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Introduction
Who is this Training Manual for?
This manual presents the In-service training programme which can be delivered by experienced trainers
and facilitators, with expert knowledge and skills in facilitating vocational education, training and learning.
Ideally you should have qualifications and experience in entrepreneurship, business development and/or
migrant integration.

What is this Training Manual for?
This manual provides information, learning resources and practical guidance on preparing VET professionals
to deliver and use the ON-D-GO Learning Resource Toolkit and E-learning Platform https://learnonthego.
eu/elearning/login/index.php in the workplace when supporting migrant and refugee entrepreneurs
to start their own business. It will help them plan, deliver and evaluate their own learning programmes
within the learning framework of the ON-D-GO Project. The initial draft of this Learning Manual and
Training Programme was piloted in Newcastle as part of a planned transnational learning event with VET
professionals from Ireland, the UK, Italy, Cyprus, Lithuania and Austria. The manual has since been peerreviewed and this document represents the final version endorsed by the ON-D-GO project consortium.

How to use this Manual?
The Manual and In-service Training Programme is intended to be a flexible resource. You can use sections
of the manual to support existing learning programmes or activities which you currently deliver, or plan
specific programmes depending on local or individual needs.
The content of the In-service Training Programme is broken down into three units:
Unit

Title

1

Self-regulation & management and Intercultural Sensitivity

2

Introducing the ON-D-GOToolbox: Trainer Perspective

3

Coaching and Mentoring Skills

Each unit has an aim, learning objectives, suggested lesson plans with activities and delivery times,
resources and references with links to supporting material. You can deliver the units as separate sessions
or combine them into three one-day workshops or six half-day workshops.

Planning a programme of training
How you plan and deliver the units in this Training Manual will depend on the context, the participants and
the time available. The time given in each unit is the suggested time to be allocated to each unit and is
intended to be flexible:
• Timings for presentations – should be short and focused but responsive to questions and interactive
with the audience
• Timings of group work – should match with the needs of the group whilst ensuring learning objectives
are achieved by the end of each Unit.
If delivering all of the units over three full days or six half days it is important to build in an introduction
to the training programme and project (see www.learnonthego.eu). If delivering any of the units as stand
alone units it is still important to build in an introduction session to facilitate positive group dynamics. You
may also find resources/links/handouts from other units would be useful to enhance a stand alone unit.
The success of any training programme depends on the extent to which it responds to the needs of the
participants as well as the needs of the organisation. The programme should be designed to ensure there
are opportunities for group interaction to allow both participants and facilitators taking part in the training
to learn from and about each other.
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Unit 1 – Self regulation & management and intercultural sensitivity
SETTING THE SCENE
Unit overview, the aim of the unit, objectives, keywords and learning outcomes.

Unit Overview:
VET Professionals who work with refugees and migrants deal with and manage diversity every day.
Therefore, awareness-based training were VET professionals practice self-awareness empathise with
others in difficult situations and have an ability to self-manage and deal with others respectfully is a
necessary competence. Personal transferable skills will be developed during this unit of training. This unit
links participants’ work experiences with theoretical knowledge drawn from a psychology perspective. The
teaching methods proposed to be used enhance participants’ knowledge and practical skills development.

Aim of the Unit
- is to enhance one’s knowledge and understanding of intercultural sensitivity and develop practical skills
of self-regulation and self-management.

Learning Objectives:
1. Enhance practical understanding of particular techniques of self-regulation & management (part of
emotional intelligence);
2. Develop skills for self-regulation & management at work;
3. Enhance understanding of cultural differences and similarities and the main principles of empathy (part
of cultural intelligence);
4. Develop self-assessment techniques of empathy for culturally diverse clients in work situations.

Keywords:
Self-regulation, self-management, emotional intelligence, intercultural sensitivity, cultural intelligence

Learning Outcomes:
Knowledge/ understanding: to understand the different techniques of self-regulation & management and
to know how to manage yourself in difficult situations; to be aware of cultural differences and similarities
between people; and to understand how the main principles of empathy work in practice.
Ability to do the action: to be able to use different techniques of self-regulation & management in practice
and to assess personal empathy for different cultures and people from different cultures in work situations.
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LESSON PLAN
Unit 1

Main Topics

Facilitator

Form (e.g., Lecture, Case
analysis, Self-study)

Hours

Self-Regulation &
Management

Sharing of our experiences

Participants

Warm-up session with
building blocks

0.5

Self-management
techniques

Trainer

Presentation with
discussions

1.0

Examples of selfmanagement in practice

Trainer

Film Analysis and
discussion

1.0

How to manage yourself in
difficult situations

Participants

Role Play and Reflection

1.0

Importance of selfmanagement

Participants

Self-study (further reading)

0.5

Sub-total hours
Intercultural
Sensitivity

4.0 hrs
Main Topics

Facilitator

Form (e.g., Lecture, Case
analysis, Self-study)

Hours

Intercultural sensitivity

Trainer

Lecture and reflections

1.0

Intercultural communication Participants
and Trainer

Video and presentation

0.5

Multiple intelligences

Trainer

Group Discussions

0.5

Case study analysis

Participants

Role Play

1.0

Activity: me, my job and my
clients

Participants

Role Play and Reflections

0.5

Sub-total hours

3.5 hrs

Total Hours in the
Unit

7.5 hrs

Teaching Materials and Resources:
Useful literature and other materials for teaching.
1. Description of Lego serious play method https://www.lego.com/en-us/seriousplay/the-method
2. Slides for the lecture - Hackman, J. R. (1986). The psychology of self-management in organizations.
American Psychological Association.
3. Goleman, D. (2006). Emotional Intelligence: why it matters more than IQ. N.Y.: Bantam. Zeijen, M. E.,
Peeters, M. C., & Hakanen, J. J. (2018).
4. Workaholism versus work engagement and job crafting: What is the role of self‐management strategies?
Human Resource Management Journal, 28(2), 357-373.
5. Analysis of film: Emotional Intelligence: Leadership lessons from the movie “Lincoln” http://wunderlin.
com/emotional-intelligence-four-star-leadership-lessons-from-the-movie-lincoln/#.VyuFodJ97IU
6. Instructions how to use role play https://www.mindtools.com/CommSkll/RolePlaying.htm.
7. Cultural intelligence: https://www.futurelearn.com/courses/cultural-intelligence/0/steps/9072:%20
What%20is%20Cultural%20Intelligence?%20Video
8. https://www.youtube.com/watch?v=tzQuuoKXVq0
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9. The DNA Journey: video https://www.youtube.com/watch?v=tyaEQEmt5ls
10. Formae mentis. Saggio sulla pluralità dell’intelligenza, Feltrinelli, Milano, 1987, 2002

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. A brief introduction to Lego serious play Feb 13, 2017 http://seriousplaypro.com/2017/02/13/a-briefintorduction-to-lego-serious-play-video/
2. How emotionally intelligent are you? Quiz: https://www.mindtools.com/pages/article/ei-quiz.htm
3. Video: How do the best leaders manage emotion and stress? | Emotionally Intelligent Leadership,
Morgan McKinley, Aug 5, 2016 https://www.youtube.com/watch?v=xoQeJENIz_w
4. A Guide To Dealing With Difficult People. Chris Cancialosi Mar 5, 2018. https://www.forbes.com/sites/
chriscancialosi/2018/03/05/a-guide-to-dealing-with-difficult-people/#171189b82293
5. Suess, J. (2015). Power to the people: why self-management is important. http://er.educause.edu/
blogs/2015/9/power-to-the-people-why-self-management-is-important
6. Video: Self-management skills: how to manage yourself for success (90 Tips) BizMove Mar 13, 2018
https://www.youtube.com/watch?v=XtU7ekJRHRg
7. https://www.awesomelibrary.org/multiculturaltoolkit-stages.html
8. https://ggevrey.wordpress.com/2013/03/12/5-stages-to-become-interculturally-competent/
9. culturalmediators.eu/divina-platform/register #
10. https://www.stateofmind.it/2016/03/intelligenze-multiple-psicologia/
11. http://www.casebookproject.eu/

Prepared by:
Assoc. Prof. Dr. Aurelija Stelmokiene, Dr. Kristina Kovalčikiene, VMU, 17th January 2019
Dr. Clara Bigiarini, Oxfam Italia, 25th January 2019

EXTENDED DESCRIPTION OF EACH TOPIC WITHIN UNIT 1
Title of the Topic:
Sharing of our experiences

Brief Content Description:
During the training, the warm-up session will be introduced to participants. Building blocks akin to lego
pieces will be used as an instrument to get to know each other and to share work experiences. Participants
will be asked to choose 10 building blocks and to make a representation of their most memorable work
experience. Then participants will introduce themselves and their creations. They will then be asked to
reflect on the reasons they chose this particular experience.

Instruments and Tools to be used for Practical Exercises:
Title and short description.
Building blocks and instruction for warm-up session.
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Teaching Material and Resources:
Useful literature and other materials for teaching.
1. Description of Lego serious play method https://www.lego.com/en-us/seriousplay/the-method

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. A brief introduction to Lego serious play Feb 13, 2017 http://seriousplaypro.com/2017/02/13/a-briefintorduction-to-lego-serious-play-video/

Title of the Topic:
Self-management techniques

Brief Content Description:
During the presentation, the concept of self-management will be outlined. Self-management is an element
of emotional intelligence and is the ability to keep negative emotions and impulsive behaviour under
control, to stay calm and unflappable even under stressful situations, to maintain a clear and focused mind
directed on accomplishing a task. The required competencies for this dimension are a positive outlook,
emotional self-control, achievement orientation and adaptability. Self-management in an organisation is
the responsibility of each individual in forging their own personal relationships, planning their own work,
co-ordinating their actions with other members, acquiring requisite resources to accomplish their mission,
and for taking corrective action with respect to other members when needed, reflecting on successful
and unsuccessful activities. Discussions about self-management techniques used in practice will be
encouraged.

Instruments and Tools to be used for Practical Exercises:
Title and short description.
Slides prepared with Microsoft power-point and questions for discussion will be used for the presentation.

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. Hackman, J. R. (1986). The psychology of self-management in organizations. American Psychological
Association.
2. Goleman, D. (2006). Emotional Intelligence: why it matters more than IQ. N.Y.: Bantam.
3. Zeijen, M. E., Peeters, M. C., & Hakanen, J. J. (2018). Workaholism versus work engagement and job crafting:
What is the role of self‐management strategies? Human Resource Management Journal, 28(2), 357-373.

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. How emotionally intelligent are you? Quiz: https://www.mindtools.com/pages/article/ei-quiz.htm
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Title of the Topic:
Examples of self-management in practice
Brief Content Description:
During the session, the film “Lincoln” will be used as an example of Emotional Intelligence in practice. The
film “Lincoln“ is rated as a great illustration of Emotional Intelligence. There are particular scenes with an
example of self awareness and social awareness, self management and relationship management which
can be analysed. The main focus will be on self management techniques.
Instruments and Tools to be used for Practical Exercises:
Title and short description.
The film “Lincoln” and questions about the analysis will be used for the session.

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. Task for the Session - analysis of film: Emotional Intelligence: Leadership lessons from the movie
“Lincoln” http://wunderlin.com/emotional-intelligence-four-star-leadership-lessons-from-the-movielincoln/#.VyuFodJ97IU

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. Video: How do the best leaders manage emotion and stress? | Emotionally Intelligent Leadership,
Morgan McKinley, Aug 5, 2016 https://www.youtube.com/watch?v=xoQeJENIz_w

Title of the Topic:
How to manage yourself in difficult situations

Brief Content Description:
During the training session, role-play will be proposed to participants. Their acting could be video-taped
and then analysed if you can secure the agreement of everyone. Divide participants into several teams of
two or three people and each team will be assigned a behavior that needs to be changed to an effective
self-management technique or skill. Teams have to role-play the behavior that needs to be changed (the
behavior and impact on work tasks need to be clearly displayed and the solution leading to effective
self-management presented). Both participants and observers will be asked to reflect on ideas of selfmanagement situations, to identify experienced or noticed strengths and obstacles.

Instruments and Tools to be used for Practical Exercises:
Title and short description.
Role-plays (that could be videotaped) and questions for the reflection will be used for the seminar.

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. Instructions on how to use role play https://www.mindtools.com/CommSkll/RolePlaying.htm .
2. Examples of the scenarios for role-play:
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Scenario No. 1: You have been having difficulties with a client. Your client was looking for a job and you
found the role that he wanted, or at least what you thought he wanted from what he had described to you.
But a few days later you get a call from his employer to say that your client is not happy and doesn’t want
to work with them any longer. You worked so hard to get that job offer! So now your immediate reaction is
to get upset and blame the client for not being more clear. However,your client is very angry and blames
you for not listening to what he wanted... What do you do?
Scenario No. 2: Your manager has just increased your workload but you have yet to finish your previous
assignment. Lately you find yourself somewhat impulsive and disorganised. You are not sleeping well, and
you are having difficulty concentrating on your work. This appears to be leading to a constant feeling of
stress and anxiety, as well as being out of control of your emotions. You have been trying to evaluate why
this feeling is constantly present and have come to believe that it may be because you cannot say no to
a request for work or someone’s need for help. You recognise that this feeling is substantially affecting
your work (you are not able to do your work on time). You want to change this behaviour and to tell your
manager. However you know that your manager does not use self-control when talking to employees…
What do you do?

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. A Guide To Dealing With Difficult People. Chris Cancialosi Mar 5, 2018. https://www.forbes.com/sites/
chriscancialosi/2018/03/05/a-guide-to-dealing-with-difficult-people/#171189b82293

Title of the Topic:
Importance of self-management

Brief Content Description:
Additional literature for participants is recommended for self-study in order to deepen their knowledge
and understanding of the importance of self management at work.

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. Text: Suess, J. (2015). Power to the people: why self-management is important. http://er.educause.edu/
blogs/2015/9/power-to-the-people-why-self-management-is-important
2. Video: Self-management skills: how to manage yourself for success (90 Tips) BizMove Mar 13, 2018
https://www.youtube.com/watch?v=XtU7ekJRHRg

Title of the Topic:
Intercultural Sensitivity: how to become interculturally competent

Brief Content Description:
This session will be tackled as a seminar and role play exercise to identify the main features needed to
become interculturally competent. There will be a presentation and discussion on the Bennett Model on
Intercultural Sensitivity. Furthermore, we will talk about cultural intelligence as a crucial competence in
current working environments and will watch and discuss a video related to this subject (see link below).
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Instruments and Tools to be used for Practical Exercises:
Title and short description.
1. Lectures and reflections with the group
2. Video and discussion
3. Power point presentation
4. Computer and projector
5. Flipcharts

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. https://www.futurelearn.com/courses/cultural-intelligence/0/steps/9072:%20What%20is%20
Cultural%20Intelligence?%20Video

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. https://www.awesomelibrary.org/multiculturaltoolkit-stages.html
2. https://ggevrey.wordpress.com/2013/03/12/5-stages-to-become-interculturally-competent/

Title of the Topic:
Intercultural communication

Brief Content Description:
The starting point is the current context characterised by diversity in multiple dimensions; society is
becoming more diverse owing to, among other factors, increased cross-border mobility, less rigid gender
roles, improved living standards and individualisation processes. Intercultural communication skills
are key to making diversity work as an asset. By understanding the interplay of language, culture and
communication you will be able to avoid misunderstandings, hasty misinterpretation of motives and
even conflicts. Through a presentation and further activities, we will talk about verbal and non verbal
communication and strategies for effective communications. In this session we will tackle the concept of
stereotype by observing some intercultural incidences. Which skills are fundamental in order to cope with
diversity successfully?

Instruments and Tools to be used for Practical Exercises:
Title and short description.
1. Role play: Let’s introduce interculture
2. Video on stereotypes
3. Flipcharts
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Teaching Material and Resources:
Useful literature and other materials for teaching.
1. https://www.youtube.com/watch?v=tzQuuoKXVq0
2. The DNA Journey: video https://www.youtube.com/watch?v=tyaEQEmt5ls
3. Activity: Let’s introduce cultures

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. https://www.awesomelibrary.org/multiculturaltoolkit-stages.html
2. https://ggevrey.wordpress.com/2013/03/12/5-stages-to-become-interculturally-competent/
3. https://www.youtube.com/watch?v=tzQuuoKXVq0
4. www.culturalmediators.eu/divina-platform

Title of the Topic:
Multiple intelligence

Brief Content Description:
There are two important aspects of the theory of multiple intelligences; these are based on the assumption
that everyone has:
• different intelligence thanks to which, cognitively speaking, they become human
• different profile of intelligence, as not everyone has the same life experiences. For example, even people
apparently indistinguishable from a physical point of view, can be strongly motivated to stand out in
different intellectual fields
Especially when we consider migrants‘ lives, it is fundamental to take into account their attitudes and
previous experiences linked to life in their own country. One of the challenges is to identify a good role
in the labour market capitalising on these experiences. Often self-employment is the most sustainable
option for many. According to this approach, each individual must be put in a position making them able to
learn by taking into account their strengths in terms of intelligences acquired and developed, thus seeking
the best individual learning style.

Instruments and Tools to be used for Practical Exercises:
Title and short description.
1. Presentation using Powerpoint
2. Flipcharts to gather comments

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. Formae mentis. Saggio sulla pluralità dell’intelligenza, Feltrinelli, Milano, 1987, 2002

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. https://www.stateofmind.it/2016/03/intelligenze-multiple-psicologia/
TRAI
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Title of the Topic:
Case studies analysis

Brief Content Description:
In this session we present one or two case studies (depending on time available) from the European
Casebook of Career Counselling with Migrants. This is an excellent strategy for active learning that involves
the learners stimulating more critical reflections and facilitating their problem-solving skills. The case
study method is a learning method based on problems that present in a situation and require a solution. It
could therefore be said that a typical case study, in this context, is the detailed history of a given period of
the learner’s life. It can be very effective to consider a case and start a discussion, together with the other
participants in the group to figure out a job placement, new business idea, exchanging ideas and focusing
the discussion on very practical aspects. This allows participants to investigate the consequences of
actions, analyse and identify central problems, assess the decision-making process and understanding
how to create solutions.

Instruments and Tools to be used for Practical Exercises:
Title and short description.
Role play and reflection on results

Teaching Material and Resources:
Useful literature and other materials for teaching.
European Casebook of Career Counselling with Migrants
Table for a self-evaluation

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
http://www.casebookproject.eu/

Title of the Topic:
Me, my job and the clients: it’s a point of view

Brief Content Description:
This is an activity aiming at reflecting on how relations influence the behaviour of the subjects involved. A
brief session useful to look at ourselves in order to identify necessities, weaknesses and define what are
the main expectations that we have on ourselves and on others.

Teaching Material and Resources:
Useful literature and other materials for teaching.
Role play (if needed)
Facilitated group discussion lead by the trainer inviting participants to consider the training received and
share their opinions and points of view.
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Unit 2 – Introducing the Toolbox: Trainer Perspective
SETTING THE SCENE
Unit overview, the aim of the unit, objectives, keywords and learning outcomes.

Unit Overview:
Given the changing nature of businesses being started by migrants and refugees across EU member
states, and the associated needs and requirements, it is important that vocational education and training
professionals (VET) invest in their own professional development. In particular, it is important to invest
time in understanding the tools which can be used to support migrants and refugees in managing the
journey from idea to action and the value of online learning. This module will explore the ways in which the
Learning Resource Toolbox can be used by VET professionals to add value to their programmes of support
for migrants and refugees looking to start their own business.

Aim of the Unit:
To develop an understanding of how the ON-D-GO Learning Resource Toolbox can be used by VET
professionals to add value to their programmes of business and learning skills support for migrants and
refugees looking to start and develop their own business.

Learning Objectives:
1. Develop an awareness of the extent and nature of the ON-D-GO Learning Resource Toolbox
2. Develop an understanding of the ways in which the Learning Resource Toolbox can be used with
migrants and refugees
3. To assess the opportunities and challenges with using the ON-D-GO Learning Toolbox, particularly
within e-learning environments

Keywords:
Self-awareness, professional development, learning and skills development, learning resource toolbox

Learning Outcomes:
Knowledge/understanding: to understand the key themes underpinning the Learning Resource Toolbox;
to understand different ways that resources such as the Learning Resource Toolbox can be used with
migrants and refugees; to understand the value of e-learning in supporting migrants and refugees in
understanding and managing the start-up journey.
Ability to do the action: to be able to use different elements of the Learning Resource Toolbox as a tool
when working with migrants and refugees to acquire enterprise learning and skills.
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LESSON PLAN FOR UNIT 2:
Unit

Main Topics

Facilitator

Form (e.g., Lecture, Case
analysis, Self-study)

Hours

Introducing the
Learning Resource
Toolbox

Unpacking perceptions

Participants

Individual reflection and
group discussion

0.5

Overview of the Learning
Resource Toolbox

Trainer

Lecture with group
discussion

1hr

Using the Learning
Resource Toolbox

Participants

Group work and discussion; 3hrs
Case study simulation

Evaluating use of the
Learning Resource
Toolbox

Participants

Lecture with group
discussion; Self-study
(Further reading)

Total Hours

3hrs

7.5 hrs

Teaching Methods recommended:
Teaching and learning activities.
Lecture/directed teacher input, facilitated individual reflection, action learning, group work and group
discussion

Teaching Materials and Resources:
Useful literature and other materials for teaching.

Teaching materials:
Computing facilities for use of the Learning Resource Toolbox www.learnonthego.eu; OHP facilities,
flipchart paper, colour pens

Key resources:
1. Centre for Entrepreneurs and Duedil (2014) Migrant Entrepreneurs: Building Our Businesses, Creating
Our Jobs, Centre for Entrepreneurs, London.
2. Centre for Entrepreneurs (2018) Starting Afresh: How Entrepreneurship is Transforming the Lives of
Resettled Refugees, Centre for Entrepreneurs, London.
3. https://emergentchange.net/ - https://emergentchange.net/2012/06/13/approaches-to-consultationthe-four-basic-models/
4. Entrepreneurs UK (n/d) The DIDBAB Process Consultancy Model, Sheffield.
5. Gibb, A.A. and Scott, M.J. (1985) Strategic Awareness, Personal Commitment and the Process of Planning
in the Small Business, Journal of Management Studies, 22, 6, pp. 597-631.
6. IPSOS Mori (2013) Perception and Reality: Public Attitudes to Immigration, IPOS Mori, London.
7. Schein, E. (1988) Process Consultation: Its Role in Organisation Development, Financial Times/Prentice
Hall, London.
8. Wilson, P. (2004) The Blob Tree (http://www.pipwilson.com/p/blob-tree.html)

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
Access to the ON-D-GO E-learning Platform – www.learnonthego.eu

Prepared by:
Leigh Sear and Sanjee Ratnatunga, SFEDI, February 2019
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EXTENDED DESCRIPTION OF EACH TOPIC WITHIN UNIT 2
Title of the Topic:
Unpacking our perceptions

Brief Content Description:
As an introduction to the session, participants will be asked to research and write down headlines from
newspapers, magazines and TV shows relating to perceptions of immigration. The facilitator will then
facilitate a group discussion to capture the key issues to emerge from the research. In small groups,
participants will then be asked to reflect on the questions which could be asked as part of a survey to
uncover perceptions of migrants and refugees and their value to local communities and economies.
The facilitator will then host a group discussion which compares and contrasts the outcomes from the
secondary and primary research.

Instruments and Tools to be used for Practical Exercises:
Title and short description.
Flipchart paper, coloured pens and access to computing facilities.

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. IPSOS Mori (2013) Perception and Reality: Public Attitudes to Immigration, IPOS Mori, London.
2. IPSOS Mori (2018) The Perils of Perception 2018, IPSOS Mori, London.

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. TedX Talk by Sean Tiffee - Mind the Gap between Reality and Perception - https://www.youtube.com/
watch?v=8BL9uRJpTqY

Title of the Topic:
Overview of the Learning Resource Toolbox

Brief Content Description:
This part of the session will provide an overview of the extent and nature of the ON-D-GO Learning
Resource Toolbox. The facilitator will introduce the context to the development of the Learning Resource
Toolbox before outlining the key underpinning themes of ‘you’, ‘your idea’ and ‘your business’.
The facilitator will then introduce each module, seeking feedback from the group about the needs and
requirements of migrants and refugees related to the content of each module.

Instruments and Tools to be used for Practical Exercises:
Title and short description.
Access to computing facilities, access to the ON-D-GO Learning Resource Toolbox, whiteboard and
coloured pens.

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. The ONDGO Learning Resource Toolbox
TRAI
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Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. The ONDGO Needs Analysis Research Summary Report
2. EntreComp: The Entrepreneurship Competence Framework - https://ec.europa.eu/jrc/en/publication/
eur-scientific-and-technical-research-reports/entrecomp-entrepreneurship-competence-framework

Title of the Topic:
Using the Learning Resource Toolbox

Brief Content Description:
This part of the session will explore the different ways in which the Learning Resource Toolbox can be used
with migrants and refugees looking to start their own business. The session will start with a five minute
brainstorm amongst the group (or small groups depending on the size of the group) about potential uses.
The facilitator will then gather initial thoughts on different uses of the toolbox.
The facilitator will then introduce an exercise which will assist learners in understanding the connections
between the three key themes of the toolbox and implications for use of the toolbox. Participants will be
asked to reflect on experiences of working with their clients to understand how the personal characteristics
of the client shaped the processes for spotting opportunities and developing the idea and how this then
shaped the approach to starting the business. This will be undertaken in small groups of 3 or 4 participants.
The facilitator will support the groups during their discussions and upon completon will facilitate feedback
of the key issues. This will conclude with participants using the Toolbox with a case study. Two participants
will be asked to facilitate a face-to-face introductory/initial session with a case study using appropriate
parts of the Toolbox. Another two participants will then be asked to facilitate an online introductory/
initial session with a case study using appropriate parts of the Toolbox. Other participants will observe and
provide feedback on what works well and less well with the use of the Toolbox.

Instruments and Tools to be used for Practical Exercises:
Title and short description.
Access to computing facilities, access to the ONDGO Learning Resource Toolbox, whiteboard, flipchart
paper and coloured pens.

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. The ONDGO Learning Resource Toolbox

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. Wilson, P. (2004) The Blob Tree (http://www.pipwilson.com/p/blob-tree.html)
2. https://emergentchange.net/ - https://emergentchange.net/2012/06/13/approaches-to-consultationthe-four-basic-models/
3. Entrepreneurs UK (n/d) The DIDBAB Process Consultancy Model, Sheffield.
4. Gibb, A.A. and Scott, M.J. (1985) Strategic Awareness, Personal Commitment and the Process of Planning
in the Small Business, Journal of Management Studies, 22, 6, pp. 597-631.
5. Schein, E. (1988) Process Consultation: Its Role in Organisation Development, Financial Times/Prentice
Hall, London.
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Title of the Topic:
Evaluating the use of the Learning Resource Toolbox

Brief Content Description:
This part of the session will develop an understanding of how the impact and value added related to the
use of the Learning Resource Toolbox can be evaluated. The facilitator will start this part of the session
by facilitating a five minute brainstorming session as to the potential benefits, impact and value added
associated with the use of the Learning Resource Toolbox. This will be followed by a group exercise which
will develop a logic chain as a framework for evaluating the use of the Learning Resource Toolbox. Using a
template, groups of 3 to 4 participants will work through different elements of the logic chain and present
the outcome to the other groups. The facilitator will tease out the key issues from the presentations by
each small group.

Instruments and Tools to be used for Practical Exercises:
Title and short description.
Access to the ONDGO Learning Resource Toolbox, whiteboard, flipchart paper and coloured pens.

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. The ONDGO Learning Resource Toolbox
2. UKCES Logic Chain Model

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. AMB Consultancy (2016) Differences between the Theory of Change and the Logic Model (https://www.
annmurraybrown.com/single-post/2016/03/20/Theory-of-Change-vsThe-Logic-Model-Never-BeConfused-Again)
2. Quality Assurance Agency (2018) Enterprise and Entrepreneurship Education - Guidance for Higher
Education Providers, Quality Assurance Agency, Cheltenham.
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Unit 3 – Coaching and Mentoring
SETTING THE SCENE
Unit overview, the aim of the unit, objectives, keywords and learning outcomes.

Unit Overview:
Coaching is a process that aims to improve performance and focuses on the ‘here and now’ rather than
on the distant past or future. In coaching, fundamentally the coach is helping the individual to improve
their own performance: in other words helping them to learn. For those working with migrants who may be
‘stuck’ in the past and fearful of the future, coaching is an opportunity for them to understand how to grow
effectively in their role today. This is a practical, hands-on unit providing participants with the techniques
required to be an effective business coach.

Aim of the Unit:
To provide skills and tools to improve the individual’s coaching and mentoring performance by enhancing
current skills and acquiring new skills.

Learning Objectives:
1. Understand the coaching process
2. Identify the skills required to be an effective coach
3. Demonstrate how to use the skills towards a successful coaching outcome
4. Understand the Ethics and Codes of Practice in coaching
5. Demonstrate the key competencies of effective coaching
6. Understand the essential elements of an effective coaching relationship
7. Know how to manage change through coaching
8. Understanding the role of coaching in leadership

Keywords:
Coaching, skills, mentoring, change, GROW model

Learning Outcomes:
Knowledge: to gain knowledge of the skills and tools required for coaching and to understand the benefits
of putting these skills into practice.
Ability to do the action: to be able to use coaching techniques to make effective changes with your clients
and to be able to identify the coaching methodologies for overcoming challenges presented.
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LESSON PLAN FOR UNIT 3:
Unit

Main Topics

Facilitator

Form (e.g., Lection, Case Hours
analysis, Self-study)

Introduction
to Coaching &
Mentoring

Defining Coaching and
Mentoring

Trainer

Lecture and case study
analysis

1.0

Key Competencies:
Values, Beliefs and Ethics

Participants

Role play and reflection

0.5

The GROW model

Trainer

Lecture and Video

0.5

Coaching best practice

Trainer and
Participants

Lecture, Role Play and
Reflection

3.0

Coaching for change: the
Change Process in action

Trainer and
Participants

Video, role play and
reflection

1.5

Coaching Leadership

Trainer

Lecture

1.0

Total hours

7.5 hrs

Teaching Methods recommended:
Lecture, short videos, discussions, role play, reflection

Teaching Materials and Resources:
Useful literature and other materials for teaching.
1. PowerPoint Slides
2. Videos
3. References - books, papers etc.
4. Quizzes and questionnaires

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. https://www.youtube.com/watch?v=xNLRo3jWPcg GROW Model Explanation
2. https://www.youtube.com/watch?v=6f3X2PEsV-Q GROW Model in practice - video
3. 15 Trends that will define Coaching – Forbes 2018
4. https://coachfederation.org/code-of-ethics ICF Code of Ethics
5. The Inner Game of Work – Timothy Gallwey
6. Coaching for Performance - Sir John Whitmore
7. Co-Active Coaching - Kimsey, Sandhal and Whitworth
8. The High-Performance Mind – Anna Wise
9. The Heart Of Change – John P. Kotter
10. Designing Your Life – Bill Burnett and Dave Evans – Design Thinking

Prepared by:
Deirdre Dowling, Meath Partnership 23rd January 2019
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EXTENDED DESCRIPTION OF EACH TOPIC WITHIN UNIT 3
Title of the Topic:
Defining Coaching

Brief Content Description:
This session provides the details of the concept of coaching and how it differs from mentoring. The
introduction of the competencies of coaching will lay down the foundation for a clear understanding of
coaching.

Instruments and Tools to be used for Practical Exercises:
Role play and case studies

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. Definition of Coaching
2. Coaching v Mentoring

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. Complete Guide to Coaching at Work - Skiffington
2. 15 Trends that will define Coaching – Forbes 2018

Title of the Topic:
Key Competencies

Brief Content Description:
Reviewing the key competencies in coaching will ensure that participants understand the basics of the
language of coaching and steps to take to develop an effective coaching relationship with their coachees. In
this session we will explore the eleven key competences identified by the International Coaching Federation
in four clusters namely: 1.) Setting the Foundation; 2.) Co-creating the relationship; 3.) Communicating
Effectively and 4.) Facilitating Learning and Results.

Instruments and Tools to be used for Practical Exercises:
Group discussion, Competency Exercise

Teaching Material and Resources:
Power Point, video

Useful literature and other materials for teaching.
1. PowerPoint slides, video
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Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. https://coachfederation.org/code-of-ethics ICF Code of Ethics
2. https://coachfederation.org/core-competencies ICF Competencies
3. Coaching for Performance - Sir John Whitmore

Title of the Topic:
The GROW Model

Brief Content Description:
The GROW (Goal, Reality, Options and Will) model is an accepted basis for coaching theory and practice.
During this session participants will gain an understanding of the GROW model and to see and experience
coaching in practice. A useful point that will be shared during the session, is that the GROW model assumes
that the coach is not an expert in the client‘s situation and in light of the theme of the ON-D-GO project,
this is very important to appreciate and undertstand. As a business coach, the coach must as as facilitator
helping the client select the best options and not offer advice or direction.

Instruments and Tools to be used for Practical Exercises:
Role play with 3 people per team. Coach, Coachee and Observer

Teaching Material and Resources:
Power Point slides and video.
1. https://www.youtube.com/watch?v=xNLRo3jWPcg GROW Model Explanation
2. https://www.youtube.com/watch?v=6f3X2PEsV-Q GROW Model in practice – video

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. Taming Your Gremlin – Rick Carson

Title of the Topic:
Coaching Best Practices
Brief Content Description: A review of the best practices of coaching including elements of the coaching
experience - such as Goal Setting; Active Listening; Precision Questioning; Design Thinking; Giving and
Receiving feedback. We will also introduce a set of Powerful Questions that can be used by business
coaches as provocative queries that put a halt to evasion and confusion.

Instruments and Tools to be used for Practical Exercises:
Role Play /Active listening exercise / goal setting exercise
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Teaching Material and Resources:
Useful literature and other materials for teaching.
1. 5 Coaching practices to accelerate growth - Forbes
2. Coaching Best Practices in Leadership - Giovanna D’Alessio, TED Talk

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. Key coaching practices – David Finkel
2. Powerful Questions – Co-Active Coaching (3rd ed.)

Title of the Topic:
The Change Process

Brief Content Description:
In all walks of life change is an every day reality but how we handle change defines how we cope with life
and defines our future. In this session we will identify tools and skills for change management.

Instruments and Tools to be used for Practical Exercises:
Video, discussion and role play

Teaching Material and Resources:
Useful literature and other materials for teaching.
1. Co-Active Coaching, Changing business, transforming lives - Kimsey, Sandhal and Whitworth
2. Executive Coaching and the process of change – Alan Weinstein
3. The process of highly effective coaching – Robert F Hicks

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. What is Change management?
2. Change Management – Steve Jobs

Title of the Topic:
Coaching Leadership

Brief Content Description:
What makes a good leader? In this session we will explore and describe how a coaching approach can
create a good leader, not only in terms of personal capacity as a business mentor but also the impact you
can have on the development of talent within your own organisation and for your clients.

Instruments and Tools to be used for Practical Exercises:
Leadership Video and discussion
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Teaching Material and Resources:
Useful literature and other materials for teaching
1. Coaching for Performance – John Whitmore
2. Dare To Lead – Brene Brown
3. Daniel Goleman – Emotional Intelligence
4. Sheryl Sandberg – Lean In

Useful Links:
Further reading or recommended texts/videos that offer further insights to the module/unit topic.
1. Leadership
2. 7 TED Talks every leader should watch
3. Giovanna D’Alessio -The Path to Transformational Leadership
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Appendix 1
TRAINING EVALUATION FORM
Location of training:________________________________________________

Date: ___________________

Instruction: Please indicate your level of agreement with the statements listed below.
		
Strongly
		
agree
1. The objectives of the training were clearly defined.
○

Agree
Neutral Disagree Stongly
			
disagree
○
○
○
○

2. The topics covered were relevant to me.

○

○

○

○

○

3. The content was organized and easy to follow.

○

○

○

○

○

4. The materials provided were helpful.

○

○

○

○

○

5. This training experience will be useful in my work.

○

○

○

○

○

6. The training objectives were met.

○

○

○

○

○

7. The time allowed for the training was sufficient.

○

○

○

○

○

8. The meeting room and facilities were adequate
and comfortable.

○

○

○

○

○

Instruction: Please answer the following questions.

9. Which topics were the most relevant to you? (you can mark several)
○ Self regulation/ management
○ Intercultural sensitivity
○ Introducing the Toolbox: Trainer Perspective
○ Coaching skills
○ Mentoring skills

10. What teaching methods did you like the most? (you can mark several)
○ Lecture
○ Case analysis
○ Video analysis
○ Discussions, reflections
○ Role plays
○ Self-study
○ Other (please specify): __________________________________
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11. Are you satisfied with the organization of the event?
○ Yes, because (please specify): ______________________________________________________
○ To some extent, because (please specify):_____________________________________________
○ No, because (please specify): _______________________________________________________

12. Do you have any suggestions for improvement of training content or implementation?
____________________________________________________________________________________________
____________________________________________________________________________________________

Thank you!
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www.meathpartnership.ie

www.vdu.lt

www.cardet.org
www.oxfamitalia.org

www.sfedisolutions.co.uk

Self-ﬁnancing Partner

www.alice.ch
www.best.at

Co-Funded by
the Erasmus+ Programme
of the European Union

The European Commission support for the production of this publication does not
constitute an endorsement of the contents which reﬂects the views only of the authors,
and the Commission cannot be held responsible for any use which may be made of the
information contained therein. [Project Number: 2017-1-IE01-KA202-025694]
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