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Welcome to UP Skills for Work!
UP Skills for Work helps you build skills for learning, work, and life.

Here are some of the skills you can learn about:

•	 Adaptability

•	 Collaboration

•	 Communication

•	 Creativity and Innovation 

•	 Digital

•	 Numeracy 

•	 Problem Solving 

•	 Reading 

•	 Stress Management

•	 Writing 

What’s in this workbook? 

This workbook is about collaboration. 

You will learn about:

•	 What collaboration means 

•	 How teamwork is part of collaboration

•	 Why collaboration can be hard sometimes

•	 Why collaboration is important 
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What is collaboration?
Collaboration is a skill. 

Collaboration is when people work together.

Here are some examples of collaboration:

•	 Parents cook dinner together

•	 Co-workers build a house 

•	 Soccer players try to score a goal

•	 Students do a group project

People work together. 
They work as a team. 
They collaborate.

Skill words

Collaboration is the skill of working with other 
people.

A team is a group of people who work together.  

People collaborate when they work together.  
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Meet Ali

Ali works at a hotel. 
He has worked at the hotel for 2 months. 
He’s a cleaner. 

Many cleaners work at the hotel. 
The cleaners work as a team. 
The team collaborates to clean the rooms. 

This is Ali’s first job working on a team.  
He’s learning how to collaborate.
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Think and share

Think about the question below. 
The idea bank can help you answer the question. 
You can share your answers with the group.

•	 Why is collaboration important for Ali’s job?

Idea bank

Collaboration is important:

•	 To get the job done faster

•	 To share the hard work

•	 To get along with his co-workers
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Self-check

Think about your collaboration skills.

Look at the list of collaboration skills below. 
Write an “x”  in the boxes that feel like you.

Collaboration skills

	¨ I share my ideas

	¨ I help other people

	¨ I work with people to get the job done

	¨ I listen to other people’s ideas

	¨ I don’t blame other people

	¨ I try to solve problems

	¨ I am reliable

Skill words

Reliable means people can trust you. When 
you’re reliable, you do what you say you will do.
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What does collaboration look like? 
Collaboration is when people work together. 
Your actions show other people you can collaborate.

Here are some actions that show collaboration:

•	 Asking questions

•	 Answering questions 

•	 Asking for help 

•	 Helping a co-worker

Here are some examples of what collaboration can look like.

Examples You show you can 
collaborate

You show you don’t 
want to collaborate

You promise to 
write a report for 
the team

You write the report 
for the team

You tell the boss it 
was your co-worker’s 
job

Your co-worker 
is sick and goes 
home

You help finish the 
extra work

You let your other 
co-workers do all the 
extra work

You have a new 
co-worker

You answer their 
questions

You don’t talk to 
your new co-worker
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Think, write, share

Look at the examples in the chart below. 
Think about how you can collaborate in each example.  
You can look on page 7 for ideas.  
You can write your ideas in the chart. 
You can share your ideas with the group.

Examples You collaborate by:

You work on a team.  
You have to leave work 
early.

You share an apartment 
with a roommate. 
The apartment is messy.
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What makes a good team? 
Co-workers who collaborate make a good team. 
A family that collaborates makes a good team. 
Friends who collaborate make a good team. 

A good team needs all kinds of people. 
People on a team can have different skills. 

A good team may have:

•	 People who are organized

•	 People who are creative

•	 People who communicate well 

Skill words

Being organized means you plan ahead and 
keep things in their place.

Creative means you can think about things in 
different ways. 

You communicate when you share information 
with other people.  
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Think and share

1. �Choose one skill from the list below.

Collaboration skills

• Being organized

• Being creative

• Working hard

• Communicating well

• Bringing other people together

• Being patient

2. �Answer the question below.
You can share your answer with the group.

• �How would the skill you chose be important
on a team?
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Why is collaboration hard 
sometimes? 
Sometimes you have to work with other people.  
Most co-workers are easy to work with. 
Some co-workers are challenging to work with. 

There can be conflict.  
Conflict is normal.

Conflict can happen at work if:

•	 People have different ideas

•	 People don’t like each other

•	 There are problems with communication

Skill words

Something that’s challenging is not easy.

Conflict is when people don’t get along.

Communication is the skill of sharing 
information with people.
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How can you deal with conflict?

Here are some things you can do if there’s a conflict.

Be patient.

•	 Understand when people make mistakes

•	 Understand when people are new to the job

Be calm.

•	 Try to control your actions

•	 Don’t try to fix the problem when you’re angry

Communicate well.

•	 Talk about the problem

•	 Don’t say bad things about other people

Find a solution for everyone.

•	 Ask how you can fix the problem together

•	 Share your ideas
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Think about Ali 

Ali took a long lunch break today. 
He didn’t finish his work.

Ali’s co-workers had to do some of his work.  
His co-workers are frustrated. 
They tell Ali they’re upset. 

Ali feels bad. 
He is stressed. 
He made a mistake.

There’s a conflict.

Skill words

Feeling stressed means you feel worried and tense.
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Think and share

Think about the questions below. 
You can share your answers with the group.

•	 What can Ali do to help solve the conflict?

Idea bank

Ali can:

•	 Talk to his co-workers

•	 Stay calm

•	 Apologize for his mistakes

•	 �What can Ali’s co-workers do to help solve 
the conflict? 
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Why is collaboration important? 
Collaboration is an important skill.  
You can collaborate to help meet your goals.  
Collaboration is important at work and at home. 

Collaboration at work

Collaborating at work helps get the job done.   
Co-workers can solve problems together.

Ali collaborates at work

Ali works with a team of cleaners. 
Ali made some mistakes at work. 
He is working on his collaboration skills.

What does Ali do?

•	 Ali is reliable

•	 Ali tries to finish his job on time

•	 Ali helps his team

Skill words

Goals are what you want to happen after you act.
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Collaboration at home

Collaborating at home helps save time. 
You can solve problems together.

Ali collaborates at home

Ali lives with a friend.  
They have a plan for their chores. 

Ali does chores. 
His friend does chores. 
Ali and his friend collaborate.

What does Ali do? 

•	 Ali is reliable

•	 Ali does his chores on time

•	 Ali helps his friend
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Think and share

Think about the questions below. 
You can share your ideas with the group.

•	 �What is an example of a time when you 
have collaborated? 

•	 What was the team’s goal? 

•	 How did collaborating help meet your goal? 

Idea bank

Examples of collaboration:

•	 Moving a heavy box with a co-worker

•	 Playing on a hockey team

•	 Sharing information with a co-worker

Idea bank

Collaborating can help by:

•	 Getting a job done faster

•	 Using different skills on a team

•	 Solving problems together
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Way to go!  
You’ve learned about collaboration. 

Take action

You need to take action to get better at a skill. 
Write a pledge to take action.

I pledge to work on my collaboration skills. 
Here are some ideas of what I will do.

I will

Skill words

A pledge is a promise to do something. 

Idea bank

Things to work on:

•	 Share my ideas

•	 Try to solve problems

•	 Be patient 
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