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MODULE 3

- ACTIVITY #22

BUILDING SELF-RELIANCE

In this activity, MAC participants will become familiar
with how to build self-reliance.

VOCABULARY USED
IN THIS ACTIVITY

SUPPLIES AND HANDOUTS
10 pairs of shoes, any type (or any group of
objects to be arranged on a SALE table in a store)
Large table for displaying the shoes
SALE sign
Two adults for role-playing
Handouts:
WORRIED
FRUSTRATED
CONFIDENT
PROUD
SELF-RELIANCE WORKSHEET
ARE YOU SELF-RELIANT?

confident
confused
directions
display
frustrated
proud
question
retail
sale
self-reliance
store
worksheet

ARE YOU SELF-RELIANT? (PICTURES ONLY)
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BACKGROUND INFORMATION
As MAC participants become volunteers or working employees, they may feel
overwhelmed. There may be occasions when they feel that they cannot handle all
of the responsibilities of work and personal life. As they mature and take on more
responsibility, they will need to become more self-reliant.
The purpose of this activity is to reassure MAC participants that self-reliance does
not mean that you never have to ask for assistance. In fact, those individuals
who are the most self-reliant and independent have learned that they need to
gather information from a variety of sources and never hesitate to ask for help.
This activity also includes information about the impact of self-talk, a strategy for
changing thinking to a more positive point of view. Instead of MAC participants
saying to themselves “I can’t do this!” – the MAC participants can say, “I can do
this. I just have to figure out how to solve the problem.” The MAC Coach should
continuously stress that the MAC participants are already well on their way to
positive self-talk and self-reliance because they are participating in the MAC
program and are planning for their future.
This activity can be used in conjunction with Module 1 - Activity #5
Understanding Independence and Module 5 – Activity #39 Building Self-Esteem.
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ACTIVITY STEPS
1. Display the pairs of shoes with the SALE sign on a table
in front of the MAC participants. Explain that you are an
employee in a shoe store and there is a sale going on.
The person role-playing the manager should approach
you (as the employee) and give instructions about how
to set up the display. The directions should be short and
confusing.
As the employee, ask one or two questions.
The person role-playing the manager should be unclear about the instructions
and then should walk away saying, “You figure it out.”
2. Role-play the employee setting up the display while talking out loud. Comments
should be similar to the following:
•

I’m not sure I can do this.

•

I know I’m going to get it wrong.

•

Should I ask someone? No, that would make me look like I don’t know what
I’m doing.

•

Maybe this is right…

•

No, that can’t be it…

•

I’m so stupid – I should be able to figure this out.

3. Keep rearranging the display until frustration builds. Role-play frustration,
such as throwing shoes down, crossing arms, and muttering.
4. As the employee, ask the group what should be done.
Respond to the group’s suggestions, and then decide to ask the manager
for more detailed instructions. Say to the group, as the employee:
•

I wasted time blaming myself.

•

The instructions weren’t very clear.

•

I should ask questions so that I can do this right.

Module 3 - Activity #22

3

5. As the employee, ask the manager a series of questions until the work
assignment is understood.
•

Can I ask questions so that I get this right?

The manager should respond more clearly, waiting to see if the employee
understands.
The manager should make comments such as:
•

What would you like to know?

•

These are good questions!

•

Is there anything else you would like to know?

•

I trust your judgment – you’ll figure it out.

6. After the manager leaves, the employee should set up the display, making the
following comments:
•

•

•

I can do this!
All I had to do was stop and think, and then I could have figured out what
I needed to know.
Next time I’ll ask for help because then I could do a better job.

7. Step out of the role of employee and discuss what happened.
Ask: What should you do when you are confused about something you have
to do?
Discuss the value of asking questions. Explain that employers appreciate it when
employees think about how to do a task and ask questions to make sure they
understand the instructions.
Explain that the term self-reliance means to rely on yourself for making decisions.
People who are self-reliant know that they make the best decisions if they have
complete information. They may have to get information by asking for help.
8. Explain that working in a store is called working in “retail.”
Ask: If you had to do these jobs in a store, what questions would you ask before
you start the job?
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•
•
•
•
•
•
•
•
•
•
•

shelving goods
working a cash register
helping customers
organizing goods for sale
serving as security
bagging or wrapping sold items
helping customers try on clothes or shoes
helping customers retrieve items from shelves
replacing, folding, sorting items
giving directions in a large store
greeting customers

Discuss how self-reliance means that when you are comfortable with a task and
feel that you know what you are doing. You can depend on yourself to complete
the task and solve problems related to the task.
9. Show the handouts WORRIED and FRUSTRATED.
Ask: Has anyone ever felt this way?
Discuss what the MAC participants should do when they are worried or frustrated.
Point out that there is nothing wrong with asking someone for help.
Ask: What can you say to yourself that will make you feel better?
Demonstrate (dramatically) the difference between:
•
•

I can’t do this!
I’m awful at this!
and

•
•

Okay – I can figure this out.
I’m strong and I will solve this.

Point out that people who are self-reliant often say words to themselves (use selftalk) to calm down and focus.
10.Encourage the MAC participants to practice positive self-talk out loud.
•
•
•
•
•

I can do this!
No problem! I will solve this!
Don’t panic! This can be fixed!
I am good at this!
Who can I ask for help?
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Emphasize that people who are self-reliant and independent are not afraid to
get help if they need it.
11. Show the handouts CONFIDENT and PROUD.
Ask: Has anyone ever felt this way?
Discuss how MAC participants should feel proud that they are involved in the
MAC program and planning for their future. If they ask for assistance and learn
whatever they can about future possibilities, they will build confidence and
self-reliance.
12. Discuss the examples of self-reliance on the handout (with pictures) ARE YOU
SELF-RELIANT?
13. Meet with MAC participants individually or in pairs and complete the
SELF-RELIANCE WORKSHEET.
Explain that MAC participants will have the chance to take a close look at how
they take care of themselves. After they have completed the worksheet with the
MAC Coach, they will be able to see where they are taking care of themselves
and where they need to work on becoming more self-reliant.
14. If appropriate, the MAC participants can also complete the handout ARE YOU
SELF-RELIANT? with the MAC Coach, to determine what skills they need to
learn. For participants who are learning English, the picture handout can be
used and the MAC Coach can explain what each picture represents.
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MODULE 3

- ACTIVITY #23

TIME MANAGEMENT

In this activity, MAC participants will plan how to manage their time.

VOCABULARY USED
IN THIS ACTIVITY

SUPPLIES AND HANDOUTS
Beach ball, basketball, or ball of equivalent size

circle chart

2-3 medium size balls, such as a soccer
or volleyballs

control of time

12 tennis balls
10 ping pong balls
Large box that can hold all of the balls
Pencils and erasers
Optional: Colored pencils
Handout:
CIRCLE CHART
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essential activities
full day
future
managing time
nonessential activities
spending time
time
well-being
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BACKGROUND INFORMATION
The concept of time is difficult for many refugees to grasp.
They may have spent most of their lives in settings that
did not require alarm clocks, watches, and time cards.
Their culture may deemphasize the importance of time.
In fact, their culture may stress the value of spending as
much time as necessary on basic activities such as visiting,
sharing a meal, and spending time with relatives.
Then refugees arrive in America, where keeping track of
time is a strong element of the workplace. Employees are measured by whether
they arrive on time, get work done on time, keep track of their time, and spend
their time efficiently.
The purpose of this activity is to raise the awareness of MAC participants about
the importance of looking at their use of time. The MAC Coach will need to stress
the time-related requirements of most employers, and the challenges of
managing time for work and after-work activities.
The activity includes an exercise where MAC participants consider how they
would like to spend their time so that they can create a positive future for
themselves. The MAC Coach will have to determine if this activity should be
carried out completely with the large group since the concept of managing time
may be new and overwhelming to some of the MAC participants.
This activity can be used in conjunction with Module 1 – Activities #1, #2, and #3
that focus on goal-setting.
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ACTIVITY STEPS
1. Place the large box on a table and hold up the beach ball. Explain that the box
represents one full day.
Drop the beach ball into the box and explain that the beach
ball represents how you (as the MAC Coach) spend most of
your time. Examples could be:
•
•
•

working
studying for evening classes
preparing for the MAC program.

Ask: How do you spend most of your time?
Encourage the MAC participants to be honest about their responses. They may
spend a lot of time playing video games, hanging out with friends, talking on the
phone, etc.
At this point suggest that the MAC participants start thinking about how they
spend their time.
2. Drop two soccer balls into the box. Explain that they represent how you (as the
MAC Coach) spend large portions of time. Examples can be:
•
•
•
•
•

working a second job
playing with your children
participating in sports
playing games on the computer
commuting to work.

Discuss whether you are using your time productively.
Ask: How much control do I have over the use of my time? Is there anything
I could change?
Ask: What takes up a lot of time during your day?
Discuss whether your use of time is necessary, or whether your time could be
used for something more productive.
Point out that many people are not aware of how much time they spend on
nonessential activities, leaving little time for important, satisfying activities.
For example, spending hours watching television means that good hygiene,
healthy eating, time with friends, or job hunting may not be getting
accomplished.
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3. Drop several tennis balls into the box and explain how they represent how you
squeeze in additional activities during a typical day. Examples can be:
•
•
•
•
•
•

shopping for food
cooking
laundry
Facebook
napping
looking for employment

Discuss how everyone feels that there are not enough hours in the day.
Time management means paying attention to how time is spent each day
and determining how time can be used more efficiently.
Ask:

What
What
What
What

should I spend more time on?
could I eliminate or reduce?
habits could I change?
should I not give up?

4. Discuss how you would prefer to spend your time and whether you manage your
time well.
For example, you may do your laundry at the last minute and it takes a lot longer
than doing a few quick loads of laundry.
You may start looking something up on the computer and end up watching
several videos and chatting online with friends.
5. Ask: What activities may take a long time, but are worth it for your well-being?
Examples:
•
•
•
•

enjoying long dinners with family members
attending religious events
reading about current events in home countries
searching for bargains when shopping

6. Empty the box. Ask MAC participants one at a time to drop the balls into the box
and explain how they spend their time.
Note: This should be a volunteer activity, since some MAC participants may not
want to share how they spend their time. Consult with those individuals privately
to determine if they are spending their time on activities that are unproductive –
even risky or illegal. Concentrate on discussing the steps it will take to safely and
comfortably spend time doing positive activities.
7. Distribute the handout CIRCLE CHART.
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Explain that the MAC participants are going to draw a picture of how they would
like to spend their time. They can use the handout CIRCLE CHART or create their
own circle chart.
They should use pencils and erasers in case they change their minds as they plan
how to use their time.
The rules for completing the circle chart are:
•
•

•
•

Be realistic about what is necessary and what you enjoy doing.
Recognize how you might have to reduce the time you spend on some
activities and increase the amount of time you spend on others.
Keep your personal goals in mind.
Gather opinions from others about how you should spend your time
productively.

The MAC participants do not have to determine the specific amount of time for
each activity, but create a general picture of how they could spend their time
productively.
The MAC Coach can provide a personal circle chart as an example.
8. After the MAC participants complete their circle charts, post a blank circle chart
in front of the group.
Fill in the largest section and label it EMPLOYMENT.
Explain that working, especially full-time, takes up the
majority of time of the day. Therefore, it is important to
be involved in work that is rewarding and satisfactory,
and to manage time well during the rest of the day.
Most MAC participants will begin in employment that may
not be immediately rewarding.
Ask: How can you make the most of the time you spend at work so that you are
building your future?
Discuss how enjoyable activities should be built into time management.
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MODULE 3

- ACTIVITY #24

PAYCHECKS AND CHECKING ACCOUNTS

In this activity, MAC participants become familiar with paychecks,
checking accounts, and the importance of money management.

SUPPLIES AND HANDOUTS
Items with price tags
Shoes with shoe size marked on the inside or bottom of
the shoe
Recipes on the back of a box
Dollar bills, $10 dollar bill
Combination lock
Calculators
Optional: time card, printout of numbers from a retail
center, receipt from a recent purchase, lottery ticket,
spreadsheets
Handouts:
SAMPLE PAYCHECK
SAMPLE CHECK
SAMPLE BLANK CHECK
SAMPLE DEPOSIT SLIP
PAYCHECK INDEPENDENCE
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VOCABULARY USED
IN THIS ACTIVITY
401(k)
accounts
bank
bonus
calculator
checking account
computers
counting
deductions
dental care expenses
deposit slip
earnings
equipment fee
federal taxes
FICA
gross pay
health care expenses
mathematics
measurements
net pay
overtime (OT)
pay rate
pay stub
paycheck
price tag
printout
receipt
retirement fund
Social Security
spreadsheet
state taxes
time cards
uniform fee
union dues
year-to-date (YTD)
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BACKGROUND INFORMATION
MAC participants may not be familiar with how they are
paid once they obtain employment. In this activity they learn
about the many different components of a paycheck and how
they can keep their money in a bank.
For most refugees, managing money is a constant challenge.
Even though many refugees arrive in the United States with
work experience and professional skills, they often have to
start over in entry-level, low-wage jobs. Research has shown that refugees tend
to be frugal and save money when they can, but it is a financial challenge to build
a new life. Refugees may reside in neighborhoods with limited resources, such
as check-cashing outlets instead of banks. They may assume the responsibility
of sending money to relatives in their home countries. As they are learning
English, they are trying to comprehend the language of checking accounts,
loans, debit/ATM cards, and credit cards.
Gender roles and religious beliefs also play a role in determining how money
is earned, saved, and spent. In some cultures, even if women become
knowledgeable about managing money, cultural tradition may determine that
the men in the household make the financial decisions. As the activities on money
management are carried out with the MAC participants, it is important
to consider how cultural background can impact how the information is applied.
The chance to finally earn personal spending money can be tempting for
MAC participants. As they prepare to enter the workplace (or begin to earn
a paycheck), they should be aware of the pitfalls of poor money management.
Before they analyze paychecks, it is important that they become aware of how to
manage their money. For many people, whether they are newcomers or not, a
paycheck is viewed as an opportunity to spend. Then when the paycheck money
runs out, credit cards and loans begin to take the place of actual cash.
Of course, some credit card activity and loans are necessary, but the MAC
participants should at least be aware of the consequences of borrowing and
charging in order to sustain their lifestyles. They need to learn about standard
financial management, and understand words of advice such as:
•
•
•

Live within your means
Pay yourself first
Save for the future.
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It is a common misconception among some refugees that money loses value once
it is deposited into a bank. The belief is that wealth is represented by material
goods, and that money should be stored at home. Not only do these beliefs make
some refugees easy targets for theft and cause suspicion when they have large
amounts of cash, it interferes with the process of building the kind of credit score
that is necessary for large purchases such as a home or automobile.
It may be difficult for the MAC participants to talk openly about money.
This activity, combined with activities #25 Budgeting, #26 Credit Card
Responsibility, and #27 Good Credit / Bad Debt will give the MAC participants
the chance to build financial literacy, and to figure out how they can manage
their money.

Note that activities related to money management require basic understanding
of arithmetic. The MAC Coach may have to identify math instructors or tutors
who can help with the money management activities. The topic of money is an
ideal way for MAC participants to learn and appreciate math.
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ACTIVITY STEPS
1. Give each MAC participant one of the following items:
•
•
•
•
•

items with price tags
shoes with sizes marked
recipe on the back of a box
combination lock
calculators

Ask: What is the object that I gave you?
What are the numbers on the object used for?
Explain that MAC participants will encounter numbers in a variety of ways in their
personal lives and at work. Sometimes the numbers are part of a math problem,
but sometimes they exist to keep things organized and efficient.
2. Ask: When have you used numbers in the past week?
Examples are:
•
•
•
•
•
•
•

bus number
counting change
buying groceries
measuring for a recipe
ordering food at a restaurant
counting off in a game or counting points
address (apartment number, house location)

3. Continue to discuss the importance of numbers and how MAC participants
should work to become comfortable reading, adding, and subtracting numbers.
(The MAC Coach should determine if participants will need assistance in building
their math skills.)
4. Ask: How do you think people use numbers in their jobs?
Explain that computers and calculators are now used to keeping track of
numbers, but that MAC participants should know what the numbers mean.
Discuss the following:
•
•
•
•
•

Keeping track of their time (time cards)
Adding up accounts (spreadsheet)
Counting the number of customers in a store (store checklist)
Counting the number of items for sale (store printout)
Receipts
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5. Distribute the handout SAMPLE PAYCHECK.
Review each item on the paycheck stub. The MAC participants
will undoubtedly be surprised at the amount of money that is
deducted for expenses such as taxes, union dues, uniforms,
and other required payments.
Review paycheck terminology:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

gross and net pay
deductions
YTD (year-to-date) earnings and deductions
pay rate
OT or overtime
bonus
federal and state taxes
Social Security
FICA
union dues
health care expenses
dental care expenses
401(k) and other contributions, if relevant
retirement fund contributions, if relevant
uniform and equipment fees

Explain that many of the deductions are benefits offered by the employer.
The employee usually pays for part of the benefit and the employer makes up
the difference. (Review the list of benefits at the bottom of the handout SAMPLE
PAYCHECK.)
6. Ask: How often do you think you get paid?
Explain that pay periods depend upon the employer, and that checks can be
automatically deposited into a checking account.
7. Ask: How many of you have money saved in a bank?
Discuss the value of keeping money safely in a bank.
Distribute the handouts SAMPLE CHECK and SAMPLE DEPOSIT TICKET and
discuss how to deposit and withdraw money from a checking account.
Optional: Provide several copies of the SAMPLE BLANK CHECK for MAC
participants to practice writing a check. (Explain that they are not real checks,
and that they will be torn up so that they are not misused. Describe the
consequences of writing bad checks.)
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8. Optional: Provide several copies of the SAMPLE DEPOSIT
SLIP for MAC participants to practice depositing
combinations of checks and cash.
9.
Optional: The MAC Coach may determine that participants
can learn about online banking if they have ready access
to computers. Online security should be addressed, and is
discussed in more detail in Activity #29 Online Security
and Responsibility.
In Activity #25 Budgeting the MAC participants practice
balancing income and expenses.
9. Discuss the handout PAYCHECK INDEPENDENCE. Emphasize the importance of
first paying for basic essentials and emergency funds.
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MODULE 3

- ACTIVITY #25

BUDGETING

In this activity, MAC participants will become familiar
with how to plan and balance a budget.

VOCABULARY USED
IN THIS ACTIVITY

SUPPLIES AND HANDOUTS
Play money from a board game (or use the
handout PLAY MONEY)

See the handout SAMPLE
BUDGET for vocabulary words

Large jar or see-through plastic container

budget

The MAC Coach should research costs of local
housing, utilities, and other expenses listed on the
handout SAMPLE BUDGET FORM.

expenses

Handouts

managing money

PLAY MONEY

salary

SAMPLE BUDGET FORM

saving money (savings)

income

MANAGING MONEY
MONEY AND DAILY LIVING
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BACKGROUND INFORMATION
Note: This activity should be used in conjunction with Activity # 24 Paychecks
and Checking Accounts, #26 Good Credit / Bad Debt, and #27 Credit Card
Responsibility.
MAC participants may not be familiar with how to create and manage
a personal budget. In this activity they learn about the variety of
expenses they should prepare for, as well as how to plan so that they
can achieve their goals.
But before they start budgeting, it is important that they become
aware of how to manage their money. For many people, whether
they are newcomers or not, a paycheck is viewed as an opportunity
to spend. Then when the paycheck money runs out, credit cards and
loans begin to take the place of actual cash.
The chance to finally earn personal spending money can be tempting for
MAC participants. As they prepare to enter the workplace (or begin to earn
a paycheck), they should be aware of the pitfalls of poor money management.
For most refugees, managing money is a constant challenge. Even though many
refugees arrive in the United States with work experience and professional skills,
they often have to start over in entry-level, low-wage jobs. Research has shown
that refugees tend to be frugal and save money when they can, but it is a
financial challenge to build a new life. Refugees may reside in neighborhoods
with limited resources, such as check-cashing outlets instead of banks. They may
assume the responsibility for sending money to relatives in their home countries.
As they are learning English, they are trying to comprehend the language of
checking accounts, loans, debit/ATM cards, and credit cards.
Gender roles and religious beliefs also play a role in determining how money
is earned, saved, and spent. In some cultures, even if women become
knowledgeable about managing money, cultural tradition may determine that
the men in the household make the financial decisions. As the activities on
money management are carried out with the MAC participants, it is important
to consider how cultural background impacts how the information is applied.
All MAC participants need to learn about standard financial management,
and understand words of advice such as:
•
•
•

Live within your means
Pay yourself first
Save for the future.
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It is a common misconception among some refugees that money loses value once
it is deposited into a bank. The belief is that wealth is represented by material
goods, and that money should be stored at home. Not only do these beliefs make
some refugees easy targets for theft and cause suspicion when they have large
amounts of cash, it interferes with the process of building the kind of solid credit
score that is necessary for large purchases such as a home or automobile.
It may be difficult for the MAC participants to talk openly about money. This
activity, combined with activities #26 Good Credit / Bad Debt and #27 Credit
Card Responsibility, will give the MAC participants the opportunity to build
financial literacy, and to figure out how they can manage their money.
Note that activities related to money management require basic understanding
of arithmetic. The MAC Coach may have to identify math instructors or tutors
who can help with the money management activities. The topic of money is an
ideal way for MAC participants to learn and appreciate math.

The MAC Coach may need to research local costs for rent, utilities, public
transportation, etc. to carry out this activity, as well as state and county
resources such as HEAP, WIC, and food stamps.
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ACTIVITY STEPS
1. Ask one of the MAC participants to fill the jar or see-through
plastic container with $1666 dollars (play money provided
in this activity). Explain that your full-time annual salary
is $20,000 and every month you earn $1666.
Discuss how $1666 seems like a lot of money for one
month’s expenses.
2. Remove $333 dollars and explain that this is the money for state and federal
taxes and automatically comes out of the paycheck. (In this case the tax amount
is 15% but could be higher depending upon filing status and overall income.)
Remove $65 for health insurance. Explain that the employer pays the rest of the
cost of health insurance, and that costs will vary depending upon the insurance
plan and the employer’s contribution.
Remove $15 for Medicare, $10 for life insurance, $15 for a uniform fee, and $46
for Social Security. (These expenses are discussed in Activity #25 Paychecks and
Checking Accounts).
3. Ask one of the MAC participants to remove $400 because that is your part of the
rent payment for the apartment that you share with other people. (This rate will
vary depending upon the circumstances. Estimate the possible cost for the MAC
participants.)
Discuss how there still seems to be plenty of money in the jar.
Ask: What else do you think I need to pay for?
4. Distribute the handout SAMPLE BUDGET form.
Ask MAC participants to take additional expenses out of the
jar, based on local costs.
The MAC participants may have minimal understanding of local costs, so the MAC
Coach should research this information in advance.
Although costs are on a monthly basis, not all will be spent every month.
Estimate annual costs and divide by 12 months.
Begin recording expenses on the SAMPLE BUDGET form as a group. Continue to
remove the money from the jar.
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MAC participants may indicate that they will not be responsible for some of the
expenses, such as vacation or internet. Discuss how important it is to save
money, if possible, for additional expenditures that they may want in the future.
5. Discuss items on the SAMPLE BUDGET form that MAC participants may not
understand, such as:
•

Savings (or emergency fund)

•

Charity

•

Credit Card Payment (discussed more thoroughly in Activity #27 Credit Card
Responsibility)

6. Discuss the status of the jar.
Depending upon the local expenses, the jar may be empty (or in need of
replenishing for upcoming expenses) or may have some change left for saving,
emergencies, or special expenditures.
7. Present the MAC participants with the problems described on the handout
MONEY AND DAILY LIVING.
Discuss:
•
•

ways to cut back on costs
the importance of living within the budget to
avoid debt and to achieve goals

•

how to say no to temptations and pressures to spend

•

state and county resources such as HEAP, WIC and food stamps

•

how to “pay yourself first” if possible.

8. Distribute the handout MANAGING MONEY and discuss the three items on the
handout.
9. Discuss the situations on the handout MONEY AND DAILY LIVING. Some of the
MAC participants may need to practice the solutions. Explain that managing
money can also mean managing personal relationships and communication with
community resources.
10.Meet with each MAC participant and complete the SAMPLE BUDGET form. This
can be done before employment or after the participant has started working in
a job.
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MODULE 3

- ACTIVITY #26

CREDIT CARD RESPONSIBILITY

In this activity, MAC participants will become familiar
with the benefits and pitfalls of credit cards.

SUPPLIES AND HANDOUTS
1 sweatshirt and 1 pair of shoes (or any other
items that the MAC participants may be interested
in purchasing)
Blackboard, whiteboard, or large poster board
Play money (see handouts in Activity #25
Budgeting) or real bills
Trash can (labeled Credit Card Company)
Optional: Sample credit cards
Optional: Credit card practice online or in a store
Handouts:
CREDIT CARDS
CREDIT CARD CLOSE-UP
TOO MANY CREDIT CARDS!
SAMPLE CREDIT CARD STATEMENT
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VOCABULARY USED
IN THIS ACTIVITY
American Express
bill
borrow
cash
cost
credit
credit card
credit report
debt
department stores
Discover
due date
expiration date
fee
interest rate
late payment
loan
MasterCard
minimum due
owe
paid in full
partial payment
payment
savings account
security number
VISA
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BACKGROUND INFORMATION
This activity will require basic knowledge of arithmetic so that the MAC
participants can see how interest and fees on credit card balances can add up.
The MAC Coach may want to review American money with the play money
provided in Activity #25 Budgeting, or with real bills
It looks easy. Select something to purchase, hand the
clerk a credit card, and it’s paid for. Or swipe the card,
enter the card numbers online, or recite the numbers
over the phone, and the product is yours.
For someone who is exposed to credit cards for the first
time, it may be hard to understand that credit cards can
be useful financial tools, but they come with risks. While debt is the most
obvious problem, there are a number of other pitfalls related to the use of
credit cards.
In this activity, the MAC participants will learn about what credit cards look like
and how they are used; how payments are made; the positive aspects of building
a strong credit record; and the problems that can arise with the misuse of credit
cards.
For most refugees, managing money is a constant challenge. Even though many
refugees arrive in the United States with work experience and professional skills,
they often have to start over in entry-level, low-wage jobs. Research has shown
that refugees tend to be frugal and save money when they can, but it is a
financial challenge to build a new life. Refugees may reside in neighborhoods
with limited resources, such as check-cashing outlets instead of banks. They may
assume the responsibility for sending money to relatives in their home countries.
As they are learning English, they are trying to comprehend the language of
checking accounts, loans, debit/ATM cards, and credit cards.
Gender roles and religious beliefs also play a role in determining how money
is earned, saved, and spent. In some cultures, even if women become
knowledgeable about managing money, cultural tradition may determine that
the men in the household make the financial decisions. As the activities on
money management are carried out withy the MAC participants, it is important to
consider how cultural background impacts the way information is applied.
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ACTIVITY STEPS
Note that calculating the cost of percentage rates for credit cards is
complicated and should not be explored in depth in this activity. The costs
described in the activity are estimates, designed to illustrate the extra costs
of credit cards if they are not used wisely. The MAC Coach can also expand
the discussion to cover ATM/debit cards, secured credit cards, and bank loans
should those topics seem relevant to the participants in the group.

1. Hold up the sweatshirt and write $40.00 on the board or
poster board.
Ask: How much would this sweater cost if you paid for
it in cash?
Show $40 in cash with the play money.
Explain that if you buy an item with cash, you pay the cost of the item plus sales
tax. In this case, the sweatshirt would be $40.00 plus 5% sales tax ($2.00), for
a total of $42.
Show $42 in cash.
2. Hold up a credit card and distribute the handouts CREDIT CARDS and CREDIT
CARD CLOSE-UP. (If available, show real credit cards.)
Ask: Have you ever used a credit card or seen anyone using one?
Explain the terms charge, credit, balance, and due date.
Discuss the different types of credit cards, noting that the handout CREDIT
CARDS only shows only four of the major types of cards, but that individual
stores and banks have credit cards, as well.
Discuss what the MAC participants think credit cards are for and how they should
be used. (Their responses should indicate their level of knowledge about the
advantages and pitfalls of credit cards.)
3. Discuss the handout CREDIT CARD CLOSE-UP, explaining what everything on the
card means. Include information about the security number that is often on the
back of the card.
4. Ask: How much do you think that the sweater will cost if you pay with a credit
card?
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Explain the that there are 3 possible answers:
►$42.00 if the credit card bill is paid within 30 days of
charging the sweater.
Explain that this means that the bill is paid in full by the due
date. Due dates can change, so it is important that the bill
be checked carefully.
►$42.00 plus interest on the credit card if only a partial payment (minimum due)
is made. In this case, the credit card interest rate is 19%. At that rate, the
interest is $8 when rounded, resulting in the sweater cost of $50.
Ask: Who would like to throw money away?
Ask a MAC participant to pay $42 for the sweater in cash, showing that no
interest is required if items are paid for with cash.
Then ask another MAC participant to pretend to pay with a credit card. The $42
is paid to the store for the sweater and the $8 should be thrown into the trash
can labeled Credit Card Company. Explain that the $8 goes to the credit card
company, not to the store – and does not stay in the wallet of the buyer.
Point out that if a minimum payment of $10 is all that is paid, the interest
on the remaining balance is still charged.
►$50 plus a late fee and possible increase in interest rate if the bill is not paid
on time.
Show with play money the cost of the sweater, sales tax, interest, late fee,
and possible increase in costs if interest rates rise.
Ask: Would you rather pay in cash or with a credit card?
Discuss how a credit card could be convenient (especially
when purchasing online) but can cost money if the bill is
not paid in full within 30 days.
5. MAC participants will have seen people using credit
cards (and ATM/Debit cards) routinely, and still may not
understand the financial impact.
Discuss the importance of managing a paycheck so that credit cards do not have
to fill in when cash is not available.
Explain that the MAC participants have the advantage of knowing how credit
cards really work. Many people do not understand what they are paying for when
they use a credit card – and many people are in debt.
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Explain that a financial record called a credit report has all credit card
information, including late payments. If the MAC participants want to rent an
apartment on their own, purchase a car, or borrow money for college, they will
have to produce their Credit Report. If they are in debt or have bad credit, their
credit report may be reviewed and credit denied. (See Module 3 Activity #27
Good Credit / Bad Debts).
6. Ask: What if you see a new pair of shoes that you really want? They would go
nicely with your new sweatshirt!
Hold up the pair of shoes and explain that they cost $20 ($21 with sales tax).
Ask: I had to have these shoes! I have not paid my credit card bill and the
sweatshirt is still on my bill. What do I owe now?
Using play money, show the totals:
cost of the sweatshirt
sales tax on the sweatshirt
cost of the shoes
sales tax on the shoes
TOTAL IF PAID IN CASH:

$40
$2
$20
$1
$63

Credit card interest on total of both items ($12) if a partial payment is paid or
payment is late. (There may be additional late fees.)
Even if the minimum due of $10 is paid, there is still $10 in interest owed on the
balance, and the next month it will be necessary to pay interest on the interest.
Emphasize that if MAC participants keep charging and paying the minimum due,
they will have difficulty catching up with payments.
They will also be paying their hard-earned cash to the credit card company
instead of their savings account.
Ask: Who would like to throw money away?
Ask a MAC participant to pay $63 for the sweatshirt and shoes
in cash.
Then ask another MAC participant to pay:
$63 for the sweatshirt and shoes
$12 in interest (into the trash)
$30 late fee for not paying the credit card bill on time (into the trash)
$3 in interest on the interest (into the trash)
TOTAL: $108
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Point out that there is now $45 in the trash because the credit card bill was not
paid.
Plus there is a note on the credit report.
Ask: How would you feel if you knew that you had debt and you could not borrow
any more money for future purchases?
• What if you needed money for health care or college?
• What if you wanted to move into your own place?
Take the $45 out of the trash and ask what could be purchased with that money.
7. Discuss the importance of credit card security, including keeping track of the
card and the credit card number. More details about credit card security are
discussed in Activity #29 Online Responsibility and Security.
8. Since this activity requires knowledge of mathematics and complicated
information about credit, it may be necessary to repeat the entire exercise
with different MAC participants purchasing and “throwing away” money.
9. If possible, the MAC participants should try using a credit card online or in a local
store.
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MODULE 3

- ACTIVITY #27

GOOD CREDIT / BAD DEBT

In this activity, MAC participants will become aware
of the benefits of good credit and the impact of debt.

SUPPLIES AND HANDOUTS
Handouts:
BASICS OF INDEPENDENCE
SOME DAY
GOOD CREDIT / BAD DEBT
GET A GOOD CREDIT SCORE
CREDIT REPORTS AND CREDIT SCORES
(reference for MAC Coach from the Board of
Governors of the Federal Reserve System)
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VOCABULARY USED
IN THIS ACTIVITY
bad debt
basics
budget
child care
children
credit
credit card
credit score
expenses
family
good credit
health care
housing
independence
loan
pay in full
relatives
transportation
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BACKGROUND INFORMATION
Good credit and bad debt are abstract concepts that
are hard for anyone to understand, whether they are
newcomers or not. It is not until an individual with a
poor credit history gets denied a loan, rental agreement,
or credit card, that they realize the impact of a negative
financial track record. Or when an individual is able to
obtain a loan quickly at a low interest rate because they
have maintained a solid credit record, they realize the
importance of good credit.
The MAC participants may have difficulty grasping the importance of establishing
a good credit history when they are just beginning to develop financial literacy.
Some of the MAC participants may be witnessing families struggling financially.
They may be seeking employment for the purpose of helping to support their
families. As a result, it will be challenging to figure out how to plan for the future
when they are currently trying to make ends meet. Borrowing money or obtaining
credit may seem like something they will never have the chance to do. Or they
may end up borrowing money from local sources such as check-cashing outlets
and neighborhood lenders at exorbitant rates.
The MAC Coach should stress that financial decisions that are made now will
affect future opportunities. After reviewing Activity #25 Budgeting and Activity
#26 Credit Card Responsibility, they should have a better understanding of how
it is necessary to pay for current expenses while planning for the future.
MAC participants should pay cash whenever possible, but they can build a strong
credit history if they pay off credit cards and loans in full, on time. By establishing
that they are a good credit risk, they will be more eligible for obtaining funds for
major purchases, including rent, gym memberships, and college tuition.
In this activity, they will learn how to establish good credit and will have a chance
to start the process of building a high credit score.
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ACTIVITY STEPS
1. Distribute the handout BASICS OF INDEPENDENCE and
discuss each item on the handout.
Ask: Are you responsible for paying for any of these? If you
were living independently, how would you pay for them?
•
•
•
•
•
•

groceries and restaurants (including fast food)
housing (including contributing to the rent of family members)
clothing (including laundry)
transportation (including car payments, insurance, bus passes)
children (including child care, support of family members)
health care (including over-the-counter and hygiene expenses)

2. Ask: If you could not afford to pay for all of these, what would you pay for first?
This will be a challenging question to answer. The MAC Coach should discuss
alternatives if the MAC participant cannot afford everything on the handout.
For example:
•
•
•
•

sharing rent with a roommate
taking the bus instead of buying a car/walking
shopping with coupons and sales
exchanging babysitting time with another family

3. Ask: How can you make sure that you can afford these
items in the future?
•
•
•
•

manage
cut
pay
save

4. Show the handout SOME DAY and ask if any of the MAC participants would like to
have any of the items on the handout.
Discuss the difference between paying in cash, using a credit card, and borrowing
money to pay for basic expenses and luxuries. It may be necessary to use credit
to pay for major purchases, but only if payments can be paid in full and on time,
and only if the purchase is essential (e.g., tuition, security deposit for apartment)
to establish a safe and secure lifestyle.
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5. Distribute the handout GOOD CREDIT / BAD DEBT and discuss how current
financial decisions will affect the ability of MAC participants to make purchases
in the future.
6. Meet with each MAC participant and review their financial goals and status.
Review the importance of establishing good credit.
7. Some MAC participants may be in a position to start building a strong credit
score right away. Review the handout CREDIT SCORES and discuss how they
can establish credit and raise the score.
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MODULE 3

- ACTIVITY #28

ONLINE RESPONSIBILITY
AND SECURITY
In this activity, MAC participants will become aware
of the importance of cyber security.

VOCABULARY USED
IN THIS ACTIVITY

SUPPLIES AND HANDOUTS
Computer available for demonstration
Handouts:
ONLINE SECURITY – WHAT WOULD YOU DO?
(reference for the MAC Coach)

antivirus
computer
confidential information
cybersecurity
e-mail

COMPUTER SECURITY

fraud
Facebook
identity theft
online
password
personal computer
public computer
security
social networks
software
Twitter
user id
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BACKGROUND INFORMATION
Even though MAC participants will have increased access to
computers, they may not be aware of cyber security issues.
In this activity they will be presented with a number of situations
that will review steps they should take to ensure that they are
not a victim of Internet fraud or identity theft. Cyberbullying is
also discussed in this activity, with further details in Module 5 –
Activity #49 Bullying.
Some of the MAC participants will already have computer
experience and will be able to enhance their skills with their personal computers
and software – or by using public computers in a library or school. Other
participants will be learning how to use a computer for the first time.
No matter what the level of experience might be, it is essential that the MAC
participants become aware of basic cybersecurity strategies. They do not need to
know the specific details about how computers may be compromised, but they
should know the basic steps that they can take to protect themselves.
The MAC Coach should be familiar with the guidelines listed on the handout
COMPUTER SECURITY and the following tips for staying safe on social networking:
Keep the system updated with antivirus, antispyware software, and a firewall.
Use strong passwords and don’t share them with anyone or use them for other sites.
Be cautious when clicking on links, especially if they seem odd or too good to be true.
If an unusual link is from a friend or co-worker, their account may have been hijacked
or infected and is spreading malware.
Do not assume that communication on social networks such as Facebook is
confidential, and that the people you are communicating with are who they say they
are. Personal information should not be shared, especially if it is requested from a
stranger.
Disregard requests for money or help from strangers – or even from a friend who
would not normally communicate in the language or format of the site.
Do not open attachments unless you have specifically requested them.
Do not respond to requests to “verify information” with address, phone number,
account numbers, Social Security number, user IDs and passwords, or financial
information.
Be careful about installing games and apps from sites that are not well established.
Remove any that you don’t use.
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The MAC Coach should also be aware of the impact of computer fraud and
identity theft. For example:
•
•

•
•

use of stolen identity to take out loans and obtain credit cards
use of credit cards to make charges that are never paid – causing a drop in
credit score, lawsuits, and difficulty in obtaining future credit (See Activity #26
Credit Card Responsibility for further discussion of this topic.)
personal threats to safety and access to finances
use of stolen identity to obtain illegal passports, driver’s
licenses, and other documents that can come to the
attention of law enforcement and Homeland Security.

Since these results of a breach of security can be alarming to refugees,
particularly if their legal status in their new country may be jeopardized, it is
important for the MAC Coach to stress that there are steps that they can carry
out to protect themselves. These steps are especially important if they are using
a public computer and have no control over the antivirus and other security
software on the computer.
The MAC Coach may wish to invite an online security expert to discuss specific
software programs that will provide online security for MAC participants who own
computers.

The Multi-State Information Sharing & Analysis Center provided the tips above and is
a valuable resource for information about online security. www.msisac.cisecurity.org.
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ACTIVITY STEPS
1. If you are not familiar with the level of computer knowledge of
the MAC participants, take a few minutes to discuss:
•
•
•
•
•
•

if they have personal computers
if they use a library or school computer
what they use computers for
if they are learning (or would like to learn) computer skills
if they are aware of the advantages of computers
if they are aware of cybersecurity issues and how to protect themselves.

Use a computer to demonstrate the advantages of a computer, reminding the
MAC participants that they can benefit from computer use if they keep cyber
security in mind.
Since Facebook and Twitter are commonly used sites, demonstrate their use,
stressing the importance of maintaining confidentiality.
Point out that the employers will often check Facebook pages of applicants.
2. Discuss the impact of computer fraud or identity theft.
Keep stressing that basic security steps should protect MAC participants.
3. If the MAC participants are not familiar with computers, demonstrate how
computers can be used for research and communication, and arrange for
interested participants to have access to computer training.
Review the necessary steps for staying safe on a computer, including the security
strategies for social networking.
4. Present all MAC participants with the situations described on the handout ONLINE
SECURITY – WHAT WOULD YOU DO?
Even if they are computer savvy, they should be alert for possible fraud or
security issues.
Discuss each item and the steps they can take to protect themselves.
5. Distribute the handout COMPUTER SECURITY to reinforce the points made in the
discussion.
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MODULE 3

- ACTIVITY #29

EMPLOYMENT AND DISABILITIES

In this activity, MAC participants with disabilities
will become aware of their capabilities and rights.

VOCABULARY USED
IN THIS ACTIVITY

SUPPLIES AND HANDOUTS
Handouts:

accommodation

JOB READINESS: QUESTIONS AND ANSWERS
ABOUT THE ADA (reference for the MAC Coach)

American with Disabilities Act
(ADA)

YOU HAVE ABILITIES – WHAT DO YOU DO WELL?

disability

MANAGING WORK, DISABILITY, AND EMOTIONS
(reference for the MAC Coach)

employment

PLANNING FOR DISCLOSURE

New York State Human Rights
Law

SELF-IDENTITY

medical status

EDUCATING YOUR CO-WORKERS ABOUT YOUR
DISABILITY

medications
mental health
nonvisible disability
physical disability
reasonable accommodation
self-identity
symptoms
visible disability
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BACKGROUND INFORMATION
Since there are a number of legal concerns regarding employment and
disabilities, the MAC Coach should invite experts to discuss this topic with
the group or with specific MAC participants who could benefit from guidance.

Note: At no time should a MAC Coach expect a MAC participant to
reveal a disability or provide details about a disability.

The focus in this activity is on recognizing the personal
abilities of MAC participants with disabilities, as they take
on the challenge of managing employment.
Although this activity on employment and disabilities
should be used with MAC participants who have disabilities,
it is important to review the content with all participants
because not all disabilities will have been diagnosed.
Some MAC participants may still be undergoing medical
assessments and the extent of their disabilities may not have been determined
prior to arrival in the United States. This is especially true of mental health
concerns.
Some disabilities are not visible, including dyslexia, lead poisoning, attention
deficit disorder, alcohol and drug abuse history, or post-traumatic stress disorder.
Some MAC participants may be experiencing physical or mental health issues,
but do not realize that the symptoms or behaviors are unusual and should be
evaluated. Their symptoms or medical status may have been common among
their refugee peers. For example, women’s health concerns, anger management
problems, and chronic pain from injuries sustained in the home country may not
be regarded as disabilities by the MAC participants.
Some of the MAC participants may not realize that full employment with a
disability is manageable. They may not know that there are many individuals with
disabilities, visible or not, who have figured out how to thrive in the workplace.
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They should be aware of their legal rights as an employee with a disability.
Federal and state laws, particularly the Americans with Disabilities Act (ADA)
and the New York State Human Rights Law, are designed to facilitate employment
for individuals with disabilities. Each MAC participant needs to determine, in
conjunction with the MAC Coach and health care providers, what type of job they
would like to pursue.
There are many employers who welcome all individuals as long as they can
accomplish the work tasks. But the reality is that difficulties in finding work are
widespread, encountered by more than half of adults with disabilities. The most
frequent reasons for the difficulties are the lack of available jobs, low confidence,
lack of transportation, and lack of information about opportunities and rights.
Refugees, particularly those individuals with limited work experience and
education, may feel that they will never be eligible for employment. If they are
also learning a new language, the idea of attempting to obtain a job may be
overwhelming.
MAC participants with disabilities may have been told by family and friends that
they are not eligible for some jobs, or they may have heard about employers who
are uneducated about the laws and openly discriminate. They may have been
informed about public financial benefits for individuals with disabilities, believing
that social services are their only possible means of support. Not only can this be
discouraging for MAC participants with disabilities, it can cause them to hesitate
to participate in MAC program activities that they do not believe are relevant to
them.
In addition to the standard steps for seeking for employment, there are additional
issues for individuals with disabilities to think about. This activity does not cover
the specific details of these issues, but provides basic information for getting
started in exploring employment with a disability. The MAC Coach should
invite experts on the topic of disabilities and employment (e.g., Vocational
Rehabilitation Counselors, One- Stop Career Center representatives) to discuss
the issues:
•
•
•
•
•
•
•
•

identifying capabilities and goals
realistic self-assessment of capabilities
disclosing a disability to an employer
self-identity (identifying a disability to co-workers)
revealing a nonvisible disability
types of accommodations
requesting reasonable accommodations
communication with employers once hired.
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In addition, MAC participants may need to discuss:
•

•
•
•
•
•
•

strategies for handling the emotions of managing employment and a
disability
revealing sensitive accommodations in order to gain support and assistance
managing mental illness at work
managing medications at work
informing and educating co-workers
recognizing discrimination
protecting personal health while employed.

The MAC Coach should review the handout JOB READINESS: QUESTIONS AND
ANSWERS ABOUT THE ADA. The Employees’ Practical Guide to Requesting and
Negotiating Reasonable Accommodations Under the American with Disabilities
Act from the Job Accommodation Network provides valuable information.
http://askjan.org/EeGuide/
Refer to the activities in Module 1 for assisting MAC participants in identifying
their capabilities:
•
•
•

Activity #1 Setting Goals: Daily Living
Activity #2 Setting Goals: Skill Development
Activity #3 Setting Goals: Employment Possibilities.

The MAC Coach may also want to review the contents of the Module 3 – Activity
#22 Building Self-Reliance, and Module 5 Activities #39 Building Self-Esteem and
#48 Managing Stress.
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ACTIVITY STEPS
1. With the entire group, discuss the possible answers to
the questions on the handout YOU HAVE ABILITIES WHAT DO YOU DO WELL?
Discuss how everyone has capabilities.
It may take time to identify those capabilities because
most of the MAC participants have not had the
opportunity to discover what they are capable of doing.
Discuss how MAC participants with disabilities may have to be realistic about the
actual jobs that they might be able to carry out successfully. They do not have to
rule out a job completely, but may have to look for employment that is related to
their desired job. For example:
•

•

If they desire to work outdoors in an environmental center, they may not
physically be able to carry out the tasks required in the job. However, they
may be able to provide environmental education or design outdoor settings.
If they desire to work with people, but are easily stressed by too much activity
and noise, they may not be able to work in a retail establishment. But they
may be able to answer phones on a hotline or in a customer service position.

Continue to discuss possible alternatives to desired
employment, stressing that there are employment
opportunities for people with disabilities – in fact, there
are laws to protect individuals with disabilities who
pursue employment.
2. Present the MAC participants with the situations
described on the handout MANAGING WORK, DISABILITY,
AND EMOTIONS.
Explain that it may be frustrating to try to overcome the challenges of working
with a disability.
Review the concept of building self-reliance, which includes asking for help if
needed.
Emphasize the strengths of all of the MAC participants.
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3. Discuss the basics of the American with Disabilities Act, using the handout
JOB READINESS: QUESTIONS AND ANSWERS ABOUT THE ADA as a guide.
4. If MAC participants need assistance in determining whether they should disclose
a disability, the handouts PLANNING FOR DISCLOSURE and DISCLOSING YOUR
DISABILITY can be used as a discussion tool.
For individual MAC participants with disabilities who are considering disclosing
their disability to co-workers, discuss the handouts SELF-IDENTITY and
EDUCATING YOUR CO-WORKERS ABOUT YOUR DISABILITY to assist them
in managing employment and disabilities.
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MODULE 3

- ACTIVITY #30

MANAGING WORK AND FAMILY

In this activity, MAC participants who are responsible for family members
will become aware of strategies for managing work and family.

VOCABULARY USED
IN THIS ACTIVITY

SUPPLIES AND HANDOUTS
Optional: Calendar, cell phone, and notebook
to demonstrate items that can be used to stay
organized
Handouts:

appointments
babysitter
calendar
cell phone

MANAGING WORK AND FAMILY (reference for the
MAC Coach)

child care

SAFETY INSPECTION CHECKLIST

family time

family
freezer
healthy foods
homework
juggle
lists
managing
notebook
relatives
responsibilities
strategies
translating
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BACKGROUND INFORMATION
There may be some MAC participants who are raising
children or are responsible for family members who
are also newcomers. They may play an integral role
in managing family life, especially if their parents or
extended family members need assistance in adjusting
to American life.
In this activity the participants will have the chance to
discuss strategies for managing employment and family
life. It is important to note that there are multiple definitions of family, especially
among refugees. Many MAC participants will be joining groups of people in the
United States who are distant relatives or friends of families from their home
countries. They may have a child of their own and be living with others who are
raising children. They may want to establish their own household where they take
care of their own children and perhaps elderly family members.
It is recognized that all families are different not only in values and expectations,
but in schedules, child care demands, housing, community resources, and so
forth. The suggestions in this activity are baseline strategies that can help MAC
participants stay organized and establish priorities, regardless of the makeup of
their families.
The MAC Coach can decide whether the entire group will benefit from the activity.
If most of the MAC participants are responsible for family members, then the
handout MANAGING WORK AND FAMILY can be discussed in the large group.
Even if the MAC participants are still in the process of preparing for employment,
the discussion will help them prepare them for when they have to juggle several
responsibilities.
If some of the MAC participants are not involved in managing work and family,
the handout discussion can alert them to strategies that they may employ in the
future.
The handout can also be discussed individually, with MAC participants identifying
strategies they would like to try, and writing those on their Action Plans. As a
follow up, ask those participants to share their experiences in managing work
and family.
This activity can be used in conjunction with Module 1 – Activity #5
Understanding Independence, and Module 3 – Activity #22 Building Self-Reliance,
and #23 Time Management.
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ACTIVITY STEPS
1. Ask: What is a family?
Describe the many different configurations of families,
including the households of the MAC participants. Discuss
how families should support each other and be a positive
influence. Explain how a “positive influence” would look in
a healthy family.
2. Ask: Are you responsible for family members?
Discuss different levels of responsibility. If you, as the Coach, are managing work
and family, share recent experiences in trying to juggle several responsibilities.
Ask: Are you responsible for helping any family members?
•
•
•

Child care
Accompanying family members to appointments
Translating for family members

Ask: Imagine that you have to be at work all day, but you also have to do many
things for your family. How will you manage everything?
3. Discuss the questions on the handout MANAGING WORK AND FAMILY. (Some of
the participants may want a copy of the handout for future reference.) Suggest to
the participants that they can implement the strategies by:
•
•
•
•
•
•

identifying support networks
identifying a notebook for making lists and notes
purchasing a cell phone
printing a calendar from a free online site
meeting with family members to discuss delegation of responsibilities
arranging for family time.

Ask: What is the hardest thing to find when you are managing work and family?
This may be a confusing question, but the answer is TIME. Discuss time
management and how to share the workload.
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4. Throughout the discussion, emphasize the importance of MAC participants taking
care of themselves so they can fulfill their responsibilities. Discuss healthy eating,
getting enough rest, and exercise.
They may not see the possibility of squeezing in time for these activities. Discuss
alternatives such as walking to work, cooking meals in advance, taking lunch to
work, and getting sleep instead of staying up late to do household chores.
5. When meeting with individual MAC participants, discuss their priorities and
what they value the most when managing work and family. Identify steps they
can take to fulfill those values. Record plans in their Action Plans.
6. Distribute the handout SAFETY INSPECTION CHECKLIST for those MAC
participants who are either caring for a baby/toddler or inspecting a child
care site. They can also share a copy with friends and family.
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