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The Commitment Healthy Lifestyle Programme  

This programme sets out to harness an integrated holistic pastoral approach to 

working with young people. The programme can be used as part of the preparation for 

confirmation and is seen to complement the work in schools through the 

Walktall/SPHE programmes.  

Aims 

1. To act as a guide and a resource for Schools working with young people of 

mixed abilities in or outside of a school setting. 

2. To provide a practical approach to working with young people on the subject 

of alcohol and drugs. 

Objectives 

1. To provide relevant up to date information on drugs, their influence and 

effects. 

2. To provide practical integrative activities to be used in group work. 

3. To provide a holistic and pastoral approach to education and prevention of 

substance use. 

4. To explore substance use issues with the aid of visual representations. 

5. To integrate activates aimed at enhancing self-esteem and developing healthy 

life skills such as communication, listening and decision making. 

6. To help provide the skills for the confirmation candidate to prepare for making 

their commitment at confirmation. 
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¶ Basic Communication Skills  

 

¶ Saying No Assertively 

 

¶ Listening Skills 

 

¶ Get Wise about Mobile & Internet Safety 

 

¶ Decision Making 
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¶ Start the exercise with a simple story or pick a suitable one you know. 

 

Example: 

¶ 'The moon shines on a windswept beach near the foggy sea.' 

 

 

Ensure the group is listening 

 

 

¶ Whisper the above story to the first student and they pass it on 

¶ When the story has gone around the whole group ask the final student to 

repeat the story 

¶ Then repeat the Story and ask the class to pick out the difference in both 

stories 

¶ How did the story change  (Did the first person pass on the story correctly) 

¶ What caused it to change? 

¶ What would have helped  (If the person was speaking clear and aloud) 

¶ What can we learn from this  (concentrate when listening or you may not 

hear the complete story and that is how people can start untrue rumours ) 

 

 

 Objectives  

¶ To develop listening and controlled speaking skills  

¶ To have fun  

 

 

 

 

 

 

 

Communication 
Session 1 

Facilitators Notes : 

The Chinese whispers  game begins with the first player whispering a phrase or 

sentence to the next player. Each player successively whispers what that player 
believes he or she heard to the next. The last player announces the statement to 
the entire group.  
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Ask the following question to the group 

 

What skills do you need to be good at communicating? 

 

¶ Good manners  

¶ Active listening  

¶ Gestures and eye contact  

¶ Thinking before you speak  

¶ Speaking clearly and not shouting  

¶ Having a sense of humour. 

¶ Donôt interrupt 

¶ Know when the time is right especially if you want to tell something important 

 

 

 

 

 

 

 

 

COMMUNICATION  
Telephone 

Texting 

Talking 

Email 

Television Facebook/Instagram 

Sign language 

Communication 
Session 1 

Facilitators Notes: 
Write the word Communication on the board ð ask what that word 
means and ask for examples of Communication    
If using the workbook invite students to complete page 1 on the 
workbook  for this exercise 
 

Teacher Resource #1 
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Communication Exercise #1   What's the Object? 

What you need, Arrange for several objects of varied nature. They could be things 

like stationery- stapler, rubber erase, fruits, clothing items, school bags or anything 

else that you can think of.   

 Divide the group into two teams. Each participant comes to the stage and randomly 

picks up an object from the bag. He/she then gets a minute to talk about the properties 

of the object and help his team guess what the object is. He cannot say the name 

directly. The success of the game completely depends on how they explain the object 

to team and how fast they are. For the spirit of the game, there will be a score kept 

and the team that manages to get the maximum guesses wins. Let each member of the 

team come forward and explain an object. If there are time restrictions on the session 

let each team nominate a few players to be the ones who explains the object. 

 Objective  

Through the game, you'll find that some participants will  have a unique way of 

conveying what they have to say and that their communication skills may not be as 

good as they think. This helps in providing a lesson to the rest of the kids of the 

different tactics that can be used for good communication skills. 

Communication Exercise # 2 

Lead the Way 

What you need, Scarf for blindfold and a number of A4 sheets of paper that can be 

used as objects. Or use Teachers resource #2 & #2a 

Another way in which the communication process can improve is by learning how to 

provide directions. This improves your skills of being able to relate exactly what you 

need to say so that the other person understands you. Gather a group of kids and 

divide them in pairs. One of the participants is blindfolded while the other has to be 

his guide. Next, place several objects/A4 sheets of paper on the floor in a way that 

provides a difficult path from one side of the room to the other. The objective of the 

game is for the blindfolded student to cross over to the other side of the room without 

touching any object. If they do, they have to start all over again if time allows. The 

facilitator  blindfolds the participant before the pathway is arranged and then starts the 

game, the clarity and the nature of the instructions is what matters. The team that 

manages to go across the room without touching anything in the least amount of time 

wins. 

Objective : Through the game it will show the importance of clear instructions as 

likely it will be a noisy environment as the watching crowd will be likely to be giving 

instructions or laughing 
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Q. Ask do people know what that means?  

A. Confident and direct in claiming one's rights or putting forward one's 

views 

 

Go around the group and ask everyone to say the word NO 

 

¶ One way of being assertive is saying NO properly  

 

Facilitators explain there are three ways of saying NO 

 

1. Passive , Quiet , shy way of saying NO 

2. An Angry way of saying NO 

3. Assertive way of saying NO ( Explain for anybody who is shy or 

speak quiet you may have to practice harder for this exercise & state 

to the group it is ok to be shy) 

 

Remember these few points that help ï  

¶ Look the person in the eye 

¶ Speak clear and Loud 

¶ Be confident with body language (Relax your shoulders, Donôt fidget ) 

 

Ask everybody to say NO again only this time in a very Assertive way 

 

Get a couple of Volunteers to role play saying NO the 3 different ways and 

discuss the difference. 

 

 

 

 
 

 

 

Communication 
Session 1 

Facilitators Notes:  
Now we are going to discuss Assertiveness, There are teachers Resource Videos 
available for this exercise. See page 8 of this booklet. 
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Teachers Resource Videos 1, 2, 3 
 

 

Video examples 

 

Show the videos on irishbishopsdruginitiative/sayingno.com 

 

Facilitators discuss the difference between the videos 

 

Facilitatorôs notes  

 

Video1.  

 

Quiet or shy way to say NO explain while the young person was right to say NO 

they maybe werenôt too convincing  

 

Video 2. 

 

 An Angry way to say NO explain while the young person may think by saying 

NO in an angry way will give the message strongly it could also make the other 

person/persons angry and cause trouble  

 

Video 3. 

 

Assertive ways to saying NO explain this is the best way to not only get your 

message across but also it shows confidence and the other person/persons will 

likely give up asking the question repeatedly. 

*Also explain the broken record example which is to keep repeating yourself 

saying NO  
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Listening Skills 

 

Letôs see what your Listening Skills are like in these 3 exercises 

 Get everybody in to pairs and each pair is A & B  

 

When I say start,   

 

1. A talks to B about his or her favourite movie at the same time 

B talks to A about his or her favourite movie at the same time 

 

Just leave them talking at the same time for about 30 seconds and ask what that 

was like. 

 

Aim.  Remember how hard it is for us all to listen when people are speaking over 

each other. 

 

2. Take all the Bôs outside and tells them they are to ignore A they have to show 

they are not interested but must sit and not leave the conversation. 

   A talks to B about a happy memory i.e. Holiday, Birthday etc  

 

             Facilitator discuss with group the following 

¶ Ask Aôs what it was like not to be listened to 

¶ Ask Bôs what it was like to ignore the other person 
 

Aim.  This shows how difficult it is to talk to someone or listen to someone who is 

not concentrating 

 

3. A & B  talk to each in a normal way with A listening to B first about what they 

would like to do when they finish school (College / Work ) and then B talks to A 

they are to show they are interested by listening , eye contact, Nodding or saying 

an odd word  

 

Aim. To show what itôs like for a normal conversation with both showing 

good listening skills and concentrating. 

 

 

Facilitatorõs notes: 
Tell the class we are going to see what your Listening Skills are like in these 3 exercises. This 
exercise needs the class to listen to the facilitators carefully for it to work. 
 

Communication 
Session 1 
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Internet & Mo bile Safety 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*After the exercise give everyone a copy of Teacher resource 3 & 4 on Mobile 
Phone safety and then do the mobile phone safety quiz. 
 

 

 

 

 

 

 

 

 

                 
 
 
 

 

 

 

Facilitatorõs notes 
 
There is a video for this session which can be accessed on 
irishbishopsdruginitiatives/mobilesafety.com 
 
Explain to the class the internet & mobile phones can be a very powerful way to 
communicate but it can also be a very dangerous way if it is used incorrectly 
 
Read out the questions in red on the next 2 pages and ask the group for answers 
 
 

 

Communication 
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Teacher Resource #3 

 
 

 

 

HOW DO I KNOW IF WHAT I SEE ON THE INTERNET IS  TRUE ?  

¶ Find out who owns the website, If your not sure 

ask a parent /guardian or teacher 

¶ Compare what you see with what you already 

know  

¶ Look for a date on the website it may be out of 

date 

 

WHO CAN PUT INFORMATION ON THE INTERNE T? 

Anyone can. This is great because now itôs easy to find 

just about anything. 

But you have to careful. Just like in real life people can 

make mistakes and tell lies .It can even be harder to know 

when people lie on the Internet to decide as you must 

decide when you canôt see the person. 

 

ARE THERE ADS ON THE INTERNET  

Yes ! There are lots and lots of ads on line ï just like on 

TV. But on the Internet they can pop up at any time, It is 

important to remember if your looking up a website they 

may be trying to get you to buy something or gain 

personal information. Be Careful 

 

AT LEAST IN REAL LIFE 

YOU SEE THE PERSONS 

BODY LANGUAGE AND 

MIGHT HAVE AN IDEA 

IF THEY ARE TELLING 

LIES 

WE DONôT BELIEVE 

EVERYTHING WE SEE 

OR HEAR AND THE 

SAME GOES FOR THE 

INTERNET  
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Teacher Resource #4 
 

 

 

 

WHY DO SOME SITES ASK ME FOR PERSONAL INFORMATION?  

 

¶ Websites such as Facebook collect information 

about people so they know what type of 

Advertisement to pop up on the screen. This 

information can be sold or passed on to other 

sites. Thatôs why you often get emails from sites 

you have never visited. This is called Spam and 

in Europe is against the law. 

IS IT OK TO COPY THINGS FROM THE INTERNET?  

If you want to copy material and use it yourself you 

should do the following. 

¶ Ask permission from the owner of the website 

¶ If you copy anything in to your own project or 

website, always say where you got it from. This 

is only fair. Otherwise, itôs like robbing the work 

they did. 

HOW DO I KNOW WHAT A WEB SITE WILL DO WITH MY 

PERSONAL DETAILS?  

¶ A good or safe website will have a ñprivate 
Policyò. This will tell you what the site intends to 

do with your details but as a rule you should 

never give your details over the Internet without 

checking with an adult first. 

HOW WOULD YOU FEEL 

IF SOMEONE COPIED 

YOUR HOMEWORK 

WIT HOUT TELLING YOU?  

WOULD YOU MIND 

WEBSITES SELLING 

YOUR DETAILS?  
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GET WISE ABOUT MOBILE PHONE SAFETY  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Facilitators Notes 
 

Read out the following to the class/group 
 
While mobile phones may be cool to have, they come with responsibility. We need to be 
wise about phones to be safe. 
 
Know who is Calling, Texting or Emailing  
¶ Only use your phone to communicate with people you know. If you get a 
message from someone you donõt know ð Donõt respond. 
 
 

Know what not to say o r send -   What falls in to this category? 
¶ Inappropriate pictures 
¶ Threatening  messages 
¶ Insults or anything you wouldnõt say in person. 

 
Important to Remember  - Messages can be forwarded and saved, so donõt say or 
send anything youõll end up regretting. Only ever leave or send messages that youõll end 
up regretting. Only ever leave messages / pictures that you think you are ok with other 
people seeing or hearing.  
Never give out information to people you donõt know 
 
Know when itõs ok to respond, and when to tell a trusted adult. 
  
 

Communication 
Session 1 



 14 

 

 

 
 

 

 

 

 

Q. What is an inappropriate message? 

 

A.  A message is inappropriate if it makes you uncomfortable or scared, or if you feel 

threatened or bullied. 

 

Q. What should you do if you receive an inappropriate message or call? 

 

A.  Immediately show a trusted Adult and never respond to the message. 

 

 

Q. What is cyber bullying? Can it be done on mobile 

phones? 

 

A. (Cyber bullying is harassment via text, email, 

Voice mail, and instant messages, as well as photo 

messages cell phones can be used in this way.) 

 

Q.What should you do if you are sent a text or photo 

by someone you donôt know?  

 

A. Students might say that they delete it. Encourage them to tell a parent or show a 

trusted adult. 

 

Q. What should you do if you receive a text or photo 

from someone you know, but it is inappropriate or 

makes you feel uncomfortable? 

 

A. Again, students might give the same response as above. Let them 

know that sending inappropriate messages is a form 

of cyber bullying and they should tell a parent, teacher, 

or other trusted adult. Let them know that they should 

not delete these messages without telling an adult. 

 

Q. If someone you donôt know asks you for personal 

information on the phone, what do you do?              

 

A. Let students know that they should not give out personal 

information to people they donôt know. If someone 
asks them for this information, they should tell a parent or other trusted adult. 

 

 

Communication 
Session 1 

Ask the group the following questions in The Mobile Safety Quiz and ask them to fill in 
the answers on page 2  of workbook  as you are discussing the topics. 
Teacher Resource #5 
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List your concerns or worries that you may have about moving to a new school after 

confirmation. 

 

¶  

¶  

¶  

¶  

 

 

Now list the good or fun things about starting a new school 

 

¶  

¶  

¶  

¶  

 

Ask your parent, guardian or older brother /sister to tell you about the good 

memories they have of moving school 

 

 

¶  

¶  

¶  

¶  

 

 
 

 

 

Facilitatorõs notes 
Talk to the class about the challenges they face when they move to secondary school and if 
using the workbook ask them to fill out page3  & 4 in their workbook . For the third 
question ask them to fill it out after talking to a parent, guardian or brother/sister. Also 
invite them to sign the internet and mobile phone contract with a parent/guardian. 
If not using the workbook give each student a copy of the Teachers Resource #6 
 

Communication 
Session 1 

Facilitators Notes: 
Invite students to sign the Internet & Mobile Phone contract (page 16) at home 
with a Parent/Guardian Teachers Resource #7 
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My Internet and mobile phone safety                            

contract  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 I will never text, 

email or post my 

picture or anyone 

elseõs picture online 

without my 

parent/guardians 

approval.  

  

 

 
I will never meet any 

person who I have only 

met online 

I will not download or run 

files or games without 

permission 

I will not join Facebook, 

snapchat, instagram or 

other sites like them. 

I will not share my 

personal information on 

line to anyone I donôt 

know or havenôt met in 

real life. 

 

 

 

My Signature 

 

 

My Parent/Guardian Signature 

 

BE SAFE BE SMART 



 17 

 

 

 

Facilitatorõs Notes: 
 Invite the students to complete the Say Goodbye to Bullies on page 5  of workbook  or use 
Teachers Resource #8  

 

SAY GOODBYE TO BULLIES  
Add up the numbers. Look at the Key and find the letter that matches the 

sum. Write it on the line below to find out ways to deal with Bullies. 

 

 

  6      2      4      5          0       5                8 

+3   +8    +4     +1       +7    +4              +1   

 

__    __    __    __        __    __         OU _ 

 

 

   2         1       5      4 

 +2      +4     +5    +2 

 

__ P    __    __     __       UP 

 

 

  1       7      4         5           0     2      4                        6      2      1      1      2 

+3    +2     +3      +1         +3   +5   +5                     +1    +3    +0    +1    +2 

 

__    __     __       __         __    __   __    H      F  R __    __   __     __    __ 

 

 

  2        7        2        1           6       0       9   

+1      +3     +6      +5        +4      +3    +1 

 

__      __     __       __        __       __     __   Y 

 

 

  0        3       5      7          10       0            8      2           6        5 

+9     +2     +3    +1         +0     +1          +2    +0         +2     +4 

 

__     __     __    __          __     __           __    __   U   __     __    

 

 

 

_______________KEY______________ 

 

1      2      3      4      5      6      7      8      9      10 

N     D     W     S      E     K     I       L     T      A 
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1. Mobile & Internet  Safety video #4 

2. Mobile Bullying                video #5 

 

 

www.irishbishiopsdrugsinitiative/teachersresourcevideo.com 

 

 

 

 

 
 

 

 

 

Facilitators Notes: 
Finish this session by showing the Teacher Resource video # 4 & 5 by clicking 
on the link or finding on website 
 

Communication 
Session 1 

http://www.irishbishiopsdrugsinitiative/teachersresourcevideo.com
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Decision Making- Making Friends  
Session 2 
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RECIPE FOR A FRIEND 

 
 

 

EXAMPLES  

¶ Loyal  

¶ Helpful 

¶ Listens to you 

¶ Sense of humour 

¶ Honest 

¶ Forgiving  

¶ Supportive 

¶ No name calling 

¶ Doesnôt talk badly about other people 

 

Decision Making- Making Friends  
Session 2 

Facilitators notes.  

What you need board or flip chart and markers 

Read out the following statement  

Just like when you bake a nice cake and you need a recipe picking a good friend also needs 
a recipe 

Ask the class to discuss the qualities they think a good friend should have and invite them to 
fill in the recipe on page 6 of workbook or use Teachers Resource #9 
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Facilitators notes  

As part of the confirmation preperation for The Commitment   

Explain to the class when they move to secondary school they will meet new people who may 
try to get them to do something they donõt want feel comfortable doing. Ask the class to read 

the story on next page and use one of the gifts of the holy spirit which they are receiving at 
confirmation. 

As part of the confirmation preparation ask them to read the 2 comic book storys on page 8  
& 9 of their workbook  and fill in the blank spaces using the Gifts of the Holy spirit and finish 

the stories. 

Teachers Resource # 10 

 

 

 
The Gifts of the Holy Spirit 
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Facilitators Notes: 
You need to put the group in to a circle if the room is too small for everyone get 
volunteers maybe half the class. Or depending on time they can be in pairs and pick 
one question for both to answer. Explain the following exercise if  
 

If 
Ask the group to sit in a circle. Use Teachers Resource #9 'IF' questions on cards and 
place them (question down) in the middle of the circle. The first person takes a card, 
reads it out and gives their answer, comment or explanation. The card is returned to 
the facilitator and each student gets a different question. 
This is a simple game but watch how difficult some find it to make a decision on their 
answer it also gets young people talking and listening to others in the group. Keep it 
moving and don't play for too long. Write your own additional 'IF' 
questions to add to the list if you wish. 
 
Ask the class to fill it out on Page 10 & 11 of their workbook  so those who may not 
have got an opportunity to be involved can answer the questions.  
Teachers Resource #11 a,  b,  & c 
 

Decision Making- Making Friends  
Session 2 
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1. If you could go anywhere in the world, where would you go? 

2. If I gave you ú10,000, what would you spend  it on? 

3. If you could watch your favourite movie now, what would it be? 

4. If you could talk to anyone in the world, who would it be? 

5. If you could wish one thing to come true this year, what would it be? 

6. If you could live in any time of history, when would it be? 

7. If you could have any question answered, what would it be? 

8. If you could have a part in your favourite TV show, what would it be? 

9. If you could have any kind of pet, what would you have? 

10. If you could do your dream  job 10 years from  now,  what would it be? 
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11. If you sat next to Jesus on a bus, what would you talk about? 

 

12. If you could be someone else for a day, who would you be? 

 

13. If you could be an animal, what would you be and why? 

 

14. What is a friend? 

 

15. What do you think heaven is like? 

 

16. What are you good at? 

 

17. Who is youôre hero? 

 

18. If you could learn any skill, what would it be? 

 

 

19. If you were sent to live on a space station for three months and only allowed to 

bring three items with you, what would they be? 

 

       20. What are you scared of? 

 

 

 

 

 

 

 

 

 

 

 

 



 27 

 

 
 

 

 

SMOKING  

 

¶ WHATS IN A CIGARRETTE  

¶ EFFECTS LONG / SHORT TERM  

¶ HOW MUCH  

¶ FACTS 

 

 

 

 

 

 

 

 
 

 
 

 

 

 

 

Smoking 
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 28 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Aim 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

Information for facilitator:  
 
*This exercise is not meant to scare anybody, itõs important to remember the students 
may have family members who smoke so explain to the class if their relations who 
smoke had this type of education when they were young they may have chosen not 
to smoke. 
 
Å 7000 deaths a year in Ireland related to Nicotine 
Å If a child knows you smoke or smoked explain you were not lucky enough to 
receive the information they are receiving as a young person and so got addicted 
 
Å In order to maintain profit margins, the tobacco industry must recruit 5,000 
new smokers in Europe each day - and at least 25 of these will be from Ireland. Every 
day children and teenagers who begin to smoke replace those adults who either die 
from smoking or who have quit. Here are some examples of how the tobacco industry 
to recruit children and young people. 
 
 
When young people are busy having fun, learning becomes natural and easy. Studies 
have shown that children learn best when the learning comes from a side-effect of a 
fun activity 
The aim of this exercise is the students will be learning the dangers and effects of 
smoking while having fun. 

 

Smoking 
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TOBACCO 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 
 

 

Facilitators Notes 

 

Read out the following statement 
Tobacco is a stimulant this means it increases the heart rate and raises the blood 
pressure. Most people associate smoking cigarettes with a relaxing effect; 
however it is the removal of the person from the stressful environment that 
actually enables the person to relax. We are going to look at the different effects 
Smoking  has on our bodies and lives 
 

Ask the following questions  
                      

Q. How many people die in Ireland related to Cigarette Smoking? 

A. 7000    
 

Q. How long does it take for nicotine to reach the brain? 

A. 10 seconds  

 

Tobacco smoke contains around 7,000 chemicals. Many of these are poisonous 

and over 60 are known to be cancer causing. 

 

Ask for a volunteer who is good at art and ask them to draw an outline of a 

body on the board / Flip chart (Show them the example on page 30 in this 

booklet)  

 
 

Smoking 
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Ask for a volunteer who is good at art and ask them to draw an outline of a 

body on the board / Flip chart  

Give the body a Name , Gender and say they are a smoker 

 

 

Name 

Male  

Female  

or  

Smoker  
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Facilitators Notes  

- After getting the outline of the body drawn  Give a Name, gender, & age about   13-16yrs, 

- Pretend the person is a smoker and draw a cigarette in mouth. 

- Ask the following 2 Questions and after you get an answer ask the student who gave the answer 
to go to the board and draw the effect on the body outline that was previously drawn. 

- *Important to remember when they draw the body part they make it how they think it would 
look as itõs the body of a smoker. Example- If they draw a heart it should have black parts from 
smoking. 

- Q 1. How does cigarettes smoking affect the outside of the body? 

- Answers .Your hair, clothes and hands smells, skin wrinkles, bad breath, out of breathe, 

stained yellow fingers, 

- Q 3. Ask young people where would they think inhaled smoke goes? 

- Answers : Lungs, Heart, Brain, Yellow fingers, Mouth Cancer, Hair, Stomach Cancer 
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Short term Effects 

 

Å Smoking gives you bad breath 

Å Causes wrinkles earlier in life  

Å Makes your hair and clothes smell 

Å Can affect your sports performance -  

Å You won't be able to run as fast or as far.  

Å Stains your teeth & makes your skin dry  

Å It will crease your lips from pursing them around the cigarette.  

Å It will make your skin tougher and not as soft. 

Å It will mix up the fluids in your brain. 

Long term Effects 

Å Smoking can cause Coronary Heart Disease 

Å Emphysema 

Å Lung Cancer  

Cancer  

Å Mouth Cancer  

Å Bladder Cancer  

Å Stomach Ulcers  

 

Facilitatorõs Notes 

Write 2 Columns on the board/flipchart and Write Short Term & Long Term in each 
box ask the class to tell you the Long & Short term effects of smoking and write 
them in the appropriate box. Below are some suggestions 
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Facilitators Notes    Teachers Resource #12 & # 13 
Write on the Board/Flip Chart  
So Whatõs in a cigarette? 
Ask the class for suggestions and write them up before giving out 
Teachers Resource #12 & 13 for them to see if they mention the ones 
listed 

Invite the class to fill out Page 12 & 13 of Workbook                                                          

 


