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INTRODUCTION

One of the outputs of the project Validation Policy for Volunteer Organisations (VaPoVo) was
to prepare educational training for the staff of a volunteer organisation, since not many of them have
implemented “recognition” in their policy. Therefore, there is a risk that only offering the recognition
tool to volunteers will have limited results.
The aim of the VaPoVo project was to support organisations in developing a recognition policy and
strategy; thus, “recognition” is not limited to the availability of tools but becomes a part of the
organisation’s policy in recruiting and supporting volunteers.
Special attention was paid to volunteering by students at universities, and how this volunteering can
be linked to their scientific study/development.
We developed the training course – Validation Training Programme (page…). This training aims at
developing a recognition policy. The training course contained the following subjects:
-

What is recognition? What is non-formal learning? Introduction of terms, background
information about European policies, best practices from several EU member states.

-

A little taste of recognition: What are my competences? How can I describe these
competences? Why would I like to have external recognition? How can I get external
recognition?

-

Recognition on the level of the organisation: what can the organisation do to support the
recognition of learning outcomes of volunteers? What are the advantages, disadvantages and
risks? Examples of recognition policies and models.

-

Linking the training outcomes to the organisation itself: planning, presentation and
implementation.

The training course was developed and tested in cooperation with different volunteer organisations.
The training course is flexible, so form and content can be adapted to the needs of the organisation.
The target group should be policy makers/board members of volunteer organisations.

VALIDATION TRAINING PROGRAMME

TRAINING MANUAL

COURSE/CURRICULLUM = “WHAT?”

LEARNING, TEACHING, TRAINING MATERIAL =
“HOW?”

Training for staff members (board members of
a volunteering organisation) on how to develop
and implement policy and strategy for their
organisation to get the learning outcomes of
volunteers validated.

Guidelines for trainers on how to implement
and adapt training in their own organisation
where necessary
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Validation training programme consists of four blocks (A – Validation on the level of the
organisation, B – Competence Management, C – Volunteer’s Portfolio, D – European and
Volunteering Policy). The Validation Training Programme represents the content of the training. This
dimension is a flexible platform for lecturers, who will create educational training courses for a
particular organisation (or team).

Training manual – is made up of several parts (how to use the manual, ethics in the work of
lecturers, how to prepare a training course – step by step for trainers, demonstration of training – 5
workshops, method and strategy bank). The training manual is a guideline for trainers on how to
implement and adapt the training in the particular organisation where necessary. The training
manual is a handbook for lecturers, which is supposed to help them prepare a training course, which
will cohere with the specific requirements, demands and expectations (i.e. with the results of needs
analysis of members of the organisation).
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TRAINING PROGRAMME (CONTENT)
VALIDATION TRAINING PROGRAMME
MODULE A VALIDATION ON THE LEVEL OF THE ORGANISATION
INTRODUCTION
Section 1 What can the organisation do to support the validation of the learning outcomes of volunteers? What
are the advantages, disadvantages and risks? Examples of validation policies and models.
Section 2 Linking the training outcomes to the organisation: planning, presentation and implementation.
Section 3 What is important for my volunteers: rewards – ‘’thank you’’ – position on the labour market – link with
formal education
Section 4 The value for the individual and for the organisation
Section 5 How do we want to promote the added-value of volunteering (career/education)

MODULE B COMPETENCE MANAGEMENT (FRAMEWORK)
INTRODUCITON
Section 1 Description of competences (what are my competences, how can I describe these competences, why
would I like to have external recognition, how to get external recognition).
Section 2 EQF/NQF– What can be the contribution of the European Qualifications Framework to this process?
How can emerging National Qualifications Frameworks be used and how to influence them?
Section 3 European Validation instruments (Validation Guidelines and European Skills Passport)

MODULE C VOLUNTEER’S PORTFOLIO (practical experience)
INTRODUCTION
Section 1 Portfolios
Section 2 Self-assessment tools, self-concept - what do I want to offer: certificate, references (such as CHQ model for competence management. Establish, assess and recognise competences and qualifications)
Section 3 Personal development plan
Section 4 Awareness tools, (self-) assessment tools, validation methods, competence frameworks.

MODULE D EUROPEAN AND VOLUNTEERING POLICY
INTRODUCITON OF TERMS
Section 1 Background information about European policies regarding volunteering. Best practices from several EU
member states.
Section 2 What is non-formal learning in relation to volunteering?
Section 3 Volunteer management cycle
Section 4 What is volunteering policy on validation? Examples of validation policies and models.
Section 5 Steps in validation: awareness-documentation-proof-validation
Section 6 Validation tools
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HOW TO USE THIS MANUAL

Training manual is a document – a handbook – which provides useful information on how to deal
with the training programme named the Validation Training Programme, which is a content
document (the first book).
Training programme (the first book) is a single document that contains elaborated modules (A, B, C,
D), with recommended literature and defined goals in relation to the module’s topic.
The Training manual (handbook) contains 8 chapters.
The first part is an introduction, which includes information about the project, its aims and outputs.
The second part is the Outline of the training programme (elaborated in the first book) for the
purpose of better orientation of readers and for transparency during preparation of the educational
training. The validation training programme contains a content platform for possible variations and
correlations in the creation of specific educational programmes in accordance with needs and
requirements of a particular volunteer organisation.
The third part, How to use this manual, introduces the respective parts of the training manual and
includes information on how to work with the manual. It works as a regulation for lecturers, who will
prepare training courses.
The fourth part is dedicated to ethics in the work of a lecturer. We believe it is important for
lecturers to get acquainted with it and to follow its principles in the process of carrying out of the
training courses.
The fifth part presents the principles of the lecturer’s work in the form of an Ethical codex. To know
and to accept them is a sign of the professionalism of a lecturer.
The sixth part of the manual is Know-how for lecturers on how to prepare a training course step by
step. This part focuses on the process of the preparation phase of a lecturer. We recommend
performing need analysis as the first stage. During the second stage it is inevitable to set goals, which
are closely connected to the content of the training course and the individual workshops (or activities
during the training). During the third stage it is necessary to choose appropriate methods through
which the goals will be reached. There is no wrong method, only a poorly chosen method. This is why
it is important for a lecturer who creates a training course to be a specialist in the field, which is the
key topic of the training.
The seventh part is the most dominant. It includes the example of creating a training programme,
which consists of five workshops. We believe that this training programme will be good inspiration
for lecturers when creating educational training courses.
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This training is prepared for 5 days. It was tested as a pilot training course in this version during the
VaPoVo project in Brussels in February 2016. Individual workshops characterise the methods,
procedures, methodology and time management of the workshops. Lecturers can use these methods
individually in relation to the goals of the workshops they design.
The eighth part named Bank of Methods and Strategies is full of methods and strategies, which
lecturers can choose and based on them design individual activities and methodological procedures
for workshops.
We believe that this training manual will be an effective tool when designing educational training
courses. We consider this document open for remarks, comments and suggestions for improvement
or for supplementing information.
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ETHICS IN THE WORK OF LECTORS CS IN THE WORK OF LECTURERS
A LECTURER is a person who manages educational and development programmes within the
adult education programmes and who stands out due to their expertise (Barták, 2008, p. 118. In:
Lessayová, 2004).
Currently other terms are used to specify their activities:
Facilitators – facilitate, influence conditions, regulate the motivation of participants with the aim of
optimising the educational process.
Instructors – expert advisors who lead theoretical and practical preparation
Consultants – advisors, specialists in offering opinions, guidelines, explanations
Coaches – provide training directly in the workplace for the person who is undergoing training. They
regulate, stimulate and lead participants towards self-reflection and targeted development.
Mentors – advisors who work with people undergoing training in the long term in their workplace.
They advise, motivate and impart their experience.
Moderators – work through the moderating method, i.e. through the principle of teamwork and by
means of active participation of all concerned with problem-solving at seminars, workshops and
conferences.
Trainers – during training courses they make use of specific methods aimed at practical acquiring the
skills and habits needed to increase productivity.
Tutors – advisors, assistants for people who are studying or wish to do so.
“The quality of lecturing demands development of the competences necessary for the execution of
lecturers’ work, which aims at achieving the educational goals. There is a presumption of a certain
“andragogical mastership”, which can be understood as a high level of theoretical knowledge and
practical experience supplemented with lecturing skills (Palán, Langer, 2008).
The key aspect is expertise in the field that is being taught. This is usually certified by a degree
certificate, demonstrating the professional qualification of a lecturer. However, other competences
are important as well.
Ethics is the ability to behave and think morally. Moral behaviour involves two goals: it satisfies our
need for self-respect and at the same time we show that we care about others. Moral behaviour
requires analysis, understanding and empathy.
8

TRAINING MMANUAL
Lecturers can act as good or bad examples. They influence and inspire. What they inspire is
important. They should act as natural examples, and they also should know that they impart
knowledge by means of words but also deeds, too. Lecturers convey with their whole body their
relation towards what is being said. Participants perceive, maybe even without realising it, whether
you believe your own words and to what extent you consider them important. If lecturers are able to
demonstrate through their efforts that they live their own words, they will influence participants the
most intensely. They become authoritative; they become leaders.
How many ethical rules lecturers know is not important, but the intention they teach with. If they
think only about themselves, about their own perfection, they do not serve their participants. They
do serve them, however, if they think above all about the benefits for the participants. Lecturers
should ask themselves before every educational activity: Am I doing this for myself or for the
participants? If lecturers work for an educational institution, they should think about the triple
benefit: they cannot encourage participants against those who farmed out the job (if e.g. participants
are not interested in the activity), but they should not enforce the interests of the client at the
expense of the participants. They should adhere to the model: win – win – win.
In the Slovak Republic, The Association of Lecturers and Career Advisors (ALPK) has prepared an
ethical code, which is applicable to the members of the association, lecturers and career advisors.
This code serves as a regulator of quality management.
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LECTURERS´ REGULATIONS
CODE OF ETHICS

1. Lecturers guarantee that based on their experience and knowledge they will provide their
clients with sufficient care with regard to their needs
2. They conduct their work within the limits of their own competences
3. If the clients’ needs exceed lecturers’ competences, they will leave the care for clients to a
relevant specialist
4. Lecturers develop their competences and knowledge by further education, cooperation with
colleagues and by attending conferences
5. Lecturers endeavour to supply quality work and to obtain feedback with the help of
supervision
6. Lecturers accept only positive job offers – in the sense of positive change of position. The
rules of the job are defined by clients.
7. Improvement of position cannot be at anyone’s expense.
8. Lecturers enforce creating and preserving room for participants.
9. Lecturers refuse to build constellations, if there is not enough time.
10. Lecturers respect that participation in educational activity in roles is optional.
11. Sentences uttered by lecturers towards the representatives in roles are meant as
suggestions.
12. Formulating these sentences by lecturers stems from experiencing the roles of the
representatives; lecturers avoid manipulation.
13. Lecturers pay attention to creating sufficient room needed for reflection of participants and
the end of the seminar.
14. Lecturers respect the sufficient stepping out from the roles of participants.
15. Lecturers provide participants with their contact information or contact information of
another competent person.
16. Lecturers have a contact for subsequent professional care at their disposal and share it with
participants if needed.
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17. Lecturers remain reticent with respect to information about participants, members of the
system and the system itself, which they obtained during their work.

HOW TO PREPARE A TRAINING COURSE?
Training preparation is a difficult and time-consuming process for a lecturer. It consists of 3 phases:
the preparation, carrying out and evaluation phases.

PREPARATION PHASE
The preparation phase is the most important phase and should not be underestimated. Effective
lecturer preparation is 50% of success. In terms of time management this phase is the longest and
the most difficult. It includes all the steps presented in the table “Step by step for trainers”.
The analysis of educational needs is a process aimed at determining the difference between the
current state (of knowledge, skills, performance of workers) and the desired state, which is expected.
It is about discovering the current problem, what it should look like after the change and what is the
most effective way to accomplish this change (Lessayová, 2004).
Tools and techniques most often used for assessment of educational needs:
a) on the individual level
analysis of workload and its description, tests and examination, questionnaire, discussion,
observation, critical events, journal method, management by objectives, self-evaluation,
career planning, assessment centers, learning by action, performance assessment
b) on the group level
managerial teams meetings, group meetings and discussions, study groups, group projects,
techniques of collective creativity, simulations, modeling and behavioural analysis
c) on the organisation level
analysis and evidence of reports, analysis of future trends and options, comparing among
organisations, benchmarking, company diagnosis, audit of managerial development and
development of HR, survey of attitudes, survey of managerial environment, organisational
development, programmes for rebuilding, restructuring and increasing efficiency
If we want to achieve a certain level of effectiveness, it is usually necessary to combine several
techniques and tools, since every technique measures different aspects from a different point of
view. In case you do not have the option to analyse educational needs, find out the following
information in advance:
What should be the goal and output of the educational event?
Is the topic new for participants, or have they undergone some training in this field?
What is the motivation of participants for this training (did they choose it themselves, were they sent
by their superior, etc.?)
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What are the expectations of the participants?
What is the number of participants, their age, sex, are they experienced workers or do they lack
experience, what are their positions?
Will the education continue? If so, by what means?
During the planning of a training course it is necessary to work with results of analysis of educational
needs, where we acquired answers to the questions: Where are we now? What is the current
situation? Where do we want to get? What can help us on this journey? What obstacles await us?
What do we have to change in order to achieve established goals? Quality analysis of educational
needs means effective investment of resources into education from an organisation as well as an
individual.
CARRYING OUT PHASE
The process and success of the carrying out phase depends on many factors: the environment, mood
of participants, observing principles of psychological hygiene, level of difficulty of the training, time
table of the training. The professionalism of lecturers is important as well as their ability to capture
the attention of participants, to make them interested through communication. The first step upon
contact with participants should be mutual introduction, then clear designation of group rules,
consent with regard to mutual addressing (using first names or surnames) and making the group
more dynamic by means of activities of non-formal education (ice-breakers, familiarising activities).
Based on the circumstances and conditions of the training, it is advisable to adapt the training
programme to the satisfaction of all those involved.
EVALUATION PHASE
This phase consists of evaluation of the training by participants in the form of feedback, but also
retrospective evaluation of the training and the achieving of goals by lecturers.
The next part of the manual includes 8 steps which should help lecturers create an educational
training course, which is “tailored” to suit the educational needs and expectations of participants (or
those who order the training).
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STEP BY STEP FOR TRAINERS

NEEDS ANALYSIS
Step 1:
Step 2:

Basic analysis and analysis of participants
Determining needs

Step 3:
Step 4:
Step 5:
Step 6:
Step 7:

Objectives
Content analysis - brainstorming
Filtering content items
Programme structure
Defining partial objectives

Step 8:

Choosing methods

OBJECTIVES

METHODS
THE PROCESS OF PREPARING A TRAINING COURSE

NEEDS ANALYSIS
Step 1: Basic analysis and analysis of participants
A: Note down the initial state, which needs to be changed. What problems were identified? Note: this step is
always performed together with the submitter of the training and with the target group.
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B: Who is the primary target group for your training? Who are the participants from the point of view of the
usual and prevalent receiving of information and learning? (e.g. unemployed young people without
requalification after completing high school, educated professionals with university degree concerned with
your politics, instructors of outdoor activities, etc.)

Step 2: Determing needs
A: Based on the problems stated in point A, give reasons which led to their beginning

B: Strictly isolate reasons from a higher level – the problems they cause. Determine needs by reversing
problems into a desired situation (e.g. lack of communication in team – increasing the effectiveness of
communication in the team etc.)

OBJECTIVES
Step 3: Objectives
Instructions: Address the individual reasons defined in step 2. Create specific possible objectives for the
project by reversing reasons into the desired situation. These objectives are to be realistically fulfilled through
planned training (e.g. lack of awareness about different communication styles – obtaining knowledge about
communication styles).
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1.

2.

3.

4.

5.

6.

STEP 4: Content analysis – brainstorming
Instructions: With respect to the basic analysis, analysis of the participants and objectives, try to record as
many ideas as possible about the content of the training – topics that should be discussed during the training.
Then go through the list again and identify only those topics which are necessary for meeting the objectives in
step 3.
Necessary?
Brainstorming items
Necessary?
Brainstorming items

STEP 5: Filtering content items
15
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Instructions: After selecting the necessary content items, now denote the items which are not necessary, but
which would complete the training programme and be a worthy contribution for participants (use a different
symbol or marker).

STEP 6: Programme structure

Instructions: Arrange the individual content items into blocks, which could form the framework of the
programme. For this step, you need to know the timeframe available for the training. Arrange blocks in a logical
order so they connect. Try to fix on the logic of participants and making the learning process effective.

16
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Day 1

Day 2

Day 3

Day 4

Day 5

BLOCK 14

BLOCK 19

BLOCK 15

BLOCK 20

breakfast

BLOCK 4

BLOCK 9

coffee

BLOCK 5

BLOCK 10

lunch

BLOCK 1

BLOCK 6

BLOCK 11

BLOCK 16

BLOCK 12

BLOCK 17

BLOCK 13

BLOCK 18

coffee

BLOCK 2

BLOCK 7

dinner

BLOCK 3

BLOCK 8

STEP 7: Defining partial objectives
Instructions: Write all the blocks clearly one after another in the prescribed form. For each block create
detailed partial objectives which should be met and the methodology which should be used.
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BLOCK 1
Partial objective 1
Partial objective 2
Partial objective 3
methodology

BLOCK 2
Partial objective 1
Partial objective 2
Partial objective 3
methodology

BLOCK 3
Partial objective 1
Partial objective 2
Partial objective 3
methodology

BLOCK 4 ...
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METHODS
Step 8: Choosing methods
Instructions: Assign methods to the individual blocks that you want to use.
Information about the block
The name of the block
Objectives (what exactly we
want to achieve)

-

partial objective 1
partial objective 2
partial objective 3

Group (for how many people?
In groups? How many in one
group?)
Materials

- detailed list of materials according to the methods

Length (how much time will be
needed for a block)

- total for a block

Description/Conclusion

-

method 1 (time)
method 2 (time)
method 3 (time)
method 4 (time)

Other information/Source

-

where to look for the source
where the detailed information about methods can be found

Who (who will lead the block,
with whom?)

Description

Method 1 (time)
Detailed description of the method
Method 2 (time)
Detailed description of the method
Method 3 (time)
Detailed description of the method
Method 4 (time)
Detailed description of the method

File

- attach file if necessary
(insert – object – create from file – browse – display as icon – ok)

19

TRAINING MMANUAL

THE PROCESS OF PREPARING A TRAINING COURSE
Stage
1.

Basic analysis and analysis of participants

2.

Determining needs

3.

Objectives

4.

Content analysis - brainstorming

5.

Filtering the content items

6.

Programme structure

7.

Defining partial objectives

8.

Choosing methods

Planned
date

20
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TRAINING COURSE (EXAMPLE)

TARGET GROUP

§

STAFF MEMBERS AND BOARD MEMBERS OF VOLUNTEER
ORGANISATIONS

OBJECTIVE

§

BOARD MEMBERS OF VOLUNTEER ORGANISATIONS

§

STAFF MEMBERS OF PROFESSIONAL ORGANISATIONS
WORKING WITH VOLUNTEERS

§

BOARD MEMBERS OF PROFESSIONAL ORGANISATIONS
WORKING WITH VOLUNTEERS

§

ANALYSIS OF TRAINING NEEDS OF COURSE PARTICIPANTS
(NEEDS ASSESSMENT)

§

CONTENT

PILOT VERIFICATION AND TESTING OF SELECTED SECTIONS
OF THE TRAINING PROGRAMME VALIDATION TRAINING
PROGRAMME

SELECTED SECTIONS OF KEY MODULES OF THE VALIDATION TRAINING PROGRAMME,
FOCUSED ON WORK POLICIES AND STRATEGIES OF VOLUNTEER ORGANISATIONS IN
RELATION TO VOLUNTEERS

ISSUES OF

1.

NEEDS ASSESSMENT PROCESS

WORKING SESSIONS

2.

WHAT IS VOLUNTEERING POLICY ON VALIDATION?
[MODULE D: European and volunteering policy]

3.

WHAT CAN THE ORGANISATION DO TO SUPPORT THE RECOGNITION OF THE
LEARNING OUTCOMES OF VOLUNTEERS?
[MODULE A: Validation on the level of the organisation]

4.

DESCRIPTION OF COMPETENCES – DESCRIBE AND RECOGNISE THESE
COMPETENCES
[MODULE B: Competence management (framework)]

5.

AWARENESS TOOLS, (SELF) ASSESSMENT TOOLS, VALIDATION METHODS,
COMPETENCE FRAMEWORKS
[MODULE C: Volunteer´s portfolio]

METHODOLOGY

ANALYSIS OF TRAINING NEEDS OF PARTICIPANTS
ACTIVE LEARNING, PARTICIPATIVE LEARNING, COOPERATIVE LEARNING

EVENT
DATE

PILOT TRAINING
06-02-2016 – 10-02-2016
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MEETING VENUE

Brussels, Mundo-J, Rue de l'Industrie 10, 1000 Brussels.

NEEDS ASSESSMENT
Needs assessment process in organisations

WORKSHOP 1
Block title/topic

NEEDS ASSESSMENT PROCESS IN ORGANISATIONS

Main goal

Describe and analyse the training needs of course participants in relation to
the policy of their organisation, work with volunteers and support or
recognition of their educational results and competences.

Goals (What in
particular we
want to achieve in
the block)

Partial goal 1: What is the organisation working on?
Partial goal 2: What do its members want to accomplish?
Partial goal 3: What do they need (in terms of knowledge, skills and attitudes)
in order to be capable of achieving it?

Recommendation:

Participants may use posters to present their organisations, which is part of
their preparation for the pilot training (partial goal 1)

Workshop
duration

160 min

Name of the
method

VISITORS AND HOSTS

Description of the
method

Description of the
method

Participants work in groups. There are three locations prepared in the room.
Each of the locations includes the work field and tasks that participants should
complete. Participants have the role of VISITORS who migrate and visit each
location. Their role is to discuss, give arguments and suggest in relation to the
topic and assignment. HOSTS do not migrate and they are in the same location
during the entire activity. Their role is to welcome visitors, inform them of their
task, lead a discussion and supervise to record the task in writing. The host will
inform the following group of what previous visitors suggested.
The locations – places to be visited (four tables – one for each partial goal) are
in the free space, where there are assignments and tasks for participants
defined on flipchart paper. The places to be visited should be at a sufficient
distance from each other to avoid any disturbance. The number of locations 3,
the number of participants 14.
1

-

1,2,3

-

2

3

VISITOR/participant, migrates
HOST/ does not migrate, stays at the table
partial goals, assignments and related tasks
22
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Description of the
method

Aids

Buldioski, G.: T-Kit on Training Essentials. Council of Europe and European
Commission, October 2002.
Sitná, D. Metódy aktívneho vyučovania. Spolupráca žiakov v skupinách. Praha:
Portál, 2009.
Zamyat M. Klein. 100 kreatívnych metód a hier na semináre a workshopy.
Praha: Garda Publishing, 2012.
Poster, large sheets of paper, markers, 3 tables, chairs, written instructions
(goal and tasks for visitors) for three locations

METHODOLOGICAL PROCEDURE
INVITATION

LET´S START

WORKSHOP
PRESENTATION

INTRO-ENTRY

Welcoming of participants, presentation of the programme and
plans for the training, time frame.

FOUR BEGINNINGS OF SENTENCES (expectations, concerns,
refusals).
1. I want to attend the training because...
2. In this workshop I want to...
3. In this workshop I do not want to...
4. I will be happy to go home if...
The four sentences are assigned four colours. For this purpose, you
prepared moderation cards of the colours and good markers.
Participants will complete the cards and then post them on the wall,
stand or flipchart.
Alternative:
1. In this training I want to......
2. In this training I would not want to......
3. I have the following doubts...
POSTER which will graphically illustrate:
WHAT are we going to do? = needs assessment
WHY are we going to do it? = brief justification of needs
assessment*, what is our goal?
HOW are we going to do it? a) method, brief description,
b) organisation of work (visualisation),
c) explanation of roles: host, visitor,
principle of turning.
TIME? The length of the block in minutes and information on breaks.
*Needs assessment is the first step in the process of training, and a
fundamental one. It refers to the initial analysis done to determine if
the training is necessary and whether or not it corresponds to the
perceived needs. This is a crucial point that often seems to be
neglected in youth or voluntary organisations. In a needs
assessment the emphasis is on the needs that that the youth
organisations, their active members and their immediate target
group have in order to improve and consolidate their work. This
section briefly outlines several different aspects of the needs
assessment process.

23

TIME
15 min

30 min

5 min

10 min
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ASSIGNMENT
(TOPIC AND
TASKS) FOR
LOCATIONS

LOCATION 1: What is the organisation working on?
ISSUE: Organisational analysis means considering the framework in
which the training will occur. This involves analysing the youth or
volunteer organisation in context, its ongoing developments, its
membership, volunteers and staff continuity and turnover. A needs
assessment process aims at identifying the organisation’s main areas
of concentration, the needs this highlights, and the necessary
strategy to address the highlighted issues. A brief example is that of
a youth organisation which decides to emphasise human rights
education during its next semester. Clearly this organisation will
need to acquire more knowledge on the subject and undertake
general organisational adjustment to manage the specifics of the
subject it plans to prioritise.
TASKS:
§ Identify the core areas of the organisation.
§ Describe the activities of the organisation.
§ Formulate three key principles, strategies and approaches in
relation to the organisation’s policy with respect to
volunteers.
LOCATION 2: What do its members want to accomplish?
ISSUE: Task analysis identifies the tasks that must be fulfilled within
the organisation in order to achieve its goals. If we continue to use
the example from the previous paragraph, a relevant task analysis
will identify specific tasks, or work profiles, related to its programme
of human rights education. Related to this is an inventory of the
skills, knowledge and competences needed to tackle the work
profiles.
TASKS:
§ List the tasks of the organisation in relation to its goals
§ Identify problems that avoid reaching the goals.
§ Characterise the ambitions that you have for the future.
LOCATION 3: What do they need (in terms of knowledge, skills and
attitudes) in order to be capable of achieving it?
ISSUE: Personnel analysis follows logically from the identification of
tasks and required skills. It involves an initial overview of the current
suitability for the activities planned and also identifies those in need
of training, across the spectrum of volunteers, board members, staff
or project officers and so forth. The endpoint of this analysis is
examining the readiness and willingness for training within the
organisation.
TASKS:
- Create a hierarchy of specific fields, in which you would
need to receive training.
- List the knowledge, skills and attitudes that you would
need to develop and improve.
- Assess the rate of willingness and readiness of the
members of your organisation to get trained in work
with volunteers.
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Recommendation: We recommend printing issues and tasks and
placing them in the centre of the table before the workshop starts.

STEP BY STEP
20 min x 3

1. The lecturer divides participants into three groups
(depending on the number of present participants. The ideal
number of members in a group is 4-6).
2. In each location the lecturer will place a large sheet of paper
with a determined work space and markers for records.
3. The lecturer will assign individual locations to participants.
Explain the method of the work – how they will work, what
results are expected, what and how they should
complement each other, and the time limits.
4. Participants start working. They try to discuss and answer
questions and tasks in the location, create the required
information, solve a problem (they discuss, give arguments,
listen, add). The host specifies instructions, observes group
work, encourages participants, gives advice and inspires.
5. After the time limit has elapsed the lecturer will ask
participants to finish the work and move to the next location
(clockwise). However, one of the team members stays in
the location as the HOST. He will provide the next group
with the information about the field on which the previous
group worked, inform them of their results, and the
approaches they used.
6. New visitors will get familiar with the work done in the
location and with the host. They will start activities,
continue to work on the issue and tasks, add new
perspectives, practical additions, comments.
7. After the time limit has elapsed the groups of visitors will
change again. Only the host, one of the team members, but
a different one from the first exchange, will stay (the
original host will continue working with the next group as its
regular member). The intention of such exchanges is to let
most of the members play a role of host (spokesperson) of
the previous work group. The new group will work again on
the issue.
8. The groups will work in this way until they return to their
original location. There they will study the added records on
the paper, review which additional information was written,
what they forgot about, what other respects are written.
COFFEE BREAK

PRESENTATION

Hosts (newly elected spokespersons) of individual groups will read
(present) the records on their sheets of paper, review their
completeness and quality, and the lecturer will choose a method for
how to further use them.
Note: Material, a summary may serve as a basis for needs
assessment of course participants in relation to the topic of pilot
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REFLECTION

CONCLUSION

training and following modification of its contents.
Participants will review their work in groups, compare how difficult
the work was in individual locations, share their feelings of
cooperation with the new information.
The lecturer will assess the work of participants and the entire group
according to criteria prepared in advance (cooperation level, ability
to work in smaller teams, communication, sticking to goals and tasks
in individual locations, achievement of workshop goals). The lecturer
will summarise what the educational needs of participants are in
relation to the policy, strategies and approach of their organisation
to volunteers. The lecturer will try to identify problems, weaknesses,
areas where participants feel a vacuum.
The lecturer will thank the participants for their activities and
participation in the workshop.
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EUROPEAN AND VOLUNTEER POLICY
What is the volunteer policy on validation? Examples of validation policies and models.

WORKSHOP 2
Block title/topic
Main objective Goals (What in particular we want to achieve in the block)
Workshop
duration

MAPPING OF TERMS

Name of the
strategy

A map of terms is one way to visually illustrate and express one’s understanding
and the mutual relations between terms and thoughts.
A map of terms is a graphical representation of the participant’s knowledge
structure on the workshop’s relevant topic. Nodes (points) represent terms and
links (lines, curves) represent the relations between terms. When drawing a map
of terms one creates a certain scheme (diagram). Individual terms are managed
such that the relations between them make sense for the learner. The terms that
are mutually related are connected by lines and represent a certain statement
(proposition). The character of the relation between terms is expressed by a brief
description above the link. Emphasis must also be put on proper hierarchical order
of terms, in which special terms are placed below more general ones.
The rules that must be followed when drawing a map of terms:
- Do not stop writing during the time assigned.
- Do not comment on ideas.
- Do not bother about the grammar.

Description of
the strategy

Form of
organisation

POLICIES AND PROCEDURES
To learn the different policies required in a volunteer organisation and those that
include the organisation and types, how to develop the policy of an organisation.
To learn the basic principles and procedures that play an important role in
supporting and guiding volunteers.
Partial goal 1: What is the difference between a policy and a procedure?
Partial goal 2: Why have policies? Developing of policies and procedures
Partial goal 3: How can I implement policies and procedures in my organisation?
Partial goal 4: Why and how you will involve volunteers in your work – general
volunteer policy.
180 min

-

-

Individual (self-study) online learning resources
Group (drawing a map of terms)
The workshop will be held in the form of PARALELL groups. We recommend
dividing 14 participants into four groups (3+3+4+4).
Each group shall work on a different task related to the workshop topic and goals.
Procedure:
1. Individual work on a computer (self-study) with online literature sources (20
min)
2. Group work (group members discuss the task assigned and propose a way to
prepare a map of terms (Power Point, poster, etc.) The implementation of the map
of terms (60 min).
3. Presentation (each group has 20 min for a presentation).
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Literature
sources

Volunteer
procedures and policies.pdf

volunteer_policy_che
cklist.pdf

volunteer_policy_che
cklist.pdf

https://www.volunteer.vic.gov.au/manage-your-volunteers/policies-andprocedures
http://careers.vic.gov.au/exploration/a-fair-workplace
Aids

Each participant works on a computer in the first part,
An Internet connection is required.
Flipcharts, markers, coloured paper, tape.
METHODOLOGICAL APPROACH
The lecturer will present the workshop, topic, goals, method of work and
time frame (poster or presentation).
The workshop will consist of four parts. The participants will work in four
thematic groups in parallel.

INITIAL PART
WORKSHOP
PRESENTATION

TIME
10 min

The introduction and final part are facilitated by the lecturer.
INTRODUCTION
There are links to templates and samples that can help the lecturer.

•
•
•
•
•
•

INTRODUCTION

PART 1 What is the difference between a policy and a procedure?
PART 2 Why have policies?
Developing of policies and procedures

PART 3 Implementing policies and procedures.
Ongoing review

PART 4 General volunteer policy.
Recruitment, selection and induction

FINAL PART - best practices, example of validation and policies.
Lecturer’s theoretic input. We recommend a lecture, including a
presentation.
Volunteer policies and procedures play an important role in supporting,
involving and guiding volunteers. They help everyone in an organisation –
volunteers, employees and management – understand why and how
volunteers are involved, what's expected of them and, in turn, what
volunteers can expect from being involved.
The very mention of policies and procedures can give some managers a
headache, so let's start by dispelling two myths: policies and procedures
don't have to be complex and wordy and they don't take forever to write.
Policies and procedures are often about writing down what you are
already doing. Make it a manageable task by keeping it simple and
doing it over a period of time. Remember to go back to it regularly and
update it if necessary.
Having a volunteer policy is essential for organisations intending to
involve volunteers; it underpins effective volunteer management. A
volunteer policy will help to:
28

10 min

TRAINING MMANUAL
•
•
•
•
•

DIVISION OF
PARTICIPANTS
INTO GROUPS

PART 1
GROUP 1

PART 2

PART 3

GROUP 2

GROUP 3

PART 4

GROUP 4

1. An independent individual works with online sources. Each group
is given a certain web link.
2. Discussion of group members, preparation of a map of terms.
3. Presentation of maps of terms given by individual groups.

ASSIGNING OF
TASKS AND
INSTRUCTIONS

PART 1

clarify volunteer roles and responsibilities
establish values, beliefs and direction for volunteer involvement
strengthen good relationships within the team
ensure continuity over time and from staff to staff
formalise current practice

•

What is the difference between a policy and a procedure?

Policies and procedures relating to your volunteers do not need to be
complicated. They are there to give clarity and direction about what to
do (and what not to do) in relation to your activities and programmes
involving volunteers.
This section looks at the kinds of policies you need in a volunteerinvolving organisation and gives tips on how to develop policies and
procedures.
A VOLUNTEER POLICY states your position and/or your belief about
something. It gives direction and guidelines for making decisions. Policies
tell people what to do. For example, you should have a policy on
volunteer expenses which clearly states under what circumstances
volunteers will be eligible to make a claim.
A VOLUNTEER PROCEDURE describes the steps and sequence of
activities that support a policy. Procedures tell people how to do it. For
example, your expenses procedure will tell your volunteers how they can
apply for expenses and how much they can claim.
PART 2

•
•

Why have policies? Developing policies and procedures

Getting started
It's common to feel a bit overwhelmed by policy-making, so here are
some tips to keep the task manageable:
• Remember that policies are often about writing down what you
are already doing
• Policies don't have to be complicated. In fact, the more straightforward the better
• Individual policies can be written over a period of time
• Prioritise according to which policy is most needed
• Don't reinvent the wheel: if there are similar organisations with
established policies and procedures see if you can get a copy.
Think creatively about how the task can be achieved. One possible option
would be to delegate the task, or parts of it, to a small group. If your
organisation already has volunteers, involve them in the process, too.
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Ask existing volunteers if any of them would like to be involved in a new
challenge or recruit a volunteer with knowledge and expertise to help
draft the document.
What should be included?
The volunteer policy should reflect what your volunteers and
organisation need. When making a list of what to include, think about the
order in which the policies should be written. Start with the policies that
you need most and don't avoid the more contentious ones.
volunteer_policy_che
cklist.pdf

Volunteer Policy Checklist
Have you a policy on

Yes/No

Next steps
(write/review)

Why you involve volunteers
Role descriptions
Recruitment and selection
Relationships between
volunteers and the
team/management
Relationships between
volunteers and the client group
Policies should be written in the present tense, using clear and concise
language.
PART 3

•

Implementing policies and procedures.
Ongoing review

Introducing new policies and procedures to existing volunteers
While most volunteers will welcome having policies and procedures in
place, you may find resistance from some volunteers. They may see their
introduction as threatening or unnecessary, too formal, contrary to the
spirit of volunteering or too closely resembling a paid work situation. If
volunteers have concerns, you need to acknowledge them and look at
how you can promote the positive aspects of having a volunteer policy
and minimise the concerns of volunteers.
Keep in Mind
• The introduction of policies and procedures will make the
volunteer programme better for everyone.
• Change can be hard to implement. Make sure you promote the
positive aspects of having policies and procedures.
• Policies and procedures are often written in response to
unforeseen problems. Avoid this by being ready.
• Involve the team in drafting policies. Set up a working group or
involve people on an interest basis.
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Start by introducing a policy which the team will welcome.
Be firm that everyone will have to follow policies and procedures
that are agreed.
• Accept that the introduction of more formal volunteer
management may result in volunteers leaving.
Further information sources
Ask other organisations with volunteers for a copy of their Volunteer
Policies & Procedures
Volunteer Development Agency (2001) As good as they give: planning
volunteer involvement, Volunteer Development Agency: Belfast,
Northern Ireland
Websites
• www.volunteer.ie
• www.vds.org.uk (Volunteer Development Scotland)
• www.energizeinc.com
• www.volunteer.ca/home
•
•

PART 4

•
•
•

General volunteer policy.
Recruitment, selection and induction

General volunteer policy
Having a general volunteer policy provides a foundation for your
volunteer programme. It sets out why and how you will involve
volunteers in your work.
Recruitment, selection and induction
Volunteers come into organisations with different motives and
expectations and with a diverse range of backgrounds, interests, skills
and experiences. Having a clear outline of how you find, appoint and
induct your volunteers will help you to get the best match for your
organisation. It also helps to make your volunteers feel valued.
To attract volunteers who fit in well with your organisation and
contribute to your programmes you need to know what sort of volunteer
roles you need and, importantly, the kind of people that you would like
to have in those roles. Before you start writing your policy, you might
want to read our section on Attracting and recruiting.
COFFE BREAK BEFORE PRESENTATIONS

FINAL PART

We recommend that the lecturer should summarise and award the
individual presentations and give examples of validation and policies.
Example of validation and policies
https://www.volunteerqld.org.au/policy/volunteer-management
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VALIDATION ON THE LEVEL OF THE ORGANISATION
What can the organisation do to support the recognition of the learning outcomes of the volunteers?

WORKSHOP 3
Block title/topic
Main goal

Goals (What in particular we wantto achieve in the block)
Workshop
duration

SUPPORT FOR THE RECOGNITION OF THE COMPETENCES OF VOLUNTEERS
Realise the essence of volunteer competence recognition and justify the
importance of the process. Get to know and characterise various ways of
supporting volunteer competence recognition.
Partial goal 1: Analyse the term recognition and define it.
Partial goal 2: Justify the importance of volunteer competence recognition
process with respect to organisation, employers as well as
volunteers
Partial goal 3: List and characterise tools for volunteer competence recognition.
Total 300 min (45 + 90 + 45 + 90 + 30)

1. BUZZ GROUPS
Participants start by working in pairs, they then form groups of four and
eventually two groups of eight. This causes mutual influencing and cooperation
Description of the
of participants from the beginning of the activity. It is required that participants
method
know the workshop topic at least a little and have relevant experience. When
participants work in groups of eight, the lecturer will assign roles (spokesperson,
observer, information officer, spy). In the end the lecturer will ask participants to
present their results.
Name of the
method

Name of the
method
Description of the
method

Description of themethod
Description of the
method
-

JIGSAW I
Participants work in teams of six. The material to be learned is divided into six
parts (for example, a composer’s CV). Each team member studies their part. Then
the team members who studied the same part form expert groups to discuss
their parts of the material to be learned. After some time, they return to their
original groups and teach the other members of their group their part of the
material. Then there is assessment by testing. It is a cooperative strategy that
does not use a cooperative partial structure (it uses a test for individual
assessment). However, it uses a cooperative goal structure, i.e. creates a positive
mutual dependence among the students.
Group, mass
Preparation of space depends on the size of the groups the participants will work
in. They will start the work in pairs.
VOLUE Brochure.pdf

VOLUE Poster.pdf
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VA- Manag ers- 101- Ways- to- Recog nise- Your- Volunteers.pdf

UNESCO GUIDELINES for the Recognition, Validation and Accreditation of the
Outcomes of Non-formal and Informal Learning. Published by the UNESCO
Institute for Lifelong Learning © UIL 2012 Printed in Germany.
Aids

Tape, coloured paper, markers, flipchart
Flipcharts – terms* (recognition, validation, learning outcomes, competences
Cards – support**).
Note: there are terms on one side of the sheet and definitions of the terms on
the other side.
METHODOLOGICAL PROCEDURE

INTRODUCTORY
PART
TERMINOLOGY

We recommend briefly focusing the introductory part of the workshop on
terminology. In particular, the terms: VALIDATION - RECOGNITION,
LEARNING OUTCOMES – COMPETENCES. It is necessary to make clear what
the specific terms will mean to us. We recommend using (preferring) the
terms RECOGNITION and COMPETENCES and using the same terms
together with the participants.
Method: THESAURUS – participants write down clues, remarks, key words,
main ideas for the terms and talk about them.
PROCEDURE: first, participants outline their basic points, structure
(evocation) and after the presentation of participants the lecturer will
refine the understanding of the terms and then concludes with a
consensus in terminology to make the terms ready for further work.
PROCEDURE: each term is on a separate flipchart + related questions.
Sheets for individual terms are of different colours. There is a definition of
the term on the back side of each sheet (participants must not see it).
Stick the sheets to the wall.
Flipcharts for individual terms*:
R – RECOGNITION
How do you understand the term RECOGNITION? What does it
mean to you?
In what respect do you use it?
V – VALIDATION
What is VALIDATION? Are the terms recognition and validation
identical?
LR – LEARNING RESOURCES
What do you consider as learning resources?
C – COMPETENCES
In your opinion, what is the difference between learning outcomes
and competences?

R

V
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METHODICAL
PROCEDURE

15 min
1. THEORETICAL ENTRY OF THE LECTURER (or a Power Point
presentation)
Recognition, Validation and Accreditation (RVA) of all forms of learning
outcomes is a practice that makes visible and values the full range of
competences (knowledge, skills and attitudes) that individuals have
obtained in various contexts and through various means in different
phases of their lives.
VALIDATION OF LEARNING OUTCOMES What does it mean?
The overall aim of validation is to make visible and value the full range of
an individual’s qualifications and competences, irrespective of where these
have been acquired (i.e. be it in a formal, non-formal or informal setting).
Integrated validation of learning outcomes contributes both to the
recognition of the professional development of the adult trainers involved
(in this case as trainees) and to the quality of the courses. Validation of
learning outcomes is also of particular importance in the informal and nonformal adult learning system in general, since this sector focuses on adult
learners who, at a possibly long distance from their original formal
qualifications, need evidence of their further development of skills and
social and personal competences that are recognised in their home
countries.
Validation of informal learning (VINFL) is quite a confusing term. It may
mean recognition of prior learning (with the aim of recognising skills for
qualification purposes) OR it may mean validating learning in not
formalised learning contexts, e.g. during work, in volunteering or mobility
actions etc.
Especially in adult education, the validation of key competences that are
acquired in practical learning contexts are of major importance. Those
competences, such as communication, cooperation, flexibility, autonomy,
creativity, etc., cannot be measured against externally set standards.
http://www.ginconet.eu/content/validation-learning-outcomes-0
2. SHORT DISCUSSION + instructions for activity
• Participants write their associations, knowledge, observations and
opinions for each term on Post-it notes, and they stick them on the paper
for the particular term.
3. THE LECTURER WILL SUMMARISE the participants’ records about the
individual terms and will ask 4 participants to read definitions of terms
from the back sides of paper.
§

§

RECOGNITION is a process of granting official status to learning
outcomes and/or competences, which can lead to the
acknowledgement of their value in society.
VALIDATION is the confirmation by an officially approved body that
learning outcomes or competences acquired by an individual have
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§

§

§

been assessed against reference points or standards through predefined assessment methodologies.
ACCREDITATION is a process by which an officially approved body,
on the basis of assessment of learning outcomes and/or
competences according to different purposes and methods,
awards qualifications (certificates, diplomas or titles), grants
equivalences, credit units or exemptions or issues documents such
as portfolios of competences. In some cases, the term
accreditation applies to the evaluation of the quality of an
institution or a programme as a whole.
COMPETENCES indicate a satisfactory state of knowledge, skills
and attitudes and the ability to apply them in a variety of
situations.
LEARNING OUTCOMES are achievements of what a learner knows,
understands and is able to do as a result of a learning process.

4. CONSENSUS, using the terms of R and C in relation to recognition and
support of competences of volunteers.
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MAIN PART

Method: BUZZ GROUPS

WHY
RECOGNITION?

The lecturer will prepare material = questions about participants’ work for
each pair:

Total
90 min

We recommend using the following source: THOUGHTS ON RECOGNITION
OF COMPETENCES IN VOLUNTARY WORK.
A. Question: Why is it useful for volunteers to work on recognition of
competences?
B. Question: Why is it useful for voluntary organisations to work on
recognition of competences?
C. Question: How to develop a recognition strategy?

METHODOLOGI
CAL
PROCEDURE

1. The lecturer assigns tasks to the smallest groups (pairs): joint
answering of questions A, B, C. He or she will set a time limit for each
task according to how difficult it is. Participants work on the assigned
task for about 10 minutes.
2. The lecturer combines pairs into groups of four, participants work on
the same task, compare their results from the pairs, eliminate
shortcomings, inaccuracies, improve formulation, add additional
information, etc. (15 min).
3. The lecturer combines groups of four into groups of eight, assigns
group roles: spokesperson, observer, information officer, spy.
Participants work on the same task, mutually compare their results
again, adjust, expand and make them more accurate. Participants work
with another part of the text – answer the questions (source: Value
Brochure. PDF). Compare their ideas and recommendations from the
source and prepare a presentation (20 min).
4. The lecturer will ask groups to make a presentation of their outcomes,
group observers evaluate the work of individual groups.
5. In the end, the lecturer will summarise and compare the work
outcomes of all teams, evaluate the course of work, praise outcomes,
recommend further steps to take.
COFFEE BREAK
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SUPPORT OF
RECOGNITION

REFLECTION on
activity CARDS
IN THE ROOM
SHORT
DISCUSSION

Method: CARDS IN THE ROOM
We recommend using the source: SUPPORT FOR THE RECOGNITION OF
COMPETENCES OF VOLUNTEERS
The lecturer will prepare 10 cards - 10 tools for supporting volunteer
competence recognition (APPENDIX – SUPPORT CARDS**)

Total
45 min

Participants are sitting in chairs in a circle. There are cards lying on the
floor in the centre of the circle, with terms written on their face side and
definitions on the back side. Each pair will choose one card. One of the pair
has the role of reader. The other has the role of listener.
1. The reader reads the terms and its definition. The listener listens
and then asks one question. The reader answers.
2. The pair returns the card to the floor and chooses another cards.
They proceed the same way but exchange their roles. The pair has
two minutes to work with each card.
Important: The lecturer measures time, informs participants (e.g. by
ringing, clapping) the start and end of time limits.

2x10
min

How did you feel in the role of reader?
How did you feel in the role of listener?
The lecturer will ask participants to share their experience: Which
instruments of volunteer competence recognition do they use in practice
and have experience with?
COFFEE BREAK

ALTERNATIVE

METHODOLOGI
CAL
PROCEDURE

NAME OF THE METHOD: JIGSAW
Cooperative strategy, work with educational text, information sharing.
Description of the method:
1. Create six-member home cooperative groups.
• Each participant is assigned a number 1 – 6
• The educational text that we will provide to participants is divided
into six parts
• Participants with the number 1 are assigned text 1
• Individual reading, studying of your part of the text.
2. Create expert groups – out of the members who have the same part of
the text. Cooperation of all experts who are assigned to study the text with
the same number. Their task is to master their part of the text, discuss it
with partners in the expert group, find a suitable method and tactics for
how to present their part of the text to the home group.
3. Create home groups – experts summarise and explain their part of the
text. Each of their members who acquired “expert” knowledge of their part
of the text, summarises and explains it to the others in the home group.
The goal is to make all members of the home group familiar with the full
text.
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HOME GROUPS
12
3

12
3

EXPERT GROUPS
1
1

2
2

3
3

4
4

5
5

6
6

We recommend that you work with the text: 101 WAYS TO RECOGNISE
YOUR VOLUNTEERS
We divide the text into six parts:
1. Celebrate national volunteer week
2. Start off on the right foot
3. Easy every day and cost-free ways to acknowledge your volunteers
4. Ways to show you value your volunteers’ input ...
5. Some tips that may involve a slight cost
6. Annual/one-off recognition ideas...

FINAL PART

Total
VA-Recognising-Volu
nteers.pdf

LECTURER’S
PRESENTATION

Training
Framework.pdf

Discussion about Some ways that volunteer organisations may give
recognition to their volunteers.
We recommend using learning resources- Training framework, pages 7-9.
1. EXISTING RECOGNITION TOOLS IN THE BROADER ACADEMIC AND
PROFESSIONAL COMMUNITY
2. INTRODUCTION TO RECOGNITION TOOLS
3. HOW TO USE THE TOOLS
4. ADOPTING TOOLS AT THE ORGANISATIONAL LEVEL
(ORGANISATION PRACTICE AND POLICY) – HOW TO ACCOMPLISH
THIS
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APPENDIX - WORKSHOP 3
SUPPORT CARDS**
SUPPORT CARDS**
FRONT
BACK
A good training certificate mentions the contents of the training, how long the
training lasted, the level (e.g. related to the European Qualifications Framework), and
a reference to the (website of) the training institute.
TESTIMONIAL
A good testimonial gives a description of the work the volunteer has done, his or her
responsibilities and the level of autonomy: did he/she work with support,
independent, or in an executive position? It’s also important to mention the duration
(1 year? 2 years?), the number of hours spent per day/week/month, and a contact
person who can be called.
VOLUNTARY
Things to consider: do you put your voluntary work under ‘’hobby/free time’’ or under
WORK ON
‘’work experience’’. Can you describe the importance of your voluntary work for the
YOUR CV
job you are applying for?
COMPETENCE A competence profile is a list of competences that you can acquire by doing a certain
PROFILE
voluntary job. It helps the volunteer to reflect on his own development. It also helps
to ‘’translate’’ the voluntary work to the labour market or to vocational education.
SELFSelf-assessment is done by the volunteer to get an impression of the competences
ASSESSMENT
he/she has acquired. It also helps him/her to explore how useful these competences
are outside the voluntary work. Self-assessment can be done in two ways. One way is
to define on which level he/she has acquired the competence, the other way is to
compare the competence with an external standard.
ASSESSMENT
Assessment by others [360º feedback] can support and strengthen, but also nuance
BY OTHERS
and relativise, the outcomes of the self-assessment. It can be done by other
volunteers/team members he/she has worked with, the manager of the volunteer,
the clients/members he/she has worked for.
RESULT OF
One of the most important steps in the recognition process is that you are able to
THE
show examples of the work you have done as a volunteer. Here you can think of
VOLUNTEER’S reports of activities, minutes of meetings, pictures/movies of things you have made or
WORK
of activities you have performed. Also, signed declarations of your manager, ‘’thank
you’’ letters from participants and your own written reflections on the job you have
done can be useful. Be sure that it’s clear what your role was: the general programme
of a summer camp or a training course that you were responsible for is not enough.
EVIDENCE
Criteria for evidence are: authenticity (is it really about you), relevance (does it really
say something about the work process and your level of control), topicality (how
recent is it), quantity (how often have you done it, how many things have you made),
and variety (have you done the voluntary work with different target groups and/or in
different situations).
PORTFOLIO
A portfolio is an organised collection of everything you have learned and all the
FOR
(voluntary) work you have done. It can also contain personal information. The idea
VOLUNTEERS
comes from the world of art, where artists use the portfolio to show examples of the
work they have made. It can be digital, but also in the form of a case with everything
on paper in it.
AGREEMENT
Institutes for formal recognition are different per country. Some countries have award
WITH
systems, in some countries you have to get in touch with schools for vocational
INSTITUTES
education and/or employers institutes
FOR FORMAL
RECOGNITION
TRAINING
CERTIFICATE

39

TRAINING MMANUAL

COMPETENCE MANAGMENT (FRAMEWORK)
Description of competences (what are my competences, how can I describe these competences, why
would I like to have external recognition, how to get external recognition)?

WORKSHOP 4
Block title/topic

COMPETENCES OF A MANAGER OF A VOLUNTEER ORGANISATION IN RELATION TO
WORK WITH VOLUNTEERS

Main goal

Justify why management competences are fundamental for building human
resource development systems
Partial goal 1: Identify the key competences of a manager of a volunteer
organisation in relation to work with volunteers.
Partial goal 2: Acquaint yourself with the wording of “The European Qualifications
Framework (EQF)”.
Partial goal 3: Review the European Qualification Framework (EQF) in connection
to competences of a volunteer organisation manager in relation to
work with volunteers.
130 min + 30 min

Goals (What in
particular we
want to achieve in the block)
Workshop
duration
Name of the
strategy
Description of
the strategy

K – W – L (Know – Want – Learned)
The KWL chart was created by Donna Ogle in 1986. A KWL chart can be used for all
subjects in a whole group or small group atmosphere. The chart is a
comprehension strategy used to activate background knowledge prior to reading
and is completely participant-centred. The lecturer divides a piece of chart paper
into three columns. The first column, 'K', is for what the participants already know
about a topic. This step is to be completed before the reading. The next column,
'W', is for participants to list what they want to learn about the topic during the
reading. This step is also to be completed before the reading. The third column, 'L',
is for what the participants learned from the reading. This step, of course, is done
after finishing the reading. The KWL chart can also be used for reading the
instruction at the beginning of a new unit.
Here is what a KWL chart might look like:
K

W

What I know

What I want to know

L
What I learned

Write information about Write information about
After completion of the lesson or
what the participants
what the participants want unit, write information that the
know in this space.
to know in this space.
participants learned in this space.

Practice:
In the 'K' column, the lecturer has to make sure that she/he has all the questions
ready for the participants to brainstorm on the particular idea that needs to be
addressed in that class. The questions help prompt the participants to think in
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specific directions that will lead them to the first step of the brainstorming. Also
ask the participants the reason for their answers. In this way the lecturer makes
them aware of their associations to the answers. Questions like "what made you
think like that?" should guide them well. In the 'W' column, ask associated
questions or similar questions to bring them to the idea. Questions like, "what else
would you like to learn about this idea?" can help them analyse and think more.
The lecturer here has to come prepared with her/his own set of questions that will
link the participants' questions to the idea in the text. This is done so that the
participants don’t lose the flow of the text or lose sight of the purpose of the
activity. In the last column 'L', help the participants come up with their own
creative ideas and analyses. Also, in this column, the lecturer should ask the
participants to differentiate between the answers to their questions and ideas in
the other columns and an idea they found interesting. Finally, the lecturer should
help the participants consult other sources which would answer their questions
but which are not mentioned in the text.
A KWL chart can be used to drive instruction in the classroom. The lecturer

can create lesson plans based upon the interests and inquiries of the
participants and their needs. Using this strategy, the lecturer can increase
motivation and attention by activating the participants' prior knowledge.
This allows the lecturer to understand the participants’ prior knowledge and
the participants’ interests in the topic.
Purpose for using a KWL chart
A variation of the K – W – L is K – W – L – W – H. The previous educational strategy
has been expanded with two more steps W and H.
Phase 4: W – What else I want to learn?
Phase 5: H – How I will find that information?

Name of the
method
Description of
the method

INSERT (Interactive Notation System for Effective Reading and Thinking)
INSERT is an educational procedure that encourages participants to read actively. It
is a method to monitor understanding. The number of signs that participants use
may be different, depending on their age, maturity, purpose of reading and their
experience with a sign system. INSERT – as a notation system for effective reading
consists of three signs that the reader should mark aside the text. However, it is
not necessary to mark each line or idea in the text. In general, the sign should
reflect on the relation with the selected information.
√
this sign confirms what we know the information is in accord with our
knowledge.
+
this sign shows that we have learned new information.
?
this sign shows that the information is interesting and we want to learn
more about it.
Practice:
Allow participants to use INSERT independently by providing them with a text for
them to practice the steps. Encourage participants to spend time thinking about
the title of the text and trying to gather any background information or prior
knowledge that they have to create a brainstorm list. Monitor participants and
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Form of
organisation
Literature
sources

Aids

check for their understanding of how to use INSERT by assisting as needed and
asking participants to allow you to review some of the symbols they have used
during the reading.
- individual
- group
-

Petrasová, A.: Práca s náučným textom na 1. stupni ZŠ. Kto, ak nie ja? Kedy,
ak nie teraz? Prešov, Mercury-Smékal 2003.
https://ec.europa.eu
https://en.wikipedia.org/wiki/KWL_table

-

a sheet of paper with the KWL chart
text “The European Qualifications Framework (EQF)”
METHODOLOGICAL PROCEDURE

INTRODUCTORY
PART

TIME

Task 1
In the box “WHAT I KNOW” write what you know about the meaning 10 min
of the term “management competences”.
WHAT I KNOW

Task 2
a) Discuss what you wrote in pairs or with the entire group.
b) Read the introduction text.
By working in organisations managers significantly influence the
competitiveness and achievements of their organisation.
Management development is often the answer to an acute problem
and is not based on a long-term strategy that should be ensured by
managers. Thus, organisations are exposed to the risk that their
managers will not become leaders capable of focusing on
strategically important matters, learning from their own
performance, continuously improving the systems that they control
and effectively using the intellectual and emotional capital given by
the people they manage.
In the past two decades we have seen growing efforts to use the
concept of management competences as a foundation for building
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human resource development systems. Experts on human
resources use competence models because specific competences
conditioning high performance are identified in them. The following
two facts had an impact on the growing interest in the competence
approach to the development of human resources:
-

-

great organisational changes that at the moment many
companies are undergoing have not brought expected
changes at the level of behaviour of individuals;
growing evidence that business results are directly
proportional to the management abilities and that they can
be expressed by competences.

In order to make management competences a reliable strategic
basis of human resource development, it is required to respect
several principles of applying a competence approach in
organisations. There are a lot of skills, knowledge and abilities that
managers need in their work, but just a small part of them really
distinguishes between excellent and mediocre managers. Despite
that, organisations are often forced to take over the prepared
models without any possibility of verifying if the models really apply
to their organisation. This goes especially for multinational
companies. If the cultural differences and especially the
environment in which the organisation works are not respected, the
benefits of the competence model and subsequent development are
unnecessarily decreased. This is closely connected to the need to
accurately define competences that form the competence model.
The qualities of behaviour must be observable, measurable and
thus able to be further developed.
Task 3
Write in the box “WHAT DO I WANT TO KNOW?” what you would
like to know about the key competences of a manager of a volunteer
organisation in relation to work with volunteers (make three
questions).
WHAT DO I WANT TO KNOW?

10 min

1.
2.
3.

Task 4
MAIN PART

Read the text “the European Qualifications Framework (EQF)” (See
Appendix 1). While reading note down signs according to the
following instructions:
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√

use this sign to mark the information that you knew before
reading the text;
use this sign to mark new information;
use this sign to mark the information that you find
interesting and that you would like to know more about.

+
?

15 min

Task 5
In pairs/in group discuss what you read and marked.
FINAL PART

Task 6
a) in the box “WHAT I HAVE LEARNED” write what new things you
have learned.

10 min

WHAT HAVE I LEARNED?

b) In pairs/groups name and justify which of the competences of the
European Qualification Framework (EQF) are required for the
manager of a volunteer organisation in relation to work with
volunteers.
DESCRIPTORS DEFINING LEVELS IN THE EUROPEAN QUALIFICATION
FRAMEWORK (EQF)
Idea for an additional activity
Task 7
Complete the boxes “WHAT ELSE I WANT TO KNOW” and “HOW
WILL I FIND NEW INFORMATION”. Discuss them with the entire
group.
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APPENDIX – WORKSHOP 4
The European Qualifications Framework (EQF)

The European Qualifications Framework (EQF) is a translation tool that helps communication
and comparison between qualifications systems in Europe. Its eight common European
reference levels are described in terms of learning outcomes: knowledge, skills and
competences. This allows any national qualifications systems, national qualifications
frameworks (NQFs) and qualifications in Europe to relate to the EQF levels. Learners,
graduates, providers and employers can use these levels to understand and compare
qualifications awarded in different countries and by different education and training
systems.

DESCRIPTORS DEFINING LEVELS IN THE EUROPEAN QUALIFICATION FRAMEWORK (EQF)
Each of the 8 levels is defined by a set of descriptors indicating the learning outcomes
relevant to qualifications at that level in any system of qualifications.
EQF Level

Knowledge

Skills

Competence

In the context of EQF, skills are
described as

In the context of EQF,
knowledge is described as
theoretical and/or factual.

cognitive (involving the use of
logical, intuitive and creative
thinking), and
practical (involving manual
dexterity and the use of
methods, materials, tools and
instruments)

In the context of EQF,
competence is described in
terms of responsibility and
autonomy.

Basic general knowledge

Work or study under direct
Basic skills required to carry out
supervision in a structured
simple tasks
context

Level 2

Basic factual knowledge of a
field of work or study

Basic cognitive and practical
skills required to use relevant
Work or study under
information in order to carry
supervision with some
out tasks and to solve routine
autonomy
problems using simple rules and
tools

Level 3

Knowledge of facts, principles,

A range of cognitive and

Level 1
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EQF Level

Knowledge

Skills

Competence

In the context of EQF, skills are
described as

In the context of EQF,
knowledge is described as
theoretical and/or factual.

cognitive (involving the use of
logical, intuitive and creative
thinking), and
practical (involving manual
dexterity and the use of
methods, materials, tools and
instruments)

processes and general concepts, practical skills required to
in a field of work or study
accomplish tasks and solve
problems by selecting and
applying basic methods, tools,
materials and information

In the context of EQF,
competence is described in
terms of responsibility and
autonomy.

completion of tasks in work or
study; adapt own behaviour to
circumstances in solving
problems

Level 4

Factual and theoretical
knowledge in broad contexts
within a field of work or study

A range of cognitive and
practical skills required to
generate solutions to specific
problems in a field of work or
study

Exercise self-management
within the guidelines of work or
study contexts that are usually
predictable, but are subject to
change; supervise the routine
work of others, taking some
responsibility for the evaluation
and improvement of work or
study activities

Level 5

Comprehensive, specialised,
factual and theoretical
knowledge within a field of
work or study and an awareness
of the boundaries of that
knowledge

A comprehensive range of
cognitive and practical skills
required to develop creative
solutions to abstract problems

Exercise management and
supervision in contexts of work
or study activities where there
is unpredictable change; review
and develop performance of
self and others

Level 6

Advanced knowledge of a field
of work or study, involving a
critical understanding of
theories and principles

Manage complex technical or
professional activities or
Advanced skills, demonstrating
projects, taking responsibility
mastery and innovation,
for decision-making in
required to solve complex and
unpredictable work or study
unpredictable problems in a
contexts; take responsibility for
specialised field of work or
managing professional
study
development of individuals and
groups

Level 7

Highly specialised knowledge,
some of which is at the
forefront of knowledge in a field
Specialised problem-solving
of work or study, as the basis
skills required in research
for original thinking and/or
and/or innovation in order to
research
develop new knowledge and
procedures and to integrate
Critical awareness of knowledge
knowledge from different fields
issues in a field and at the
interface between different
fields

Manage and transform work or
study contexts that are
complex, unpredictable and
require new strategic
approaches; take responsibility
for contributing to professional
knowledge and practice and/or
for reviewing the strategic
performance of teams

Level 8

Knowledge at the most
advanced frontier of a field of

Demonstrate substantial
authority, innovation,

The most advanced and
specialised skills and
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EQF Level

Knowledge

Skills

Competence

In the context of EQF, skills are
described as

In the context of EQF,
knowledge is described as
theoretical and/or factual.

cognitive (involving the use of
logical, intuitive and creative
thinking), and
practical (involving manual
dexterity and the use of
methods, materials, tools and
instruments)

work or study and at the
interface between fields

techniques, including synthesis
and evaluation, required to
solve critical problems in
research and/or innovation and
to extend and redefine existing
knowledge or professional
practice
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competence is described in
terms of responsibility and
autonomy.

autonomy, scholarly and
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sustained commitment to the
development of new ideas or
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VOLUNTEER´S PORTFOLIO (PRACTICAL EXPERIENCE)
Awareness tools, (self) assessment tools, validation methods, competence frameworks.

WORKSHOP 5
Block title/topic
Main goal

Goals (What in
particular we
want to achieve
in the block)
Workshop
duration
Name of the
method
Description of the
method

A SELF-ASSESSMENT TOOL OF ACQUIRED SKILLS IN THE FRAMEWORK OF
VOLUNTEERING
Propose for your own organisation a tool for self-assessment of volunteer skills
acquired in volunteer activities
Partial goal 1: Reflect your own skills required for managing a volunteer
organisation
Partial goal 2: Become familiar with the material Empower yourself!
Partial goal 3: Prepare a questionnaire for self-assessment of skills acquired by
volunteers
185 min
Free writing
Free writing is a prewriting technique in which a person writes continuously for a
set period of time without regard to spelling, grammar or topic. It produces raw,
often unusable material but helps writers overcome blocks of apathy and selfcriticism. It is used mainly by prose writers and writing teachers. Some writers use
the technique to collect initial thoughts and ideas on a topic, often as a
preliminary to formal writing. Free writing is not the same as automatic writing.
The goal of this activity is to never let your pen or pencil stop writing.
Unlike brainstorming, where ideas are simply listed, in freewriting one writes
sentences to form a paragraph about whatever comes to mind.
The technique involves continuous writing, usually for a predetermined period of
time (often five to fifteen minutes). The writer writes without regard to spelling,
grammar, etc., and makes no corrections. If the writer reaches a point where they
can't think of anything to write, they write that they can't think of anything, until
they find another line of thought. The writer freely strays off topic, letting
thoughts lead where they may. At times, a writer may also do a focused freewrite,
letting a chosen topic structure their thoughts. Expanding from this topic, the
thoughts may stray to make connections and create more abstract views on the
topic. This technique helps a writer explore a particular subject before putting
ideas into a more basic context.
Rules:
Here are the essential rules that are often formulated for the beginners:
•

Give yourself a time limit. Write for one or ten or twenty minutes, and then
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•
•

•

•
•

Form of
organisation
Literature sources

Aids

stop.
Keep your hand moving until the time is up. Do not pause to stare into space
or to read what you've written. Write quickly but not in a hurry.
Pay no attention to grammar, spelling, punctuation, neatness, or style.
Nobody else needs to read what you produce here. The correctness and
quality of what you write do not matter; the act of writing does.
If you get off the topic or run out of ideas, keep writing anyway. If necessary,
write nonsense or whatever comes into your head, or simply scribble:
anything to keep the hand moving.
If you feel bored or uncomfortable as you're writing, ask yourself what's
bothering you and write about that.
When the time is up, look over what you've written, and mark passages that
contain ideas or phrases that might be worth keeping or elaborating on in a
subsequent free-writing session.
- Individual work
- Group work in five home groups
-

https://www.scout.org/sites/.../empower_yourself.pdf
https://en.wikipedia.org/wiki/Free_writing
https://en.wikipedia.org/wiki/Questionnaire
pen and paper
text “User Manual Empower Yourself!”
(source: www.scout.org/sites/.../empower_yourself.pdf)
METHODOLOGICAL PROCEDURE

INTRODUCTORY
PART

TIME

Task 1
Group 1
Using the free writing technique reflect in the area of Organisational
skills on your own skills required for managing a volunteer organisation.
Group 2
Using the free writing technique reflect in the area of Responsibility,
sense of initiative and analytical skills on your own skills required for
managing a volunteer organisation.
Group 3
Using the free writing technique reflect in the area of Relationship skills
on your own skills required for managing a volunteer organisation.
Group 4
Using the free writing technique reflect in the area of Intercultural skills
on your own skills required for managing a volunteer organisation.
Group 5
Using the free writing technique reflect in the area of Technical and
artist skills on your own skills required for managing a volunteer
organisation.
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Task 2
Within your group discuss the reflection and brief the other participants
of the training of the strengths of your members in the area

20 min

Task 3
MAIN PART

In each home group:
-

10 min

Become familiar with the introductory text Empower yourself!
Individually work with the sheet and mark the level of your
skills in individual areas.
Discuss the skills within your area.

Task 4

25 min

Individually prepare a questionnaire draft for self-assessing volunteer
skills acquired within volunteer work in your organisation.
A questionnaire is one of the most used research methods. It is used in
social sciences for mass and fast collection of facts, opinions,
approaches, preferences, values, motives, needs, interests, etc.
When designing the questionnaire proceed as follows:
1. Propose at least three topic areas.
2. In each of the area propose at least 5 items/skills.

15 min

The items of the questionnaire must meet certain criteria that must be
respected for their construction:
a) Items should be short.
b) Items should be clear.
c) In one item ask just about one matter.

60 min

3. An assessment scale should be incorporated into the questionnaire
to measure the level of acquired skills. The scale offers an opportunity
to lean toward one pole and express your interest differentiated.
Such an assessment scale is a measuring tool that enables the detection
of personal qualities, frequency or intensity of various aspects of
human personality or their activities. You can choose an even or odd
number of degrees. However, the scales usually have an odd number of
degrees – three, five, seven or nine. A respondent may likely answer all
the items in the same way. In order to avoid this, we can alternate
positive and negative wording of statements.
FINAL PART

Task 5
Within a home group briefly present all drafts for questionnaires. Justify
the selection of topic areas and individual items in the context of
organisational focus.
Task 6
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From each home group, give a presentation on one of the proposed
questionnaires to all participants.

30 min

BANK OF METHODS AND STRATEGIES

A PRACTICAL GUIDE TO COOPERATIVE LEARNING TECHNIQUES
Cooperation is a concept of education which makes it possible to include participants in joint
thinking, common formation of thought and shared cognitive activity. Cooperation means teamwork
on a common product, a shared project or a common task. The participants’ individual variability in
solving tasks allows several viewpoints on the same problem, which opens up the need for dialogue,
argumentation and reasoning. This type of education contributes toward increasing certain
characteristic qualities in participants, such as the ability to cooperate, a sense of solidarity, a sense
of tolerance, etc. It suppresses the excessive application of competitiveness in education and the
emphasis on rivalry at the expense of cooperation.
Cooperative education is one of the means applied in the creation of an environment suitable for
thinking. Vygotsky (1978) explains that intellectual development is the product of internal as well as
external (i.e. social) processes. He points out that a higher level of thinking arises from relationships,
i.e. dialogue between people. He highlights that individuals form and discuss ideas together;
therefore, the thoughts that come into existence in this way exceed the efforts of one individual.
People together, as well as individually, express various viewpoints, their agreement or
disagreement; they point out differences, look for solutions and consider various alternatives.
Constructivists who favor Vygotsky’s theory suggest that social interaction is important for learning
because higher mental functions, such as reasoning, comprehension, and critical thinking, originate
in social interactions and are then internalised by individuals. Participants can accomplish mental
tasks with social support before they can do them alone. Thus cooperative learning provides the
social support and scaffolding that participants need to move learning forward (Woolfolk, 2001,
p.44).
One of the most innovative and widely prescribed strategies to manage and build upon the strength
of the increasing diversity found in classrooms is the use of cooperative learning techniques.
Cooperative learning involves small teams of participants of varying academic achievement levels
employing a variety of learning activities that promote academic success for each team member.
Research on the effects of cooperative learning has consistently found that the use of such methods
improves academic achievement as well as intergroup relations (Kasíková, 2009).
According to Johnson, Johnson, Holubec (1998), cooperative efforts have three major positive
results:
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1. Greater efforts to achieve, including higher achievement by all participants, long-term
retention, intrinsic motivation, more time spent on task, development of higher-order
reasoning and critical thinking.
2. More positive relationships among participants, including “esprit-de-corps”, caring and
committed relationships, personal and academic social support, valuing of diversity, and
cohesion.
3. Greater psychological health, “general psychological adjustment, ego-strength, social
development, social competencies, self-esteem, self-identity, and the ability to cope with
adversity and stress”.
In many cases, cooperative learning provides participants an opportunity to be
grouped not only heterogeneously by academic performance, but also by race, gender and language
proficiency. When using cooperative learning methods, participants are asked to work in
heterogeneous groups to solve problems and complete tasks. The intent of cooperative work groups
is to enhance the academic achievement of participants by providing them with increased
opportunity for discussion, for learning from each other and for encouraging each other to excel.
Cooperation is working together to accomplish shared goals. Within cooperative situations,
individuals seek outcomes that are beneficial to themselves and beneficial to all other group
members. Cooperative learning is the instructional use of small groups so that participants work
together to maximise their own and each other’s learning.
The terms “group learning” and “cooperative learning” are often used as if they mean the same
thing. In fact, group work means several participants working together, and working together doesn't
necessarily involve cooperation. “Cooperative learning is an arrangement in which participants work
in mixed ability groups and are rewarded on the basis of the success of the group” (Woolfolk, 2001, p.
340).
Siltala (2010) discusses five criteria that define true cooperative learning groups:
1. Positive interdependence (participants must fully participate and put forth effort within their
group; each group member has a task/role/responsibility therefore must believe that they are
responsible for their learning and that of their group).
2. Face-to-Face Promotive Interaction (members promote each other's success; participants explain
to one another what they have or are learning and assist one another with understanding and
completion of assignments).
3. Individual and Group Accountability (each participant must demonstrate master of the content
being studied; each participant is accountable for their own learning and work, therefore eliminating
“social loafing”).
4. Social Skills (social skills that must be taught in order for successful cooperative learning to occur;
skills include effective communication, interpersonal and group skills: leadership, decision-making,
trust-building, communication and conflict-management).
5. Group Processing (every so often groups must assess their effectiveness and decide how it can be
improved).

52

TRAINING MMANUAL
The theory of cooperative learning has identified three types of groups: formal, informal and base
groups:
- Formal cooperative learning groups range in length from one class period to several weeks.
The team leader can structure any academic assignment or course requirement for formal
cooperative learning. Formal cooperative learning groups ensure that participants are
actively involved in the intellectual work of organising material, explaining it, summarising it,
and integrating it into existing conceptual structures. They are the heart of using cooperative
learning (Johnson, Johnson, Holubec, 1998).
- Informal cooperative learning groups are ad-hoc groups that may last from a few minutes to
a whole class period. The team leader uses them during direct teaching (lectures,
demonstrations) to focus participant attention on the material to be learned, set a mood
conducive to learning, help set expectations about material, what the lesson will cover,
ensure that participants are cognitively processing the material being taught and provide
closure to an instructional session.
- Cooperative base groups are "long-term“ (lasting for at least a year) heterogeneous groups
with stable membership whose primary purpose is for members to give each other the
support, help, encouragement and assistance each needs to progress academically. Base
groups provide participants with long-term, committed relationships (Johnson, Johnson,
Holubec, 1998).
Key elements of cooperative learning include: value of learning, shared governance, group
accountability and participant-generated construction of knowledge. All these elements permit a
more open and even discussion of issues from a variety of perspectives and cultures rather than the
learning setting being dominated by the course team leader, who may represent only one cultural
perspective and often that of the dominant culture in society.
There are a great number of cooperative learning techniques available. Some cooperative learning
techniques utilise participant pairing, while others utilise small groups of four or five students.
Hundreds of techniques have been created into structures to use in any content area.
Cooperative learning techniques can be loosely categorised by the skill that each enhances, although
it is important to recognise that many cooperative learning exercises can be developed to fit within
multiple categories. Categories include: discussion, reciprocal teaching, graphic organisers, writing
and problem solving. Each category includes a number of potential structures to guide the
development of a cooperative learning exercise (http://serc.carleton.edu).
Think-pair-share: As probably the best known cooperative learning exercise, the think-pair-share
structure provides participants with the opportunity to reflect on the question posed and then
practice sharing and receiving potential solutions. Its simplicity provides instructors with an easy
entry into cooperative learning, and it is readily adaptable to a wide range of course constructs. This
strategy can be used before introducing new concepts. It gives everyone in the class time to access
prior knowledge and provides a chance for them to share their ideas with someone. Think-Pair-Share
helps participants organise their knowledge and motivates learning of new topics.
How to Teach Using Think-pair-share:
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There are three steps to Think-Pair-Share, with a time limit on each step signaled by the instructor.
(1) Participants are asked to brainstorm a concept individually and organise their thoughts on paper.
(2) Participants pair up and compile a list of their ideas. (3) Each pair will then share with the entire
class until all ideas have been recorded and discussed.
Three-step interview: This structure can be used both as an ice-breaker which introduces
participants to one another and to provide participants with a venue for soliciting opinions, positions
or ideas from their peers. Participants are first paired and take turns interviewing each other using a
series of questions provided by the instructor. Pairs then match up and participants introduce their
original partner. At the end of the exercise, all four participants have had their position or viewpoints
on an issue heard, digested and described by their peers.
Round Robin: Participants are placed in heterogeneous teams of four. Each participant has an
opportunity to speak without being interrupted. The discussion moves clockwise around the team;
everyone must contribute to the topic. The team may use an item to pass around as a visual aid to
determine who has the floor. Round Table is another version. The difference being that a piece of
paper is passed around and each member writes instead of speaks about the topic.
Note-taking pairs: Poor note-taking leads to poor performance. Designing an exercise which requires
participants to summarise their understanding of a concept based on notes taken (with directed
questions such as what is the definition of a concept, how is it used, what are the three most
important characteristics of a topic) and receiving reflective feedback from their partner provides
participants the opportunity to find critical gaps in their written records.
Group grid: Students practice organising and classifying information in a table. A more complex
version of this structure requires participants to first identify the classification scheme that will be
used.
Sequence chains: The goal of this exercise is to provide a visual representation of a series of events,
actions, roles or decisions. Participants can be provided with the items to be organised or asked to
first generate these based on a predetermined end goal. This structure can be made more complex
by having participants also identify and describe the links between each of the sequenced
components.
Peer editing: As opposed to the editing process that often appears only at the final stage of a paper,
peer editing pairs up participants at the idea-generation stage and peers provide feedback
throughout the process. For example, the relationship begins as each participant in the pair describes
their topic ideas and outlines the structure of their work while their partner asks questions, and
develops an outline based on what is described.
Send-a-problem: Participants participate in a series of problem solving rounds, contributing their
independently generated solution to those that have been developed by other groups. After a
number of rounds, participants are asked to review the solutions developed by their peers, evaluate
the answers and develop a final solution.
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Three-stay, one-stray: Even participants working in groups can benefit from the feedback of
additional peers. In this structure, participants periodically take a break from their work (often at key
decision-making points) and send one group member to another group to describe their progress.
The role of the group is to gain information and alternative perspectives by listening and sharing. The
number of times the group sends a representative to another group depends on the level of
complexity of the problem. This method can also be used to report on final solutions.
Jigsaw: For more complex problems, this structure provides participants the opportunity to develop
expertise in one of many components of a problem by first participating in a group solely focused on
a single component. In the second stage of the exercise, groups are reformed with a representative
from each expert group, who together now have sufficient expertise to tackle the whole problem.
The jigsaw is an effective way of engaging participants both with course material and with each
other. The peer teaching aspect requires that each participant understands the material well enough
to teach it to others (individual accountability), and each participant is required to contribute
meaningfully to a group problem-solving component (group goals). Research on this and other
cooperative learning techniques shows significant benefits for participants not only in terms of level
of learning but also in terms of positive social and attitudinal gains.

Jigsaw I: Cooperative activity Jigsaw I is based on the teamwork of all members of a group, where
every member becomes an expert on a certain part of a text.
How to teach using Jigsaw I:
1. Create home cooperative groups
2. Assign every member a number according to which part of the text they are supposed to
read, study and explain to others (e.g. the first participant has a text on page 1, the second
on page 2, the third on page 3).
3. Create expert groups consisting of members who have the same part of the text (e.g.
participant from the home group A, who was assigned part 1 will work together with
participants from other home groups, who were also assigned part 1 etc.). The task is to
master the assigned part of the text. After reading individually they must discuss it with
partners to make sure they understand it. During the final stage they agree on how to teach
others once they return to the original groups.
4. Create original home groups. Every member who acquired expert knowledge about a certain
part of the text (in sequence) presents a summary and explains the subject-matter. The goal
is for every member to be familiar with the whole text.
Picture 1: Representation of the basic procedures of Jigsaw I (Meredith, Steele, Temple, 1998)
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Jigsaw II: This technique is an adapted version of Jigsaw I by R. Slavin (In: Meredith, Steele, Temple,
1998). It differs from the previous model by being more controlled.
Every member reads all parts of the text but becomes an expert only on one part. Participants work
with an expert sheet while reading. It contains questions, which accompany them during reading.
How to teach using Jigsaw II:
1. Divide participants into home groups consisting of 4-5 members
2. Distribute copies of the text divided into as many parts as there are members of a group
3. Every participant reads the whole text but pays special attention to the part which they have
questions about
4. Create expert groups in which the members’ task is to look for answers to the questions on
the expert sheet.
5. Create original home groups. Every member who acquired expert knowledge about a certain
part of the text presents a summary of what they read.

T-scheme: This is a graphic scheme with wide range of application. It serves the purpose of recording
reactions to discussed questions, which are of a binary character (yes - no, for – against, agree –
disagree) or which require comparison (contrast). The T-scheme is a tool for comparing two sides of a
concept.
Procedure
1. Read a confrontational text, suitable for discussion
2. Note down individually as many reasons and arguments for and against
3. Compare records in pairs, or even in smaller groups
4. Create and compare the T-scheme of the whole group
Debates: Actually a variation of the T-scheme, formal debates provide an efficient structure for class
presentations when the subject matter is easily split into two opposing views or Pro/Con
considerations. Participants are assigned to debate teams, given a position to defend and then asked
to present arguments in support of their position on the presentation day. The opposing team should
be given an opportunity to rebut argument(s) and, time permitting, the original presenters are asked
to respond to the rebuttal. This format is particularly useful in developing argumentation skills (in
addition to teaching content).

56

TRAINING MMANUAL
Panel Discussions: Panel discussions are especially useful when participants are asked to give class
presentations or reports as a way of including the entire class in the presentation. Participant groups
are assigned a topic to research and asked to prepare presentations (note that this may readily be
combined with the jigsaw method outlined above). Each panelist is then expected to make a very
short presentation, before the floor is opened to questions from "the audience". The key to success
is to choose topics carefully and to give students sufficient direction to ensure that they are wellprepared for their presentations. You might also want to prepare the "audience", by assigning them
various roles. For example, if participants are presenting the results of their research into several
forms of energy, you might have some of the other participants role play as concerned
environmentalists, transportation officials, commuters, and so forth.
Mind Mapping: Mind Mapping is the process of visually depicting a central concept with symbols,
images, colours, keywords and branches. This is a fast and fun way to take visual notes, foster
creativity, stretch students' visual thinking skills, make learning contextual and meaningful and
promote active involvement with the learning content. Pairs of participants may create their own
mind map or they may simultaneously add to the team and/or class mind map.
Snowballing: this technique is reminiscent of creating a snowball by layering new knowledge. It
enables the reviewing of already acquired knowledge. Participants are given individual time for
considering a certain topic and then discuss it, first in pairs, then in groups of four, then in groups of
eight, etc. Groups are joined until all members are participating. Snowballing enables all members to
share their opinions and to acquire new knowledge from others.
Role-Playing Exercises: In most role-playing exercises, each participant takes on the role of a person
affected by an issue and studies the impacts of the issues on human life and/or the effects of human
activities on the world around us from the perspective of that person. More rarely, participants take
on the roles of some phenomena to demonstrate the lesson in an interesting and immediate
manner. Role-playing is simultaneously interesting and useful to participants, because it emphasises
the "real-world" side of science. It challenges them to deal with complex problems with no single
"right" answer and to use a variety of skills beyond those employed in a typical research project. In
particular, role-playing presents the participant a valuable opportunity to learn not just the course
content, but other perspectives on it.
How to Teach Using Role-Playing:
The instructor needs to decide the context for the exercise and the role(s) that the participants will
play. If the participants are taking human roles, the context is generally a specific problem such as
global warming or dealing with an active volcano. Lessons need to be carefully explained and
supervised in order to involve the participants and to enable them to learn as much as possible from
the experience. However, a well-done scenario never runs the same way twice, teaches people
things they might not ordinarily have learned and tends to be fun for all involved.
Inside-Outside Circle: This is a cooperative learning strategy in which participants form two
concentric circles and take turns upon rotation to face new partners to answer or discuss the
instructor’s questions.This method can be used to gather variety of information, generate new ideas
and solve problems.
57

TRAINING MMANUAL
Games - Many will scoff at the idea that one would literally play games in a university setting, but
occasionally there is no better instructional tool. In particular, there are some concepts or theories
which are more easily illustrated than discussed and in these cases, a well-conceived game may
convey the idea more readily. For example, when participants are introduced to the concepts of
"laws of nature" and "the scientific method", it is hard to convey through lectures the nature of
scientific work and the fallibility of inductive hypotheses. Instead, participants play a couple rounds
of the Induction Game, in which playing cards are turned up and either added to a running series or
discarded according to the dealers pre-conceived "law of nature". Participants are asked to
"discover" the natural law, by formulating and testing hypotheses as the game proceeds.
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