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QUAL-IM-G Mentoring Programme: Auxiliary Modules

The mentoring at hand is aimed at (experienced) individual practitioners working in the fields of vocational and educational guidance, counselling or coaching who wish to undergo a QA process or certification.

The programme allows them to comply with quality standards which most of the researched QA practices focus on. It provides a balanced approach between the development of competences of the candidate (reinforcing theoretical base, providing examples of good practice, ...) AND preparation for the QA procedure (description of one's own practice, preparing and collecting evidence, …). It also contains mentoring methodology that allows counsellors to monitor and document their learning progress.

The mentoring program is designed as a cafeteria model: Based on an initial external or self-assessment (and depending on the applicable national QA standards), it can be decided which of the modules are important. These can then be implemented flexibly and adapted to individual requirements. Since the modules are independent of each other, content and exercises may overlap.

The modules are mostly designed to be delivered in groups of about 10 people in training rooms with moveable furniture. However, the modules can theoretically be used in both individual and group settings, although this may involve adapting the methods used. In both cases, “self-study materials” are of great importance. Please keep in mind that “self-study materials” rarely refer to theoretical input but to practical exercises that are given to the trainings participants so they can do them as “homework”.

This mentoring program is supported and supplemented by the “useful resources”: These primarily contain PowerPoint presentations and worksheets as a basis for exercises. In the mentoring program, reference is made at an appropriate point if it would be useful to use the corresponding resources.
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Intake, needs analysis
	Duration
	Topic
	Activity
	Social Setting
	Used media

	10 min
	· Welcoming

· Clarifying expectations

· Overview of the module
	Trainer is presenting him-/herself and his/her background

“What is aim of module?”
“What are intended outcomes?”
	Plenary session
	PPT slides “PPT - Intake, needs analysis”

	5 min
	Exploring clients’ needs
	Theoretical session

Discussion and study of examples intake forms
	Plenary session
	PPT slides “PPT - Intake, needs analysis”

Documents “Worksheet - Intake, Needs Analysis - Example of Client Intake Form 1-3”

	30 min
	Exploring clients’ needs – scope of assessment
	Exercise: life-bow and life-space
	Individual work

Work in small groups
	PPT slides “PPT - Intake, needs analysis”


	15 min
	Clients’ expectations
	What experience do you have with different kinds of expectations coming from your clients?

How did you deal with them?
	Work in small groups

Collective sharing
	PPT slides “PPT - Intake, needs analysis”


	15 min
	Contract in career guidance
	Theoretical input:

· Administrative contract

· Working alliance

· Dramatic triangle
	Plenary session
	PPT slides “PPT - Intake, needs analysis”


	15 min
	Questions for contracting
	Discussion: What questions help you establish a contract with your client?
	Working in small groups
	Blank sheet of paper, pens
Document “Worksheet - Intake, Needs Analysis - Example of Intake Interview”

	30 min
	Developing your contract template
	Activity: Developing your contract template
	Individual work or homework
	Documents “Worksheet - Developing your contract template“ & „Worksheet - Intake, Needs Analysis - Example of counselling agreement“


Assessments & Career testing
	Duration
	Topic
	Activity
	Social Setting
	Used media

	10 min
	· Welcoming

· Clarifying expectations

· Overview of the module
	Trainer is presenting him-/herself and his/her background

“What is aim of module?”
“What are intended outcomes?”

Presenting an overview of agenda / contents of the module
	Plenary session
	PPT slides “PPT – Assessments and Career Testing”

	40 min
	Assessments: an introduction
	Theory input:
“Meaning of ‘to assess’”
“Assessments and testing”
“Assessments for job application”

Video:
“A day at the assessment centre” 

Assignment in sub-groups:

“Discuss your own experiences with KSAO-assessments”
	Plenary session

Sub-groups
	PPT slides “PPT – Assessments and Career Testing”

Youtube video
www.youtube.com/watch?v=T6nVuwr31wQ 
3 flip charts on the wall, one per sub-group
Documents “Worksheet - Asessments and Career Testing - Example of ethical guidelines 1-2”

	10 min
	An introduction to career tests
	Theory input: 
Career tests: what, why, when, how
	Plenary session
	PPT slides “PPT – Assessments and Career Testing”
Documents “Worksheet - Asessments and Career Testing – What, why, when and how 1-2”

	35 min
	Aptitude tests
	Theory input:

Overview of different aptitude tests

Plenary assignments:
Presentation and discussion of examples, related to different aptitude tests
	Plenary session
	PPT slides “PPT – Assessments and Career Testing”
Document “Worksheet – Assessments and Career Testing – Example of Aptitude Tests”

	30 min
	Personality tests
	Theory input:
Overview of different aptitude tests

Plenary assignments:
Presentation and discussion of examples, related to different personality tests
	Plenary session
	PPT slides “PPT – Assessments and Career Testing”
Document “Worksheet – Assessments and Career Testing – Example of Personality Test”

Documents “Worksheet – Assessments and Career Testing – Example of Interest Tests 1-2”

	10 min
	Summary
	Summarizing headlines, providing examples of concrete testing methods
	Plenary session
	PPT slides “PPT – Assessments and Career Testing”

	30 min
	Ethics of assessments and testing
	Theory input:
Elements of ethical codes of conduct: responsibility, integrity, respect, expertise
Plenary discussion:
Elements of code of conduct for career guidance professionals
	Plenary session
	PPT slides “PPT – Assessments and Career Testing”

Document “Worksheet – Assessments and Career Testing – Example of Counsellors Evaluation Form”
Document “Worksheet - Asessments and Career Testing - Example of ethical guidelines 1-2”


Career management skills

	Duration
	Topic
	Activity
	Social Setting
	Used media

	5 min
	· Welcoming

· Clarifying expectations

· Overview of the module
	Trainer is presenting him-/herself and his/her background

“What is aim of module?”
“What are intended outcomes?”
	Plenary session
	PPT slides “PPT - Career Management Skills”

	15 min
	Career management skills as a specific type of outcome
	Explanations on slides 2-5

Slide 6: “What examples of activities, tools and methods in the counselling process could support the development of the following CMS?

Slide 7: Explain the learning cycle according to the comments in PPT
	Plenary session and discussion
	PPT slides “PPT - Career Management Skills”

	45 min
	Creating your own CMS framework
	Individual activity: preparation of your custom CMS framework

Alternative: counsellors can work in group if they are coming from the same organization
	Individual activity
	Document “Worksheet - Career Management Skills - Creating your own CMS framework”, Pens

	25 min
	Sharing and discussion about the results of the activity
	Participants discuss among themselves the results of the previous activity
	Collective sharing
	Filled-in Document “Worksheet - Career Management Skills - Creating your own CMS framework”


Gender
	Duration
	Topic
	Activity
	Social Setting
	Media used

	30 min

+

30 min
	Self-reflection and exchange
	· Step one:

· Please reflect on your experience in your life within a gender role.

· Please take three key experiences into account (private life, leisure time, professional life).

· What did you learn from the above-mentioned experiences.

· Step two:

· Please choose a partner and talk about the above-mentioned experiences. The aim is to gain new ideas on how to further reflect and improve assessment of your experiences and competencies.
	· Self-study

· Partner-Interview

· Single Work with self study

· Partner-interview
	Document “Worksheet_Gender_My Gender Biography”, Pens

See Appendix 1

	20 min
	exchange
	This is an opportunity to tell us about new ideas, findings and lessons learnt.
	Plenary
	

	60 min
	Case-studies
	· Please form small groups of three people and analyse one of the three case studies.

· Choose one person responsible for time-keeping, one for note-taking and one for presenting your findings in the plenary that will follow. 

· The questions may guide you through your discussions.

· Please use the flipcharts for your ideas and new findings.
	Small groups (three people)
	Document “Worksheet_Gender_Case Studies”
See Appendix 2

Flip Chart, Pens

	45 min
	exchange
	Presenting the group work:

1. Short description of the case.

2. Analysis of the case.

3. Answering questions about the case.
	Plenary
	Flip Chart, Pens

	
	self study materials
	· Checklist for a gender-sensitive counselling.
	Self study
	Document “Worksheet_Gender_Checklist”
See Appendix 3


Marketing
	Duration
	Topic
	Activity
	Social Setting
	Used media

	5 min
	Introduction to the topic
	Short input
	Plenary
	

	10 min

+ 10 min
	Reflecting on the significance of marketing in the context of career guidance and educational counselling
	Provocative theses

· In each corner of the room, participants find a poster with a thesis expressing a special view on “marketing and counselling” 

· Please go to the corner with the thesis you most agree with. 

· Back up your opinion with the group in that corner

After 10 min come together in the plenary session. Each group is invited to explain in ONE sentence their opinion.
	4 Small groups

Plenary session
	4 theses on 4 charts

Markers in different colours

Document “Worksheet_
Marketing_Provocative Theses”

See Appendix 4

	30 min 
	Diversified social learning environments and pluralized society:

“Sinus milieu studies”

Self-reflection
	· Short introduction into the concept of “sinus milieus” with a poster 

· The participants receive short descriptions of the different milieu-groups – the “bubbles” - paper” 

· First, participants consider to which group (“milieu”) they belong to and mark that group with a red needle on the poster
· Then, they consider to which group (“milieu”) their clients belong to and mark that group or those groups with a black needle
· Third, they consider which target group (“milieu group(s)”) they prefer to address in the future.
	Plenary session
	Poster

Documents “Worksheet_Marketing_
Sinus Milieus 1-2”

See Appendix 5

	30 min
	Input: Marketing
	theoretical input and practical tips on marketing in conjunction with sinus milieus and

· mission

· situation analysis

· marketing strategies
· marketing mix

· implementation and control

Time for questions
	Plenary session
	Laptop, beamer

PPT Slides “PPT_Marketing”


	30 min
	Self-reflection and transfer
	Participants go into small groups (3 or 4 persons) and discuss the following questions:

· At the beginning of our session, you had an opinion on the relationship between marketing und counselling.  Have you changed now your mind? Why or why not?
· What is important for you?

· What impact does that (your opinion?) have for the marketing activities of your organization?
· How can I as a guidance practitioner assist my organization with the implementation of a marketing concept?
	Small groups
	Document “Worksheet_Marketing_
Perspectives”

	10 min
	
	Final conversation presenting the most important results from the work in the groups
	Plenary session
	


Theoretical basics / Action Planning
	Duration
	Topic
	Activity
	Social Setting
	Used media

	20 min 
	1. Introduction

2. Clarifying expectations
	1. Introduction, technical and organisational information
2. Choose 3 cards illustrating:

· who you are,
· your current professional situation,

· and the expectations you have.
	Plenary 
	Flipchart

Storytelling cards for clarifying expectations

	30 min 
	Icebreaker
My own counselling style – reflection
Starting discussion on the topic Guidance approaches and counselling techniques
	Style and Antistyle (Thomas Diener) 

Practitioners are asked to describe their own style by using 5 adjectives and to try to find opposite to those adjectives. In pairs they will play the role, using the opposite style in the counselling session.
	Individual work - work in pairs
	Blank paper

Document “Worksheet_Theoretical basics_ My style”
See Appendix 6 & 7

	75 min 
	Micro-Module 1: Theoretical Basis
1. Activity – Theoretical basis of my own practice
2. Brief Tour of Theory
	1. Practitioners are asked to think about factors influencing career development of their clients. 

2. Presentation of the STR model to the group.

3. Discussion small groups (á 3-4 people) about theories relevant to the factors of career development which were discussed.

4. Participants may also refer to theories according their background.

5. Finally, each group will present one theory they were discussing to all participants of the training. 

6. Then, counsellors will receive a list of possible theories relevant for the factors they have been discussing.

7. In the end, trainer will refer to the concept of Vance Peavy - counselling as a bricolage - there is value in the individual style of counsellor growing from different sources.
	Individual work, discussion in small groups, plenary presentation, individual learning
	PPT Slides “PPT_Theoretical basics_Technique”

Document “Worksheet_Theoretical Basics_Theoretical background of my practice”
Document “Worksheet_Theoretical basics_Systems”

See Appendix 8

	40 min 
	Micro-Module 2: 
Counselling Basics
1. Activity - The Process 
2. Brief Tour of the Theory
3. Brief Tour of the Theory - The Approach
4. Activity – The Approach (Strategies)
	Participants are asked to describe how do they usually work with the clients? Then they reflect their own counselling process 

Theory - counselling process, counselling strategies (Tron Inglar) 

Participants are asked to develop questions according to Tron Inglar counselling strategies.
	Individual work – reflection
3- member group work
	PPT Slides “PPT_Theoretical basics_Technique”

Document “Worksheet_
Theoretical basics_Approach”
Document “Worksheet_
Theoretical basics_Process”

Document “Worksheet_
Theoretical basics_Strategies”

Document “Worksheet_
Theoretical basics_Technique”

See Appendix 9 & 10

	50 min 
	Micro-Module 3
Brief Tour of the Theory – Action planning

Activity – Action Planning
1. Brief Tour of the Theory

2. Activity - My Action Plan
	1. Introduction to action planning and new approaches

2. Practitioners will be asked to develop their own action plan
Presentation of the action plan
	Work in pairs

1. Individual Learning 
2. Plenary
	PPT Slides “PPT_Theoretical basics_Technique”

Document “Worksheet_
Theoretical basics_Action Planning”
See Appendix 11

	20 min 
	Discussion
Reflection
	Questions, comments, feedback.
Choose one card illustrating how you are feeling now at the end of the Module.
	Plenary 
	Emotion cards


Measuring feedback and impact
	Duration
	Topic
	Activity
	Social Setting
	Used media

	10 min
	Theoretical input
	Short theoretical input on giving and receiving feedback  
	Plenary
	Powerpoint presentation on “PPT_Feedback_
Theory”

	15 min
	Experience on giving and receiving feedback
	Plenary Discussion on:
What experience do you have with giving and receiving feedback? 

· Which feedback methods do you know and how do they work?

· Which feedback methods did you already experience? Where they efficient? 

· How can I broaden that portfolio of methods / exercises / approaches?

· Which (if any) support do I need to broaden that portfolio?
	Discussion in small groups, presenting results in plenary setting 
	Flipcharts and markers to document main ideas and to present them to the rest of the group

	15 min
	Theoretical input
	Theoretical input: Different feedback methods, their background and practical application
	Plenary setting, plenary discussion
	Powerpoint presentation on “PPT_Feedback_
Methods”

	15 min
	Analysis of Force Fields
	Exemplary method to include in the portfolio: Analysis of Force Fields

After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?
· Which are the strengths, which the weaknesses of the method?
	Group work, plenary discussion
	See Appendix, 12
Flipcharts (if needed with prepared questions), paper sheets and pens

	15 min
	Flash Feedback
	Exemplary method to include in the portfolio: Flash Feedback

After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?

· Which are the strengths, which the weaknesses of the method?
	Group work, plenary discussion
	See Appendix, 13
Object that can be thrown and caught easily (such as a ball).

	15 min
	Plus – Minus – Question Mark
	Exemplary method to include in the portfolio: Plus – Minus – Question Mark

After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?
· Which are the strengths, which the weaknesses of the method?
	group work, plenary discussion
	See Appendix, 14
Flipcharts and marker pens

	15 min
	Self Assessment
	Exemplary method to include in the portfolio: Self Assessment

After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?
· Which are the strengths, which the weaknesses of the method?
	group work, plenary discussion
	See Appendix, 15
Document “Worksheet_
Feedback_Questionnaire Counsellors”

Document “Worksheet_
Feedback_Questionnaire Clients”



	15 min
	Intervision
	Exemplary method to include in the portfolio: Intervision

After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?
· Which are the strengths, which the weaknesses of the method?
	group work, plenary discussion
	See Appendix, 16


	15 min
	Quality Development Interview
	Exemplary method to include in the portfolio: Quality Development Interview

After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?
· Which are the strengths, which the weaknesses of the method?
	group work, plenary discussion
	See Appendix, 17


	15 min
	Peer Observation
	Exemplary method to include in the portfolio: Peer Observation

After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?
· Which are the strengths, which the weaknesses of the method?
	20 min
	See Appendix, 18
Document “Worksheet_
Feedback_Peer Observation”



	5 min
	Conclusion
	Concluding discussion: 
· Which of the methods discussed in the training will I use to broaden my portfolio?

· Do I feel prepared for the QA procedure? What (and from whom) do I know to feel confident about supporting decision-making?
	plenary discussion
	


Social Outcomes
	Duration
	Topic
	Activity
	Social Setting
	Used media

	15 min
	Stairs
	Task assignment – complete in the picture of stairs:
· naming the door to the future (objective)
· mark your position towards the future
· characteristics of the past
· naming the steps to the future
· characteristics of railing pillars (soft skills and professional knowledge)
Presentation of your stairs to the future by volunteers and discussions on the perception of the didactic picture.
	Plenary activity, individual work
	Document “Worksheet_Social Outcomes_Stairs”, pens
See Appendix 19

	15 min
	Action plan
	Task assignment - naming of individual parts of the action plan = formation of the content based on the previous visualization.

Joint presentation of proposals, their arrangement and writing on flip-chart.

Task assignment - proposal of questions on the individual content sections of the action plan, using which the client can be led to answers = completing the action plan.

Joint presentation of proposals, their writing on the flip-chart.

Presenting an example of the action plan from practice.
	Plenary activity, work in groups
	Paper, pen, flip-chart, data-projector, projecting screen
Document “Worksheet_Social Outcomes_Action Plan”

See Appendix 20

	10 min
	Types of CV
	Theoretical session
Discussion and study of examples CVs
	Plenary session
	PPT slides “PPT_Social Outcomes”
See Appendix 21 & 22

	30 min
	CV
	To ask each group to work out two specific types of curriculum vitae.

Groups will present different types of CV.

Presentation of the use of specific types of CVs (advantages, disadvantages)
	Groupwork

 

 

Discussion
	Paper, pen, flipchart
See Appendix 21 & 22


Using Labour Market Information

	Duration
	Topic
	Activity
	Social Setting
	Used media

	10 min
	· Welcoming

· Clarifying expectations

· Overview of the module
	Trainer is presenting him-/herself and his/her background

“What is aim of module?”
“What are intended outcomes?”
	Plenary session
	PPT slides “PPT_LMI”

	10 min
	Macro-level input:

· What is LMI
· Trends in the Labour Market
	Macro-level session
	Plenary session
	PPT slides “PPT_LMI”

	25 min
	Local Labour Market
	Working in small groups:

Map the local labour market in your area.
· What sectors are in demand?

· What skills are needed in those areas?

· Where can clients go from here?

· What sectors have declined in your area in the past 10 years?
	Plenary session
	PPT slides “PPT_LMI”

	15 min
	LMI and career guidance
	Discussion of relationship between LMI and career guidance. Why is LMI important for practitioners – discuss as a group and then present the slide 
	
	PPT slides “PPT_LMI”
Documents “Worksheet_LMI_
Using LMI to inform Career Choices 1-3”

	15 min
	Challenges of LMI
	Discussion – what are the challenges for practitioners and clients – brainstorm how we can evaluate LMI resources
	
	PPT slides “PPT_LMI”

	45 min
	Developing career research skills with clients
	· Introduce the model and ask the group to select a careers question to work through – map out all the activities that they would have to do, questions they would need to ask (A worked example is available).

· Ask group to identify the skills they have used in the activity
	
	PPT slides “PPT_LMI”

	20 min
	Using LMI with clients
	· Discuss with the group how they introduce LMI with clients, what works well and what works less well.

· Introduce the SESIFU model – a handout is available which provides more information
	
	PPT slides “PPT_LMI”

	30 min
	LMI Videos
	Select one of the embedded videos. Discuss using reflection topics. 
	
	PPT slides “PPT_LMI”

	60 min
	Documentation of own practice
	How do you inform your clients about LMI? 
What evidence can you provide?

Select one situation from your practice, where you used LMI to help a client make a decision. Document the guidance process and how it assisted your client.
	Individual work / homework 

(preparation for certification)
	PPT slides “PPT_LMI”
Document “Worksheet_LMI_
Career Learning Theory”


Decision-making techniques and Personality
	Duration
	Topic
	Activity
	Social Setting
	Used media

	15 min
	Theoretical input
	Short theoretical input on decision-making processes and decision-making styles
	plenary setting
	PPT slides “PPT_Decision Making_Theory”

	60 min
	Discussion
	Plenary Discussion: 

· What decisions do my clients typically face?

· Which methods / exercises / approaches do I use to help them?

· How can I broaden that portfolio of methods / exercises / approaches?

· Which (if any) support do I need to broaden that portfolio?
	plenary setting
	Flipchart & flipchart markers to record main ideas / information

Videos “Video_Decision-Making 1-3”

	15 min
	Theoretical Input
	Theoretical Input: Overview on methods supporting clients in making decisions that should / could be included in each methods portfolio
	plenary setting
	PPT slides “PPT_Decision Making_Methods”

	25 min
	Diagnosis of the career choice situation
	Exemplary method to include in the portfolio: Diagnosis of the career choice situation
After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?

· Which are the strengths, which the weaknesses of the method? 
	(individual work), plenary discussion
	See Appendix 23
Document “Worksheet_Decision-Making_Diagnosis Career Choice Situation”

Pens, flip chart

	25 min
	What are my preferences?
	Exemplary method to include in the portfolio: What are my preferences?

After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?

· Which are the strengths, which the weaknesses of the method?
	(small group work), plenary discussion
	See Appendix 24
Document “Worksheet_Decision-Making_What are my preferences_Fields of Interest”

Document “Worksheet_Decision-Making_What are my preferences_Job titles”

Posters (at least in the form of a handout to have something to start a discussion)

	25 min
	Priority Game
	Exemplary method to include in the portfolio: Priority Game

After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?
· Which are the strengths, which the weaknesses of the method?
	(individual work, small group work), plenary discussion
	See Appendix 25
Example document “Worksheet_Decision-Making_Priority Game”

	25 min
	Leave - Reach - Help
	Exemplary method to include in the portfolio: Leave - Reach - Help

After explaining the methods, the mentor offers the mentees to try the method themselves. Afterwards, the whole group discusses briefly:

· Do I already use that or a similar method? If yes, is there any advice I could give my fellow mentees when using the method?

· In which situation, at which point of the decision-making-process, for which target groups is the method useful?

· Which are the strengths, which the weaknesses of the method?
	(conversations in small groups), plenary discussion
	See Appendix 26
Document “Worksheet_Decision-Making_Leave Reach Help”

	10 min
	Conclusion
	Concluding discussion: 
· Which of the methods discussed in the training will I use to broaden my portfolio?

· Do I feel prepared for the QA procedure? What (and from whom) do I know to feel confident about supporting decision-making?  
	Plenary discussion
	


Management basics
	Duration
	Topic
	Activity
	Social Setting
	Used media

	60 min
	Methodological procedure - how to prepare your own internal methodological guide/procedure… examples
	Theory input:  

· Define the process 
· Process objectives 
· Process interfaces 
· Ownership of processes 
· Process customer 
· Inputs and outputs 
· Controllers 
Methodological Guide: 
1. Legislation
2. Role of the methodological directive
3. Principles for creating and adjusting guidelines 
4. Names and numbering of the directive 
5. The requirements of the methodological directive

5.1 Title of the Methodological Guideline
Introductory provisions of the methodological directive
Final provisions

5.2 Five methodological guidelines

5.3. Content of the Methodological Guide

6. Mistakes committed by the organizational unit when compiling methodological guidelines

7. Recommendations
Guidelines for self-employed person
	Plenary session
	PPT slides “PPT_Management Basics”
Document “Worksheet_
Management Basics_Guidelines”

Documents “Worksheet_
Management Basics_Examples of Structure 1-4”

See Appendix 27

	30 min
	SMART Goals
	Management by Objectives Questions:
„ Presentation by participants and discussion (e.g. on marketing goals)

Cycle of MBO:
· an overview of the organization's goals
· setting targets for individual employees
· process monitoring
· performance evaluation
· award successful
· the MBO process starts again

Specific
· Well defined
· Clear to anyone that has a basic knowledge of the project
Measurable
· Know if the goal is obtainable and how far away completion is

· Find out when you have achieved your goal
Agreed Upon
· Agreement with all the stakeholders what the goals should be
Realistic 

· Within the availability of resources, knowledge and time
Time-Based
· Enough time to achieve the goal
· Not too much time, which can affect project performance
	Plenary session
	PPT slides “PPT_Management Basics”
PPT slides “PPT_Management Basics_Objectives”

Document “Worksheet_
Management Basics_
Documentation”

See Appendix 28

	60 min
	Time Managements
	Priority – Time management
Questions:
· „What are my priorities? “

· „What are priorities of my job? “

· "What time is it?"

· "Who is the master of time?"

· "How do we control time?"
Presentation by participants and discussion (e.g. on priorities and possibilities to reach optimal performance)
	Plenary session
	PPT slides “PPT_Management Basics”
PPT_slides “PPT_Management Basics_Time”

Document “Worksheet_
Management Basics_Time”

See Appendix 29

	60 min
	Overview on Management Basics
	Theory input: Budgeting, acquisition and sustainability of necessary organizational, actively participate in the determination of which human and financial resources will be needed in the future (e.g. financial planning, controlling, working-time management);
· 3 laws of business
· Manager functions and firm’s strategy
· Definition of mission and vision
· Identification of the company mission (Why we are here)
· Strategic planning 

· Plan and steps
· S.W.O.T. analysis and matrix
· Strategic Alternatives 

· Portfolio model
· The basics of the budget
	Plenary session
Individual work
	PPT slides “PPT_Management Basics”

PPT slides “PPT_Management Basics_Budget”

See Appendix 30




Personalisation of the service
	Duration
	Topic
	Activity
	Social Setting
	Used media

	15 min

15 min
	Intuition
What do we have in common and what makes us different?
(sensitization on subject and target group)
	Task assignment - individually write 5 features, characteristics of person:
· senior – at the age over 50 years 

· young – school - leaver 

Presentation of the characteristics after the exercise for each target group, joint summarisation and discussion.
It follows on activity the "Intuition"
Task assignment - individually introduce the situation (or interest) that is:
· common for seniors and also young people

· specific for each of the target groups

Discussion on the similarities and differences of the two target groups, finding a suitable approach to mentoring work, based on similarities (universal approach) and differences (specific approach).
	Plenary activity, individual work
	Paper, pen, flip-chart
See Appendix 31

	10 min
	Specific target groups for labour market
· young unemployed

· unemployed over 50 years
	Introduction to the problem:
· The characteristics of the target groups from the perspective of the labour market

· Presentation of selected exercises: knowing about yourself and others
	Plenary activity (presentation)
	Data projector and projecting screen

PPT slides “PPT_
Personalisation”

Document “Worksheet_
Personalisation_Target Groups”

See Appendix 32

	30 min
	Curriculum Vitae - Occupation

(knowing others and yourself)
	Task assignment – to assign professions to CVs and photos – to introduce: occupations, photos of people, incomplete Curriculum Vitae (10 min.)

Presentation of group results by speakers - justification for choices - decision-making process
Presentation of real result by lecturer - added value: new information, moment of surprise
Discussion (about knowing people and yourself, stereotypes, informative decision-making, motivation)
Task assignment - my dream occupation and the characteristics  I must have, I must not have and obstacles I have to overcome
	Group activity – 2 small groups (optimal division  according  to the age – younger, older) 

Plenary activity
Plenary activity
Self-study
	Working material for each group: photos and Curriculum Vitae 
Work sheet for each participant: professions

Document “Worksheet_
Personalisation_CV”

Document “Worksheet_
Personalisation_Pictures”

Document “Worksheet_
Personalisation_Professions”

See Appendix 33

	15 min
	Picture Story
(knowing others and yourself and orientation to result)
	Task assignment  – to create story from submitted pictures – two stories, two sheets
Presentation of story N°1 and story N°2 by volunteers
Discussion to feelings perception, formation the situations on the basis of perception differences or similarities. 
	Plenary activity, individual work 
	Documents “Worksheet_
Personalisation_Picture Story 1-2”
See Appendix 34 & 35


Reflection of own practice
	Duration
	Topic
	Activity
	Social Setting
	Used media

	20 min
	Competences
	Obtaining a comprehensive picture of professional competencies.

Mapping personality, methodical, and social competencies in the form of a test.

The participant´s presentation in which competencies are his/her strengths and where he/she sees the reserves, where he/she could be improved and what he/she can do for it.
	Individual work, group session
	Document “Worksheet_
Reflection_
Competences”, pens
PPT slides “PPT_Reflection”

See Appendix 36

	20 min 
	Educational needs, education plan, creating the plan of personal education 
	Based on determining the training needs elaborating the plan of personal education
	Individual work, group session
	Document “Worksheet_
Reflection_
Educational Plan”, pens 

PPT slides “PPT_Reflection”
See Appendix 37


Career guidance at a distance

	Duration
	Topic
	Activity
	Social Setting
	Used media

	10 min
	Introduction
	Introduce yourself and the session. Give all participants a chance to introduce themselves and say what they hope to get out of the session.
You might want to note key aims that the participants suggest on a flip chart and highlight them as you address them during the workshop.
	Plenary activity
	Flipchart
PPT “PPT_Distance”

	5 min 
	Overview
	Set out the structure of the workshop. Explain how long it is going to take and whether you intend to provide a break.

Highlight the fact that this is an interactive workshop and encourage participants to ask questions as you go along.
	Plenary activity
	PPT “PPT_Distance”

	10 min
	Why do career guidance at a distance?
	Explain that this section of the workshop will look at why we do career guidance at a distance. 

Slide 4 – allows you to discuss the fact that many people think of career guidance as primarily a face to face interaction. 

Slide 5 – makes the point that we have always been able to communicate at a distance. Make the point here that it is useful to think about how career guidance can make the most of these opportunities.

Slide 6 – Allows you to introduce the idea that communications are improving and opening up new opportunities for new and different kinds of communication.
	Plenary activity
	PPT “PPT_Distance”

	10 min
	Usefulness of career guidance at a distance
	Slide 7 provides you with an activity to get participants thinking. Start by dividing them into groups of four. 

Each group has the task of thinking up as many reasons why it is useful to offer career guidance at a distance. 

After four minutes take it in turns to go round each of the groups and get them to feedback one reason at a time.

Clicking on the circles on the slide will give you a timer that will run for four minutes. 

It can be good to encourage some healthy competition between groups, perhaps offering a small prize for the group that gets the most reasons. 

Write up the key reasons that the participants give you on a flip chart and return to them then they come up later in the workshop.
	Small groups
	Flipchart
PPT “PPT_Distance”

	5 min
	Key points summary
	Slide 8 allows you to summarise and consolidate the key points that were made by the groups in response to the exercise on slide 7.
	Plenary activity
	PPT “PPT_Distance”

	30 min
	Role play on stakeholder interaction
	This section of the workshop is based around a game. 

Slide 10 gets you to divide the group into three sub-groups. 

· The first group will be clients. Their job is to think up careers questions that they want answered and write them on pieces of paper. If they get an answer to their question they may want to ask follow up questions. 

· The second group are guidance counsellors. They have to respond to the questions that they are asked and send advice and guidance to the clients. 

· The third group are managers. It is their job to make sure that the messages are passed between the clients and the guidance counsellors. They can’t answer the questions themselves but can help to organise the process so that it works better. 

The clients and the guidance counsellors can’t come together. They can only interact through the passing of paper notes. The managers can move between the two groups. 

The game should run for 10 minutes. You might want to prompt them to plan, start, review what they are doing, keep on and stop. 

Once the game is over you should use slide 12 to lead a discussion and group reflection on how it went.

The actual game only lasts for 10 minutes but setting it up and debriefing it will take you about 30 minutes.

Ideally the clients and the guidance counsellors will be in different rooms while the game is running. But, if this is not possible arrange them at either end of the room. 

The bar on slide 10 can be clicked to give you a timer.
	Group activity
	Paper, pens
PPT “PPT_Distance”

	15 min
	Delivering career guidance at a distance
	Make the point that there are many ways to deliver career guidance at a distance. This section of the workshop will look at this and highlight some key things to think about.
Slide 14 allows you to make the point that new technologies facilitate different kinds of interaction and this facilitates different kinds of distance guidance.
Introduction into Hooley, Hutchinson & Watts’ typology of online careers provision. This model is useful as it highlights both the different roles that careers professionals can play and also how this role intersects with the technologies that are used.
	Plenary activity
	PPT “PPT_Distance”
Documents “Worksheet_
Distance_Career Counselling and the Internet 1-4”

	5 min
	Decisions of careers professionals
	Slide 16 introduces some of the key decisions that careers professionals need to make when they are delivering career guidance at a distance. 

· Synchronous or asynchronous? – Does the discussion happen at the same time or over time?
· Text-based or multi-media? – What can be done through text alone. What opportunities and pitfalls does multi-media introduce
· Video or audio? – Should you always go for video or is audio sometimes better?
· One-to-one or one-to-many? – Is it better to work with one client at a time or many. 
· Open or closed online spaces? – Who can see what you write? Just the client or are you creating resources that can be used by others. 
· How long? – Should distance guidance go on for
How often? – Should distance guidance take place
	Plenary activity
	PPT “PPT_Distance”
Documents “Worksheet_
Distance_Career Counselling and the Internet 1-4”

	10 min
	Guidance skills
	Divide the group into three groups looking at the following issues. 

1. What guidance skills that they use face-to-face remain important in the distance environment.

2. What guidance skills need to be reworked and rethought for distance guidance. 

3. What new skills are needed. 

Get each group to present back to the whole group.
	Plenary activity
	Flip chart

	10 min
	Wrap up
	Wrap up the session by summarising the resources that have been used, inviting reflection and action planning and summarising key messages.
You may want to get people to write a note to themselves in response to the reflection questions on slide 20.
	Plenary activity
	Paper, pens
PPT “PPT_Distance”


Appendix

1. My Gender Biography

SOURCE: Grünewald-Huber, E./ von Gunten, A.: Werkmappe Genderkompetenz. Zürich 2009
AIMS: self-reflection 
FORM: Self-study and partner interview

DURATION: 1 hour

MATERIALS: Document “Worksheet_Gender_My Gender Biography”
STAGES: 

First step:

· Please reflect on your experience in your life within a gender role.

· Please take three key experiences into account (private life, leisure time, professional life).

· What did you learn from these above-mentioned experiences?

Step two:
· Exchanging the experiences with a dialog partner. 

SUMMARY: 

New ideas on how to reflect and improve assessment of the participants´ experiences and competences

2. Case studies

SOURCE: Franzke,B.: Genderaspekte in der beschäftigungsorientierten Beratung. Bielefeld 2014
AIMS: Learning by a case-study, developing gender competences by analysis

FORM: Group work and presentation of the results in plenary.

DURATION: 1:45 hours

MATERIALS: Document “Worksheet_Gender_Case Studies” 
STAGES: 

· First step: Analysis of the case in small groups with the help of key questions.

· Second step: presenting and discussing the results.

SUMMARY:  developing gender competences

3. Checklist for gender-sensitive counselling

SOURCE: based on Rosenbichler, U. / Doy-Eberharter, M.: Kompetenzrahmen für Genderstandards in der Bildungsberatung. Hrsg.: abz* austria – kompetent für Frauen und Wirtschaft. Wien 2011.
AIMS: Self-reflection 
FORM: Self-study material 

MATERIALS: Document “Worksheet_Gender_Checklist”
4. Provocative Theses

SOURCE: Barbara Lampe

AIMS: self-reflection 
FORM: conversation in small groups to exchange the results

DURATION: 20 min
MATERIALS: 4 Flip chart/p, Markers in different colors, document “Worksheet_Marketing_Provocative Theses”
STAGES: The “Provocative Theses” is a method, to express concerns which perhaps may arise in the context of marketing and counselling. In each corner of the room a flipchart with a provocative thesis is placed.   First the participants go to that corner with the thesis they agree most. In the group which emerges in their corner participants find out the main rationale or argument for their position and communicate this in one sentence to the plenum.

Examples or provocative theses:

· I am a counsellor not a seller

· Nothing is running without marketing

· I haven’t any time for marketing

· A good service needs good marketing

SUMMARY: Express concerns in the context of marketing and counselling

5. Sinus Milieus

SOURCE:  Verbund Regionaler Qualifizierungszentren (RQZ) „Bildungsberatung & Kompetenzentwicklung”; Modul 4; Author: Barbara Lampe

AIMS: Knowledge sharing on issues concerning a target group typology that identifies groups of like-minded people based on values and views of life.

FORM: presentation; self-positioning
DURATION: 30 h
MATERIALS: documents “Worksheet_Marketing_Sinus Milieus 1-2”; sinus milieus maps from different countries 
STAGES: 
1. Stage (introduction): The Sinus-Milieus offer a true-to-life image of the sociocultural diversity of the modern world, providing accurate descriptions of people’s attitudes and orientations, values, lifestyles and life goals, as well as social backgrounds and positions. With the Sinus-Milieus, you can dive into your target groups’ life worlds and understand and appreciate them from the inside.

Sinus-Milieus identify groups of like-minded people, which can be visualized along two dimensions: social situation (status/class) and basic normative values and orientations. The areas of overlap among the “bubbles” on the milieu chart indicate that transitions between milieus are fluid.

The first Sinus-Milieu models were developed through the analysis of German, Austrian, and Swiss societies. Over the years, the milieu concept and methodology have been extended to a wide range of contexts, for example Sinus-Milieus on an international level. Sinus Meta-Milieu segmentations – which identify like-minded people across national borders – have been conducted in over 40 countries. Applying the same principle as the well-proven German Sinus-Milieus, comparable but distinct models have been developed for established and emerging markets.

The participants receive short descriptions of the different milieu-groups – the “bubbles” (paper)

2. Stage: they consider to which group they belong to and mark the group with a red needle on a poster of their country’s sinus-milieu.

3. Stage: they prove to which group(s) their clients belong to and mark the group(s) with a black needle

4. Stage: they consider which target group they want to address in future.

SUMMARY: Reflecting on the target groups’ life worlds

6. Self-reflection and transfer
SOURCE: Verbund Regionaler Qualifizierungszentren (RQZ) „Bildungsberatung & Kompetenzentwicklung”; Modul 3
AIMS: First step: transferring the lessons learned to one’s own daily working practice 

FORM: small groups and plenary session
DURATION: 30 min and 10 min

MATERIALS: paper, pencil

STAGES: 
1. Stage: The trainees form small groups ( 3 or 4 persons) and discuss the following questions:

At the beginning of our session, you had an opinion on the relationship between marketing und counselling. 

· Have you changed now your mind? Why or why not?

· What is important to you?

· What impact does that (your opinion?) have for the marketing activities of your organisation?

2. Stage: in the plenary session one participant of each group presents the most important results from the work in his group

SUMMARY: Preparing the next steps after the workshop

7. My own counselling process
SOURCE: Thomas Diener experiment
AIMS: To start conversation about the topic; to reflect one own’s counselling style
FORM: work in pairs - individual learning
DURATION: 20-30 minutes; 20-30 minutes; individual learning up to the counsellors
MATERIALS: Papers, pencils, documents “Worksheet_Theoretical basics_My style” 
STAGES:
1. Individual work: practitioners are asked to think about own style – how they interact with their clients, what is important for them while they’re working and what their unique qualities are in 5 minutes.
2. Work in pairs - discussion - one is counsellor, one is listening; counsellors are asked to find 3 – 5 adjectives (e.g.: sympathetic, playful, slow, etc.) describing their counselling style, and then think of opposites to the adjectives. (e.g.: sympathetic – neutral, slow – fast, etc.) - 5 minutes
3. Work in pairs - role play -now participants enter the role of their anti-style. What is the body position face expression, movement, look and stance of a person who embodies these (opposite) adjectives? With the participant in pair they can now use their anti-style in counselling - 10 minute
Describe a counselling process which did not go optimally, where you reached your limits. (A dead end). Think of and potentially enact how you would approach this situation using your anti-style. Are there any aspects in your anti-style that could be useful in certain counselling situations?
4. Change the role
SUMMARY:
Practitioners may reflect own style. Within the discussion they will learn about other possibilities they can use working with clients. They can practise in pairs the skill to change the style if “the old one” does not work. Finally, at groups they will discuss own experiences.
8. Theoretical basics of my own practice
SOURCE: Patton, W. & McMahon, M. (2006). Career Development and Systems Theory. Connecting Theory and Practice. Sense Publishers.
AIMS:
· to support reflexion of counsellors’ theoretical background;
· to encourage counsellors in continuous learning;
· to provide list of theories relevant for practice.

FORM: Individual work - collective discussion - group discussion - presentation for group - individual learning
DURATION: 20-30 minutes; 20-30 minutes; 20-30 minutes; 15 minutes; individual learning up to the counsellors
MATERIALS: Papers, pencils, crayons, flip chart/board, document “Worksheet_Theoretical basics_Theoretical background of my practice”
STAGES:
1. Practitioners are asked to think about factors influencing career development of their clients. Therefore, they will draw a map of influences of career development based on their own experience with clients. If needed, counsellors may also think about their own career development and its influences.
2. Trainer will ask about influences mentioned in the individual maps of practitioners. Answers will be presented in the following scheme (inspired by the STR model (McMahon, Patton, 2006):
· Internal: connected with the client.
· External:
[image: image1.png]External




3. When all influences mentioned by the practitioners are captured on the board, trainer presents the STR model to the group. Then, practitioners are asked to discuss in small groups (á 3-4 people) whether they know any theories relevant to the factors of career development which were discussed. Participants may also discuss their personal theories connected with factors influencing career development. If there are differences among participants in their level of expertise and knowledge, the groups may be arrange in order to pair practitioners with less experiences with those with more knowledge in the field or to pair practitioners with different educational background (e.g. psychology, social work, pedagogy, etc.) as participants may also refer to theories according their background.
4. Finally, each group will present one theory they were discussing to all participants of the training.
5. In the end of the session, counsellors will receive a list of possible theories relevant for the factors they have been discussing. Trainer may refer to the concept of Vance Peavy - counselling as a bricolage - there is value in the individual style of counsellor growing from different sources. 
SUMMARY: Practitioners may reflect their understanding of career development and it influences.
Within the discussion they will learn about other possible influences they may have not reflected yet.
Finally, at groups they will discuss theories that are used as a source for their work and they will receive materials for
further self study.
9. Counselling process
AIMS: to support reflection of counsellor´s counselling process
FORM: individual work – reflection
DURATION: 20 min inc. the theoretical background
MATERIALS: Document “Worksheet_Theoretical basics_Process”
STAGES:
Briefly describe the situation and reflect on it: how do you usually work with the clients?
1. How do you usually start and end your session?
2. What do you always do with the clients?
3. Which skills do you use? - f.e. building working alliance and trust, evaluation …
4. What are you worried about?
5. Briefly describe the phases of your counselling process.
10. Counselling approach
SOURCE: Learning and Counselling (Tron Inglar, Ellen Bjerknes, Reidun Lappen, Tov Tobiassen; The Project ECCE -Education of Career Counsellors around Europe, 2002)
AIMS: to support reflection of counsellor´s counselling strategies (approach)
FORM: 3-member-group-work
DURATION: 20 min inc. the theoretical background
MATERIALS: Document “Worksheet_Theoretical basics_Approach”
STAGES:
Imagine you are a career counsellor providing the counselling interview for a mother of 15 year old boy. The son is facing the decision making process what kind of secondary school he should choose. However, his motivation to think of the issue and make the right decision is very low. The mother is upset and visited the counsellor to gain any support from him.
Write 4 short interviews according the Tron Inglar counselling strategies you have just learned.
Counselling Strategies (Approach): Guiding, Mentoring, Gestalt, Reflective Counselling.
The 1st sentence of the interview which has to be continued:
· I´m worried about my son. Could you help me how to motivate him to be more engaged in the decision making process?
11. My Action Plan
SOURCE: http://www.graduate-careers.org/2016/03/21/dots-model/
AIMS: to get overview about action planning theories, to set smart goal and start building own action plan
FORM: presentation, individual work – reflection
DURATION: 50 min inc. the theoretical background
MATERIALS: Document “Worksheet_Theoretical basics_Action Planning”
STAGES: 1. Brief Tour of the Action Planning; 2. My Action Plan - set SMART goal, first step in Action Planning
12. Analysis of Force Fields
SOURCE: Bastian, Johannes / Combe, Arno / Langer, Roman (2007): Feedback-Methoden. Erprobte Konzepte, evaluierte Erfahrungen. Weinheim & Basel.
AIMS: Anticipating possible obstacles as well as positive factors, weighing pros and cons of a given situation.
FORM: Group work, Plenary work
DURATION: 30 - 60 min
MATERIALS: Flipcharts (if needed with prepared questions), paper sheets and pens
STAGES:
The participants/trainees give their feedback on the training/education. For this, the trainer asks structuring questions such as:

· “What helps and what hinders you in profiting from the training/education?”

· “What helps and what hinders you in having a positive attitude towards the training/education?”

Then, the participants gather in small groups, each around a flipchart, and collect all of the helping and hindering factors (positive and negative forces). Based on that, the forces are drawn on the flipchart as smaller or bigger arrows, accordingly labelled.

In the course of designing the flipchart, the small groups reflect on the results. Structuring questions can be:

· “Which differences/similarities exist between the forces and our viewpoints?”

· “How can we deal with hindering factors (negative forces)?”

· “How can we profit the most from the training/education?”

Afterwards, the results are presented and discussed in a group session. Altogether, the participants try to find ways to improve the situation by strengthening positive and weakening negative forces. To support the brainstorming process, the flipcharts can be hung up somewhere clearly visible.

Questions that can be asked to structure the process could be:

· “What should the trainer do to improve the situation?”

· “What can the participants/trainees do to profit the most (or: have the most fun) over the course of the training/education?”

SUMMARY: To evaluate their learning process, the participants state what helps and what hinders them in profiting from the training.
13. Flash Feedback

SOURCE: Bastian, Johannes / Combe, Arno / Langer, Roman (2007): Feedback-Methoden. Erprobte Konzepte, evaluierte Erfahrungen. Weinheim & Basel, Beltz; Rabenstein, Reinhold / Reichel, René / Thanhoffer, Michael (2001): Das Methoden-Set. 5 Bücher für Referenten und Seminarleiterinnen: 4. Reflektieren. Münster, Ökotopia; Reich, Kersten (2007) (Ed.): Methodenpool. Available at www.methodenpool.uni-koeln.de [31.08.2018].
AIMS: Getting feedback on the training or training sections by each and every of the participants and explore differences as well as similarities between the participants’ opinions.
FORM: Group work
DURATION: 15 – 30 min
MATERIALS: Object that can be thrown and caught easily (such as a ball).
STAGES: One participant is given a ball (or a similar object) and, by that, the right to speak. The other participants have to let him/her speak uninterrupted and just listen.

The person with the ball makes short feedback comments, either freely or structured by questions that channel the participants’ statements. The trainer as well as the other participants do not comment on the statements that are made.

Then, the participant throws the ball to another person; they now have the right to speak. The process continues until each of the participants has had the chance to contribute something.

Then, the whole group can comment on the statements or discuss which conclusions could be drawn.

It can be wise to offer structuring questions. However, to implement the Flash Feedback method, it is important to ask just one single question, such as:

· How did you feel in the group? 

· What did you like / didn’t you like?

· What influenced your level of cooperation in a positive / negative way?

· What insights did you gain in the course of the training?

SUMMARY: One participant is given a ball and, by that, the right to speak. He or she gives the trainer a quick and short piece of feedback before throwing the ball to another person.
14. Plus – Minus – Question Mark

SOURCE: Common method, adapted by Maria Gutknecht-Gmeiner.
AIMS: Getting basic information, serving as summative or formative feedback.
FORM: Group work
DURATION: 15 – 30 min
MATERIALS: Flipcharts and marker pens

STAGES: The trainer places flipcharts marked with a plus (“+”), a minus (“-“) and a question mark (“?”) in the room, easily seen by everybody. Then, the participants are invited to give their feedback, while the trainer notes on the Plus-Flipchart what they liked a lot about the training, on the Minus-Flipchart what they didn’t like too much and on the Question-Mark-Flipcharts any questions that were left open. When the participants state something that doesn’t fit the Plus-Minus-Scheme, it can be added to the Question-Mark-Flipchart as well.

Each of the participants should have the chance to give his/her feedback, but they are asked to keep it short and simple. When several participants have the same opinion on something, the trainer can just draw a line next to the already mentioned statement.

Variation: The exercise can be combined with the exercise “Flipcharts with open questions”. The respective flipcharts with open questions are for this divided into three segments labelled with a “+”, a “-“ and a “?”. In that case, the exercise will take a little longer, but the feedback will be thorough and detailed.

SUMMARY: The participants note on a flipchart marked with a plus (“+”) what they liked about the training, on a flipchart marked with a minus (“-“) what they didn’t like and on a flipchart marked with a question mark (“?”) any questions that were left open.
15. Self Assessment

SOURCES: Schiersmann, Christiane / Bachmann, Miriam / Dauner, Alexander / Weber, Peter (2008): Qualität und Professionalität in Bildungs- und Berufsberatung. Bielefeld, Bertelsmann; Gaiswinkler, Wolfgang / Roessler, Marianne (2007): Der lösungsfokussierte Ansatz: Qualität in der Beratung. Available at http://www.netzwerk-ost.at/publikationen/pdf/selbstevaluation_evaluierung.pdf [13.12.2018].
AIMS: Starting point for reflection on counselling quality.
FORM: Individual work, Interview
DURATION: 10 - 15 min
MATERIALS: Self assessment sheet containing open and/or standardized questions (documents “Worksheet_Feedback_Questionnaire Clients” and “Worksheet_Feedback_Questionnaire Counsellors”)
STAGES: Clients receive assessment sheets at some point after a counselling interview or might be asked questions at the end of an interview. The counsellors then fill out the assessment sheets on their own.

Questions might include:

· Was I satisfied with the interview overall?

· Was the client’s concern identified correctly?

· Was I able to create a pleasant atmosphere?

· Which methods or tools did I use?

· What proved useful?

Results can be reflected individually or compared and interpreted across institutions. 

SUMMARY: Answering assessment questions after counselling serves as a starting point for reflection on counselling quality.
16. Peer Guidance: Two Options for Intervision

SOURCES: Rabenstein, Reinhold / Reichel, René / Thanhoffer, Michael (2001): Das Methoden-Set. 5 Bücher für Referenten und Seminarleiterinnen: 4. Reflektieren. Münster, Ökotopia.
AIMS: Guidance and support of each participant.

FORM: Group work, Peer review
DURATION: 60 - 90 min
MATERIALS: Notebook. Also, a moderator has to be chosen.
STAGES: As the case or problem is presented, the group of peers can either call out whatever comes to their mind regarding the problem (the “Balint-Group-Model”), or offer one sentence as a response, one at a time (the “Intervision Star”).

Variant 1: Balint-Group-Model

The basis for this variant lies with the Freudian free associations and is suitable for groups between 5 and 10 people. One of the group acts as a moderator who is responsible for sticking to the meeting structure, time requirements and positive attitude between participants. The other team members act as counsellors and sit opposite the moderator and the person presenting the case – the ‘stakeholder’.

The process follows a rigid structure (see Materials): The stakeholder illustrates his or her issue or goal while everybody else is listening. After this, the group of counsellors may talk freely while the stakeholder listens until a fixed amount of time has passed. Note that even vague or odd statements should be voiced. After this period, the moderator summarises the comments to the best of his or her abilities after which the stakeholder voices their conclusions.

Variant 2: Intervision Star

This variant is similar to the Balint-Group-Model but has an even more rigid structure and is suited for groups between 8 and 20 people.

The group of participants forms a half circle around the stakeholder and the moderator. After this, everybody is given the right to speak one at a time. Every participant may ask exactly one question or voice a remark until it his or her turn to speak again. He or she may not ask any follow-up questions that might arise until the others have had their say. The comments and questions should be as concise and specific as possible. The person who currently has the right to speak may forfeit their turn but will have to wait until the next turn if he/she changes his/her mind.

SUMMARY: A selected member out of a group of colleagues presents a current “case” or problem they have. After that, peers give any insights or solutions they have. Finally, the comments are summarized and the person who presented the case in the first place makes a final statement.
17. Quality Development Interview

SOURCES: Reglement zur Qualitätssicherung und Qualitätsentwicklung bei BeraterInnen BSO, available at www.bso.ch [18.12.2018]; Österreichischer Verband für Supervision und Coaching OEVC; SFV Schweizerischer Feldenkrais Verband.
AIMS: Examination of quality portfolio and professional guidelines; reflection on one’s personal development.
FORM: Peer review
DURATION: 60 - 90 min
MATERIALS: Documents necessary for portfolio, worksheets on introductory questions (documents “Worksheet_Feedback_Questionnaire Clients” and “Worksheet_Feedback_Questionnaire Counsellors”)
, pens.
STAGES: The quality development interview focuses on one’s professional and quality development. In regular professional discourse, colleagues examine their personal quality portfolio and their compliance with professional guidelines (or similar).

The individual 5 elements of the portfolio are defined as follows:

5 Elements of the portfolio: 

1. Concept of training: Which attitudes, which theories etc. lie beneath the training actions?

2. Contract procedure: How are aims stipulated, agreements made etc.?

3. Evaluation and feedback by participants: Regarding satisfaction, achieving aims, efficacy and so on

4. Reflection of training performance and of the ongoing training process: Is there any regular intervision, supervision etc.?

5. Further education: Does the trainer undergo professional development, e.g. at seminars, conferences etc.?

The collected information is then used to create a comprehensive quality portfolio which gives the counsellors a solid overview on their performance. The quality portfolio comprises of all documents (principles, concepts, proof, forms etc.) and, as the case may be, further individual elements, for example references on teaching activities, professional publications, networks. The quality portfolio should be made available for everybody involved, as well as supervisors.

SUMMARY: The Quality Development Interview outlines a structured professional discourse between colleagues on their quality portfolios.
18. Peer Observation

SOURCES: Schiersmann, Christiane / Bachmann, Miriam / Dauner, Alexander / Weber, Peter (2008): Qualität und Professionalität in der Bildungs- und Berufsberatung. Bertelsmann Verlag, Bielefeld; Kempfert, Guy / Rolff, Hans-Günter (2000): Pädagogische Qualitätsentwicklung. Ein Arbeitsbuch für Schule und Unterricht. Beltz, Weinheim/Basel.
AIMS: Reflection of specific aspects of teaching with the help of colleagues; adoption of the criteria framework.
FORM: Peer review
DURATION: Not allotted (see method description)
MATERIALS: The specific areas of observation need to be agreed on beforehand, as well as the evaluation scheme that will be used (e.g., response to participant’s questions/answers/statements, reaction to conflicts, comprehension of teaching methods, participant interaction). For an example of an observation evaluation, see handout “Worksheet_Feedback_Peer observation”.

STAGES: Peer observations consist of one of the colleagues of the trainer sitting in on a class while the trainer is teaching his/her course. It is essential that this is agreed to (by written agreement) prior to the observation so that the trainer is aware.

The written agreement should be about the:

1. aims and expectations of the exercise, and

2. specific aspects that should be observed and analysed.

After sitting in on class, a debriefing and evaluation takes place which happens according to the upfront agreement. It is recommended to draft the observation evaluation together with colleagues and to sit in on each other’s training.

SUMMARY: The training session is observed by colleagues who evaluate the performance of the trainer and identify possible areas of improvement.
19. Stairs
SOURCES: Internet
AIMS: Visualization of the action plan
FORM: Plenary activity and individual work
DURATION: 15 min
MATERIALS: Pens, document “Worksheet_Social Outcomes_Stairs”
STAGES: The lecturer will present the picture of the stairs to the participants, which represent everyone´s way of life, during which it improves in every step, receives experiences, learns, personally grows and is directing to somewhere. They have the auxiliary rails on their way, which they hold on. These are, on the one hand (e.g. on right side) their professional knowledge, i.e., hard indicators, facts which they have in their disposal - diploma of finishing the study, confirmation of practice at the employer, etc. On the other hand (e.g., on the left side) the handrail represents their received skills, abilities, i.e., soft indicators who are aware of themselves, but to know about it by others, they must manifest themselves, demonstrate them. Then the lecturer asks the participants to fill in the picture individually so that:

· named the place - the future where they are directed on their way, where they want to come in the short-term or medium–term horizon,
· to mark their position, to draw themselves there, in what distance they are currently situated on their way, and to determine the time in which they can come from their current position to the named future,
· characterize what is on the way behind them, what they have gone through, what they have been through and what they have learned from surviving and from experiences, taking advantage of the pillars of railing on one side and the other side,
· have written what steps they are in front of them, if they want to step on the next step, what they have to do to have supporting pillars of railing on both sides.
After individual work, volunteers will present their picture. It follows the discussion on the question of what is the picture that is so filled in for the individual and in what life situations it can be used.

SUMMARY: What is the action plan?

20. Action plan
SOURCES: National Project „Support of individualized counseling for long-term unemployed jobseekers“
AIMS: Creation of the action plan
FORM: Plenary activity and group work
DURATION: 15 min
MATERIALS: Flipchart, pens, document “Worksheet_Social Outcomes_Action Plan”
STAGES: The lecturer proceeds smoothly to the picture that is the basis for creating the action 
plan. The lecturer will divide the participants into groups and ask the groups to design, in terms of the previous visualization of the stairs to the future, named the individual parts of the structured written action plan. The speakers will gradually present the proposals of their action plan points, which the lecturer writes on the flip-chart. Following is the discussion to the individual parts order and the formation of the final draft of the action plan contents on the flip-chart.
The lecturer consequently divides the content of the action plan into the parts by number of groups, each group assigns some part of the action plan and asks groups to suggest questions that can stimulate the client to complete the selected part of the action plan. Within the task, it is necessary to stimulate groups to think about the type of questions (e.g., open-closed) and questioning errors in asking the questions (for example, multiple questions). The group's speakers will gradually introduce their question suggestions, the lecturer will write them down the individual parts of action plan on the flip-chart.
At the end of exercises, the lecturer will present an example of a completed action plan, whereby he is explaining what kind of action plan it is, for what purpose it was created and by whom.
SUMMARY: How to frame and complete the action plan?
21. Types of CV
SOURCES: http://ecs.ihu.edu.gr/co/employment-cvcletter/types-cv
AIMS: Theoretical session, discussion and study of examples CVs
FORM: Plenary session
DURATION: 10 min
MATERIALS: examples of CVs
STAGES: 

· Chronological CV

· Functional or Skills-Based CV

· Combination CV

· Academic CV
SUMMARY: What types of CVs we have at our disposal?
22. CV
SOURCES: http://ecs.ihu.edu.gr/co/employment-cvcletter/types-cv
AIMS: Comparison and use of specific types of CV in different life situations
FORM: groupwork and plenary activity
DURATION: 30 min
MATERIALS: Flipcharts, paper, pens, examples of CVs
STAGES: The lecturer will divide the participants into two groups and ask each group to design two types of curriculum vitae. The speakers will present the proposals of their types of CV. Following is the discussion to the use of specific types of CVs (advantages, disadvantages).

SUMMARY: How to use the different types of CV?
23. Diagnosis of the career choice situation

SOURCE: http://www.explorix.de [July 31, 2018].
AIMS: Determining the current state of the career decision process.
FORM: Individual work, (plenary work)
DURATION: 1h
MATERIALS: Pens, flip chart, handouts (“Worksheet_Decision-Making_Diagnosis Career Choice Situation”).
STAGES: The participants receive a short questionnaire and have to answer questions concerning their present situation. Their answers are then analysed according to the subjects of "identity", "decision making", "information" and "obstacles". The participants share their results with the whole group.
The trainer then writes the different fields on the flip chart and takes down the results of the participants by making a tally (one tally mark per named field that is problematic according to the individual results of the participants). This visualisation serves to illustrate the major problem areas of the course participants. Based on that, appropriate follow-up exercises can be chosen.
SUMMARY: When young people are in the process of choosing a career, it is often difficult to analyse where the problem lies. There are different reasons why participants of a career choice seminar or a vocational orientation course are not able to decide on an education or career. Making an individual diagnosis facilitates the further course of action in the seminar. By using a questionnaire the current situation of career choice gets analysed.
24. What are my preferences?

SOURCE: Frass, Bernhard/Groyer, Hans (1994): Berufsplanung ist Lebensplanung. Vol. 2. Wien, pp. 40f.
AIMS: To reflect on ones own interests, to become aware of individual preferences.

FORM: Small group work, individual work.
DURATION: 2 h.
MATERIALS: Posters, pin board, career information brochures.
STAGES: In a first step, the trainers put ten posters on the floor on which ten different interest fields are described (see handout “Worksheet_Decision-Making_What are my preferences_Fields of Interests”).
The participants are asked to stand next to the interest field to which they feel they belong.

In these interest groups they formed (small groups of 3 to 4 participants), they try to explain why they are standing there and in which activities in particular they have discovered their interests.

After the participants have discussed their interests, each group brainstorms occupations for their own interest group and writes them down on note cards that are then attached to the posters or the wall. All participants can look at the other posters and occupations and add further occupations (Note: Career information brochures should be available as an aid.).

Alternative: Note cards with job titles (see handout “Worksheet_Decision-Making_What are my preferences_Job titles”) are spread on the floor. The participants are asked to find occupations that match their interest fields and pin them to the poster. They can also write other similar occupations on cards and put them there.

Advice: Participants often find it difficult to decide on one interest field. They should still choose their favourite field, but are allowed to change to another field in the course of the exercise (twice at the most).
SUMMARY: Career choices are primarily based on the knowledge of the skills supposedly needed for the job and of corresponding interests. The wish to pursue a certain career path, the need to follow a specific course result from individual interests and skills. As individuals are not always clear on their interests and skills, however (Note: This is especially the case with young people.), becoming aware of their fields of interests and areas of aptitude is necessary for them to be able to choose a career that matches their personal preferences and characteristics. This exercise is designed for participants to reflect on their interests and to either confirm or revise them in an exchange of opinion with like-minded people. Posters representing different fields of interests are spread on the floor. Each participant chooses one poster and together with their colleagues they brainstorm matching occupations.
25. Priority Game

SOURCE: Rabenstein, Reinhold/Reichel, René/Thanhoffer, Michael (2001): Das Methoden-Set, 1. Anfangen, 11th edition. Münster.
AIMS: Encouraging interaction and participation in the group, reflecting on ones goals concerning "vocational orientation".
FORM: Individual work, small group work.
DURATION: 45 min.
MATERIALS: Handouts with 6 to 7 statements (see handout “Worksheet_Decision-Making_Priority Game” for an example).
STAGES: Each participant receives a copy of statements on different goals of a "vocational orientation course". The participants rank the statements (1 to 7) according to their personal preferences. They are asked to put the number "1" in front of the statement that they consider the most important feature of an effective vocational orientation course. Features that participants consider least important for a good orientation course are ranked 6th or 7th.

After that, the participants are asked to form groups of four. These small groups are invited to agree on a common ranking of the first three or four statements within 10 to 15 minutes (time pressure is important).

Possible continuation of the exercise: The groups present and explain their decisions. The whole group then finds reasons why these goals on the top of the list.

Advice: If the trainer, above all, intends to gather information about the expectations of the course participants (focus on the content) with this exercise, it is advisable to provide a larger range of statements (e.g. 20 to 30 statements). A larger choice of statements allows for a greater variety of possible answers. In this case each participant chooses four statements that he/she considers most important.
SUMMARY: Priorities reflect individual preferences that in turn reflect internalised values and socio-culturally formed needs. Preferences are likes or also dislikes that an individual has for a sought-after service (e.g. a vocational orientation course) or a sought-after good job (e.g. integration into the labour market). That way they govern social actions and therefore – consciously or unconsciously – individual decision and choice behaviour (e.g. career choice). Preferences do not only influence actions, but they themselves can also be influenced (e.g. through counselling, information).

The variety of preferences of an individual is hierarchically structured (order of priority). Depending on the individuals social background or life experiences, they are weighted differently. Experience has shown that the "priority game" is a proven tool to get access to such rankings. Since individual expectations grow out of preferences and since their "disclosure" is of particular interest for vocational orientation measures, the "priority game" can be considered a suitable introductory exercise that both "relaxes" the participants (getting to know each other) and helps to identify the participants individual interests/likes/preferences in a playful way.
Each participant receives a copy of statements on different goals of a ´vocational orientation course´ and is asked to rank them according to his/her preferences. In small groups the participants have to agree on a common ranking of the first three or four statements.
26. Leave – Reach - Help

SOURCE: Schmidt-Tanger, M. (1998). Veränderungscoaching. Kompetent verändern. NLP im Changemanagement, im Einzel-& Teamcoaching. Paderborn, adapted by Margit Voglhofer.
AIMS: To reflect on a problem and find possible solutions.
FORM: Conversation between counsellor and client.
DURATION: 1-2h.
MATERIALS: Conversation guide (handout “Worksheet_Decision-Making_Leave Reach Help”), pen to note problem solution ideas.

STAGES: If clients find it difficult to make decisions, it may be because they either lack information, do not (yet) know exactly who they are and what they want (first career choice), they are faced with obstacles that seem insurmountable to them or that they generally suffer from decision-making weaknesses.
Consultants accompany and guide the decision-making process. Support in decision-making situations requires a high degree of patience from consultants. It is often perceived as very strenuous to have to watch customers struggle to decide without influencing that decision. There is a great temptation to give advice or to take the decision away from the person.
This method provides consultants with the tools to ask precisely those questions based on guidelines that help clients to make their own decisions - while at the same time remaining distant and not taking the decision out of their hands. 

The conversation guide (see handout “Worksheet_Decision-Making_Leave Reach Help”) focuses on three topics. The problem check helps to understand the status quo, the problem and its negative and positive consequences. The goal check motivates you to think about goals, steps to reach your goals and possible obstacles. And the resource check reveals, building on this, individual resources that can be used, as well as external support offers that could be accessed.
SUMMARY: When we think of change, we should be clear about three things:

· PROBLEM (L.E.A.V.E)

What is the problem? What do I want to reach?

· GOAL (R.E.A.C.H)

Where do I want to change? What is the goal of change? 

· RESOURCES (H.E.L.P)

Who or what can help me? Where are my resources?
This method helps the client (with the support of the counsellor) to analyze his or her problem, think about his or her goals and find possible solutions as well as resources to reach the respective goals.
27. Methodological procedure - how to prepare your own internal methodological guide/procedure…

AIMS:

· How to define the process

· What are objectives of methodological guideline

· How to set-up process interfaces

· How to lead inputs and outputs

· How use process controllers

FORMS:

· Theory and explanation - interpretation

· Internal methodological guide - practical demonstration

· Preparations to make own guide - plenary work

· Custom analysis of own guide - individual work

· Feedback - group work

TIME: 1 hour

MATERIALS: Document “Worksheet_Management Basics_Guidelines”, Flipchart, Paper sheets, Pens

STAGES:

· Together with the plenary we will talk about the concrete practical experience with the development

· of methodological guidelines

· Presentation of the process model of guidelines creation and requirements for their content

· Small group brainstorming about specifics of methodological guide.

SUMMARY: The methodological guidelines set out rules for the processing of processes, including a description of the organization, terms, responsibilities, responsibilities and powers in the individual work activities and relationships. The Methodology Directive should be part of the organization's routine activities and should be managed by individual consultants in each job position.
28.  Management by Objectives

SOURCE: Drucker, P., The Practice of Management, Harper, New York, 1954; Heinemann, London, 1955; revised edn, Butterworth-Heinemann, 2007; Drucker, Peter, "Management Tasks, Responsibilities, Practices", Harper & Row, 1973

AIMS:
· Understanding the importance of Management By Objectives

· By able to make better overview of organizational objectives

· How to set targets for individual employees

· How to lead process monitoring

· What is performance evaluation

· How to award successful ones

· The MBO process starts again

FORMS:

· Theory and explanation - interpretation

· Practice MBO Quiz - individual work

· Preparations to SMART goals - plenary work

· Custom analysis of SMART - individual work

· Feedback - group work

TIME: 1 hour

MATERIALS: Presentation “PPT_Management Basics_Objectives”, Flipchart, Paper sheets, Pens

STAGES:

· Together with the plenary we will define the terms of management by objectives and emphasize the importance of the S.M.A.R.T goals.

· Simple exercise to set objectives of quality by regional conditions.

· Discussion

SUMMARY: The principle of MBO is for employees to have a clear understanding of their roles and the responsibilities expected of them, so they can understand how their activities relate to the achievement of the organization's goals. MBO also places importance on fulfilling the personal goals of each employee.

1. Proponents argue that benefits of MBO include:

2. Motivation – Involving employees in the whole process of goal setting and increasing employee empowerment. This increases employee job satisfaction and commitment.

3. Better communication and coordination – Frequent reviews and interactions between superiors and subordinates help to maintain harmonious relationships within the organization and also to solve problems.

4. Clarity of goals.

5. Subordinates tend to have a higher commitment to objectives they set for themselves than those imposed on them by another person.

6. Managers can ensure that objectives of the subordinates are linked to the organization's objectives.

7. Common goal for whole organization means it is a unifying, directive principle of management.
29. Priority and Time management - how to manage performance and time

SOURCE: Time management - How to better plan and manage your time, Jörg Knoblauch and Holger Wöltje, 2005, Organizing from the Inside Out, Julie Morgenstern. Henry Holt and Company, LLC, New York. 1998., The Time Trap, Alec MacKenzie. Amacom, New York, 1972. (Still a classic.), The 7 Habits of Highly Effective People, Stephen R. Covey. Fireside, 1989.

AIMS:

· Understanding the importance of setting priorities - urgency and importance

· Be able to manage your time and effectively plan your work.

· Know your personal "jargon" of time

· Learn to plan well

· Know your own priorities of activities

· Change your habits

FORMS:

· Theory and explanation - interpretation

· Time Management Quiz - individual work

· Preparations to increase productivity - plenary work

· Custom analysis of time usage - individual work

· Feedback - group work

TIME: 1 hour

MATERIALS: Presentation “PPT_Management Basics_Time”, document “Worksheet_Management Basics_Time”, Flipchart, Paper sheets, Pens

STAGES:

· Together with the plenary we will define the terms of time management and emphasize the importance of prioritizing the achievement of performance.

· Simple exercise to set priorities - ABC techniques. We will set 10 daily activities + manager goals and participants will need to propose their ranking according to the urgency and importance.

· Let's explain how to complete the quiz about time usage and day scheduling. We answer any questions and leave 10 minutes to complete the quiz.

· Daily time log - we review this technique with an individual time usage evaluation in one specific week. Finally, we will divide into pairs - triplets and discuss the results of the Daily Time log.

· Small group brainstorming about time thieves from participants' experiences.
30. Management Basics

SOURCE: Henderson, Bruce. "The Product Portfolio". Retrieved 3 April 2013.

AIMS:

· 3 laws of business

· Manager functions and firm’s strategy

· Definition of mission and vision

· Identification of the company mission (Why we are here)

· Strategic planning

· Plan and steps

· S.W.O.T. analysis and matrix

· Strategic Alternatives

· Portfolio model

· The basics of the budget

FORMS:

· Theory and explanation - interpretation

· Company mission - individual work

· S.W.O.T. matrix - plenary work

· Custom SWOT analysis - individual work

· Feedback - group work
TIME: 1 hour

MATERIALS: Presentation “PPT_Management Basics”, Flipchart, Paper sheets, Pens
31. Intuition 

SOURCE: Lemešová, M. a kol. Psychológia zážitkom. Bratislava: Univerzita Komenského, 2014.

AIMS: sensitization on the topic and target group
FORM: plenary activity and individual work 
DURATION: 15 min
MATERIALS: paper, pen, flip-chart
STAGES: 
The lecturer calls on participants to try to attune to a person who is over 50, whereby his/her age is a certain limiting factor for self-realisation in some areas of life. The lecturer requires participants to write each individually the five features or characteristics that describe such a person. After a predetermined time limit period, the lecturer will ask each participant to notice one of the written features which he writes on the flip chart. In this way, the lecturer completes the features, respectively characteristics that are not yet listed on the flip chart. After the characteristic has been resound by each participant, any of the participants may have added the feature, which he listed in his list, but has not yet sounded.
It follows the discussion to features and characteristics: why are these just mentioned characteristics, how they can demonstrate in everyday life, in the world of work? How do we perceive this group of people? How do they perceive the world around?
In the second round, the lecturer calls on participants to try to attune to a young person standing at the threshold of his/her job choices, after finishing his/her studies, before entering an independent life.  Again, the lecturer asks participants to notice for the five features or characteristics, which can identify such a person. The process is repeated, including discussion.
SUMMARY: Who and what are my clients like?
32. Specific target groups for the labour market

SOURCE: Ústredie práce, sociálnych vecí a rodiny:  Metodická príručka odborných poradenských služieb (2016)

AIMS: client identification - common characteristics of the target group
FORM: plenary activity 
DURATION: 15 min
MATERIALS: Document “Worksheet_Personalisation_Target Groups”, presentation “PPT_Personalisation”
STAGES: Characteristics of specific target groups of mentoring work, starting points for a specific approach and testing differences within group activities.
SUMMARY: Who are the activities aimed for?
33. Curriculum Vitae - occupation

SOURCE: Lemešová, M. a kol. Psychológia zážitkom. Bratislava: Univerzita Komenského, 2014.
AIMS: knowing others and himself/herself, motivation
FORM: group work, plenary discussion, self-study
DURATION: 30 min

MATERIALS: Documents “Worksheet_Personalisation_CV”, pen, data-projector a projecting screen (optional) 
STAGES: 
The lecturer divides the participants into two relatively homogeneous generational groups (according to age), whereby each participant is receiving two worksheets - photographs and incomplete curriculum vitae. The lecturer will mention four professions (teacher, acrobat, climber, taxi driver) to which people's photos and curriculum vitae need to be associated. The work is done in a group for the duration of 10 minutes. After the time period, the groups´ speakers will present their results, whereby the group members are able to add the speaker. Within the presentation of the result, it is necessary to talk about on what basis used the group for association of the photographs and curriculum vitae to the professions, which helped them, and vice versa, which bordered or missed the correct estimation.
The frequent difference in the way to achieve the result between the young and the generation over 50 is:
1) Young 
a) emphasis on the first impression and assignment of the profession to the person according to the photograph
b) unfamiliarity with curriculum vitae
c) breaking stereotypes from the belief that it is a tricky question
2) 50+

a) emphasis on conventional stereotypes, e.g. gender differences - the teacher is a woman, a taxi driver is a stronger character with regard to sedentary employment
b) examining of curriculum vitae, mostly with an identified barrier, that curriculum vitae contain little helpful data

Lecturer writes the results of the groups on the flip chart and presents the real status, the correct result. At the same time, within the discussion, he/she corrects the way of working on a task specifically to the target group, e.g. avoiding excessive reliance to the first impression and attempting to obtain additional supporting information from curriculum vitae needed for informative decision-making, or the need to turn away from stereotypes and the effort of a new perspective, a change of mind.
Within the discussion, the lecturer draws attention to curriculum vitae and their content, drawing on their incompleteness. Participants can jointly discuss the essentials of a correct curriculum vitae, what data the curriculum vitae should contain, and why, to be able to correspond to the profession (to be assigned to it within the task, but also which they are asking for in real life).
At the end of the discussion, the lecturer will screen three short videos of real exercisers practicing their profession (if the screening is not possible, the lecturer will introduce these people orally). The introduction will show that the three real protagonists of the introduced professions are disabled: the taxi driver is deaf, the acrobat is paralyzed, and the climber is blind. The new unexpected reality will disrupt the normal stereotype of the perception of the profession and point to the possibility of overcoming so called - "unbeatable" barriers to pursuing a profession if I have a real interest of this work. This information opens the discussion of motivation, an inner strength to overcome obstacles to achieving his/her objective. A short discussion should be aimed at strengthening motivation and finding solutions to everyday problems in application on the labour market (e.g., frustration from the frequent rejection of older people by employer, unwillingness to travel to work or work on shifts, unwillingness to undertake stereotyped or weaker paid work by young people).

To work performance, to strengthen self-confidence and to overcome obstacles contributes significantly the usage of strengths - the key competencies of the individual.  The lecturer returns within the curriculum of vitae to features of individual protagonists of the professions and calls on participants to discuss the positive features mentioned in the curriculum vitae that could help to individual protagonists to overcome their disabilities and apply to the chosen profession. Each participant receives a third work sheet - a profession in which he assigns within the individual work three features to each of the four professions - the competencies that one who performs the profession must have, and vice versa, three features that he must not have. The volunteer can present his / her opinion and discuss it with other participants.
At the end of the activity, the lecturer will call on participants to consider within the self-study the profession they want to apply, on which they wish to apply on labour market and to add all the same three characteristics. After identifying these features, let consider on their competencies whether they possess the desired or inhibiting characteristics and at the same time on the power of motivation, what they are knowing to do with their competencies to do in order to achieve the desired job: to strengthen the necessary features, to eliminate the braking characteristics and in what way.
ALTERNATIVE: In the case of a homogeneous target group (all participants are young or 50+), group work can be done in several small groups depending on the number of participants.
SUMMARY: How do I assess people and how do I perceive myself, which key competencies I need for my work performance?
34. What connects us and what makes us different?

SOURCE: Lemešová, M. a kol. Psychológia zážitkom. Bratislava: Univerzita Komenského, 2014.

AIMS: sensitization on topic and target groups
FORM: plenary activity and individual work
DURATION: 15 min
MATERIALS: paper, pen, flip-chart, documents “Worksheet_Personalisation_Picture Story 1 – 2”, “Worksheet_Personalisation_Professions” & “Worksheet_Personalisation_Pictures”
STAGES: 
The lecturer will continue in joining to the previous outcomes of the discussion on the features and characteristics of the two target groups - seniors and young people. He divides the participants into two groups so that each group will devote in his/her future work to one of the target groups - one to seniors, the other to the young people. The lecturer requires two groups of participants on the basis of intuitively identified features to write a list of situations (things) that varies attached target group from the other. After the list is created, the speakers present theses. Within the discussion, the groups compare and explain their thought processes while discussing the specifics of mentoring work with the attached target group. The lecturer writes on the flip-chart observations on differences and the specifics of the work.
Subsequently, the lecturer will call on all participants to jointly identify the situations (things) that connect the target groups, what they have common. Proposals are written on the flip-chart. From the jointly accepted proposals, the group, with help of lecturer´s moderation, will deduce common objective of work with both target groups.

SUMMARY: Why and when should I change my approach to client?
35. Picture story

SOURCE: Lemešová, M. a kol. Psychológia zážitkom. Bratislava: Univerzita Komenského, 2014.
AIMS: knowing others and orientation on the result
FORM: plenary activity and individual work 
DURATION: 15 min
MATERIALS: Pens, documents “Worksheet_Personalisation_Picture Story 1 – 2” & “Worksheet_Personalisation_Pictures”
STAGES: 
The lecturer distributes to each participant a work sheet with pictures 1, which represents the first selected target group (seniors or young people). He/she calls on participants to view the pictures, think about them from the aspect of the target group which they knew during the day, and try to create a short, several-sentences story of these pictures, linking to the target group. At the end, let give the story a name that describes it (what they wanted to tell through the story). The idea of the story can be a guide to the work with the client, in what measure and form the mentor can engage in the action line of the story, respectively to the client´s life course of events. The lecturer asks the volunteer to present the story and his/her ideas.
The lecturer repeats the exercise with the work sheet with the picture 2 focused to the second target group.
REMARK:

The lecturer can insert pictures on a sheet according to his or her own discretion in accordance with the set objectives from the portfolio of pictures, or he/she can search for pictures from the Internet, take pictures, and thus add a portfolio of pictures according to the activity's focus.
SUMMARY: How do I perceive the life situations of other people, what role can I play in them?
36. Competences

SOURCE: KABA Slovak Republic 2015
AIMS: Obtaining a first picture of professional competencies. Identification of own personality, methodical and social competences and space for development.

FORM: Individual work, group session
DURATION: 20 minutes 

MATERIALS: Pens, document “Worksheet_Reflection_Competences”
STAGES: Obtaining a comprehensive picture of professional competencies.

Mapping of personality, methodical and social competencies in the form of a test.

The participant´s presentation in which competencies are his/her strengths and where he/she sees the reserves, where he/she could be improved further and what he/she can do for it.

SUMMARY:  Identification of strengths and competencies that need to be developed.
37. Education needs, education plan, creating of personal education plan 

SOURCE 
1. MPC 2009. Návrh plánu kontinuálneho vzdelávania. Bratislava: MPC, 2009. 14s.    [cit. 2014.01.10]. Dostupné na internete: <www.zsss.stranka.info/plan_kontinualneho_vzdelavania>

2. ŠOS Drevárska Zvolen 2013. Tvorba plánu osobného odborného rastu. Zvolen: ŠOS, 2013. [cit. 2014.01.10]. Dostupné na internete: <http://www.skolskyinternat.sk/?page_id=143>

AIMS:  Elaboration of education plan, motivation of career advisor 
FORM: Individual work, group session
DURATION: 20 minutes
MATERIALS: Pens, document “Worksheet_Reflection_Educational Plan” 
STAGES: 
Education plan 
5 questions are needed to be asked before setting up the plan of personal education:
1) What is my educational background and what are my experiences? (what I have been till now)

a) What abilities and advantages do I have now?

b) These two questions  make it easier to determine the need to extend or increase the qualifications.

c) People should think WHAT THEY WANT TO LEARN (set objectives) and WHY THEY WANT TO LEARN IT (formulations of values that I recognize).

2) Where do I get? What abilities and features do I have to gain? (Definition of objectives - term, methods such as e.g., self-study, course, etc.).

3) How to achieve own objectives? (What process of learning will help me to get what I want to learn? – assumptions for the plan of progress). What is the most effective way for me, when I learn the best?

4) How do I know if I was successful? (What measures do I need for self-assessment? It is the basis for evaluation).
SUMMARY:  Elaboration of a personal education plan, motivation of career counsellors
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