have compiled. This desire to win is ingrained in us before we are 

old enough to know what is going on. Unfortunately, as we mature, most of us don't realise that this desire to win is permanently driving us 

away from healthy dialogue. 

The desire for revenge. Sometimes, when our anger rises, instead of wanting to win an argument, we want to hurt the other person. When 

emotions reach their peak, our goal is completely distorted. We become so far removed from the reflex of bringing meaning to the situation 

that all we care about is seeing others suffer. 

The hope of staying safe. Sometimes we are more inclined to personal safety than to dialogue. Instead of contributing to the pool of 

meaning, which probably means making waves along the way, we opt for silence. We are so uncomfortable with the immediate conflict that 

we accept the certainty of bad outcomes to avoid the possibility of an uncomfortable conversation. After all, if we are only choosing between 

flight or aggression, what's the point of having creative ideas? We are also kept stuck in ineffective strategies by justifying our attacking or 

backing down behaviours - why modify our behaviour if we are the only smart ones who are silent: "Opposing the boss? What bug has bitten 

you?" "Telling my spouse that his or her approach to the kids is too controlling? No way. Commenting to a client who's always trying to cheat 

me? I'd lose the client for sure. I'd be paying for the mistake for the rest of my life': With an attitude like that, why should we ever change 

when we think we are the only beings with any integrity at all? Someone has to tell the sad truth. It's the only thing that would allow me to 

look in the mirror' and think about what I can really do. 

 

How to avoid these wrong paths. In search of the elusive "Y" (This is an endangered species, as you know) Here's how it works. 

- First, clarify what you really want. You already have a head start if you have started with your heart. If you know what you want for yourself, 

for others and for the relationship, you are in a position to abandon the Fool's Alternative. 

- Secondly, clarify what you really don't want. Think about what you fear might happen to you if you give up your current strategy of trying to 

win or stay safe. 

- Third, present a more complex problem. Combine the two into a conjunctive question that forces you to look for more creative and 

productive options than silence or violence. 

- Instead of using the exclusionary "or", why don't we try using the inclusionary "AND"? In this way we will be able to encompass one or more 

positions that are, in principle, very far apart. 

 

EXERCISE: TAKE AN AWKWARD CONVERSATION AND DEFINE IT ACCORDING TO THE ABOVE CRITERIA. WRITE IN YOUR NOTEBOOK 

 

A volunteer shares his or her reflections 

 



 

 

3.3. SESSION 3: AS WE CONTINUE: MASTERING MY EMOTIONS  
 

DATE: ………….  

DURATION: 2 hours 

PLACE: …………….  

TOOLS: Projection, computer and paper 

TEACHING METHODS AND TECHNIQUES: 

Open questioning and shared reflection, brain storming, circle method, small group work, and presentation of 

opinions. 

 

AIM: LEARNING OBJECTIVES  

INITIAL APPROACH: When faced with an important or complicated situation, our emotions take over and we 

often bring out the worst in ourselves and even believe that we are doing the right thing. 

What we need to do: Create emotions that facilitate a return to healthy dialogue. 

 

METHOD OF OPEN QUESTIONING AND PARTICIPATORY DIALOGUE 

Do you rely on facts and actions or do you go by the idea or judgement you have of the other person? 

 

 

EXPOSITORY METHOD: MATERIAL FOR THE TEACHER 

How to keep talking when we feel angry, frightened or hurt 

Some people tend to react more explosively and intensely to the same stimulus than others. Emotions do not blind us like a fog. Emotions are 

not inflicted on us by others. Even if you feel very calm when you say it, it is not others who infuriate you. You enrage yourself. You, and only 

you, create your emotions. 

Once we have created our emotions, we have only two options. We can either influence them or be influenced by them. That is, when it 

comes to intense emotions, we either find a way to master them or we become their hostages. 

People who are good at dialogue know very well that if they do not control their emotions, things will get worse. So they try something 

different. They pretend. They stifle reactions and do their best to return to dialogue. At least they try. Unfortunately, when they reach a 

difficult point in a crucial conversation, their repressed emotions come to the surface. They manifest themselves as tense jaws or sarcastic 



 

 

remarks. The dialogue suffers. Or perhaps their paralysing fear prevents them from saying what they really think. People who are better at 

dialogue do something completely different. They are not hostage to their emotions, nor do they try to repress them. 

It turns out that there is an intermediate step between what others do and how we feel. That is why, faced with the same circumstances, ten 

people can have ten different emotional responses. For example, faced with a colleague's comments at work, some may feel insulted, while 

others are just curious. Some become angry and others feel concern or even sympathy.  

What is the intermediate step? Just after we observe what others do and just before we feel any emotion, we tell a story to ourselves. That is, 

we attach a meaning to the action we observe. To the simple behaviour we attach a motive.  

The stories we tell ourselves happen at an incredibly fast pace. When we think we are in danger, we tell ourselves a story so quickly that we 

don't even know we are doing it.  

Since we and we alone tell the story, we can regain control of our own emotions by telling ourselves a different story. 

 

METHOD: THINK OF A DIFFICULT SITUATION AND WHAT STORIES YOU ARE TELLING 

YOURSELF. SHARE IT IN THE SMALL GROUP IF YOU WISH 

Question your feelings and stories 

Once you have identified what you are feeling, you have to stop and ask yourself: given the circumstances, is it the right feeling? Of course, 

this means: am I telling myself the right story? After all, feelings come from stories, and stories are the product of our own invention.  

Don't confuse stories with facts. Sometimes we don't question stories because we see them as immutable facts. When we create stories in 

the blink of an eye, we can get so caught up in the instant that we begin to believe that stories are facts. We feel them as facts. We confuse 

factual conclusions with hard and fast data. 

 

EXPOSITORY METHOD: MATERIAL FOR THE TEACHER 

The three typical stories we tell ourselves are usually: 

Victim Stories - "It's not my fault"  

The problem is always the same. The other person is bad and wrong, we are good and right. Other people do bad things and we suffer 

the consequences. "I did everything I had to do to reach an agreement but in the end it didn't work out". 

Villain stories - "It was all your fault". 

We create these nasty stories by turning normal, decent human beings into villains.  We impute bad intentions to them and then tell 

everyone about the others' faults as if we are somehow doing the world a huge favour. 



 

 

In Victim Stories, we exaggerate our own innocence.  In Villain Stories, we emphasise the other person's guilt. "If only the other 

person had done more than his share...but he always came up with the same story...with people like this it is impossible to agree on 

anything." 

Stories of Impotence - "There is nothing more I can do". 

 In these inventions, we describe ourselves as powerless to act. While the Villain and Victim Stories look backwards to explain why we 

are in a certain situation, the Powerlessness Stories look forward to explain why we cannot do anything to change our situation. "In 

this country the best thing to do is to work alone, you start to cooperate and everything is problems...". 

 

The best way out of our stories is to turn the victims into protagonists, the villains into human beings and the helpless into capable people. 

 

HOW TO SPEAK IN A PERSUASIVE, NON-OVERBEARING MANNER 

INITIAL APPROACH: During crucial conversations we often say things in an inappropriate, sometimes 

even hurtful way. 

What we need to do: To be able to talk about sensitive and important issues in a way that minimizes 

defensive attitudes. 

 

METHOD: OPEN QUESTIONING AND SHARED REFLECTION 

When you state your position, do you do it in a respectful and healthy way? 

 

EXPOSITORY METHOD: MATERIAL FOR THE TEACHER 

 

How to speak in a persuasive, non-overbearing manner 

It is so usual to go from a leisurely conversation to a pitched battle.... 

 

How did it come to this? 

It starts with a story. When we feel the need to impose our ideas on other people, it is usually because we believe we are right and everyone 

else is wrong. We feel justified in resorting to dirty tricks. Once we are convinced that it is our duty to fight for the truth, we start to bring out 

the heavy weaponry.  We use debating tricks that we have learned over the years. The most important of these is the ability to "mark the 

deck''. We cite information that supports our ideas while hiding or discrediting anything that doesn't support us. We then pepper the 

discourse with exaggerations. 

 



 

 

How can we fix it? 

 

How do we change? 

First of all, by being attentive to the moment when people start to show resistance to you. Are you focusing on yourself rather than the 

subject? Are you leaning forward? Are you speaking louder than usual? Are you starting to try to win? Are you speaking in long monologues 

and resorting to gimmicks? Remember: The more you care about an issue, the less likely you are to put on your best attitude. 

 

When you have a difficult message to share, and when you are so convinced of your own rightness that you may be pushing too hard, 

remember to define your path: 

 

 Share your facts. Start with the least controversial and most persuasive elements. Let them know your path from start to finish, and 

not from the beginning to.... well, as far as it takes you. Tell others your experience from your point of view, starting with your facts. 

 Explain your story. Tell them what conclusions you have drawn from those facts. Tell them how those facts have made you think and 

feel a certain way. Don't tell them that the story is true, but that it is "YOUR STORY" through the facts. Share it in such a way that you 

express appropriate confidence in your conclusions while showing that, if appropriate, you would like those conclusions to be challenged. 

 Consult the way of others. Encourage others to share their facts and stories. We demonstrate our humility by asking others to share 

their views. You should not only invite others to speak, but do so by making it clear that, no matter how controversial their ideas, you want 

to hear them. Make it clear that you want to hear their opinions, whatever they may be. People need to feel safe to share their observations 

and stories, even if they are different. If you disagree, so much the better. If what they have to say is controversial or even sensitive, respect 

them for having the courage to speak their mind. 

 

METHOD: WORKING IN SMALL GROUPS ON THIS QUESTION: HOW TO DO THIS? 

Each group develops a small mind map 

MATERIAL FOR THE TEACHER: CONCLUSIONS TO BE REACHED 

 Speaking with prudence and humility. Confidence is not the same as arrogance or stubbornness. Skilled people are confident that they 

have something to say, but they also observe that others have valid opinions. They are humble enough to know that they do not have a 

monopoly on the truth. Define your story as history, don't disguise it as fact. 

 Encourage evidence. Seek to provide safety for others to express divergent or even contrary opinions. No one is absolutely right.  

 Build trust. Most people simply don't have sensitive conversations unless they are with the right person. People who handle dialogue 

skillfully feel the trust. 

 Speaking wisely. When sharing a story, try to combine trust and humility. Why soften the message? Because we try to bring meaning 

to the background, not force it down other people's throats. If we exert too much pressure, the information won't get to the bottom line. 

Moreover, when we use cautious language, it not only accurately portrays our uncertain view, but also helps reduce defensive activities 

and reassures others to offer divergent opinions. cautiously, not weakly. Some people are so concerned not to push or assert themselves 

that they take the wrong path in another direction. It is one thing to be humble and open, quite another to suffer from chronic insecurity. 



 

 

 Be genuine. Mean what you say. Sometimes people offer an invitation that seems more like a threat than a genuine call for opinions. 

 

 

Share sensitive issues 

Bringing information to bear on the background of meanings can be a rather arduous business when the ideas we are about to drop into the 

collective consciousness contain sensitive, unattractive or controversial opinions. People who are best at dialogue say everything they think 

and do so in a way that others perceive as safe when they hear what they have to say and also when they want to respond to them. They are 

both totally sincere and totally respectful. 

 

3.4. SESSION 4: HOW WE LEARN TO OBSERVE AND PROVIDE SAFETY  
 

DATE: ………….  

DURATION: 2 hours 

PLACE: …………….  

TOOLS: Projection, computer and paper,  

TEACHING METHODS AND TECHNIQUES: 

ICE-BREAKING, open questioning and shared reflection, brain storming, small group work and presentation of 

opinions, mind mapping, expository method. 

AIM: LEARNING OBJECTIVES  

INITIAL APPROACH: When a conversation becomes crucial, we miss the first warning signs or misinterpret them. 

What we need to do: The sooner we realise that someone is not engaging in dialogue, be it others or ourselves, the sooner 

we can return to dialogue at the lowest cost. 

 

 

Ice-breaking question 

During the conversation, are you aware of when mutual trust breaks down? 

 

How to know when safety is at risk 

TEACHER’S EXPOSITORY MATERIAL 



 

 

First, be alert to the moment when a conversation moves from being routine or harmless to becoming a crucial conversation. Likewise, when 

preparing to engage in a difficult conversation, pay attention to the fact that you are about to enter a danger zone. When there is no safety, 

you begin to blind yourself. By remaining attentive to transgressions against safety, you can not only see when the dialogue is in danger, but 

also reactivate your mind. When we feel truly threatened, we can hardly see beyond what is in front of us. Let's not let security issues throw 

us off centre. When people start to feel insecure, they resort to unpleasant practices. 

 

Silence and violence 

When we fear that people will not be convinced by our ideas, we start to push too hard. When we fear that we will be harmed in some way, 

we start to hold back. These two types of reactions, namely fight and flight, are motivated by the same feeling, fear. When people begin to 

feel insecure, they choose one of two unhealthy paths. Either they remain silent (refraining from bringing meaning to the background) or they 

become aggressive (trying to impose meaning on the shared background). 

 

Silence 

Silence is any way of deliberately refraining from contributing information to the common purse. It almost always responds to a 

desire to avoid potential problems, and always restricts the flow of meaning. Methods vary from playing word games to avoiding a 

person altogether. The three most common forms of silence are masking, avoidance and withdrawal. 

 

o Masking means downplaying or selectively expressing one's true opinions. 

o Avoidance means staying away from sensitive issues altogether. Conversation, but without addressing the substance of 

the issue.  

o To withdraw means to marginalise oneself completely in a conversation. Either we leave the conversation or we leave 

the room. 

 

Violence 

Violence is any verbal strategy that attempts to convince, control or force others to adopt our point of view. It opposes safety by 

attempting to impose meanings on the background. Methods vary from name-calling and monologue to threats. The three most 

common forms are controlling, stigmatising and attacking. 

o  Controlling is about forcing others to adopt our way of thinking. This is achieved either by imposing our views on others 

or by dominating the conversation. Methods often include interrupting others, exaggerating one's position, speaking in 

absolutes, changing the subject, or using leading questions to control the conversation. 

o Stigmatising is attaching a label to people or ideas and then dismissing them with a stereotype or general category. 

o The attack speaks for itself; we give up winning an argument in order to inflict damage on the other person. Tactics 

include contempt and threats. 

 

People adopt postures of "silence" or "violence" when they do not feel safe to share their meaning. 

 



 

 

What do we need to do? Stop the conversation and restore safety when you perceive "silence" or "violence" in the other. 

Get out of the content and start by creating a mutual purpose to return to healthy dialogue. 

Are you able to create an atmosphere in which it is possible to talk about the most 

sensitive issues? How? 

METHOD: GROUP WORK ON THIS QUESTION AND CONCLUSIONS BY THE 

REPRESENTATIVES OF EACH GROUP. Possibility of drawing up a mind map 

TEACHER’S EXPOSITORY MATERIAL 

How to find the safety to talk about almost anything 

What do I really want? If you really want to have a healthy conversation about an issue that could make or break your relatio nship, you may have to ignore 

the contingent problem for a while.  

 

The Common Goal 

Crucial conversations often end badly, not because of the content of the conversation but because others believe that hurtful and scathing content means you 

have malicious intent. How can they feel safe when they believe you intend to hurt them? Pretty soon, every word you utter will be suspect. The first condition 

of safety is a Common Goal. 

 

 Common Goal means that others perceive that we are working towards a common outcome in conversation, that we care about their  goals, interests and 

values. 

 

When the goal is in jeopardy we end up in an argument. When others begin to impose their views on the background of meaning it is often because they believe 

that we are trying to win and that they have to do the same. Other signs that the goal is in jeopardy are defensive attitudes, unshared ideas (the silent way of 

expressing the frustrated goal), accusations and returning to the same topic over and over again. 

To succeed in crucial conversations, we must truly care about the interests of others, not just our own. 

 

Mutual respect 

Will we be able to continue the dialogue? While it is true that there is no reason to engage in a crucial conversation if there is no Common Goal, it is also true 

that we cannot continue the dialogue if we do not observe Mutual Respect. Mutual Respect is the condition for the continuity of dialogue. When people 

perceive that their dialogue partners do not respect them, the conversation immediately becomes insecure and the dialogue stops dead in its tracks. 

 

Apologise when appropriate 

When you make a mistake, don't cause harm to others. Start with an apology. An apology is a statement that sincerely expresses your regret for your 

responsibility for causing, or at least not preventing, pain or hardship caused to others. An apology is not really an apology unless you experience a 



 

 

change in attitude. To offer a sincere apology, your motivations have to change. 

Contrast to remedy misunderstandings 

We may begin by innocently sharing our opinions, but the other person may believe that our intention is to win them over or force them to accept our 

opinion. Clearly, in such circumstances, apologising is not the right thing to do. It would be unwise to acknowledge that we have made a mistake when 

we have not. Contradicting is not apologising. It is not a way of disowning something we have said that has hurt someone else's feelings. Rather, it is a 

way of ensuring that what we have said will not cause more harm than it should. When people misunderstand you and you begin to refute 

misunderstandings, stop. Use Contrast. Explain what your intentions are until you have re-established security. Then resume the dialogue. Safety first. 

 

3.5. SESSION 5: HOW WE LEARN TO PROBE OTHERS AND HOW WE 

TURN ALL THESE IDEAS INTO HABITS 
 

DATE: ………….  

DURATION: 2 hours 

PLACE: …………….  

TOOLS: Projection, computer and paper 

TEACHING METHODS AND TECHNIQUES: 

Small group work. Open-ended questions and shared reflection, brain storming, exposition of opinions, 

expository method. 

AIM: LEARNING OBJECTIVES  

INITIAL APPROACH: During the conversation some people feel insecure and distrustful, they opt for "silence" or "violence" 

and we don't know why. 

 

What we have to do: We can help the other person to leave the "silence" or "violence" behind, to join you and to expose 

their way. 

 

METHOD: MEETING IN SMALL GROUPS AND DISCUSSION OF THIS QUESTION. CONCLUSIONS BY THE SPOKESPERSONS 

How do you manage to bring your interlocutor out of silence/violence? 

 

EXPOSITORY METHOD: MATERIAL FOR THE TEACHER 



 

 

 

How to listen when others explode or fall into silence 

Start with the heart - Prepare to listen 

Be honest. To gain access to the facts and stories of our interlocutors we need to invite them to share what they think. We will come back 

to how. For now, we will highlight the fact that when we invite others to share their views, we must do so sincerely. Be curious. When you 

want to hear from others, the best way to get to the truth is to give others the safety to tell the stories that have led them to silence or 

violence. This means that at the very moment when most people get angry, we need to be curious. Instead of responding to them equally, 

we need to reflect on the problem. 

 

o Remain curious. When people begin to share their stories and feelings, we run the risk of turning to our own Victim, 

Villain and Impotent Stories to help us explain why they say what they say. 

o Be patient. When others act out their feelings and opinions through silence or violence, it is very likely that they are 

already beginning to feel the effects of adrenaline. 

o Ask questions to get things going. The easiest and most direct way to encourage others to share their path to action is 

simply to invite them to express themselves. When we show genuine interest, people are less inclined to resort to silence 

or violence. 

o Reflect to confirm feelings. If you ask others to share their ways and fail to open the conversation, mirroring can help 

create more safety. By mirroring, we take the part of the other person's Path to Action that we have access to and give 

them the safety to talk about it. We create safety when our tone of voice says we are comfortable even if they feel what 

they feel. If we sound angry or take a displeased attitude to what others say, we do not create security. We confirm their 

suspicions that they should be silent. 

o Paraphrase to acknowledge the story. Be careful not to just automatically reproduce what has been said. Instead, say it 

in your own words, usually in abbreviated form. The key to paraphrasing, as with the Reflection, is to remain calm and 

composed. Our aim is to create reassurance, not to react in horror or to suggest that the conversation is about to take 

an unpleasant turn. 

o Encourage when you have achieved nothing. When this happens, it is advisable to encourage. Use this technique when 

you think the other person still has something to share and could do so with a little effort on your part. 

 

Ending a difficult conversation 

 

INITIAL APPROACH: When we end a Crucial Conversation, we often allow a whole set of problems to arise from not 

following it up. 

 

What do we need to do: Move from successful and healthy dialogue to the action needed to achieve the results we seek 

 



 

 

Brain storming ideas in the classroom 

EXPOSITORY METHOD: MATERIAL FOR THE TEACHER 

Allocate tasks. Turning decisions into action 

Who? 

As an English proverb says: "Everybody's business is nobody's business". If you don't assign a certain task, there is a good chance that the 

work you have invested in learning how to have a healthy conversation will not pay off. When it comes to assigning homework, remember, 

there is no "we". When it comes to assigning tasks "we", in fact, means "not me". Ask yourself with whom you want to cooperate. 

 

Who does what? Make sure you specify exactly what results you have in mind. The more nebulous the expectations, the greater the likelihood 

of disappointment. Prepare all the whys and wherefores. What do you want to achieve for yourself, for each other, for the relationship and 

for the organisation? 

 

And by when? 

With vague or unspecified deadlines, other urgencies arise and the task is relegated to the bottom of the pile, where it will soon be forgotten. 

Tasks without deadlines are much more likely to engender blame than to stimulate action. Set a date for that Conversation. Agree it with the 

other organisation. 

 

Document your work. "A short pencil is better than a long memory. Don't leave the hard work to their memory. If you have made the effort to 

finish that crucial conversation, don't waste all the meaning you have created by relying on their memory. Write down the details of 

conclusions, decisions and tasks. 

 

How will you follow up? It could be a simple email. It could be a report. It could be consulting a professional. Think of follow-up as part of the 

agreement 

 

EXPERT IN COMPLICATED CONVERSATIONS 

 

INITIAL APPROACH: Becoming a Crucial Conversations expert is not a matter of conceptual understanding or knowledge of theories. 

 

What do we need to do? Practice in techniques to incorporate performances in a natural way. 

 

OVERVIEW BY THE TEACHER: EXHIBITORY METHOD 

You may be wondering by now how it is possible to keep all these ideas in order, especially during something as unpredictable and fast-paced 

as a crucial conversation. 

After observing people's performances after the Crucial Conversations Programme, we have found that most people make progress not by 

focusing on specific skills (at least not at first) but by applying two of the major principles of the Crucial Conversations Programme. They are 



 

 

two great footholds. We hope that by sharing these successful strategies with you, you will feel more confident as you begin the journey to 

better results and better relationships.  

Learn to Observe. The first building block for positive change is learning to observe. This means that people who improve their dialogue skills 

continually ask themselves whether they are in or out of the dialogue. This one aspect makes a big difference.  

They may not know exactly how to remedy the specific problem they are facing, but they do know that if they are not in the dialogue, it is not 

positive. And then they try something to get it going again. In the end, trying to do something is better than doing nothing.  

So remember to ask yourself this crucial question: "Are we playing the game or are we in the dialogue?" This is an excellent start.  

Seek reassurance. The second support point is to provide reassurance. We have pointed out that dialogue is about the free flow of opinions 

and that the first obstacle to that flow is a lack of security. When you notice that you and others are moving away from dialogue, you must do 

something to provide more security. Anything. We have suggested a few skills, but they are just a handful of common practices. They are not 

immutable principles. You will discover, to no one's surprise, that there are many things you can do to enhance security. If you simply 

understand that your challenge is to give security, nine times out of ten you will intuitively do something that works for you.  

These two points of support form the basis for recognising, building and maintaining dialogue. These are two basic ideas that most people can 

easily assimilate and apply to crucial conversations.  

High-risk discussions do not come with news and reminders. More often than not, they come as unwelcome surprises. Emotions are not very 

helpful either. And, of course, crucial conversations are defined by their emotional characteristics. The more you care about what happens, 

the less likely you are to think about the attitude you have adopted. Scripts are set phrases that we use routinely in conversation. They are the 

very foundation of social habits and often make change almost impossible. The good thing about using scripts is that we don't have to think 

too much about the conversation. The bad thing is that the more predefined an interaction is in a script, the harder it is to break out of the 

routine and try something new. Evidence shows that mental preparation can make a difference to performance, but thinking is not enough. If 

you really want to develop your skills, practice. Let others know you are trying to improve, and then get on with it. When you get it wrong, 

acknowledge it. Don't expect perfection, focus on making progress and when you succeed, celebrate it.  

 

FINAL CONCLUSION 

 

DON'T STOP COOPERATING AND REACHING AGREEMENTS JUST BECAUSE IT ALWAYS WENT WRONG OR BECAUSE YOU THINK IT WILL NEVER 

GO RIGHT. AN ORGANISATION IS A CONVERSATION. WHAT IS YOURS? 

 

 

EVALUATION AND RESOURCES 

The following actions can be undertaken in order to specifically improve this competence: 

Practice developing contingency plans.  

Ask relevant people if there are other options or alternative ways of analyzing and resolving a given situation.  

Look more closely at your assumptions and prejudices, and critically examine how they influence your actions.  



 

 

Be open to the opinions and ideas of others and adapt your responses to the needs of others.  

Write down on paper the reasons why you made certain decisions and don't try to stick to them when the 

situation has changed.  

Reduce the time you spend planning your work and start leaving the simplest things to improvisation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Vocational Education Training 
Hotel and Catering Management 

ESCOM 

 

 

Pre-requisites Admission requirements Targeted diploma 

Baccalaureate 
Validated level IV title 
 

Dossier + Interview 
 

Vocational Education Training 
Level III State Diploma 

 

OBJECTIVE 

The objective of this VET is to train professionals in Establishments in the Hotel and Catering sector. The 

training allows the development of managerial and organisational skills that will enable future managers to 

develop the commercial activity of the structure. This mission is characterised by a high degree of polyvalency 

which is expressed in various technical, commercial and management activities. 

MISSIONS / SKILLS DEVELOPED 

The following tasks may be carried out: 

 Management of national and international customer relations; 

 Team management; 

 Operational management of the structure in the production of goods and services in the Hotel and 

Catering sector. 

 

TRAINING PROGRAMME (2 years) 

PROFESSIONAL TEACHING 

CULINARY SCIENCE AND TECHNOLOGY (CST) 

CULINARY ENGINEERING 

 Production planning 

 Search for optimisation 

SCIENCE AND TECHNOLOGY OF CATERING SERVICES (STSR) 

 Marketing 

 Operational management 

SCIENCES IN HOTEL AND CATERING (SHR) 

 Accommodation and Communication (STSH) 

 Hotel and Catering Engineering (IHR) 

 Planning and security 

 Applied Sciences 

 

 

GENERAL TEACHINGS 

GENERAL CULTURE AND EXPRESSION 

FOREIGN LANGUAGE 1 AND 2 

 English 

 Italian or Spanish 

ECONOMICS AND HOTEL MANAGEMENT 

COURSES 

 Entrepreneurship and management of 

the Hotel business (EPEH) 

 Conduct of the entrepreneurial project 

 Management of the hotel business and 

marketing of services (MEHMS) 

 



 

 

 

 

ASSESSMENT PROCEDURES 

 

TESTS TYPE DURATION COEFFICIENT 

E1 General knowledge and expression 
 

Written 4h 2 

E2 Foreign languages 

 LV 1 

 - LV2 

 
Oral+written 
Oral+written 

 
30 min +2h 
30 min + 2h 

 
2 
2 

E3 Management, steering and entrepreneurship in the 
Hotel and Catering industry 

 E31 Service production management 

 E32 Entrepreneurship project 

 -E33 Management of service production in hotels 

 
 
Written 
Oral 
Written 

 
 
3h 
1h 
2h 

 
 
5 
3 
3 

E4 Marketing of Hotel and Catering services Oral 30 min + 1h 3 
E5 Conception and production of Hotel and Catering 
services in the option 

Written 
 
Practical 

2h (4h for 
option B) 
6h 

15 

 

Candidates will be admitted automatically at the end of the tests, if they obtain an overall average of 10/20 or 

more. There are no catch-up sessions for the VET. 

 

QUALITIES AND APTITUDES 

Good communication, negotiation skills, organisation, rigour, initiative, teamwork. 

 

TRAINING 

Status: 

 Professionalization contract / Monegasque apprenticeship contract 

 Initial training 

 Period of Professionalization / Employment of the Future  

 Continuing professional training (Training plan, Individual Training Leave (CIF), Validation of Acquired 

Experience (VAE), Personal Training Account (CPF) 

Pace: 

 Alternation: 2 days of classes in the training center per week 

 Internship: minimum of 16 weeks 

 

 

 

 

 



 

 

 

 

 

 

 

TARGET PROFESSIONS 

 

Option A Management of a 
catering unit 

Option B Management of a 
culinary production unit 

Option C Accommodation unit 
management 

- Butler 
- Sommelier 
- Head Barman 
- Executive Assistant 
- Assistant manager 
- Manager 

- Chef de partie 
- Seconde Chef 
- Production manager 
- Assistant manager 
- Manager 

- Housekeeper 
- Community manager 
- Head of reception 
- Revenue/Yield Manager 
- Assistant manager 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

What happens next? 

You can... 

 Join a professional Bachelor or a 

complementary qualification. 

 Go abroad 

 Work in one of the targeted professions 



 

 

 

 

 

 

 

 

 

VET MHR 

Paul Augier 

 

 

The VET MHR is designed to enable students to manage and supervise teams in the hotel and catering industry 

or in accommodation and leisure activities. Depending on the option of the VET MHR, they will carry out activities 

in the fields of catering, culinary production or accommodation. 

This training, which is open and general, will enable those who have proved themselves in the field to progress 

in the profession, up to managerial positions. They will also be able to take over a business in their field or to 

take on more responsibility in their organization. 

 

THE TRAINING 

 Training in 2 years for candidates holding the STHR baccalaureate (Sciences and Technologies of the 

Hotel and Catering Industry) 

 Training in 3 years for candidates holding a general or technological baccalaureate: compulsory passage 

through the Upgrading class 

 

1st year of the VET MHR: no specialization, common core 

 

2nd year of the VET: choice between three options (Catering, Culinary Production, Accommodation) 

The holder of the VET Management in Hotel and Catering, depending on the organization of the company and 

the experience acquired during his or her training course and professional experience, can access the following 

professions, depending on the option. 

 

 

 
Options 

Professions 
 

 
OPTION A 

Management of a 
catering unit 

 

 
OPTION B 

Management of a 
culinary production 

unit 

 
OPTION C 

Management of an 
accommodation unit 

 

 



 

 

 

 
At the 
beginning of 
your career
  
 

 
-Butler (MH) 
-First Butler 
-Sommelier 
-Head Barman  
 

 
-Demi-chef de partie 
-Chef de partie 
-Second de cuisine  
 

 
-Assistant housekeeper 
-Head housekeeper 
-Community manager 
-Head of reception brigade 
-Assistant receptionist 
 

 

After one or more professional experiences, the holder of the VET Management in Hotel and Catering could be 

offered positions of responsibility such as: 

 
Options 

Professions 
 

 
OPTION A 

Management of a 
catering unit 

 
OPTION B 

Management of a 
culinary production 

unit 
 

 
OPTION C 

Management of an 
accommodation unit 

 

 
After a few years of 
career 

 
-Executive Assistant 
Catering Manager 
-Head Sommelier 
-Assistant manager 
-Director  
 

 
-Head chef 
- Production manager 
-Assistant manager 
-Director  
 

 
-Receptionist 
-General housekeeper 
-Revenue or yield 
manager 
-Head of reception 
-Accommodation 
manager 
-Assistant manager 
-Director 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

Preparatory Class in 

 VET Management in Hotel And Catering Industry 

ESCOM 

 

 

 
Pre-requisites Admission requirements Targeted diploma 

Baccalaureate 
Validated level IV title 
 

Dossier + Interview 
 

Integration of the VET 
Passage of the CAP diploma as 
an intermediate and 
complementary diploma 
 

 

 

OBJECTIVE 

The objective of this preparatory class is to acquire a wide range of information on the field of Hotel and Catering 

management. This mission is characterized by a strong polyvalency which is declined in a levelling on various 

sectors: the professions of the hotel room, the reception, the lodging and the cuisine. 

MISSIONS / SKILLS DEVELOPED 

The following tasks may be fulfilled: 

✓ Ability to develop and analyse 

✓ Ability to propose, argue and report 

✓ Main knowledge and know-how in the field of Hotel and Catering 

✓ Ability to adapt 

TRAINING PROGRAMME (1 year) 

PROFESSIONAL TEACHINGS 

CULINARY ENGINEERING 

 Professional techniques 

 Culinary technology 

CATERING AND BEVERAGE KNOWLEDGE 

 Marketing 

GENERAL LESSONS 

FOREIGN LANGUAGE 1 AND 2 

ENGLISH + ITALIAN OR SPANISH 

HOTEL ECONOMICS AND MANAGEMENT 

 The hotel business 

 Communication 

 Accounting management 

 Supplier relations 

 Law 



 

 

 Operational management 

 Service technology 

ACCOMMODATION AND COMMUNICATION 

APPLIED SCIENCES 

 

 

 

 

ASSESSMENT PROCEDURES FOR THE CAP EXAM ACCORDING TO THE OPTION CHOSEN 

 

TESTS TYPE DURATION COEFFICIENT 

EP3 Organisation of culinary production 
or 
EP1 Organisation of service production 

Written 
 
Written 

2 
 
2h 

4 
 
4 

EP2 Production of the cuisine. 
or 
EP2 Production of services, food and drinks 

Practical 
 
Practical 

6h 
 
5H30** 

14* 
 
11* 

EP3 Communication and marketing (indoor) Oral 10 min 3 
EG1 French - History and Geography (except in cases of 
exemption) 

Oral 2h15 3 

EG2 Mathematics - Science (except in cases of exemption) Written 2h 2 
EG4 Modern language (except in cases of exemption) Oral 20 min 1 

 

 of which coefficient 1 for social and professional life/PSE  

 ** of which 1 hour for social and professional life/PSE 

Candidates will be admitted automatically at the end of the tests, if they obtain an overall average of at least 

10/20 and a minimum average of 10/20 in the technical tests (EP). There are no catch-up session for the CAP. 

 

QUALITIES AND SKILLS 

Good communication, negotiation skills, organisation, rigour, initiative, teamwork. 

 

TRAINING 

Status: 

 Professionalization contract / Monegasque apprenticeship contract 

 Initial training 

 Period of Professionalization / Employment of the Future  

 Continuing professional training (Training plan, Individual Training Leave (CIF), Validation of 

Acquired Experience (VAE), Personal Training Account (CPF). 

Pace: 

 Alternation: 2 days of classes in the training center per week; 



 

 

 Internship: minimum of 16 weeks. 

 

 

 

 

 

 

 

 

TARGET PROFESSIONS 

AFTER THE THREE YEARS (UPGRADING + VET) 

ALL HOTEL AND CATERING PROFESSIONS 

 Customer relations 

 Culinary management 

 Hospitality 

 

 

 

 

 
What happens next? 

You can... 

Join the VET MHR - Hotel and 

Catering Management 

ESCOM 


