Personal Management Basics – Adaptability and Flexibility  


Module Name: 	Personal Management Basics – Adaptability and Flexibility  

Purpose: 	Provide the opportunity for the participants to explore what it means to be adaptable and flexible and the opportunities it brings to us as it relates to workplace opportunities, relationships and engagement. 

Logistics: 		2 -3 hours
			Part of the Personal Management Basics

Facilitator: 		Member of the WEM Facilitation Team  

Special Instructions:  Not applicable at this time.

Transferability to the Workplace 

Benefits to individual: 
· Individual can become more confident when they realize how much they have been through, and how much was learned. 
· Be open to new ideas and ways of doing things.
· Accept feedback, coaching and direction.
· Respond constructively to changing and uncertain circumstances.
· Learn from their mistakes

Benefits to the team: 
When individuals on a team are resilient and adapt to change, this can result in less stress, fewer interpersonal issues, and, higher productivity. 

Benefits to the organization:
When individuals and teams are more flexible, it might be easier for them to adapt to change. They might be better able to support each other for example through cross training. 

Learning Objectives
 
By the end of the session the participants will be able to:
· Define adaptability.
· Define flexibility.
· Discuss how adaptable you are.
· Identify the benefits to being adaptable and flexible.
· Explore what is happening to us when we are resistant to new things/opportunities.
· Apply the ideas of being adaptable and flexible to our classroom for the LIFT to Work Program.


Assessment(s):

· Comments and ideas shared throughout the session.
· Data will be collected through the weekly feedback form.
· Flexibility and Adaptability Self-Assessment, Appendix A.

Personal Management Basics (PMB) Topics include:

	Topics
	Modules

	Introduction to PMB’s
	· Introduction to PMBs
· Self-Management Skills
· Co-operating with Others

	Self-Management Skills
	· Self-Awareness
· Responsible Behaviour
· Managing Stress
· Positive Attitude
· Taking Initiative
· Adaptability and Flexibility

	Co-operating with Others
	· Interpersonal Skills
· Respect for Others
· Respect for Expectations
· Reliability
· Personal Presentation

















Program Overview – Lesson Plan 

Activity - Move the participants into small groups and assign them one flip chart question to start with, once they have had 4-5 minutes, ask them to move to the next question. All participants should have the opportunity to answer each flip chart question. 

Prior to the session write the following questions on separate flip chart paper. 

What words would you use to describe adaptability?
What words would you use to describe flexibility?
How adaptable and flexible am I?
To what extent do I need to be adaptable and flexible in my life? 
What happens when I am not adaptable and flexible?

Following the activity, let the participants know we will be coming back to these questions later today.

Learning objective: Define adaptability. 
Learning objective: Define flexibility

Review the words the participants used to describe adaptability and flexibility. Add to the participant’s ideas and scribe the following definitions.  

Definition of adaptability: Ability to adjust oneself readily to different conditions.

Definition of flexibility: Ready and able to change to adapt to different circumstances.

These two words are interchangeable as they represent being co-operative, accommodating, changeable and open-minded.


Learning objective: Discuss how adaptable you are.

Provide the participants with the opportunity to add ideas to the question “How adaptable am I?”.

Debrief on the flip chart ideas and share ideas on how we show adaptability in the workplace.  Note: Include examples relevant to the workplace partner.



Learning objective: Identify the benefits to being adaptable and flexible.

Review the ideas related to the following flip chart “To what extent do I need to be adaptable and flexible in my life?”.

Discuss how the participants’ ideas represent the benefits to being adaptable and flexible.  Fill in the gaps by sharing and scribing the following ideas:
Advantages of Being Flexible – from the Employee’s Perspective
· Embracing change can expand your opportunities. Being able to shift priorities and adjust to organizational changes is essential.
· Being flexible can help you strike work/life balance, rather than resist shift work. For example, embrace it. 
· Being flexible will make you more responsive to change. Resisting new ideas can lead to undue stress. 
Advantages of Being Flexible – from the Employer’s Perspective
· Being flexible signals that you value diversity in the workplace. 
· Flexibility is a good managerial indicator. Managers need to adapt to day-to-day shifts in workplace schedules – employee’s personal issues, and, unexpected influx of work and more. 
· Being flexible builds employee trust and commitment. 

Ask: Are there any other ideas you would want to add to our list?

Learning objective: Explore what is happening to us when we are resistant to new things/opportunities.

Note: Flip chart question “What happens when I am not adaptable and flexible?”  is connected to this learning objective. 

The facilitator could share a personal story about when they have resisted an opportunity. Focus of the story would be on what was happening to them while they were resisting something new. Example: Starting to sweat, not listening, thinking about the problems, thinking about the time and effort you put into something, etc.

Move the participants into small groups. 

Ask: Can you think of a time when you resisted an opportunity or something fun to do?

Ask: What was happening to you while that was taking place?

Ideally each small group would share one or two ideas.

Ask: Is it okay to have the feeling you described? 
· Yes

Facilitator to share that it is okay to have these feelings. If we let ourselves respond to them in a negative way that is when we miss out on opportunities in life and at work. 

Ask: What can we do when we start to have these uncomfortable feelings as it relates to being adaptable and flexible?
· Breath
· Take time to think and get back to the person
· Say yes and see what happens
· Ask more questions 
· Do not assume the worst
· Find the right person to talk to

Ask: What gets in our way of practicing these ideas?

Ask: Next time you are in that situation, what is one idea you could practice?

Learning objective: Apply the ideas of being adaptable and flexible to our classroom for the LIFT to Work Program.

[bookmark: _GoBack]Working at your table come up with 7 suggestion on how you can apply the ideas we have discussed to our classroom.

Facilitator to scribe and then debrief their ideas.

Conclusion: Participants to fill in Flexibility and Adaptability Self-Assessment, Appendix A.


APPENDIX

Appendix A – Flexibility and Adaptability Self-Assessment
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Date: Name

O 1 adapt well to new ideas and circumstances in my life. Example(s)

O 1 can still work effectively even though I may not have everything I need. Example(s): __

O 1 deal positively with praise, setbacks, and criticism. Example(s):

O 1 am ahle to use others’ feedback and ideas to make my work even better. Example(s)

LI I can work out a compromise when needed if I don't agree with other people.
Example(s):
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