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Week One: What is Leadership? 
 
Objective:  
Youth leaders will be able to learn what leadership is, what the different types of leaders are, and how to become 
successful leaders at the IHP. 
 
Materials: 
 

•! Leadership Powerpoint 
•! Points to Remember printouts from BeLeaderly.com, “11 Leadership Lessons Learned” by Kate Farly 
•! http://www.beleaderly.com/11-leadership-lessons-learned-2/) 

 
 
Warm-up:  
Ask the group: “What is a leader and/or leadership?” Get answers from the group, and then give the following 
definition: 
 

A leader is the person who leads or commands a group, organization, or country. Leadership is the action of 
leading a group of people or an organization.   

 
Ask the group to provide examples of leaders (political figures, role models, etc.). Close the discussion by asking each 
person to share why they believe that they are a leader. 
 
Procedure: 
You will begin the Powerpoint to review leadership and the different types of leadership. Be sure to make youth take 
notes in their notebooks. This will be essential for testing purposes and studying.   
 
Powerpoint slides: 

1.! Leadership is the art of getting someone else to do something you want done and convincing them that they 
want to do it. 
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2.! A leader is a person who holds a dominant or superior position within their field, and is able to exercise a high 
degree of control or influence over others.  

3.! Leadership- the activity of leading a group of people or an organization, or the ability to do this. 
4.! An effective leader is a person who does the following: 

1.! Creates an inspiring vision of the future. 
2.! Motivates and inspires people to engage with that vision. 
3.! Manages delivery of the vision. 
4.! Coaches and builds a team, so that it is more effective at achieving the vision. 

Leadership brings together the skills needed to do these things. We'll look at each element in more detail. 

 
5.! Autocratic Leadership: This form of leadership is one of the least desirable when it comes to building trust 

and making friends! In a system of autocratic leadership, one person has total control over all of the workers or 
followers. The leader takes charge and refuses to accept suggestions or opinions that differ from his or hers, 
no matter how those opinions might benefit the group. If communication and trust are important (and they 
are), you don’t want to lean too far toward autocratic leadership. 

6.! Bureaucratic Leadership: This style of leadership is apparent when the leader establishes a strict set of 
standards, but the leader is not quite so bossy as in autocratic leadership. People who prefer bureaucratic 
leadership tend to prefer that everything is done in an exact or extremely detailed way. You will often find this 
leadership role is beneficial in a situation where the work environment is dangerous (like in a chemistry 
project) and specific sets of procedures are necessary to ensure safety. 

7.! Charismatic Leadership: A Charismatic leader is one who provides an environment full of energy and positive 
reinforcement. If you are naturally charismatic, you are very fortunate! This is a trait that is not so easily 
learned. Charismatic people are just fun to be around and they make you feel good when you're in their 
company. Charismatic leaders are never boring; they inspire others and encourage them to be their best. 
Employees and group members want to impress a charismatic leader, so they work hard and strive to succeed. 

8.! Democratic Leadership: Under democratic leadership, the people have a more participatory role in the 
decision making process. One person retains final say over all decisions but allows others to share insight and 
ideas. This is often a highly effective form of leadership. People are more likely to excel in their positions and 
develop more skills when they feel empowered, and people are empowered when they are involved in the 
decision-making process.  

9.! Discuss qualities of a good leader: Integrity, passion, values, humility, passion, purpose, communication, 
determination, principles, listening, responsibility, commitment, etc. 
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After showing the Powerpoint, stop and reflect on the different types of leadership and how they will be needed at 
IHP (for example:  democratic leadership would be best used here at IHP during the decision-making process; 
including your peers’ insight on big group decisions will make peers feel wanted and really want to make a change). 
 
Wrap Up:   
 
Lastly, you will go over the points to remember from “11 Leadership Lessons Learned” with youth leaders.  
 
Go over all the points one by one, and feel free to provide examples and scenarios of which you or someone you 
know has experienced while leading a group. After reviewing each point, conclude lesson. 
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Week 2 
 
Lesson: Basic Research Methods (Note taking, forming a thesis) 
 
Objective: YLWBAT identify the importance and usefulness of note taking, practice taking notes from a provided 
source, and form a thesis based on those notes. 
 
Materials: 
 

•! Note taking graphic organizer 
•! Practice resource: “Effects of Reality Television” https://sites.psu.edu/aspsy/2014/03/24/effects-of-reality-

television/ 
•! “How I Harnessed the Wind” video 

https://www.ted.com/talks/william_kamkwamba_how_i_harnessed_the_wind 
•! Highlighters 

 
Warm-Up: 
 
Begin the lesson with some open ended questions:  
 
 Ask YLs to raise their hands if they feel confident in their note-taking abilities so that you can see where 
everyone is. Allow YLs to put their hands down. 
 
 Ask YLs to name some scenarios where they may need or want to take notes (i.e. while a teacher is lecturing, 
at a public forum, while listening to a speaker, while researching a paper or project, etc.). 
 
 Ask YLs why note-taking may be important to their jobs here at IHP. 
 
Explain to the YLs that they will need to be able to take good notes in their roles here for two reasons: One, to report 
back to the group about meetings they have had or speakers they have gone to see, and two, to do research that is 
related to our mission. 
 
Procedure: 
 
Explain that it is impossible to write down everything a person says, and that it is also very time consuming to have to 
re-read resources that you’re using in your research every time you need to check a fact. That is why being able to 
take good, accurate notes in an efficient manner is important. 
 
Ask YLs to take out their notebooks to record notes about the clip “How I Harnessed the Wind.” Instruct them to use 
whatever method they would normally use in a class. Play the clip, then ask people to describe a few points that they 
thought were important.  
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Now, give them this sample thesis statement: William Kamkwamba benefited in more than one way when he created 
a windmill to power his home in Malawi. 
 
Have them identify the notes that they took that would support the above statement. If they watched again, would 
they take different notes? Explain that having a thesis statement is essential to good research, because it is a goal that 
you can always have in mind when deciding which things are important enough to write down. 
 
Distribute the document “Effects of Reality Television” and the note taking graphic organizer, face down. Instruct YLs 
to leave them face down. Ask what they know already about reality TV, and how they feel about it. Write some of 
their ideas on the board. After doing this, ask if someone can create a thesis statement (a goal for a possible research 
project) using these ideas.  
 
Once they have a thesis statement, have them turn over the top paper on their table (the note-taking sheet). Explain 
to them how the organizer works. Then have them turn over the sample document. Ask whether any of them can tell 
if it is a primary or secondary source. If someone knows that it’s a secondary source, ask them how they know (identify 
the works cited). If no one knows, explain the difference between primary and secondary sources, identify this source 
as a secondary source, and let them know that we will move on to primary sources in later lessons. 
 
Have the YLs use the organizer to take notes that would be helpful in proving their thesis statement by highlighting 
the passages and then writing them down.  
 
Wrap Up: 
 
Debrief with the YLs regarding why creating a thesis statement first is important. Let them know that as they conduct 
research, their thesis may be disproven, and that it’s okay to revise it before creating the final product. These skills, as 
well as the ability to take good notes, will be essential for them to complete the Leadership course and to move up in 
the organization. 
 
Lesson: The Power of Why 
 
Objective:  
Youth leaders will be able to understand the importance of asking “why.” Youth leaders will be able to articulate why 
asking “why” is a foundational ethos of the Inner Harbor Project. 
 
Materials: 
 

•! Leadership Challenge—go out into the Harbor and approach passersby to ask questions, e.g. about recent 
political events. 

 
Warm-up:  
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Ask the group: How did the “challenge” go? What were the results? Write on the board the themes to the answers of 
the question “Why did people vote for Donald Trump?” For example, if someone believes people voted for Donald 
Trump because of disillusionment with the current governmental system, write on board “frustration with current 
system.” Put tallies next to answers in which multiple people had the same answer. Circle the answers with the most 
tallies. Have youth leaders then form a question with the answers. Tell them to pretend like they’re four years old. 
Example: 
 

Q: Why is there frustration with the current system?  
A: Because people don’t feel like the government represents them? 

 
Q: Why do people feel like the government doesn’t represent them? 
A: Because the government is majority wealthy white men. 

 
Q: Why is the government majority wealthy white men? 
A: Because wealthy white men have the most privilege in our society. 

 
Q: Why do wealthy white men have the most privilege in our society? 
A: Because our society is sexist, racist, and classist. 

 
Q: Why is our society sexist, racist and classist? 

 
This is likely the answer that many lines of questioning will arrive at, and where youth leaders will not have a socio-
historical understanding of the history of racism, classism and sexism. 
 
Procedure: 
Ask youth leaders, “Why do you think we had you do this exercise?” “What is the power of asking why?” 
 
Explain: You don’t have to have answers. If you don’t understand something, that’s good. It leads to a new line of 
questioning and truer answers. It flips stereotypes on their head and give you a way of understanding the world that is 
different that what is on the surface or what you assume to be true.  
 
Example 1: Have youth leaders do the following example. Ask one youth leader to be a teacher and one youth leader 
to be a student. The teacher sees the student drawing on the desk in class. Have the teacher be a typical teacher and 
act out the scenario suggesting that the teacher discipline the student as they would normally. Then have the youth 
leader do the scenarios again. This time as the teacher to use the power of why when engaging with the student and 
the drawing on the desk. Hopefully the teacher arrives at a deeper understanding or motivation for why the student 
feel the need to draw on the desk. Perhaps it is for attention because of something happening at home. 
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After example, ask youth leaders what they noticed about the difference in “what happened?” when the teacher used 
the power of why vs. when they didn’t. Explain that the power of why gets at the underlying reasons for how things 
work. 
 
Example 2: Explain the example of the Inner Harbor in 2012. Have a youth leader be a young person being loud and 
rambunctious in the Inner Harbor. Have another youth leader act as an officer. Have the officer approach the young 
person as they would normally. Then have the police officer approach the youth leader using the power of why.  
 
After example, ask youth leaders what they noticed about the difference in “what happened?” when the officer used 
the power of why vs. when they didn’t. Ask the youth leaders to give another example of how the Inner Harbor 
Project uses the power of why. Possible examples could be using research to learn that black youth are not inherently 
criminal but act out because of feeling left out. Or using research to understand that police officers are not inherently 
racist but overreact to teen behavior because of negative experiences they’ve had or fear that’s been instilled in them 
from their training. 
 

Wrap Up:   
 
Explain that youth leaders will get to test out the power of why in their own research projects, lines of inquiry and 
lessons they will teach. Part of being a leader at the Inner Harbor Project is minimizing one’s own bias and seeking the 
underlying truths in our society. Explain they will use the power of why to break down a stereotype or assumption that 
they or others have about how society is constructed. They will dig deeper to understand the truth. 
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Week 3 
 
Topic:  De-escalating conflicts 
 
Objective: Leadership will learn how to effectively diffuse conflicts between Youth Leaders. 
 
Warm-up:  
 
Start by asking the group: 

•! What is a conflict?  
o! Their answer should be similar to: a problem or an issue between two or more disputants.  

 
Then ask leadership to name some everyday conflicts (e.g. school, relationship, home life) and how were these issues 
resolved.  
 
Here are some follow up questions to keep the warm up going:  

•! Were you satisfied with the overall outcome?  
•! If not, what did you believe should have been done better? 
•! Do you hold any resentment about the miscommunication?  

 

Procedure:  
 
Managing and Resolving Conflict in a Positive Way 
 
Explain conflict: 
 
Conflict is a normal, and even healthy, part of relationships. After all, two people can’t be  
expected to agree on everything at all times. Since relationship conflicts are inevitable, learning to deal with them in a 
healthy way is crucial. When conflict is mismanaged, it can harm the relationship. But when handled in a respectful 
and positive way, conflict provides an opportunity for growth, ultimately strengthening the bond between two people. 
By learning the skills you need for successful conflict resolution, you can keep your personal and professional  
relationships strong and growing. 
 
 
The fundamentals of conflict resolution 
 
Conflict arises from differences. It occurs whenever people disagree over their values, motivations, perceptions, ideas, 
or desires. Sometimes these differences look trivial, but when a conflict triggers strong feelings, a deep personal and 
relational need is at the core of the problem—a need to feel safe and secure, a need to feel respected and valued, or a 
need for greater closeness and intimacy.  
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Recognizing and resolving conflicting needs 
 
If you are out of touch with your feelings or so stressed that you can only pay attention to a  
limited number of emotions, you won’t be able to understand your own needs. If you don’t  
understand your deep-seated needs, you will have a hard time communicating with others and staying in touch with 
what is really troubling you. For example, couples often argue about petty differences—the way she hangs the towels, 
the way he parts his hair—rather than what is really bothering them. 
 
In personal relationships, a lack of understanding about differing needs can result in distance, 
arguments, and breakups. In workplace conflicts, differing needs are often at the heart of bitter disputes. When you 
can recognize the legitimacy of conflicting needs and become willing to examine them in an environment of 
compassionate understanding, it opens pathways to creative problem solving, team building, and improved 
relationships. When you resolve conflict and disagreement quickly and painlessly, mutual trust will flourish. 
 
Ask the YLs to list some conflicts they have in their own lives. How do they make them feel? 
 
Successful conflict resolution depends on your ability to: 
·  

•! Manage stress while remaining alert and calm. By staying calm, you can accurately read  
and interpret verbal and nonverbal communication. 

•! Control your emotions and behavior. When you’re in control of your emotions, you can  
communicate your needs without threatening, frightening, or punishing others. 

•! Pay attention to the feelings being expressed as well as the spoken words of others. 
•! Be aware of and respectful of differences. By avoiding disrespectful words and actions, you can resolve the 

problem faster. 
 
 

Healthy and unhealthy ways of managing and resolving conflict: 
Conflict triggers strong emotions and can lead to hurt feelings, disappointment, and discomfort. When handled in an 
unhealthy manner, it can cause irreparable rifts, resentments, and breakups. But when conflict is resolved in a healthy 
way, it increases our understanding of one another, builds trust, and strengthens our relationship bonds. 
 
Unhealthy responses to conflict are characterized by: · 

•! An inability to recognize and respond to matters of great importance to the other person 
•! Explosive, angry, hurtful, and resentful reactions 
•! The withdrawal of love, resulting in rejection, isolation, shaming, and fear of 

abandonment  
•! The expectation of bad outcomes 
•! The fear and avoidance of conflict 
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Healthy responses to conflict are characterized by: · 
•! The capacity to recognize and respond to important matters 
•! A readiness to forgive and forget  
•! The ability to seek compromise and avoid punishing 
•! A belief that resolution can support the interests and needs of both parties 

 
Ask the YLs if they think that they resolve their own conflicts in a healthy or unhealthy way. If the answer is unhealthy, 
how might they make some changes?  
 
Activity:  
 
After going over how to resolve conflicts effectively, ask youth leaders to provide examples of conflicts that happen 
here (IHP). Once you have a list of 4 or more issues, let them execute their newly learned conflict resolution 
skills.  Assign each one a conflict while the others assist in role-playing as peers.  
 
Wrap-up: 
 
Have a debriefing session about the activity. What was done well? What could use some improvement? 
 
Working with Peers Scenarios: 
 

1.! You've just asked a youth leader to put away their phone, but they continue to ignore you. What is your plan 
of action? 

2.! You are trying to work on the presentation about your topic, but your group is becoming to rowdy. What will 
you do? 

3.! Diamond has given the group instructions on the next steps for the day. You have received an additional task 
list from Celia. The group is being stubborn and is putting up a fight about making adjustments to the day. 
Neither Celia or Diamond is in the office. What will you do? 

4.! You have just gotten into an argument with one of the youth leaders (personal beef). Once you return to 
work, you notice that they are still upset and are disturbing your lesson. How will you handle this issue? 

5.! Some of your peers feel like you pick favorites, which excludes those favorites from working as hard as the 
rest. How will you handle this? How do you ensure everyone is treated equally? 

6.! Your friend has shown up late without notice and would like you to clock them in at the beginning of the shift. 
They believe that because you are their friend, it is no issue. What will you do? 

7.! You notice a few youth leaders are working H2H without their uniform shirt. What will you do? 
8.! You notice a few youth leaders write in H2H hours that you know they have not worked. When you approach 

them about this, they begin to become upset and try to argue that they shouldn't be the only ones singled 
out. What will you do? 

9.! While you are eating lunch, a few youth leaders begin to join you in the classroom. You know eating isn't 
allowed in this room. When you try to enforce the rule, they mention that you are eating, so why shouldn't 
they? What are your next steps? 
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10.!You have just given out the daily tasks. One youth leaders refuses to participate. When confronted about the 
issue, they tell you that only Diamond or Celia can tell them what to do.  

 
Topic:  Interacting with Peers/Leading Peers  
Lesson created by John David Merrill, used with permission 
 
Objective: SWBAT define situational leadership and articulate how it can be used to effectively lead their peers.  
 
Warm-Up: Determining Methods 

Students should silently write for three minutes: Based on your understanding of leadership, define it in your own 
words.  

Have students introduce themselves and share their definitions. Share personal definition of leadership:  
Leadership is the conscious or unconscious, the intentional or unintentional, the subtle or obvious, influence of others for 
the betterment of society.  

 
Agenda 
Introduce presenter.  
Today’s lesson is about interacting with your peers and leading your peers. The key to successfully leading 

your peers is that there is no key to successfully leading your peers. Leading your peers is hard. But there is a 
framework that when applied can lead to a greater likelihood with success. Before we talk about that framework, I 
want to know:  

What are some of the challenges with leading peers?  
Listen as students share challenges.  
For as many challenges as there are leading your peers, there are theories about how to lead effectively.  
Types of leadership  

•! Traditional (top down hierarchical) (Draw on board) 
o! one head, hierarchical, person at the top, no engagement between    top and 

bottom 
o! + everyone knows their place 
o! + more efficient because known boundaries 
o! - very competitive, cutthroat 
o! - disenfranchisement of people at bottom 
o! - long communication chain 
o! - really hard to make systemic changes 

•! The Progressive (collaborative--leader in the middle) (Draw on board) 
o! Leader in the middle, clearly delineated as leader (still named), structured like a web, two-way 

communication, leader does as much listening as talking, built on trust and vulnerability, 
empowers staff 

o! - weak leader can be easily undermined 
o! + everyone’s voice is heard 
o! + built on trust not fear 
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o! + collaborative ownership of tasks, team effort 
 I argue that when it comes to leading peers, neither are particularly effective. Instead, I believe that situational 

leadership is the most effective framework for peer leadership.  
•! Situational Leadership  

Situational leadership is basically when you change your leadership style based on the situation that you are in. 
To help you visualize what it means to be a situational leader, think of a car.  

What are the different parts of a car?  
•! A Bumper – willing to take a blow to save the team  
•! Headlights – showing the team what they might otherwise not be able to see  
•! Rear view mirrors – helping the team reflect on where they have been  
•! A Horn – getting everyone’s attention  
•! A Pedal – telling the engine to go  
•! An Engine – Driving the team forward  
•! Heat warmers – Making the team feel good and comfortable  
•! A Glove compartment – keeping the team organized  
•! A Spare tire – keeping the team prepared  
•! Wheels – keeping the team rolling  
•! A Handle – opening the team up to the possibilities of progress  
•! A Brake – helping the team avoid accidents and slow down  
•! A Steering wheel – helping the group go in the right direction  
•! A Gear shift – changing directions of the group  
•! Windows – helping the team see beyond the immediately obvious  
•! Speakers – helping you listen to what others are saying  
•! A Battery – keeping you energized  
•! Air Conditioning – helping you cool down when things get hot  
•! A Dashboard – helping the team monitor progress  

 

This is the metaphor for situational leadership: everyone has something to contribute; everyone has a role to 
play. Every one piece is important and all are needed to move the organization forward. Applies to corporations, 
government but most effective when leading peers because peers resent people who more in charge.  

Situational leadership is the ability to take stock of a situation with your peers, realize what they need to move 
forward, and offer them the particular support that they need. Sometimes that means leading from the front and 
being the loudest like a traditional leader, but sometimes it means being quiet and listening, other times it means 
interrupting and letting your peers know they are wrong. Sometimes it means just making the people around you feel 
good.  
 
 Activity 

Any questions?  
Based on your understanding of situational leadership, think about a situation you’ve been in where you saw 

someone really step into an important role and fill it. This about your peers (preferably someone in IHP, but could be 
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someone in school) who exhibits a type of leadership you had not previously thought about. Be prepared to share 
their story.  

  
Wrap-Up 
Give students five minutes to silently answer the question: Define situational leadership in your own words and 

articulate how you can use it to lead your peers.  
Have people share out: Share what you learned about leadership and how you will apply it 

Compare definition at beginning of lesson to current definition of situational leadership and think about 
example of someone being a situational leader but didn’t get recognition for it. Now in hindsight, you see how 
nontraditional leadership helped your team. 
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Week 4 
 
Objective: 
 
Warm up: Continuous Story (15 Mins) 
 
This is best done with a group of people. Have each person get up and speak (for anywhere from 20 seconds to a 
minute) and start telling a story. When their time is up, the next person has to get up and they have to continue the 
story. 
 
The goal of this is to make the story make sense. This game helps people engage in listening and learn to be creative 
enough to make the story continue. 
 
After the game, begin a discussion about public speaking. What is it?  What are times that they have seen it or done it 
before? How does public speaking relate to IHP? 
 

Procedure:  
 
The next portion will be another game, so gather items with the IHP logo (Harbor Card, flyers, DVDs, t-shirts, etc) 
and bring them into the classroom. The youth will need to make a commercial about these items.  
 
First, give youth leaders a random product. It might be a stick of deodorant, it might be an iPhone; it could be 
anything. They are required to give a 30 second- to 1 minute-long commercial on this product and talk about why this 
is so awesome and why people should buy it. (This will set them up before promoting IHP) 
 
Take time to go over the pros and cons of how each person did. After all the feedback, repeat the lesson with IHP 
products and allow 2 minutes for them to advertise their product. 
 
Wrap-up: 
 
Go over some tips and tricks regarding public speaking (how to find a focal point, learning your part before speaking 
so that you aren’t reading from notes, being confident in what you’re saying, projecting your voice, etc.). Ask each YL 
how they would change their “commercials” if they had to talk in front of a larger audience, and how they would 
incorporate those public speaking skills. 
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Week Five: Practice Presentations 
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Week 6 
 
Lesson: Finding and Analyzing Primary Sources 
 
Objective: YLWBAT understand the difference between primary and secondary sources, locate appropriate primary 
sources, and analyze those sources to use in their research project. 
 
Materials: 
 

•! Steps to Analyze Primary Sources graphic organizer 
•! Example of a primary source abstract, first page 

o! “Motivations for Viewing Reality Television: A Uses and Gratifications Analysis” 
http://www.uky.edu/~drlane/methods/apa/29994743.pdf 

 
Warm-Up: 
 
Review: Ask YLs what the difference is between primary and secondary sources (they should remember this from 
Week 2). 
 
Once either they or you has identified the difference, ask which they think is a more valuable source to draw 
information from when doing research. 
 Answer: Primary sources, because when you use them, you’re getting information directly from the source. 
 
Write a mix of primary and secondary sources on the board. Ask the YLs to identify which is which and explain why. 
 
Procedure: 
 
Explain that in order to research effectively, it’s important to know where to go to access legitimate, appropriate 
documents. Give them the following list of good websites: 
 
Google Scholar 
Google Books 
RefSeek 
Primarysources.Yale.edu 
Avalon.law.yale.edu 
 
Secondary sources can be good to use as well, as long as they come from reputable websites with .edu, .gov or .org, 
and you can establish that they are backed up by primary research (look for a Works Cited list).  
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Give the YLs a copy of the first page of “Motivations for Viewing Reality Television: A Uses and Gratifications 
Analysis” and explain to them what an abstract is (summary of the document). Have them use that abstract to fill out 
the Steps to Analyze a Primary Source graphic organizer. 
 
Wrap Up: 
 
Explain that the steps given in the graphic organizer are a good way to decide whether to use a source before reading 
it in its entirety. After they have established that the source is good for their purposes, they can then use the note-
taking sheet (or another method of note-taking) to further analyze the document and then use it in their research.  
 

Lesson: Using Microsoft Word Professionally 
 
Objective:  
Youth leaders will be able to use Microsoft Word for professional documents 
 
Materials: 
 

•! None 
 
Warm-up:  
 
Ask the group: “What do you think are some good things to remember when writing in Word for professional use? 
 
Procedure: 
Draw the following punctuation marks on the board and ask about the use: 
, 
‘ 
: 
; 
! 
? 
. 
 
Ask about indentation and its use. 
Ask about bullet points and numbers and their use. 
Ask about CAPSLOCK, italics, and bolding and their use. 
 

  



 ©"Copyright"–"The"Inner"Harbor"Project,"All"Rights"Reserved!

May"Not"Be"Reproduced"or"Distributed"Without"Permission"from"the"Inner"Harbor"Project!

 
!

Week 7 
 
Lesson: Time Management 
 
Objective: YLWBAT understand the importance of managing time well in both their personal and professional lives, 
and discover some new time management techniques. 
 
Materials: 
 

•! “Work Smarter Not Harder” -- List of 21 time management tips 
o! http://www.creativitypost.com/create/work_smarter_not_harder_21_time_management_tips_to_hac

k_productivity 
o! Identify which are the most important for you to go over prior to the lesson 

 
Warm-Up: 
 
Ask the YLs to list in detail everything they do on a typical day. Push them to really record everything, even down to 
time spent on their phones. 
 
Ask them what they make per hour at IHP. Identify their list of daily activities as a “$___/hour day.” 
 
Have the Director of Youth Leadership describe her typical day and identify that as a $15/hour day. 
 
Describe your own day, adding in all of the tasks that are required as part of your job, as well as activities that you do 
outside of work, and identify that as a “$25/hour day.” 
 
Ask the YLs what they difference is in each of those days (they should say that the more money you make, the busier 
you are).  
 
Tell the group that someone making $50/hour (around $100k a year) is undoubtedly doing even more. The more 
money you’re making, the more time management becomes crucial, so as they move up at IHP, their ability to 
manage their time at both school and work will be essential. More responsibility=More money=More things to 
organize. 
 
Procedure: 
 
Go through the 21 time management tips in the “Work Smarter Not Harder” article. Explain each of the tips to the 
Youth Leaders, allowing them time to comment and engage with the tips.  
 

•! How might it work for them in their life?  
•! Why might they be resistant to using it? 
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Using these methods will help them to complete the things required of them by IHP, such as creating the agenda for 
their teams. This requires YALs to be ahead of the game, and if they aren’t managing their time well, they will run out 
of time to create good agendas, which will make managing their groups more difficult. They will also be required to 
keep track of events, mediations and trainings that their groups are responsible for, which requires keeping a good 
calendar. 
 
Wrap Up: 
 
Ask the YLs if they’ve ever heard the saying “dress for the job you want, not the job you have.” When they indicate 
that they have, say that the same thing goes for making money. You should decide how much money you want to 
make eventually, and then live every day acting like that person. Then, by the time you get there, all of this time 
management and work ethic stuff will be so ingrained in your behavior that the transition will be smooth. 
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Week 8 
 
Lesson: Meeting Etiquette 
 
Objective: YLWBAT discuss the importance of professionalism when meeting with partners and understand what 
behavior is expected of them 
 
Warm-Up: 
 
Begin the lesson with an open-ended question:  
 
 What do you think I mean when I say “be professional when engaging with partners”? (This includes funders, 
potential partners, board members or anyone else that could work alongside the organization.) 
 
Elicit answers and guide the discussion toward the topic of whether or not being professional in the workplace is 
important.  
 
Procedure: 
 
Ask Youth Leaders to list the professional qualities that they think they should be displaying as Youth Associate 
Leaders. List them on the board, guiding them toward the following guidelines: 
 

1.! Maintain eye contact 
2.! Engage in small talk 
3.! Avoid being interrupted by phone (silence before meeting) 
4.! Build rapport before making the ask 
5.! Appear updated, AKA check your drama 
6.! Appear interested in what the other is saying AKA listen 

 
Practice Scenarios: 
 
Have youth leaders split into teams and act out mock scenarios. Have other youth leaders watch and critique at the 
end of the interaction. 
 

1.! You are a youth leader meeting a board member for the first time. All you know is that they work doing 
financial things. You think they might be able to become a financial advisor. 

2.! You are the treasurer for the Inner Harbor Project, so you review the financials on a monthly basis and help 
decide how money is allocated. You have a dog and a wife and live in Baltimore City. You’re interested in 
becoming more involved in the organization, but you don’t know in what way. 
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1.! You are a youth leader meeting a police officer for the first time. You know that they’ve worked with the 
organization in the past but you don’t know in what capacity. You think they might be helpful for getting other 
officers to do your training. 

2.! You are the Chief of Patrol for the Police Department, which means you’re in charge of all of patrol for the 
entire city. You can help schedule officers for the Inner Harbor Project’s training, but you don’t know any of 
the details or if you should trust the youth leaders with all of patrol. It’s a big decision to make. 

 
1.! You are a youth leader who has scheduled a meeting with your principal to discuss the Harbor Card and 

getting more youth enrolled. 
2.! You are a principal at Mervo. You’ve only been in this role for a year and you’re not sure about good 

opportunities for youth. You’re curious to see what’s out there for kids, but you’re new to Baltimore and don’t 
know very much about what kids like or want.  

 
Ask the youth leaders how they enjoyed the role playing experience. Ask them how comfortable they feel in meetings 
with adults. Have them discuss who they would feel comfortable to meet with and who they wouldn’t. Ask if they have 
any questions about the process and discuss future opportunities for them to practice these skills.  
 
Lesson: Email Writing Etiquette 
 

1.! Make sure you use the right salutation 
 -If you want to sound friendly: “Hi….” 
 -If you want to sounds professional: “Dear…” 
 -If you want to write a quick note: “Name—” 
 
2.! Always start with pleasantries 
 -If you are introducing yourself, explain the reasons for contacting 
 -if it is someone you know, ask them how they are doing 
 -always good to comment on the weather, season, or upcoming or passing holiday 
 
3.! Body of the email 
 -Be clear about the reason for contacting 
 -avoid typos and grammatical errors 
 
4.! Closing 
 -thank them for time, consideration, help, effort etc. (tailored to the specific thing you’re asking for) 
 -have a closing salutation like “Best,” “Thanks,” or “Talk soon,” 
 

Email writing etiquette scenarios: 

Scenario: You are an artist sending your mix tape to Aaron Smith, a producer you’ve never met. You want him to 
listen to it.  
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Scenario: You are a high school senior getting ready for prom. Your friend recommended you email a friend of hers, 
Evelyn Sharp, to do your hair at a discounted rate. 
 

Scenario: You are a frustrated resident of Baltimore who hasn’t had the trash picked up in 4 weeks. You are emailing 
Councilperson Carl Stokes to get the trash picked up. 
 

Scenario: You are an employee emailing your boss, Celia Neustadt, to notify her that there is an issue with your most 
recent paycheck. You are owed $20. 
 

Scenario: You are a high school senior emailing your guidance counselor Tisha Govans because your college of 
choice hasn’t received your current transcript.  
 
Scenario: You are an artist sending your mix tape to Aaron Smith, a producer you’ve never met. You want him to  
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Weeks Nine and Ten:  
Presentation of Research Projects 
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Week 11 
 
Lesson: Workplace Etiquette, Putting Everything into Practice 
 
Objective: YLWBAT discuss the importance of professionalism in the workplace, understand their responsibilities as 
leaders, and review the do’s and don’ts of workplace etiquette. 
 
Warm-Up: 
 
Begin the lesson with an open-ended question:  
 

What do you think I mean when I say the phrase, “Employees should remain professional in the workplace at 
all times”? 

 
Elicit answers and guide the discussion toward the topic of whether or not being professional in the workplace is 
important. (Professionalism at meetings and with stakeholders and partners will have already been discussed). 
 
Procedure: 
 
Ask Youth Leaders to list the professional qualities that they think they should be displaying as Youth Associate 
Leaders. List them on the board, guiding them toward the following guidelines: 
 

1.! Be aware that you are projecting an image. Youth Leaders will follow your lead in many respects. 
2.! Use respectful language and tone. 
3.! Be alert. 
4.! Arrive early. 
5.! Over-communicate, both with those above you and with your teams. 
6.! Respect your team members and value their input. 
7.! Respect people’s personal space. 
8.! Limit your cell phone use. 
9.! Eat only in the break room, and make sure to be finished prior to the start of your shift. 
10.!Be aware of the things you want and expect of your leaders and demonstrate those qualities. 

 
Wrap-Up: 
 
Ask the Youth Leaders which of the above items they will find to be the most difficult. It is important for them to 
acknowledge these weaknesses so that they can be more aware of them. Give them tips regarding these items, and 
allow other Youth Leaders to contribute tips as well. Remind them that they are part of their own team, the 
Leadership Team, and that they need to respect and support each other as well as the Youth Leaders that they will be 
leading. 
 


