


Thinking skills workbook

What are the 6 thinking skills we use? 
1_______________________________4__________________________________
2_______________________________5__________________________________
3_______________________________6__________________________________


In the chart below, decide which of the 6 thinking skills would best help you in each situation.  You may use more than one skill.
	Task
	Thinking skill used

	Searching online for instructions to use your new mobile phone
	




	Learning how to operate a new cashier till at your new job
	




	Applying for a learner driver’s license
	




	Buying concert tickets online
	




	Shopping for new clothes
	




	Texting a friend to let them know you will be late to pick them up for a birthday party
	




	Remembering when to call in to a radio station to request a song
	




Problem Solving- 5 step process
If you can solve problems at work, you’ll be saving yourself and your boss time, you’ll be able to finish your work faster and without as much supervision- all things an employer will like.
When you use problem solving, you are trying to find a solution to a challenge and to be sure you get the outcome you want. This is a process about getting the outcome you want or the best solution.

There is a 5-step process that you can practice using to build your problem-solving skills.
Step 1- define what the problem is
Step 2- think of possible solutions and what might happen if you selected each solution 
Step 3- choose a solution 
Step 4- try your solution
Step 5- judge the results of your choice 
Step 6- If you didn’t get a solution that worked, go back to step 1.  You may not have found the real problem. Don’t give up. You haven’t failed.  We all solve the wrong problem now and then (some of us do it more often than others and that’s ok) 

Detailed breakdown of each of the 5 steps
Step 1- Defining or gathering all the details that affect the problem
Take time to really examine what you think the problem is. Sometimes we think the problem is one thing, but it’s really another.  
ex- Shelley keeps getting a flat tire on her car.  She goes to get it repaired a few times a year.  What might be the problem(s) to solve? 
You might want to consider the following list 
	a) Who-who is affected by the problem?
	b) What- what seems to be the problem?
	c) When- when did the problem happen- time of day? Season of the year?
	d) Where- what location?
	e) Why- why do you think the problem occurred?

Step 2- think of possible solutions
Be creative here- try brainstorming ideas and write them down. Don’t think about what you need to make the solution happen, just get ideas.
Step 3- make a choice
This is where you have to weigh the potential good and bad results of ALL the possible solutions from step 2. You could make a list of advantages and disadvantages for each solution. 
Step 4- try out your choice 
Step 5- Evaluate the result of your choice 
If it worked- great!  But you might also think about how long it took, how much it cost, how many people did you need?
	If it didn’t work- return to step 3 and make a new choice and try again.
Step 6- It didn’t work- what now? 
If things don’t work out after a second try, you may not have found the right problem to solve.  Go back to step one and see if you can narrow down what the actual problem is. 




Take a look at the situation below and break it down step by step.

Maria has seen small amounts of water coming into the repair shop she owns each spring.  It is happening in one corner where there is no door or window. Frank, one of the mechanics who works for her tells her that it has been happening for a long time (Frank has been working there for many years) and that it doesn’t happen in summer, even if it has rained a lot  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Decision Making

You make small decisions all the time, every day.  Often these don’t have major consequences (or impact on you) if something goes wrong.  You might make a choice to go to a birthday party or go to a hockey game.  You might make a choice about what to have for lunch.  These are familiar decisions to us and because we make them often, they are not difficult.
When you need to make a decision that isn’t as familiar, then it may be more difficult because you don’t know the outcome for sure.  Things to think about might be:
Can the decision be changed? 
What are the consequences of the decision? 
Do you have enough information? 
Are you familiar with the issue that needs to be decided? 

Like problem solving, you can follow a process to make a decision:
Step 1- clearly determine what you need to decide
Step 2- look at all the options
Step 3- figure out the impact (good and bad) of each option 
Step 4 – make the decision
Step 5- evaluate how effective your decision has been
Step 6- Like with problem solving, making the wrong decision isn’t the end of the world.  Just take some time to think about things (who is affected? What are the consequences?) and make a new decision.  Again, we all make a bad decision now and then, and taking some time ahead to think it through will often be the best thing you can do.


Take a look at the scenario below and reach a decision by working through the step-by-step process

You have been working at part time jobs to save money to go away on the long weekend with friends. You need at least $500.00 to cover the cost for travel, food and hotel. But, you also have been saving for a new phone. The one you have doesn’t stay charged for very long and the screen is cracked badly.
1 What decision has to be made?
___________________________________________________________________
___________________________________________________________________

2 What are your options?
______________________________________________________________________________________________________________________________________

3 What would the impact be of your all the choices you could make?
_____________________________________________________________________________________________________________________________________

4 What is your decision?
______________________________________________________________________________________________________________________________________



5 How will you evaluate the success of your decision? 
___________________________________________________________________
___________________________________________________________________





















DECISION MAKING-Backpack Activity

You were in a sporting goods store and entered a contest to travel with 9 friends to a remote island for 5 days. To your surprise, you were chosen to go. The only catch was you could only take 10 items that you could pack in a backpack supplied for you. The weather on the island is cool at night at about 10 degrees and can be as high as 30 degrees in the daytime. Good news is there are no mosquitoes! Everyone will be supplied with an outfit to wear when you leave. You will be picked up at the supporting goods store early morning and then taken by boat to the island and picked up 5 days later.
List the 10 items you would take and how you would use them. Be prepared to discuss your choices and reasons with the group.

1    __________________________________
USE___________________________________________________________________________

2___________________________________
USE___________________________________________________________________________

3__________________________________
USE___________________________________________________________________________

4__________________________________
USE___________________________________________________________________________

5_________________________________
USE___________________________________________________________________________


6_______________________________
USE__________________________________________________________________________

7______________________________
USE___________________________________________________________________________

8_____________________________
USE___________________________________________________________________________

9______________________________
USE__________________________________________________________________________

10__________________________
USE__________________________________________________________________________

Now go back and rank them where one is the most important and 10 is the least important.









Critical Thinking

Thinking critically doesn’t mean to criticize or pick apart what it wrong.  So, what does it mean?
· It might involve problem solving and/or decision making
· It involves making judgements based on facts and information, and usually avoiding emotion 
· It involves analyzing and evaluating information for accuracy 
· It involves considering impacts and thinking ahead to what can happen once a problem is solved, or a decision is made
· It might involve being creative 














Here is an exercise for you to flex your critical thinking skills.
Below is some text outlining why students should choose a particular college. Read through and then answer the questions that follow:
Come study at XYZ College!
1. Faster Training: Get trained in less time than you think. You could be finished and working while students in other programs are still in the classroom
2. Professional Instructors: Our instructors have years of experience working in the areas they instruct. Plus, you’ll get one-on-one attention. Our instructors have worked (or are still working) in the jobs they are instructing.
3. Options for learning online: Learn in virtual environments with online instruction and receive the same one-on-one feedback you would in a classroom.
4. We have trained thousands of students for careers.
Questions:
1) Give a reason or two why faster training might not be the best thing. ________________________________________________________________________________________________________________________________________________________________________________________________

2) Having instructors who have worked in the area you want to work in sounds fantastic.  Why could it be good and bad? _______________________________________________________________________________________________________________________________________________________________________________________________

3) They’ve trained thousands of students- this sure sounds good.  What questions might you want to ask someone at the college about this statement?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4) What other questions might you ask to evaluate the claims made?
________________________________________________________________________________________________________________________________Below is a completed checklist of a workplace inspection. Some items have been marked as not passing.  In the chart below, briefly explain the impact of not making the corrections, and how to correct things.

Workplace inspection items that are not passing:
1) chipped and cracked floor tiles at rear service door
2) dangerous materials stored in unmarked containers
3) floor drain in dishwashing area drains very slowly
4) food storage rack placed in front of fire exit 

				               Possible				What can be
				        	    Impacts		   	  done to correct things
	chipped and cracked tiles at rear service door
	
	

	dangerous materials stored in unmarked containers

	
	

	floor drain in dishwashing area drains very slowly

	
	

	food storage rack placed in front of fire exit
	
	





Planning and Organizing
Planning your work tasks makes you more efficient and can improve the quality of your work. It can also lead to a workplace that is safer. By planning and organizing your workday, you can be sure that you complete the expected work tasks assigned to you.  

What are some benefits of being organized and planned?
· You are more likely to make better decisions (ex- when we grocery shop hungry, we often buy more things than we need and buy more junk food)
· You can likely think of problems better and identify choices you could make
· You can get your work done with fewer mistakes
· You’ll be more efficient
· All of these help you reach important goals and be more successful



Most of us have had to move from one location to another which involves a lot of planning and organizing to make things go smoothly. It could be moving from one residence to another or moving to a new workplace. Planning and organizing ahead saves a lot of time and frustration.
Below is a list of tasks to be completed. Place the tasks in order and if possible, a suggested time frame, for example: one month before the move, final day, one or 2 weeks prior to move.
_____ advertise any items you may not need and wish to sell ____________
_____ observe as movers load truck_______________
_____ pack final items to be loaded ______________
_____ take a break and rest______________
_____ change your mailing address at post office______________
_____ start packing_____________
_____ contact a cleaning company to clean carpets_________________
_____ notify location where you are moving of arrival date_______________
_____ get any packing materials that you require_____________________
_____ finish final things to be packed_______________
_____ make sure there is a spot for moving truck to park______________
_____ make phone calls to book a moving company___________________
_____ notify any insurance companies or auto pack required changes______________
_____ continue packing ____________________
_____ transfer any utilities___________________
_____ send out any change of address to friends or a business if necessary_________________
_____ sort out what items to be kept and what to advertise to sell______________________
_____ continue packing___________________________
_____ clean up space and dispose of any garbage______________________
_____ book a 2-day boarding kennel for dog and cat____________________

When complete find a partner and compare your answers.

Review
Now think about how you use these specific thinking skills in your own life, or how you used them in a previous job- write down an example or two you can discuss in an interview
	
Task Planning and Organizing 
	






	
Decision Making 
	






	
Problem Solving 
	







	
Critical Thinking 
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