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QUAL-IM-G Mentoring Programme: Core 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.

That said, 6 modules were described as particularly essential in several feedback loops. These therefore constitute the present “core programme”, which is available not only in English, but also in Slovak, Czech and German. Please also see the additional “auxiliary modules” which are only available in English.

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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Mission statement and vision

	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 - Mission statement and vision”

	10 min
	Activity: reflecting about your vision
	“Explain your mission as a career counsellor to 12 years old”
	Individual work and sharing in group
	Blank sheet of paper, pens

	10 min
	Theoretical input:

· Definition of “mission statement”

· Components
	Theoretical session
	Plenary session
	PPT slides “PPT - Mission statement and vision”

	30 min
	Developing your own mission statement
	Individual activity based on a worksheet
	Individual work

Discussion in small groups
	Worksheet “Worksheet - Building your mission statement”

	5 min
	Theoretical input on vision
	Definition of a vision
	Plenary session
	PPT slides “PPT - Mission statement and vision”

	20 min
	Your “vision” and action plan
	1. Try to describe in details your professional situation in 5 years from now.

2. How will you know, that you are getting there? 

3. What specific step could you do towards that vision tomorrow/next week/next month/this year?
	Individual work / homework 
	PPT slides “PPT - Mission statement and vision”

	20 min
	5P marketing strategy
	Follow the instructions in the worksheet
	Individual work and sharing in group
	Worksheet “Worksheet - Building your mission statement”

	20 min
	Client’s avatar
	Follow the instructions in the worksheet
	Individual work and sharing in group
	Worksheet “Worksheet - Building your mission statement”


Ethics

	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 - Ethics in career guidance”


	20 min
	Theoretical input:
· Foundational ethical principles

· Sources of ethical dilemmas

· Ethical decision making
	Theoretical session

	Plenary session
	PPT slides “PPT - Ethics in career guidance”


	15 min
	IAEVG code of ethics
	Working in small groups:

“Identify the sections of the IAEVG code of ethics, that talk about the following issues”
	Work in small groups

Collective presentations
	Worksheet “Worksheet - Ethics - IAEVG code of ethics”

	45 min
	Case studies
	Application of ethical decision-making to proposed case studies
	Work in small groups
Collective presentations
	Worksheet “Worksheet - Ethics - Case Studies”

	60 min
	Documentation of own practice
	“How do you inform your clients about your ethical principles? What evidence can you provide?”

“Select one situation from your practice, where you faced an ethical dilemma. Document your decision making process according to the proposed building blocks.”
	Individual work / homework 
(preparation for certification)
	Worksheet “Worksheet - Ethics – Documentation”


Networking and partnerships
	Duration
	Topic
	Activity
	Social Setting
	Used media

	30 min
	Networking Map
	Participants get a preparation sheet in order to design their own “Networking Map” and bring it to the Seminar
	Preparation Sheet; single work at home
	Worksheet “Worksheet - Networking - Networking Map”
See Appendix 1 and 2

	30 min

+

30 min
	Evaluation of Status Quo
	· Please design a map of your network on a flip chart. Please depict certain information (for example regular meetings, occasional meetings, dependencies….) with different line forms or/and colours. Create a legend.

· Organise in small groups of 3 to 4 persons and present your “maps” each other
	· Single Work with self-study

· Small groups
	1 Flip chart/p

Markers in different colours

Worksheet “Worksheet - Networking - Networking Map”
Worksheet “Worksheet - Networking - Group work”

See Appendix 1 and 2

	60 min
	Networking and partnership: theoretical basis
	Theoretical input and practical tips on networking and partnership

Time for questions
	Plenary session
	Laptop, beamer

PPT slides “PPT - Networking and partnerships”

	30 min
	Self-reflection
	Please go once more in your small groups and discuss the following questions:

· With what kind of networking are you mainly working?

· What works well, where do you see potential for improvement?

· How much time can you spend (with regard to your other professional tasks) for networking and what would be the time necessary? 

· In what kind of interfaces or relationships you want to invest more time, energy, resources?

· How do you assess networking with regard to income and benefit?
	Small groups
	Worksheet “Worksheet - Networking - Group work”

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

	10 min
	Introspection
	Take time answering the following question:

What are the 3 next steps, you want to do, to improve your networking?

Please document the steps 
	Single work
	Worksheet “Worksheet - Networking - Individual Work”
See Appendix 3

	Extra time
	Referral to or assistance by network partners
	3 Case Studies depict guidance situations where the use of networks and partnerships can be helpful to solve clients’ problems
	Group work
	Worksheet “Worksheet - Networking - Case Studies”


Building a career portfolio
	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 - Building a career portfolio”

	30 min
	Career portfolios: an introduction
	Video
Introduction of the concept of a ‘portfolio’
Assignment in sub-groups:
“What is a career portfolio, and what is to be included?”
“What is its importance, for clients and for counsellors?”
Plenary discussion afterwards.
Theory input:
Summary of highlights
	Plenary session
Sub-groups
Plenary session
	You tube video:
https://youtu.be/vUjn9I5TI6w 

2 Flip charts on the wall, each one with a different question


PPT slides “PPT - Building a career portfolio”

	30 min
	Basic steps in building a career portfolio
	Theory input: 
6 basic steps in building a career portfolio:
· Identify skills and competences
· Gather and document evidence
Organize and group evidence
· Place the results in a portfolio
· Customize and personalize!
· Keep your portfolio up to date!
	Plenary session
	PPT slides “PPT - Building a career portfolio”

Further literature can be provided:
· A guide to building a career portfolio. 2013.
· A practitioner’s guide to building a career portfolio. 2013. 
· Career portfolio guide

	30 min
	Putting things together: A Career Portfolio for Career guidance professionals
	Assignment in sub-groups:
Integrating the 6 basic steps into a first outline of a career portfolio for career guidance professionals

Plenary discussion afterwards.


	Sub-groups, plenary discussion
	2 Flip charts on the wall, one for each sub-group


	20 min
	Career Portfolio and Continuous Professional Development
	Plenary discussion

Plenary discussion explicitly related to the link between career portfolios for career guidance professionals and professional quality labels 

Summarizing the importance of the use of career portfolios by the counsellors themselves
	Plenary session
	PPT slides “PPT - Building a career portfolio”


Evidence based practice
	Duration
	Topic
	Activity
	Social Setting
	Used media

	10 min
	Introduction


	Slide 1 introduces yourself and the session. Give all participants a chance to introduce themselves and say what they hope to get out of the session.
	
	PPT slides “PPT - Evidence based practice” 

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.

	5 min
	Overview


	Slide 2 sets 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.
	
	PPT slides “PPT - Evidence based practice”

	5 min
	Why does evidence matter?


	Slides 3-4 explain that this section of the workshop will look at what is meant by evidence and think about why it matters. 

Slide 4 creates an opportunity for participants to reflect on their practice and to consider where they use evidence in their existing practice. 
	It may be useful to start with paired discussions – before getting into a whole group discussion
	PPT slides “PPT - Evidence based practice”

	5 min
	Pitfalls around evidence
	Slides 5-6  outline some common dangers in thinking about evidence

Slide 5 emphasises that to use evidence you need to be objective and to recognise the possibility that what you have been doing might be wrong and that you need to change. 

Slide 6 is used to challenge the idea that we don’t have enough time for evidence. It argues that if we act without evidence all of our energies can be wasted as we end up running around like a headless chicken. When we have evidence we know what we are doing and why and so our activities are more effective. 
	 
	PPT slides “PPT - Evidence based practice”

	5 min
	Engaging with evidence
	Slide 7 sets out some key way in which practitioners can engage with evidence. It is important to stress here that they don’t have to become a researcher to make better use of evidence and even to become an evidence champion.   
	
	PPT slides “PPT - Evidence based practice”

	5 min
	Understand-ing research
	Slide 8-10 introduce some of the key principles of research. 

Slide 9 uses a quote to make the point that research is iterative and that it unfolds over time. While the media often focus on ‘breakthroughs’ real researchers view research as a process of gradual learning. 

Slide 10 emphasises this point using the parable of the blind men and the elephant (see https://en.wikipedia.org/wiki/Blind_men_and_an_elephant). It makes the point that one research study rarely allows us to see everything and to understand the world and highlights the fact that knowledge is built up through many studies.   
	
	PPT slides “PPT - Evidence based practice”

	5 min
	Utilizing existing resources
	Slide 11 emphasises the importance of drawing on what is known already and offers some useful sources of research information. 
	
	PPT slides “PPT - Evidence based practice”

	5 min
	On the scientific method
	Slide 12 sets out the scientific method. 

In this version of the scientific method it shows how researchers move from observing something to turning it into a question and then into a provable (or disprovable) hypothesis. 

This allows you to predict what is going to happen and then test it. 

This then allows you to create a theory about how things work. 

For example, we might notice that clients aren’t acting on the advice that we give them in career guidance. We might ask why this is and formulate a hypothesis that it is because they forget what we agreed. We might then predict that if we write our advice down they will remember it better and act on it. We could then test this by trying it. 

If this test is successful with a number of clients we might develop a theory that advice needs to be written down.   
	
	PPT slides “PPT - Evidence based practice”

	15 min
	Creating research questions
	Slides 13-15 focus in on the process of creating research questions. 

Slide 13 sets this out

Slide 14 provides an example

Slide 15 provides an opportunity for them to try and create some research questions of their own. 
Give them a few minutes to develop their own research question. Then pick one and write it up on the flipchart. Encourage the rest of the group to come up with ways to improve it. 

Key questions include: 

· Can it be made more specific? 

· Will it lead to a clear answer? 

· Can it be done?
	
	PPT slides “PPT - Evidence based practice”
Flipchart to make notes

	10 min
	Introduction on Evaluation
	Slides 16-18 introduce the next section of the workshop which focuses on evaluation. 

You should make the point that research and evaluation are linked but separate activities. 

Not all evaluation seeks to discover new knowledge. Sometimes it just seeks to find out what you’ve done and whether it has worked in the way you wanted.

Slide 17 puts the idea of evaluation within a framework of continuous improvement. 

Slide 18 turns this into an evaluation cycle. Specifying particular actions under each section.  
	
	PPT slides “PPT - Evidence based practice”

	20 min
	Theory of change
	Slides 19-21 introduce the idea of a “theory of change” as being a key component of quality enhancement. 

It then provides an example of this on slide 21. Notice how each of the stages in the theory of change also include ways to monitor them. 

Finally on slide 22 it asks participants to create their on theory of change for their practice. 
	When they are creating their own theory of change encourage them to work in small groups to develop an evaluation approach for a real aspect of their practice. 
	PPT slides “PPT - Evidence based practice”

	5 min
	The process of evaluation
	Slide 22 emphasises the importance of completing your evaluation, writing it up and acting on it. 
	
	PPT slides “PPT - Evidence based practice”

	5 min
	Evidence on career guidance
	Slides 23-25 highlights the fact that there is a considerable evidence base that underpins career guidance and summarises some of its key impacts for individuals. 
	.
	PPT slides “PPT - Evidence based practice”

	5 min
	Summary and key lessons on evidence
	Slides 26-27: Summarises some of the key findings of the evidence base.

Slide 26 focuses on how career guidance systems should be designed. This draws on Hooley (2014). 

Slide 27 summarises some of the key lessons for creating evidence based interventions. 
	
	PPT slides “PPT - Evidence based practice”

	5 min
	Wrap up
	Slides 28-30: Provide an opportunity to wrap up the workshop with a final summary and reflection (if you have time). 
	
	PPT slides “PPT - Evidence based practice”


Quality assuring career guidance

	Duration
	Topic
	Activity
	Social Setting
	Used media

	10 min
	Introductions
	Slide 1 introduces 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.

	5 min
	Overview
	Slide 2 sets 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.
	
	

	10 min
	What do we mean by quality?


	Slides 3-4 explain that this section of the workshop will look at what is meant by quality. 

Slide 4 creates space for a discussion around participants think quality is. It is designed to stimulate thinking and to help participants to realise that the concept of quality may be more difficult to define than they first thought.
	It may be useful to start with paired discussions – before getting into a whole group discussion 
	

	10 min
	Quality sandwich
	Slide 5 provides you with an activity to help to ground some of the discussions that you have had in the previous section. 

By asking participants to think about how they define a quality sandwich you will make this very concrete. 

After they have been discussing for a few minutes click to reveal the three questions (one at a time). 

· Who decides what is quality?
· What elements go into making it good quality?
· What happens if it isn’t good quality?
These will help to stimulate discussion further discussion. 

Particularly emphasis the question about ‘who decides what is good quality’ as you debrief on this activity. 
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.
	This probably works best if you put participants into small groups rather than having them discuss as a whole group initially. 


	Flipchart to make notes

	5 min
	Definition of quality
	Slide 6 introduces some established definitions of quality for participants to consider.


	
	

	10 min
	Quality and quality assurance
	Slide 7 makes the distinction between quality (the aim that we are seeking) and quality assurance (the process through which we ensure that quality has been met). 

Side 8 then goes on to introduce the key things that can be quality assured. 

· Policy

· Organisations

· Process

· People

· Output or outcome

· Consumption
Further information about each of these domains is contained within the Hooley & Rice article (pp.9-17) 
	
	

	5 min
	Standards and frameworks
	Slide 9 introduces the idea that the careers sector might choose to establish a standard or framework around which quality assurance can be organised. 
	 
	

	5 min
	Approaches on quality and quality assurance
	Slide 10 moves us to the second section of the workshop. In this section we are going to be looking at different approaches that can be taken to quality and quality assurance.  
	
	

	5 min
	Ways to measure quality
	Slide 11 notes that the way in which we assure quality. It highlights that difference approaches to quality give careers professionals different degrees of control over their work and then highlights the fact that the drivers for change can be at the local or system level. 

Further information can be found about this typology on pp.19-21 of the Hooley & Rice article. 
	
	

	20 min
	Hooley & Rice typology
	Slides 12-16 provide more information about the Hooley & Rice typology. 

· Regulatory approaches focus on legal requirements imposed on providers as a means of improving quality. They include mechanisms such as practitioner registration (incorporating qualification requirements), regulations about facilities or other resourcing, and regulations around outputs (for example, a requirement that a school or career guidance facility must provide a certain number of individual counselling sessions per year). Standards for compliance are central to regulatory approaches as are inspection regimes if such approaches are to be successfully implemented. 

· Advisory approaches describe what quality looks like for providers, and may include exemplars of good practice for them to follow. Staged or rubric-based advisory approaches describe increasing levels of quality, supporting providers to identify the quality of their current level of provision, together with what higher quality might look like and the types of actions necessary to achieve it. Such approaches assume that professionals need to be told what quality looks like but stop short of requiring this. Examples in career guidance include the Gatsby Foundation career best practice guidelines, or the Career Industry Council of Australia (CICA) school career benchmarking resource.

· Organic approaches view quality as being defined by the provider and the professional. They view quality as a local concern that will be driven by professional values and the desire to do a good job. Examples in career guidance would include systems which privilege professional autonomy and local choices. Such approaches may include quality circles, supervisory arrangements, peer observation and mentoring for careers professionals, professional networks and local self-evaluation. Another organic approach follows from the desire to involve users as co-producers in the development of career guidance services and the design of forms of measurement (Haug, 2016; Plant & Haug, 2016). There are both potential tensions and complementarities in organic approaches to quality assurance which involve both professionals and service users in defining and measuring quality.

· Competitive approaches view quality as being driven by customer responses to information on outcomes, consumer feedback and movement of consumers towards or away from specific providers in response to consumer perceptions about quality. Sometimes such approaches may be underpinned by funding arrangements such as payment by results systems. While such approaches place serious constraints on professionals they look to professionals to exercise autonomy and to innovate in order to succeed in the competition or market. Examples in career guidance would include systems that focus on client destinations and other forms of outcomes, particularly when, as with the National Careers Service in England, these are linked to funding arrangements.

It finished with a discussion around the advantages and disadvantages of each of these approaches. 
	
	The advantages and disadvantages activity on slide 16 is best facilitated using a flip chart with one piece of paper for each of the approaches.

	15 min
	How to improve on quality
	Slides 17-18 introduce the third section of the workshop which focuses on how you can improve your own practice by adopting a quality focused approach. 

Slide 17 makes the important point that quality is about improving what you do (no matter how good it is). 
	
	

	5 min
	Continuous improvement
	At Slide 19 set out the idea of a cycle of continuous improvement as lying at the heart of a quality approach to your practice. 

This is set out by Andrews & Hooley (2018) as follows

The cycle of continuous improvement asks you to think carefully about what you are doing and how you are going to do it (plan), to put your plan into action (do), to make sure that things worked out as you planned (check) and then to make some changes and develop what you are doing (act).
	
	

	10 min
	Theory of change
	This introduces the idea of a “theory of change” as being a key component of quality enhancement. 

It then provides an example of this on slide 21. Notice how each of the stages in the theory of change also include ways to monitor them. 

Finally, on slide 22 it asks participants to create their own theory of change for their practice. 
	
	

	10 min
	Quality assuring other
	The final section of the workshop looks at quality assuring others. 

Slide 24 encourages them to think about the different roles that they can play.

Slide 25 discusses some of the key techniques that can be used in quality assurance. 
	
	

	5 min
	Summary and reflection
	Slides 26-28 wrap up the workshop with opportunities for reflection and summarising the key messages. 
You may want to get people to write a note to themselves in response to the reflection questions on slide 27.
	
	


Outcomes of guidance
	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 “outcomes_cg”


	5 min
	Clarification of definitions
	See comment on the slide number 2. Difference between output and outcome. 

Discussion about different examples of outputs and outcomes: “Please identify whether the following examples are products, outputs or outcomes.”

Examples of products vs outputs vs outcomes

Definitions (slide 5)
	Plenary session and discussion
	PPT slides “outcomes_cg”

	5 min
	Types of outcomes
	Explanations on slides 7-9
	Plenary session
	PPT slides “outcomes_cg”

	45 min
	Logic model
	Individual activity: preparation of the logic model

Alternative: counsellors can work in group if they are coming from the same organization
	Individual activity
	Activity sheet “Logic model”

	5 min
	Measuring outcomes
	Explanation on slides 18-21
	Plenary session and discussion
	PPT slides “outcomes_cg”

	30 min
	Creating your own satisfaction questionnaire
	Individual activity: preparation of your own satisfaction questionnaire

Alternative: counsellors can work in group if they are coming from the same organization
	Individual activity
	Worksheet “Creating your own satisfaction questionnaire”

	10 min
	Products of guidance
	Explanation and discussion following slides 24-25

Each participant can show examples of products of his/her service
	Plenary session and discussion
	PPT slides “outcomes_cg”


Appendix 

1. Map of my network – part 1

SOURCE: Verbund Regionaler Qualifizierungszentren (RQZ) „Bildungsberatung & Kompetenzentwicklung”; Modul 3

AIMS: self-reflection the personal networking 
FORM: Single Work with self-study and conversation in small groups to exchange results

DURATION: 1 h

MATERIALS: 1 Flip chart/p, Markers in different colours

STAGES: The map of my network is a structural approach and an initial stock of relationships and cooperations.  First the participants have time for self-reflection and visualise their network of relationships. Than they have time to explain the map to a partner. In a later stage (after the mentoring programme) the participants can develop and complete the map.

SUMMARY: Question the structure and the nature of your network 

2. Map of my network – part 2

SOURCE: Verbund Regionaler Qualifizierungszentren (RQZ) „Bildungsberatung & Kompetenzentwicklung”; Modul 3

AIMS: self-reflection in dialogue with other participants and later in a plenary session

FORM: conversation in small groups with the help of leading questions

DURATION: 30 min and 10 min
MATERIALS: Leading questions
STAGES: First, the participants go again into the small groups from the beginning and discuss the leading questions:

· With what kind of networking are you mainly working?

· What works well, where do you see potential for improvement?

· How much time you can spend (with regard to your other professional tasks) for networking and what would be the time necessary? 

· In what kind of interfaces or relationships you want to invest more time, energy, and resources?

· How do you assess networking with regard to income and benefit?

Afterwards the groups come together in a plenary session. Each group presents the most important results from their work.

3. Next steps

SOURCE: Verbund Regionaler Qualifizierungszentren (RQZ) „Bildungsberatung & Kompetenzentwicklung”; Modul 3

AIMS: first steps to develop the personal network

FORM: Single work

DURATION: 10 min

MATERIALS: paper, pencil

STAGES: In a last self-reflection, the participants describe 3 concrete steps to develop their own network. 

SUMMARY: Preparing the next steps after the workshop

This project has been funded with support from the European Commission. This document reflects the views only of the author,                                                                                                     and the Commission cannot be held responsible for any use which may be made of the information contained therein.
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