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Executive summary

The FETI Intellectual Output 2 IO2 a) -The development of a new model and structure for academic

and vocational offer and b) Mapping tool aims to provide the foundation for the consortium’s work

to produce and deliver the models and structure for academic and vocational offers and the

mapping tool.

This report has been drafted by ENGIM Piemonte and adopted by the project consortium following

discussion at a virtual meeting and the provision of templates of tools for gathering the

information. The document will be revised as required from and discussed at each virtual

transnational project meeting, and translated in due course into Turkish, Italian and Norwegian.

The FETI project, like all European projects that take place in this particular historical period, is

affected by numerous changes, delays and adjustments due to the health emergency from Sars

Cov-2 (COVID 19 global pandemic). The cultural and national context differences widened further

during the pandemic: Scotland, Norway, Italy and Turkey, partner countries of the FETI project,

have suffered and continue to suffer lockdowns and severe restrictions to counter the spread of

the Covid 19 infection. Measures, taken by the governments of the countries, are taken at

different times and are dependent upon the situations and this has made it very difficult to

complete Intellectual Output 2 . Transnational project meetings that were used for the exchange

of good practices between the partners were not held and this profoundly affected the

development of the project.

The final product of IO2 will be a fluid output that can be used both online and face to face with

different users. A resilient model, composed of different tools used by the FETI project partners in

their own context, to assist operators and counsellors in the relationship process that accompanies

any model of skills assessment. The users of this project are in vulnerable categories such as

refugees, which is why we deeply believe that the creation of an effective relationship model can

more accurately support the skills assessment of the users, a fundamental step for social and work

inclusion in Europe for refugees.
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1. Project description

The European Pillar of Social Rights states ‘Everyone has the right to quality and inclusive

education, training, and lifelong learning in order to maintain and acquire skills that enable them

to participate fully in society and successfully manage transitions in the labour market’.

Concurrently with this commitment, the Recommendation ‘Upskilling Pathways: New

Opportunities for Adults’ was adopted in 2016 by the EU Council confirming that adult learners

should access one continuous, coherent, comprehensive initiative involving stakeholders

responsible for providing skills assessments, learning offers and validation arrangements.

Moreover, the 2019 annual work programme for the implementation of ‘Erasmus+’, in line with

the ET2020, foresees as a priority the setting up of, and access to, upskilling pathways, by

developing innovative approaches that enable adults to access learning pathways which suit their

specific needs.

Despite this, in 2016, 63 million European adults left initial E&T with, at most, a lower secondary

education qualification. Considering these data, the European Agenda for Adult Learning highlights

the need for low-skilled adults to face the different social and economic changes and to reduce

instability by enhancing their competences. Moreover, the OECD Survey of Adult Skills shows that

low-skilled adults are less likely to find a job or to take part in learning, although these are key to

their social inclusion and democratic participation. These factors weigh particularly heavily with

refugee and asylum seeking populations who may have very low educational experience and little

or no expertise in the language of the country in which they find themselves.

European research on labour migration over the same timeframe has shown us that immigrants

have so far been over-represented in the lower-level labour market, in uncertain and low-paid

positions, and with limited income mobility. Many therefore can feel excluded from their new

societies, when the need for them to be included in society and the workplace has never been

higher.

The FETI project is an initiative aimed at matching the participants’ skills to the current needs of

the labour market. There are many factors which contribute to their ‘social exclusion’. Some suffer

from a lack of primary or secondary education, whilst others have little or no work experience.

Many have poor language skills, and others show a lack of understanding of how their new

countries function both socially and economically.

Challenges such as social integration, adult learning and immigration in their entirety are far too

large for any single project to solve. Since many countries share the same issues, it was felt that a

coordination of methods might at least go some way towards assisting the refugee and migrant

populations in securing work and education or training leading to employment that will benefit

the economy of the partner countries.
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The project aims to contribute to this process by:

● Better integration for immigrants/migrants;

● Supporting social inclusion;

● Better mapping of existing skills;

● Offering careers advice;

● Providing opportunities for upskilling and signposting;

● Increasing employability by developing core skills

Project Partners

● Project coordinator (P1) – Oslo Voksenopplaering Service Senter, Norway

● P2 – Engim Piemonte Associazione, Italy

● P3 – Istanbul University, Turkey

● P4 – Scottish Wider Access Programme West SCIO, United Kingdom
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2. Objectives of the Intellectual Output II: the development of a new model and

structure for academic and vocational offer and Mapping tool

We believe that the best way of achieving this is to develop strategies, methods and educational

opportunities which strengthen each individual’s position rather than developing a blanket

approach for all such people. Each person will have a series of attributes, skills and competences

which can be assessed and built upon to develop key competences.

Our model will support individuals to enter education or the workforce by ensuring that they are

aware of their own skills set. We will ensure each participant is self-aware of the pathway which

best suits their needs in order to gain employment or entry into education.

The FETI Model came about as we imagined different "paths" that our users can go through and

the different stages. To facilitate the different steps we tried to put them in a visual form so as not

to forget any steps. For each step there are tools and methodologies that each of us already uses

and that can be part of the model. The aim is to gather these tools and methodologies already

used and connect them to each step so that, while meeting the target group, we know what is

available.

For each step of the model we have "pools of tools”, which we can choose based on the national
context, situation and participants.

The partners gathered the available tools for the target group during their standard activities.
According to the stages identified in the model the tools can be used as follows keeping in mind
the different backgrounds of the beneficiaries.

This model embraces different dimensions: balance of skills; career guidance; analysis and

enhancement of the socio-cultural-work background; enhancement and development of

linguistic-communicative skills, path of social inclusion. From our experience and based on the

specific activities carried out, continuous references and mutual interactions are established

between the dimensions indicated.

One of the major problems when dealing with categories of vulnerable people such as that of

refugees is trust, the construction of a relationship that, even if will be of short or medium/ long

duration, constitutes the structure to deal with the target group, whatever it is: career guidance,

job support, insertion in professional or vocational training courses, insertion in first or second

level educational contexts, social and bureaucratic help. Without the construction of this trust, any

type of relationship that is carried on with people with a difficult and tormented past such as

refugees or migrant population, will be contaminated and ineffective. This is why this model is

intended to be an easy-to-use relational model for anyone who meets and/or works with

vulnerable target groups.
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2.1 The Model explained

The various organisations engaged in the project have different outcomes; in Norway and Italy,

the main focus for the target group is employment and in Scotland and Turkey, they are already

engaged with education in some form.

This necessitates a different focus for the participants as they employment options can be

discussed within time allocations for the two agencies focussing on that while in the others,

participants are referred to other specialists to consider their needs.

The process of self-assessment of competences provides a basis for the development of

curriculum vitae, discussions at both employment and educational interviews and a plan of action

for the development and improvement of skills and competences in future. Participants in the

early stages of testing have stated that their awareness of their skills and competences is greatly

enhanced by the process of the discussions and activities.

2.1.1 Stage 1: “Getting to know the person” is the first stage in building the relationship with the

partners and will vary depending on when the individual makes contact or is referred. In some

cases, this may be very early after the person arrives in another country but in other instances, it

may be once they are more settled.
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The relationship aspect plays a central role in meeting refugees. Their experience and their past

has a deep impact in their approach to the present and in their ability to see themselves in the

future. This situation combined with the poor knowledge of the country language, make any path

of inclusion difficult. Precisely for this reason the first phase of our model is crucial. Here we get to

know the person and, like all human relationships, the first meeting plays a fundamental role in

the development of the relationship.

In this step a first contact with the person is established: we try to understand the reasons that led

him to our country. It is mainly a listening activity, through which we try to understand the needs

and to reconstruct the missing links in the “chain of needs” expressed (for example, the need for a

job is subordinate or related with regular permit, linguistic knowledge, health care, housing

problem etc).

In this step there are multiple tools made available by the different partners that can be used:

● SØT Norway (from Oslo Voksenopplaering Service Senter, Norway)
● ESPoR “My Box” activity (from ENGIM Piemonte Associazione, Italy)
● Lifeline (from Oslo Voksenopplaering Service Senter, Norway)

● ● SØT (from Oslo Voksenopplaering Service Senter, Norway)

● ● ESPoR “My Box” activity (from ENGIM Piemonte Associazione, Italy)

● ● Taking Stock Online (from Scottish Wider Access Programme West SCIO, United

Kingdom)  * Could this not be the workshop as taking stock is now ?

2.1.2 Stage 2: “Removing the gaps and Balancing competences/skills”

Once the introductions and explanations of the sessions is explained, it may be that the target

groups’ needs are clearer and there might be obstacles preventing these needs to be fulfilled, or

they need something specific like a vocational path, an educational path or a job but they lack

guidance, or they are not clear on what competences are needed for the path/job they want to

pursue.

At this stage we would suggest that our participant/group complete an in-depth analysis of all

their experiences in training and work (formal, non-formal and informal). This will give them a

better understanding of their own attributes to include either in curriculum vitae or in applications

for study.

In this step there are multiple tools made available by the different partners that can be used:
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● SØT (from Oslo Voksenopplaering Service Senter, Norway)

● ESPoR “My Box” activity (from ENGIM Piemonte Associazione, Italy)

● Self assessment workshop (from Scottish Wider Access Programme West SCIO,

United Kingdom)

● Taking Stock Online (from Scottish Wider Access Programme West SCIO, United

Kingdom)

● The model of career competences (from Oslo Voksenopplaering Service Senter,

Norway)

After this we will have a clearer idea of what steps are required for their progression to their

chosen path. We will try to clarify the expectations of the participant/group, trying to reconcile

their plan with a medium/long term perspective. The assessment of their competences and their

aspirations completes the profile of our participant/groups.

The model is divided here: if the person has expressed a need related to work, stage 3 of the

model will be used, called: "Help in entering the labor market".

If, on the other hand, the expressed need is an educational need (continue, start or validate a

university or school course of study; learn the language of the new country;) stage 4 of the model

will be used, called: "Help in the educational path".

2.1.3 Stage 3: “Help for Labour market insertion” is when the participants are ready for the labour

market but of course support is still needed. In this third phase the participant/group becomes

part of the circuit, benefiting from the partners networks (formal and informal stakeholders, public

and private social services) to explore all job, academic or professional opportunities that the area

has to offer.

The labour market is different for each EU country: economic situation, unemployment rate and

employment opportunities differ for each national context. For this reason, in this phase of the

model, we have chosen fluid tools used by FETI partners, easily adaptable, also taking into

consideration the economic crisis that is going through all of Europe caused by the COVID 19

pandemic.
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For this reason it is of fundamental importance in this phase not to create unattainable

expectations for the participant/group and to focus only on concrete objectives that can be

achieved in the reference country in a reasonable time; carry out simulations of job interviews,

start professional paths with a job qualification, carry out a balance/assessment of skills or acquire

others to be more competitive on the job market.

Obtaining a job contract is on average more difficult for the refugee category and that is why the

model wants to support this path step by step with understandable and realistic activities, which

make people understand their real possibilities and which is the field (personal or professional)

where they can improve.

In this step there are multiple tools made available by the different partners that can be used:

● The model of career competences (from Oslo Voksenopplaering Service Senter,

Norway)

● My World of Work (from Skill Development Service, and used by Scottish Wider

Access Programme West SCIO, United Kingdom)

● Daily interviews (via smartphone or in presence), identification of job opportunities
constant updating of the CV; placement in training and working internships in real
company (from ENGIM Piemonte Associazione, Italy);

2.1.4 Stage 4: "Help in the educational path" involves users who are pursuing education (basic or

higher).

Like stage 3, an educational path can, in this sense, help the insertion in the labour market. One of

the most difficult barriers to overcome for those who flee their country but have a solid course of

study already completed, is to learn the language of the country of arrival.

The tools made available for this phase of the model are also fluid and easily usable and adaptable

in different national contexts. The realistic objective of this phase is to provide people with a

general view of the educational landscape in the country of arrival, and to facilitate enrollment in
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language courses, school courses or, in some cases even university courses.

The educational panorama, like the labor market, is different for all four partner countries of the

FETI project. The methods of enrolment, costs and training and educational opportunities differ

profoundly. It is for this reason that in this stage the tools used aim to support the educational

insertion of the category of refugees with a concrete and realistic approach without wanting to

judge or analyze country-by-country differences.

In the end, the need for an effective education is unique for all the people who request it, it will be

the social workers and counselors who adapt the tools made available by the FETI model in the

best possible way in relation to their reference context.

In this step there are multiple tools made available by the different partners that can be used:

● Online self assessment inventory (from Istanbul University, Turkey)
● Cultural intelligence inventory (from Istanbul University, Turkey)
● Competence Self-Assessment Workshop (from Scottish Wider Access Programme

West SCIO, United Kingdom)

● Recognition of prior learning (from Scottish Wider Access Programme West SCIO,

United Kingdom).

2.2 The Personas

To facilitate the path progress we have created the "Personas", fictional characters who include

lots of characteristics that can be typical of the participants.

The personas are a way to exemplify users, also taking in consideration that the tools of the FETI

project are available to a wider audience that may have no experiences with refugees or migrants.

For this reason all the partners believe that having some visual examples could be useful especially

in a period like this where being able to experience the FETI model in the presence is very difficult

given restrictions caused by the COVID 19 health emergency.

The different personas show how different tools and methods can be used with the model (and in

different institutional and cultural contexts) and to show how we can work with the target group

and what are the best practices and tools for different people with different backgrounds and

needs within the whole target group.
The project has been funded with support of the European Commission (Erasmus+ programme –

KA2 Strategic Partnership for adult education).The European Commission support for the production of this
publication does not constitute an endorsement of the contents which reflects the views only of the authors,
and the Commission cannot be held responsible for any use which may be made of the information
contained therein

12



The personas can be perceived as "lenses" for all the stages of the FETI Model.

3. Methodologies and Tools

The methodologies and tools implemented by the partners are part of the same methodologies

that the members of the FETI project usually use with their participants in different national

contexts.

We believe that difference in methodology and tools is a great strength of the model created,

because it makes it fluid and adaptable to the different participants that the partners meet in their

daily work.

These tools, which form the “pool of tools” to be used in the various phases of the model, can be

used based on different factors: time, use, implementation, is completely adaptable based on the

differences highlighted by the study of the local context carried out in IO1.

For each methodology and tool used, a specific annex has been created and that can be consulted

by different organizations, social workers, counselors and operators from various sectors.

4. Conclusion

The FETI project and the creation of its own model of shared best practices in the field of

relationship building, advising, assessment of skills and support for social and work integration

aimed at this vulnerable category of refugees and migrants, has its strength precisely in the

exchange of experiences of the different countries that make up the project consortium.

This model aims to quickly assess participant's needs, skills and attributes regardless of their

situation and promote the socio-economic and employment inclusion of migrants through the

creation of a phased model that can offer paths and opportunities for growth and progression.

It can:

1. Contribute to the social inclusion of refugees through knowledge and assistance activities;

2. Support the growth and development of skills through an analysis aimed at clarifying the needs

and needs (professional or academic) of refugees;

3. Promote the social and work integration of refugees, through active searches for opportunities

professional or educational;

This model embraces several dimensions: skills assessment; professional orientation; analysis and

enhancement of the socio-cultural-working background; enhancement and development of skills

linguistic-communicative.
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From the experience of the FETI partners and on the basis of the specific activities carried out in

the reference fields it establishes continuous interactions between the indicated dimensions. The

emotional and relational feeling plays a central role in meeting refugees and in developing a path

for educational or employment placement and social and cultural understanding. Their experience

and past have an impact on their approach to the present and their ability to see themselves in the

future.

For this we felt the need to create a model that reduces the emotional distance and stimulates the

insertion and inclusion of users without forgetting the importance of the activities of skills

assessment and professional and personal growth which must however have an equally important

space in the new life of a refugee person in the new country.

4.1 How the pandemic affected our work and our progress

Face to Face sharing of experiences, however, received an unexpected blackout due to the

coronavirus pandemic that has hit and continues to affect the whole world. The creation and

subsequent experimentation (IO3) of the model therefore suffered a considerable setback. The

differences in the national context highlighted in the local study needs of Intellectual Output 1

have become even more marked. Partners cannot see their participants because they are blocked

by restrictions whose extent depends on the level of contagion that the partner country suffers at

the moment.

The context of the four countries involved (Scotland, Norway, Turkey and Italy) has undergone

different restrictions and problems even if the virus emergence is unique for all of Europe.

We suffered greatly from not being able to confront in person with the transnational project

meetings planned by the project: there was a disconnect between all the partners who, in any

case, did not stop collaborating together for the good of the FETI project.

In fact, we have concluded the first Intellectual Output and, with the delays due to the health

emergency, we have also concluded the second Intellectual Output. With many difficulties we have

completed the process of creating this model which, for the reasons described above, has

undergone lots of adjustments and delays.

We hope that the health emergency will decrease to allow all partners to meet again and

complete the project in the best possible way.
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5. Appendices 

Appendix I – Tools template 

Partner:  

NAME OF THE TOOL:  

Who is using this tool? (professional role e.g. 
counselors, trainers, social worker… )  

 

In which stage of the path can it be used? 
(please, use the visual of the model as a 
reference) 

  

 

What are the aims of this tool? What is it used 
for?  

 

 

 

  

 

What is the target group?  
For which kind of “persona” can it be used?  

 

  

 

Tips and recommendations:  what to do in 
order to use it at its best? 

 

  

 

Tips and recommendations: what NOT to do 
while using it?  

 

  

 

Tips (if any) to use the tool in the different 
partner contexts (e.g. if there are any cultural 
difference issues, or if there are some 
sensitive topics... ) 

 

  

 

 

 

 



 
 

Appendix II 

Toolkit from ENGIM Piemonte Associazione 

 

Partner: ENGIM 

NAME OF THE TOOL: Protezione Unita a Obiettivo Integrazione (PUOI) - Protection and Integration 
Process. 

Who is using this tool? (professional 
role e.g. counsellor, trainers, social 
workers… )  

PUOI’s tools are used by social workers, counsellors or 
trainers. 

In which stage of the path can it be 
used? (please, use as a reference the 
visual of the model)  

This tool is placed in the third phase: "labor market 
insertion".  

What are the aims of this tool? What 
is it used for?  

 

 

  

The socio-occupational integration pathways are based 
on the tool of the “individual gift”, with which – together 
with a monetary endowment – the provision of a series 
of support services for the enhancement and 
development of skills, for social inclusion is guaranteed – 
working and accompanying towards autonomy (on the 
job training, internship), through the construction of 
Individual Action Plans (PAI). 
Along with these integration paths, there are tools for the 
orientation process aimed at exploring in depth the 
recipient’s life experience and to stimulate autonomy and 
the active search for training and work opportunities. 
In particular, it aims to:  
- strengthen the awareness of their skills by the 
individual; 
- making the most of those that can be used for future 
training and work experience; 
- to raise expectations regarding the migration project. 

 
In a second phase there are also tools for a search for 
further job/training opportunities and promotion of the 
professional profile of the recipient in the local, regional 
and national job market. ENGIM designs and activates 
actions to promote personal autonomy for the 
identification of job opportunities, supporting the 
recipient in the search for work experience, trough:  
- scouting for further employment opportunities and 
returning the results to the recipient; 
- definition and management of the type of 
accompaniment; 
- matching with the characteristics and propensities of 
the recipient. 
Training and accompaniment activities for active job 
search respond to the aim of supporting the recipient in 



 
 

the development of skills and abilities useful to actively 
promote their profile in the world of work and to 
facilitate job placement. 

 
Accompanying activities in search of a job will be carried 
out in two ways:  
- in the presence of the recipient,  trough the tools of 
interviews and interviews, preparation of the balance 
sheet of skills and, in general, through any form of 
personalized assistance that is necessary for matching 
with the detected or detectable opportunities; 
- in the back office, aimed at finding the location that 
best meets the recipient’s need and promoting the 
recipient’s profiles, skills and professionalism. 
  

What is the target group?  
For which kind of “persona” can it be 
used?   

Mainly identified with the personas created by ENGIM 
(migrants arriving in southern Europe). 

Tips and recommendations:  what to 
do in order to use it at its best? 

 

  

The tools made available by the PUOI project, which is a 
project financed by the Italian Ministry of Labor, go in the 
direction of the work placement paid for 6 months. 
Therefore they are preparation tools at the beginning of 
the internship:  

• orientation 
• personalized interviews 
• moments of tutoring and comparison 
• balance of linguistic and professional skills 
• background analysis 

There is no real "tips" for using these tools, as they are 
totally (or almost) linked by the economic, social and 
migratory context of the reference country and also by 
the goals of the FETI partners.  

Tips and recommendations: what NOT 
to do while using it?  

 

  

When using tools such as personal interviews and 
background analysis, patience, empathy and the ability to 
put the user at ease are very important attitudes to keep 
during the interview. Probably having behaviors that 
come out of these three listed above is not 
recommended and counterproductive for the social 
worker / counselor or for the user.  

Tips (if any) to use the tool in the 
different partner contexts (e.g. if 
there are any cultural difference 
issues, or if there are some sensitive 
topics... ) 

 

  

 

 

 

 



 
 

PUOI - Description 

It is a socio-occupational integration pathway through working meat to accompanying the migrants 
towards autonomy (on the job training, traineeship); the construction of the instrument Individual 
Action Plans (PAI).  

WHO
M:  

● holders of international and humanitarian protection;  

● holders of residence permits issued in the special cases, which allow the performance of work 
activities;  

● holders of the residence permit for special protection;  

● foreign citizens who entered Italy as unaccompanied minors and regularly residing on the 
national territory;  

THE ACTIVITIES:  

A1. Find the participants; A2. Taking charge of the participants; A3. Job orientation; A4. Guidance for 
employment opportunities; A5. Internship;  

The first moments (A1 and A2) of the project do not present real tools that can be used to facilitate 
socio-labor insertion for the migrants, but concern the bureaucratic part to identify the participants 
(we insert them only for completeness of information). A3 and A4 present tools and activities used 
in the daily routine of the ENGIM Immigrant Service Center. A5 is a small description of the 
internship foreseen by this project.  

A1. ENGIM is in charge to find and inform the possible participants about the purposes and methods 
of participation;  

A2. The participants are taken in charge by signing the Immediate Availability Job Declaration (DID): 
ENGIM accompanies the subject in the DID subscription procedure also to the competent services 
(Italian employment centers). In addition, an initial assessment of the type of need expressed by the 
participant will be carried out and the job placement path will be shared with him/her in relation to 
the socio-professional characteristics.  

A3. Job orientation. Construction of an Individual Action Plan (PAI):The job orientation process is 
aimed at exploring in depth the migrant's life experience to develop maturity, proactivity and 
autonomy in the active search for training and job opportunities. In particular, it will be able to 
strengthen the individual's awareness of his/her skills for a future training and work experience, 
making expectations match with respect to his/her migration path. The “PAI”, which will be defined 
between ENGIM and the participant, is the tool consistent with the skills of the migrant and aims to 
enhance life and job experiences, through a complete description of: participant data; educational 
qualification (if possessed); linguistic and working background of the participants through interview; 
personal and professional goals set by the participant; results expected by the participant.  



 
 

A4. Guidance for identifying employment opportunities; Search for further job/training opportunities 
and promotion of the participant's professional profile. ENGIM designs and activates the actions to 
promote personal autonomy for the identification of job opportunities, supporting the participant in 
the research phases of job opportunities, through:  

• scouting for further employment opportunities;  

• accompaniment during the opportunities search phase;  

• matching with the characteristics of the participant;  

The training and accompaniment activities for job search respond to the aim of supporting the 
participants in the development of skills and abilities useful to actively promote their profile in the 
world of work and to facilitate job placement. The service aims to facilitate the job demand/offer 
meeting through services aimed at a faster job insertion of the participants through direct contact with 
potential employers and correlates with the other actions of the PAI which are complementary to the 
achievement of the goal of job placement. All activities must be reported in the PAI.  

Accompanying activities in search of a job will be carried out in two ways:  

• in presence, through the tools of interviews, balance of skills and, in general, through any form of 
personalized assistance that is necessary for matching with the detected or detectable opportunities;  

• back office, and promoting the participant's profiles, skills and professionalism;  

A5. Internship  

Beginning on the job training course and certification of the skills acquired. The internship lasts 6 
months and is foreseen from a minimum of 20 to a maximum of 30 hours per week. In this phase, the 
tutor identified by the Internship Promoter (ENGIM) will have to assist the participant in the training 
path, providing the assistance necessary.  
 

 

 

 

 

 

 

 

 

 

 

 



 
 

My Box 

Partner: ENGIM 

NAME OF THE TOOL: My box 
“My box” is divided into 2 meetings that introduce the in-depth analysis areas, the basis of project 
ESPoR. We will take in consideration just the first meeting and its three activities because they are 
the ones that match with the first knowledge phase. Those activities will allow participants to start a 
process of evaluation of their resources and re-elaboration of the migration project, which is not 
always voluntary. Moreover, It will also allow participants to better understand the course dynamics 
and create a group. Beginning to work directly on skills and expectations for the future could create 
irritability or increase false expectations. To prevent this from happening, the course will focus on 
the past and present without further investigating the aspects of the future. The activity begins with 
the presentation of the participant, their personal and geographic data and the analysis of the 
distinctive characteristic of the person in relation with the past and their life in the country of origin, 
their spare time, their work and formal or informal studies. Lastly, it ends in the present time, 
focusing on activities, interests, sports, social development and the kind of educational and 
professional paths they are attending. The general goal is to combine the past with the present. 
They sometimes seem disconnected, but in fact are linked by the skills and experiences of the 
subjects and, at the same time, they help strengthen the social fabric within the group.  

The leading tool of this activity is a cardboard box that participants need to customize as they 
progress in the proposed path. It is essential for each participant to have a unique and recognizable 
cardboard box with the following characteristics:  

– measuring about 20/30 cm (7/12 inches) per side; – every side of the box must be of a single 
colour and without any patterns, so that the participants can personalize it the way they wish 
(if coloured, it can be upholstered with white paper or a neutral colour); – must have a cover or 
a cap, that can also be used for the activity; – it can already be pre-packaged (for example, a 
shoe or a packing box) or can be built directly by the participants from a sufficiently large and 
thick cardboard.  

With regard to the methodology, the activity is carried out as a workshop and the participants are 
directly involved in the creation of a product, which is the starting point for the narration of 
themselves to the others. It is divided into two meetings (past and present), in which participants 
will have to complete each side of the box following the instructions of the conductor.  

The activities are divided as follows:  

– introduction, in which the conductor explains the goal through a short brainstorming; – 
development, i.e. the process of construction and creation to reach the goal; – sharing, 
presenting and exchanging items activity that emerged among members of the group;  

In addition, it may be useful that the conductor is directly involved in the activity by building their 
own box. In this way, a better empathy with the group is created and an additional multicultural 
element to the group is added. In this case, it is good for the conductor to  
integrate their own experience of job changing and moving to another city. Finally, the conductor 
needs to be careful not to treat the theme of the future directly, as the subject will be the focus of 
following activities.  



 
 

Activities: 1. Who am I?  

Goal: introducing themselves in the group, becoming recognizable for a peculiar feature;  

Duration: 60 minutes;  

Materials: box, magazines, glue, scotch, scissors, pencils, crayons, markers, cloth scraps and a 
billboard or blackboard;  

Development: it is the first activity that is important to create the group, enables participants to get 
to know a little bit more about each other. In fact, while living within the same establishment or 
attending the same language courses, the subjects often do not communicate with each other and 
even basic information about themselves remain a mystery to others;  

The three moments of the activity:  

– Introduction (20 min.): the conductor explains the participants why they are going to create a 
career box, how the laboratories work and the durations of the activity. They ask participants to 
start decorating, drawing, writing on the top (or cover) of the box, beginning with a self-
presentation of the name, surname, date and country of birth: a sort of identity card that allows the 
various participants in the group to get to know each other and share information. It is important to 
foster a serene atmosphere where listening is fundamental to create cooperation and sharing 
among participants, who usually get curious when they discover the stories of the others and can 
intervene to share common aspects of their past life. Although this first moment of group training 
and self-observation of participants may seem simple to manage, it has to be structured and 
adequately conducted to avoid it from becoming a mere list of geographic, objective and self-
referential information;  

– Development (20 min.): the conductor faces the part of personal description and analyses in depth 
asking participants to represent themselves on the box, with one or more explanatory features of 
their own story and person: a kind of “sign” in the world. This moment is significant because the 
subjects are free to decide what to tell, they can totally reveal themselves to others or just remain on 
a surface plan, however sufficient to create a functional working group. If the origin of the 
participants is the same or they all belong to the same geographic-cultural area, it may happen that 
some peculiarities will be repeated and that the subjects have less difficulty in expressing and 
narrating themselves, creating a climate of active sharing and listening that goes beyond the activity 
itself;  

– Sharing (20 min.): during self-introduction, the conductor must encourage the discussion, create 
links in relation to the origin of the participants and help those who speak with difficulty in the 
narrative build-up of their past lives. The conductor must observe the  
dynamics that are being created and exploit the knowledge of the participants if they are guests of 
the centre in which they work, to facilitate a serene dialogue and participate in the whole group.  

Tips: The conductor should participate in the presentation activity and join the discussion when 
moments of silence occur. Set a billboard or a blackboard in a place visible to everybody and 
write the names of the participants on them.  



 
 

Activities: 2. That is how i used to spend my time in ___ (country of origin or previous stay)  

Goal: Strengthen the sense of cultural identity within a new context of confrontation;  

Duration: 60 minutes;  

Materials: box, magazines, glue, scotch, scissors, pencils, crayons, markers, cloth scraps and a 
billboard or blackboard;  

Development: the activity seeks to help the participants visualize and recognize that the daily life in 
their contexts of origin has a value and is part of their identity. Discovering and sharing with the 
group some aspects of life and spare time that each of them had in their country of origin;  

The three explanation moments of the activity:  

– Introduction (15min.): the conductor explains that the second side of the box is to be built and 
personalized thinking about the past and the daily life in the Country of origin and focusing on the 
places they usually frequented and on the activities they usually pursued: practice a sport, play an 
instrument, visit a city, etc. It is recommended to let participants speak and take note on the 
billboard or blackboard in a way that is visible to everybody in the room. This technique helps 
visualize the work done so far, focus on the final goal and encourage everyone’s participation;  

– Development (30 min.): the conductor let the personalization of the box start. Every participant 
selects a side and begins to decorate the way they like, with images cut out from magazines, 
phrases, drawings or symbols. It is important to let creativity run free in this process. Additionally, 
the conductor shall always encourage participants to be creative and get involved in the activity. It is 
therefore important to remember that every box is personal as it contains a specific experience the 
participant wants to share with the others without any external evaluation;  

– Sharing (15 min.): the third and last moment is characterized by sharing the work done. Every 
participant takes the floor and tells the others what’s on their box. During this phase, the 
conductor must pay attention not to force the narration but to guide and encourage positive 
comments from the group. 62 ESPaR - The manual Tips: set all the material on a  
table before the participants arrive, together with magazines and travel catalogues that 
contain evocative images.  

Activities: 3. My footprint as a worker or a student  

Goal: identify the working or studying themes in the country of origin;  

Duration: 60 minutes;  

Materials: box, magazines, glue, scotch, scissors, pencils, crayons, markers;  



 
 

Development: inspired by every consideration emerged from the previous activity, the conductor 
introduces this activity, deepening the factors that determine the identity and characteristics of 
the work or study that participants have followed in their countries of origin;  

The three explanation moments of the activity:  

– Introduction (15 min.): the conductor explains that, once the side of spare time and activities is 
over (activity no. 2), time has come to examine and discover the activities regarding work and 
studies. It is important to point out that even activities which usually are less paid or not paid at all, 
such as internships or occasional works, are to be considered as work because they do indicate skills. 
For example, a person who has given a helping hand in building their own home with expert 
bricklayers lived a good experience to tell the group, especially if they think to have acquired specific 
skills and it all has been satisfactory. It is very common, especially for women, engaging in 
housework, sewing clothes or cutting off the hair of their neighbours;  

– Development (30 min.): the methodology of the construction of this side of the box is equal to 
activity no. 2. Therefore, every participant is free to personalize this third side of the box as they 
want to, without any restriction in materials but only in time;  

– Sharing (15 min.): the moment of sharing is always the most important. It is really important 
that all the participants have the opportunity to present at least one of the elements of this side 
of the box. The conductor can select the sharing mode they may deem appropriate for an 
effective discussion.  

Tips: the conductor, in compliance with everyone’s freedom of expression, can help the 
participants in the narration by linking different work or school experiences together in order to 
share strengths and weaknesses of the activities carried out.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Three phase immigrant service center model 

 

Partner: ENGIM 

NAME OF THE TOOL: 

                               Three-phase Immigrant Service Center model by 

ENGIM 

 

1. Knowledge of the user / interview; 

2. Balance of skills and competences; 

3. Analysis of possibilities and search for opportunities in relation to the user's skills (internship, 

work, professional courses, study); 

 

This model embraces different dimensions: balance of skills; career guidance; analysis and 

enhancement of the socio-cultural-work background; enhancement and development of 

linguistic-communicative skills, path of social inclusion. From our experience and based on 

the specific activities carried out in the field of immigration, continuous references and 

mutual interactions are established between the dimensions indicated. 

 

The emotional/relational aspect plays a central role in meeting with migrants. Their 

experience and their past has a "brutal" impact in their approach to the present and in their 

ability to see themselves in the future (depression, abulia, disgust, passivity). This situation 

(especially for African migrants) combined with the poor knowledge of the Italian language, 

make any path of inclusion impossible. 

 

First phase - Knowledge of our participant/group. 

In this phase a first contact with the person is established: we try to understand the reasons 

that led him to our counter. It is mainly a listening activity (in Italian if possible - in English, 

French or Spanish - through the presence of mediators), through which we try to understand 

the needs and to reconstruct the missing links in the “chain of needs” expressed (for 

example, the need of job is subordinate or related with regular permit, linguistic knowledge, 

health care, housing problem etc.) 

 

In the first interview there are no formal tools. The tool is the interview itself. At the end of 

the first interview and in sequent meetings, information relating to personal data; school and 



 
 

job background; feedback on the psychophysical state; reasons, where spontaneously 

emerged, of the emigration path; the housing situation and personal and family security are 

collected and entered in a digital database shared by the operators and the manager. After 

the first meeting, the team shares the general situation of the participant in order to 

hypothesize possible paths of socio-occupational inclusion and the network strategies to be 

activated for the resolution of the problems. 

 

In addition to the interview, there are more tools/activities that can be used for the same 

purpose. By imagining a model to implement for FETI, we thought about the group activity 

called “box activity” used in the ESPoR Project (ex. activity attached). 

 

Second phase - in this second phase our participant/group is called for a second meeting 

for an in-depth analysis of all the experiences in training and work (formal, non-formal and 

informal). At the end of this phase, we create a Curriculum Vitae in Italian, usually in the 

Europass format. At this point we try to bring out the work expectations of the 

participant/group, trying to reconcile their plan with a medium/long term projects 

perspectives. This information completes the profile on the internal database. 

 

Third phase - in this third phase the participant/group becomes part of the circuit of the 

Immigrant Services Center, benefiting from the ENGIM network (formal and informal 

stakeholders, public and private social services) to explore all job, academic or professional 

opportunities, that the area has to offer. 

The participants are in constant contact with the operators, through: 

● daily interviews (via smartphone or in presence); 

● identification of job opportunities (through the major job search sites in Italy), 

respecting the recipient's expectations; 

● constant updating of the CV; 

● enrollment in Italian language courses; 

● analysis of the situation of the documents (residence permit, identity card, health 

card, tax code, residence, economic situation, employment contract, rental contract, 

etc.); 



 
 

 

For the socio-occupational insertion activities of migrants, the main example for us is the 

socio-labor insertion internships managed by the National Agency for Active Labor Policies 

(ANPAL) through the PUOI project of which ENGIM one of the proposing subject. Various 

tools are foreseen within this project, used daily by the operators of the Immigrant Service 

Center (example in the annex); 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Appendix III  

Toolkit from Oslo Voksenopplæring Servicesenter 

 

Partner: Oslo VO Servicesenter/Karriere Oslo 

NAME OF THE TOOL: The model of career competences – helping tool for what to emphasize or 
include in career guidance sessions 

Who is using this tool? (professional 
role e.g. counsellor, trainers, social 
worker… ) 

 

 

  

Everyone working with counselling, teaching or training 
can use this tool, because it is extremely flexible and it 
can be adjusted into almost any context. The tool has 
been developed as a part of the National Norwegian 
Framework for Quality in Career Guidance. Many 
counsellors, advisers and teachers have started to use it 
in their work with career learning/career competences 
(conversational tool) 

In which stage of the path can it be 
used? (please, use as a reference the 
visual of the model) 

 

  

It can be used in all the four stages of the model as it is a 
conversational tool. The counsellor or teacher can 
concentrate on the parts of the model( The oxymorons) 
that seems most appropriate within their current 
counselling situation.  

What are the aims of this tool? What is 
it used for?  

 

 

 

  

The aim of the tool is to make people more aware of 
themselves in relation to the context that surrounds 
them. That's why the model has a  circular shape. The 
model is used as a conversational tool. 

 
Five pairs of words (oxymorons) makes five different 
areas: 

 
Me and the context 
Possibilities and limitations 
Choices and happenstance 
Changes and stability 
Adjustment and resistance 

What is the target group?  
For which kind of “persona” can it be 
used?  

  

It can be used by any kind of person in any kind of 
culture as the pair of words (oxymorons) are very 
universal. It makes a very good basic platform for 
counselling sessions. 

Tips and recommendations:  what to do 
in order to use it at its best? 

 

  

Just pick out the parts that are most relevant to the 
current situation.  
What does the person need to reflect more upon? 
Within which part of the model is it most tense and 
why? In which way is it possible to deal with this 
tension? How to balance better? 

Tips and recommendations: what NOT 
to do while using it?  

 

  

The counsellor should not concentrate on too many 
areas at the same time. It is very important to avoid that 
the person feels overwhelmed, especially people in our 
target group. That easily could lead to a loss of 
motivation. 



 
 

Tips (if any) to use the tool in the 
different partner contexts (e.g. if there 
are any cultural difference issues, or if 
there are some sensitive topics... )  

Yes there are always cultural differences. But the model 
is very easy to use as a "reminder" of what could be 
important areas to investigate in the conversation. 

 

 

Me and the context 

Possibilities and limitations 

Choices and happenstance 

Changes and stability 

Adjustment and resistance 

 

 

 



 
 

Partner: Oslo VO Servicesenter/Karriere Oslo 

NAME OF THE TOOL: Lifeline, the history about your life. 

Who is using this tool? (professional role e.g 
counsellor, trainers, social worker… ) 

  

Counsellors and teachers 

In which stage of the path can it be used? (please, 
use as a reference the visual of the model)  

Stage 1. 

What are the aims of this tool? What is it used for?  

 

 

 

  

The aim could be to assess the participants 
educational and professional background 
Another aim is that the participant can be 
able to use his/hers own words to describe 
his/hers life story, to visually see their own 
chronology, patterns etc 

What is the target group?  
For which kind of “persona” can it be used?  

  

The target group is refugees and 
newcomers with a different cultural 
background. It can be used with both high 
skilled and low skilled persons. 

Tips and recommendations:  what to do in order to 
use it at its best? 

  

Let people do this task in a way that seems 
natural to them. Do not direct people too 
much when it comes to details, how to 
draw etc. 

Tips and recommendations: what NOT to do while 
using it?  

  

Be aware that some people might not feel 
comfortable about sharing their life story 
with others in a group. 

Tips (if any) to use the tool in the different partner 
contexts (e.g if there are any cultural difference 
issues, or if there are some sensitive topics... )  

Personal topics should be avoided in mixed 
gender groups. Religion should not be a 
topic.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Lifeline/The history about myself 

 

Aim: To get to know yourself and your history 

To know where to go in the future it is useful to know where you are from and what your background 
is. In this exercise the participant should draw his or hers lifeline in the way that seems most natural. 
It can be done either individually or in groups. The aim is to assess the participants educational and 
professional background, personal topics should not be included. Therefore, it might be useful to 
explain exactly what belongs to the "private" and the "public" sphere. 

Individually this tool is used to get to know the person you meet. It can be used to take hold of the 
person's life story. The person draws his/hers lifeline and the counsellor assists when it comes to 
exploration of the story. 

This visual process works far better for many in our target group (refugees) than to use just words. 

The aim is that the participant can be able to use his/hers own words to describe his/her life story, to 
see visually their own chronology, patterns etc. 

It is beneficial to use year/dates and to write down the person's age. It is also good to draw symbols 
etc. along the way. The counsellor should also ask about plans or wishes for the future. 

This tool helps to get a more open and informal conversation. It helps to loosen up and to get a 
better "flow". 

This exercise can also be used in smaller groups. It can be extremely useful to go through different 
lifelines together and to discuss them in plenum. It can also be an option to use the RIASEC-codes 
(Holland) to organize the information from the lifelines. 

 

 

 

 



 
 

 

Partner: Oslo VO Servicesenter/Karriere Oslo 

NAME OF THE TOOL: SØT-modellen (conversational tool s = the now situation, ø = wishes, T = 
measures) 

Who is using this tool? (professional role 
e.g counsellor, trainers, social worker… )  

This tool can be used by teachers, counsellors, social 
workers or other professionals that work with 
personal career development or development in 
groups. The model can also be used to resolve 
conflicts and improve collaboration. 

In which stage of the path can it be used? 
(please, use as a reference the visual of 
the model) 

 

  

It can be used in stage 1 and 2. But also stage 4. 

What are the aims of this tool? What is it 
used for?  

 

 

 

  

The tool can be used to map where 
obstacles/problems occurs in peoples professional or 
private life. 
To clarify 
To analyze 
What you have 
What you need/want 
How to get there 
And what then? 

What is the target group?  
For which kind of “persona” can it be 
used?  

 

 

  

This tool can be used with any target group or 
persona. It is easy to use, especially when you meet 
new people (stage 1). It is an excellent tool to use in 
groups. In stage 4 the counsellor or teacher might 
meet the person(s) for the first time and then it can 
be very useful. 

Tips and recommendations:  what to do 
in order to use it at its best? 

 

  

If you work with this tool in groups; be careful to pick 
out participants who have about the same 
educational level from before. 

Tips and recommendations: what NOT to 
do while using it?  

 

  

None 

Tips (if any) to use the tool in the 
different partner contexts (e.g if there 
are any cultural difference issues, or if 
there are some sensitive topics... ) 

 

  

Be aware that some people from some cultures might 
find it difficult to share what they consider as private 
information in groups. 
Be aware of the gender aspect when working with 
groups, some might find it difficult to be in mixed 
gender groups. 
  

 

 

 



 
 

The SØT tool (GAP analysis) 

 

This tool is developed by Kjartan Skogly Kversøy and Marit Hartviksen. 

The tool might look like just another "GAP analysis tool" at first sight. However, it is more complex 
and can be extended in many different directions depending on the needs. The tool can be used in 
career counselling, it can be used to communicate and cooperate better and it can be used to handle 
conflicts and difficult situations. The core of the tool is change. 

This exercise using SØT requires that the participants are able to write. It can be done individually or 
in groups. 

Aim: Assessment of competence and lack of competence for desired profession/education. 
Contribute to reflection around competence, skills and job requirements.  

Explain what competence is and talk about what the requirements are for different jobs. It is 
important to emphasize the differences between countries. 

• Knowledge 
• Skills,  
• Characteristics  
• Attitude 

 
Find some examples of job advertisements (use the internet) and speak about what are the 
requirements. It is beneficial to show this on a big screen if you are working with a big group. 

Hand out the form (example below). You can of course make your own version of this form to get it 
exactly as if you want it.  

In groups: It is possible to use both pictures, drawings and text. On the right side (Ø = desired 
situation) the participants should describe what job they want. If they want more than one job, they 
should fill out one form for each job. Next to this, they should write down which qualifications they 
have from before in relation to the chosen job (knowledge, skills, characteristics, and attitude). They 
should also write down what qualifications they might lack. This part of the exercise should be done 
individually but the counsellor or teacher should walk around to assist. 

To the bottom left (S = current situation) the participants should describe their current situation. This 
can be more or less personal, depending on the group. However, be aware that some people don't 
like to talk about themselves in groups. Therefore, the focus should mainly be on education/job. 

The T describes the measures, what you need to do, the steps, and in what order - to reach your 
desired situation (S). It is very important that the person commits to a plan. What are you willing to 
commit to? When are you willing to do it? Can you give me some feedback when you have done it? It 
is important to agree about some short term goals that are not too difficult to implement. The 
measures should be concrete, feasible and timed. Be aware! To many (and infeasible) long-term 
goals can easily lead to a loss of motivation.  

 

 

Another variation: 

The participants can sit together in pairs and interview each other. The counsellor can hand out some 
questions if needed, 



 
 

• What are the tasks in this job? 
• Which of the tasks do you have experience with from before? 
• What are you good at? 
• What is interesting? 
• What type of education do you need to get this job? 

 

 

 

Illustration from the book "Samarbeid og konflikt - to sider av sammme sak" (Cooperation and conflict – two sides of the 
same coin) by Kversøy/Hartviksen. 

 

 

 

 

 

 

 

 

 



 
 

 

Partner: Oslo VO Servicesenter/Karriere Oslo 

NAME OF THE TOOL: Vip24 

Who is using this tool? (professional 
role e.g counsellor, trainers, social 
worker… )  

Career guidance counsellors, advisers in the public 
labour offices, psychologists, recruitment professionals. 

In which stage of the path can it be 
used? (please, use as a reference the 
visual of the model) 

 

  

It can be used in stage 2 and 3. 

What are the aims of this tool? What is 
it used for?  

 

 

 

  

The aim is to detect what interests, preferences, values 
and personality traits people have. To make people 
know themselves better and to find out where they have 
a "leak" in their energy balance. It can also be used in 
recruitment processes. Vip24 shows a holistic approach 
towards peoples life and their challenges. The tool 
consists of different tools in one tool (7 different 
profiles). The tool empowers the user for change. 

What is the target group?  
For which kind of “persona” can it be 
used?  

 

 

  

It can be used with any target group. The digital version 
requires basic digital skills and basic language knowledge 
(at least B1-B2 in the local language or English) 
For those who are not able to read/write, or those who 
does not speak the local language/English, it is better to 
use the BIIP version of the tool (picture cards). It can be 
used by those who needs to reflect more upon who they 
are, what interests, values and preferences they have 
etc. The cards are very versatile and can be used in many 
different ways and in combination with other tools. 

Tips and recommendations:  what to 
do in order to use it at its best? 

 

  

If you use the BIIP version (picture cards) in groups, not 
more than 6 participants in one group is recommended. 
If needed, always use an interpreter in the guidance 
session.  

Tips and recommendations: what NOT 
to do while using it?  

 

  

Be careful not to read the results too literally as it might 
lead the person (s) in a wrong direction. The results 
should only (always) be used as a platform for discussion 
and reflection. 
Do not use the digital version with those who does not 
have a certain educational level (minimum primary 
school). 

Tips (if any) to use the tool in the 
different partner contexts (e.g if there 
are any cultural difference issues, or if 
there are some sensitive topics... )  

Health issues might be a sensitive topic to some persons, 
so take care if using the profiling tool for health and 
lifestyle (livsstilshjulet). It might detect alcohol problems, 
drug abuse, mental disorders etc. 

 

 

 



 
 

             VIP 24 

 

 

 

 
Vip24 is a licensed tool that has been developed by the Norwegian company Conexus. The tool is 
consisting of different elements/profiles that are also available (partly) from other free sources on 
the internet. So this tool could mainly be used as an inspiration. 

Those in our target group who have sufficient digital skills and language knowledge in either 
Norwegian or English can use Vip24 as a digital self-assessment tool. This digital tool is very complex 
and it consists of seven different profiling tools. The aim is to see the person in a 24-hour perspective 
(holistic approach). 

For those who does not have sufficient digital/language skills, the picture-based version of the tool 
(Vip24 BIIP) is an extremely efficient tool to use (in both individual and group sessions, 

The BIIP tool is based on John Holland RIASEC system (The Hexagon). The RIASEC codes refers to his 

theory of careers and vocational choice (based upon personality types.).   

There are six different RIASEC types:  

• The Realistic/practical type (yellow) 
• The Investigative, academic type (orange) 
• The Artistic, creative type (light blue) 
• The Social, helping type (lilac) 
• The Enterprising, persuasive type (dark blue) 
• The conventional, organizer type (green). 

Below you can see some pictures of the tool and how it can be used: 

https://en.wikipedia.org/wiki/Personality_type


 
 

The RIASEC model and the "stairs" (indicates if you are living a balanced life or not),

 

 

 

 



 
 

There are many different picture cards in each RIASEC category. Some are pictures of working 
environments, some are pictures of social situations, some are showing groups of people interacting, 
some shows emotions, some shows people working alone etc. Therefore, the cards are very versatile 
and it is possible to use them in many different settings. There are also text cards indicating "NO" 
(green), YES (red) and NOT SURE (yellow). 

   

  

 



 
 

Appendix IV 

Toolkit from Scottish Wider Access Programme West SCIO 

Partner: SWAPWest 

NAME OF THE TOOL: SWAPWest Preparation for Higher Education: Taking Stock 1 

 On line at: http://www.scottishwideraccess.org/west-for-current-students-september 

Who is using this tool? (professional 
role e.g counsellor, trainers, social 
worker… )  

Tutors and individuals 

In which stage of the path can it be 
used? (please, use as a reference the 
visual of the model)  

Stage 4 

What are the aims of this tool? What 
is it used for?  

 

 

 

  

The Taking Stock 1 workbook is part of SWAPWest’s 
Preparation for Higher Education module. Taking Stock 
encourages students to recognise personal skills and 
competences, and to identify areas for improvement. The 
workbook asks a series of questions aimed to: identify 
recent successes; relate these successes to personal and 
social competencies; to identify core skills; relate these 
skills to those required for learning; identify areas for 
improvement and set targets for achieving shortfalls. This 
tool is available as a word document (downloadable from 
the SWAPWest website), or as an online form.     
Core skills include: 

• Communication 
• Working With Others 
• Numeracy 
• Information Technology 
• Problem Solving 
• Reflection 

What is the target group?  
For which kind of “persona” can it be 
used?  

 

 

  

Individuals who wish to access education and would like 
to know the level of their core competences. Individuals 
complete the tool on-line and then discuss the findings 
with a tutor of guidance counsellor in order to address the 
areas for improvement. 

Tips and recommendations:  what to 
do in order to use it at its best? 

  

Best used with those who have a good idea of what they 
would like to study and what employment they would like 
to pursue 

Tips and recommendations: what 
NOT to do while using it?   

Do not use with recent immigrants 

Tips (if any) to use the tool in the 
different partner contexts (e.g if 
there are any cultural difference 
issues, or if there are some sensitive 
topics... ) 

 

  

 

http://www.scottishwideraccess.org/west-for-current-students-september


 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Form_A1 - “Self-assessment tools detection” 

 

Part 1 - TOOL 

Tool Code  P301 

Identifying information 

Name of the tool (in 
English) 

SWAPWest Preparation for Higher Education: Taking Stock 1 

Name of the tool (in 
original language) 

SWAPWest Preparation for Higher Education: Taking Stock 1 

Author(s) SWAPWest  

Year of publication 2019 

Link to the website 
of the tool 

http://www.scottishwideraccess.org/west-for-current-students-
september  

Context in which it 
was designed 

Further Education (college) 

Description of the tool 

Brief description 
(max 1000 
characters) 

The Taking Stock 1 workbook is part of SWAPWest’s Preparation for 
Higher Education module. Taking Stock encourages students to 
recognise personal skills and competences, and to identify areas for 
improvement. The workbook asks a series of questions aimed to: 
identify recent successes; relate these successes to personal and social 
competencies; to identify core skills; relate these skills to those 
required for learning; identify areas for improvement and set targets 
for achieving shortfalls. This tool is available as a word document 
(downloadable from the SWAPWest website), or as an online form.     

Type of tool □ Questionnaire 

□ Test 
• Cards 
• Software 
X Other: Workbook  

Objective of the tool X School / training guidance 
• Job guidance 
X Personal empowerment 
• Other _________________________________ 

Type of 
administration 

X online 

X offline 

http://www.scottishwideraccess.org/west-for-current-students-september
http://www.scottishwideraccess.org/west-for-current-students-september


 
 

Type of feedback X No feedback 

□ Automatic standardized feedback 

□ Personalized feedback from a consultant 
• Other _________________________________ 

Accessibility X Tool accessible online and freely usable independently 

□ Tool accessible online and usable after registration 

□ Tool accessible at a center / office and usable independently 

□ Tool accessible at a center / office and usable as part of a counselling service 

License X Free tool for all 

□ Free tool for some types of entities (specify: ______________) 

□ Paid tool for all 

Factors / competences assessed through tool 

no. Name of factor 
/ competence 

Description 

1 Interpersonal 
Skills 

• Communication 
• Working With Others 

2 Academic • Numeracy 
• Information Technology 

3 Cognitive • Problem Solving 
• Reflection 

Target audience 

Age □ Teenagers □ Young people  X Adults □ Not specified 

Condition □ NEET  X Students  □ Workers  □ Unemployed  □ Pensioners  □ Other □ Not 
specified 

Gender □ Women  □ Men  X Not specified 

Status of social 
marginality 

X Low education people 

□ People with disabilities 

□ Drug addicts or alcoholics 

□ Prisoners 
• Immigrants or asylum seekers or refugees 
• Long-term unemployed 

□ Trafficking in Persons victims 

□ Homeless 

□ Other______________ 

□ Not specified 

Validation of the tool: Documents that demonstrate the validity of the tool 

n. type References 

1 O https://www.planitplus.net/Institutions/ViewCourse/9848  

https://www.planitplus.net/Institutions/ViewCourse/9848


 
 

2 O Stephen O’Brien and Mairtin O Fathaigh, Learning Partnerships for 
Social Inclusion: Exploring Lifelong Learning Contexts, Issues & 
Approaches (Glasgow: Oak Tree eWare, 2007)  

3 O Paul Bridges and Mark Flin (eds.), Making Sense of Credit and 
Qualification Frameworks in the UK/Europe (Derby: University of 
Derby), p. 112  

4 P Helen Cormack, Widening Access Indicators for Guidance of Students: 
Final Report (Glasgow: SWAPWest, 2016) 

 
Part 2 - PRACTICE 

PRACTICE n. P301 Title: Preparation for Higher Education 

Location (State, region, specific 
territory ...) 

Scotland, Paisley 

Implementing entity (name) West College Scotland 

Implementing entity (type) College 

Purpose / objectives of the practice Identify and develop core skills for learning 

Description of the practice (activities, 
phases …) 

Group/Independent completion of worksheets 

Independent reflection 

Group work to identify core skills 

Independent development of learning competences   

Target group(s) Low-skilled adults 

Results of the project / experience Completion of activity validated on SWAPWest end 
of year *profile  
 

*equivalent to student report card   

Reference literature / bibliographic indications 

n. type References 

 
 
 
 
 
 
 
 
 
 
 
 



 
 

Partner: SWAPWest 

NAME OF THE TOOL: Self-assessment tools detection 

Available on line: https://www.myworldofwork.co.uk/tools/about-me/start 

Who is using this tool? (professional 
role e.g counsellor, trainers, social 
worker… ) 

Careers advisers and job coaches 

In which stage of the path can it be 
used? (please, use as a reference the 
visual of the model) 

Stage 3  

What are the aims of this tool? What 
is it used for?  

 

 

 

  

The My World of Work ‘Skills Explorer Tool’ helps 
participants identify personal, social and learning 
competences, and suggests suitable forms of 
employment. Allowing participants to choose from a 
series of competences, those they currently possess, the 
tool them suggests jobs to match those competencies. 
This tool is available as an online questionnaire (accessible 
from the Skills Development Scotland website). 
It also assesses key skills including: 

• Ethics 
• Reliability 
• Self-awareness   
• Analysis 
• Recall  
• Understanding 
• Listening 
• Reading 
• Working with technology  
• Written communication 
• Developing a plan 
• Implementing ideas  
• Managing resources 
• Risk taking 
• Self esteem  
• Taking initiative  
• Time management 
• Empathising 
• Respecting  
• Social conscience 
• Creative 
• Designing 
• Innovative 
• Resourceful 
• Evaluating 
• Problem solving 
• Working with numbers 
• Building relationships  
• Compromising  
• Cooperating  
• Mediating  

https://www.myworldofwork.co.uk/tools/about-me/start


 
 

• Networking  
• Supporting 
• Attention to detail 
• Concentrating  
• Filtering  
• Sorting 
• Coaching 
• Delegating  
• Making decisions  
• Mentoring  
• Motivating others  
• Negotiating  
• Taking responsibility 
• Observation 
• Questioning  
• Researching 

What is the target group?  
For which kind of “persona” can it be 
used?  

Unemployed and the job ready 

Tips and recommendations:  what to 
do in order to use it at its best? 

  

Use with those who have IT skills and good language 
ability. Individuals complete the activities and their 
responses are assessed by an algorithm that tells them 
what levels they are at and suggest what types of work 
would be particularly suitable. 

Tips and recommendations: what 
NOT to do while using it?  

Don’t use with recent immigrants unless they have 
excellent language skills and are work ready 

Tips (if any) to use the tool in the 
different partner contexts (e.g if 
there are any cultural difference 
issues, or if there are some sensitive 
topics... ) 

This will work well with individuals who have fairly good 
English 

 

 



 
 

Form_A1 - “Self-assessment tools detection” 

 

Part 1 - TOOL 

Tool Code  P303 

Identifying information 

Name of the tool (in 
English) 

Skills Development Scotland: My World of Work – Skills 
Explorer Tool 

Name of the tool (in 
original language) 

Skills Development Scotland: My World of Work – Skills 
Explorer Tool 

Author(s) Skills Development Scotland  

Year of publication 
 

Link to the website of the 
tool 

https://www.myworldofwork.co.uk/tools/about-me/start 
 

  

Context in which it was 
designed 

Online  

Description of the tool 

Brief description (max 
1000 characters) 

The My World of Work ‘Skills Explorer Tool’ helps participants 
identify personal, social and learning competences, and 
suggests suitable forms of employment. Allowing participants 
to choose from a series of competences, those they currently 
possess, the tool them suggests jobs to match those 
competencies. 
This tool is available as an online questionnaire (accessible 
from the Skills Development Scotland website).  

Type of tool ☐Questionnaire 

•  Test 
•  Cards 
X Software 

•  Other _________________________________ 

Objective of the tool • School / training guidance 
X Job guidance 

• Software 
X Personal empowerment 
• Other _________________________________ 

Type of administration X online 

□ offline 

https://www.myworldofwork.co.uk/tools/about-me/start


 
 

Type of feedback □ No feedback 

X Automatic standardized feedback 

☐ Personalized feedback from a consultant 
• Other _________________________________ 

Accessibility ☐Tool accessible online and freely usable independently 

X Tool accessible online and usable after registration 

□ Tool accessible at a center / office and usable independently 

□ Tool accessible at a center / office and usable as part of a 
counselling service 

License X Free tool for all 
□ Free tool for some types of entities (specify: 
______________) 
□ Paid tool for all 

Factors / competences assessed through tool 

no. Name of factor / 
competence 

Description 

1 Integrity  • Ethics 
• Reliability 
• Self-awareness   

2 Sense Making   • Analysis 
• Recall  
• Understanding  

3 Communicating  • Listening 
• Reading 
• Working with technology  
• Written communication  

4 Initiative • Developing a plan 
• Implementing ideas  
• Managing resources 
• Risk taking 
• Self esteem  
• Taking initiative  
• Time management  

5 Feeling • Empathising 
• Respecting  
• Social conscience  

6 Creativity  • Creative 
• Designing 
• Innovative 
• Resourceful  



 
 

7 Critical thinking  • Evaluating 
• Problem solving 
• Working with numbers  

8 Collaborating  • Building relationships  
• Compromising  
• Cooperating  
• Mediating  
• Networking  
• Supporting  

9 Focussing • Attention to detail 
• Concentrating  
• Filtering  
• Sorting  

10 Leading  • Coaching 
• Delegating  
• Making decisions  
• Mentoring  
• Motivating others  
• Negotiating  
• Taking responsibility  

11 Curiosity  • Observation 
• Questioning  
• Researching 

Target audience 

Age □ Teenagers □ Young people  ☐ Adults X Not specified 

Condition ☐NEET  □ Students  □ Workers  ☐ Unemployed  □ Pensioners  □ 
Other  X Not specified 

Gender □ Women  □ Men   X Not specified 

Status of social 
marginality 

☐ Low education people 

□ People with disabilities 

□ Drug addicts or alcoholics 

□ Prisoners 

• Immigrants or asylum seekers or refugees 

☐ Long-term unemployed 

□ Trafficking in Persons victims 

□ Homeless 

□ Other______________ 

X Not specified 

Validation of the tool: Documents that demonstrate the validity of the tool 

n. type References 



 
 

1 R Education Scotland, ‘Annual Report to SCF [Scottish Funding 
Council] on the findings of Education Scotland evaluative activity 
in Scotland’s colleges during the period 1 August 2014 – 31 July 
2015,’ accessed on 28/05/2020 at 
https://education.gov.scot/Documents/AnnualReporttoSFC18121
5.pdf  

2 
 

  

3 
 

  
4 

  

 

Part 2 - PRACTICE 

PRACTICE n. P302 Title: Skills Development Scotland: My World of Work – 
Skills Explorer Tool 

Location (State, region, 
specific territory ...) 

Scotland  

Implementing entity 
(name) 

Skills Development Scotland  

Implementing entity 
(type) 

Careers Service  

Purpose / objectives of 
the practice 

To identify types of employment that match participant’s skills  

Description of the 
practice (activities, 
phases …) 

The online questionnaire asks participants to select up to ten 
competencies from a list of skills that are divided into 
categories. The tool then gives options for employment.  

Target group(s) Unemployed   

Results of the project / 
experience 

Participants receive options for employment linked to their 
skills.   

Reference literature / bibliographic indications 

n. type References 

 

 

 

 

 

https://education.gov.scot/Documents/AnnualReporttoSFC181215.pdf
https://education.gov.scot/Documents/AnnualReporttoSFC181215.pdf


 
 

 
Partner: SWAPWest Scotland 

NAME OF THE TOOL: Recognition of Prior Learning Toolkit  

Available on line: https://scqf.org.uk/support/support-for-learners-parents/rpl-for-learners/ 

Who is using this tool? (professional role 
e.g counsellor, trainers, social worker… )  

Educational advisers and entry staff at educational 
institutions 

In which stage of the path can it be used? 
(please, use as a reference the visual of 
the model)  

Stage 4 

What are the aims of this tool? What is it 
used for?  

 

 

 

  

Recognition of Prior Learning (RPL) means individuals 
can get recognition for learning achieved in a work-
based environment and from life experience, to 
support personal and career development.  

 
The RPL toolkit allows users to reflect on and 
consolidate past experiences, to identify what 
transferable skills and learning has been achieved, 
and how these achievements can then be used to 
pursue lifelong goals and ambitions. 
 
The RPL toolkit is a guidance tool that will suggest 
scenarios and outcomes to help users understand 
where learning has taken place and how to 
demonstrate this in order to achieve personal, career 
or education goals in a dynamic economic 
environment 

 
It also includes core skills: 

• Reflection 
• Self Esteem 
• Decision making 
• Problem solving 
• Reflection 
• Managing Change 
• Reviewing success 
• Achieving goals 

What is the target group?  
For which kind of “persona” can it be 
used?  

  

Those individuals who lack documentary evidence of 
their qualifications or experience 

Tips and recommendations:  what to do in 
order to use it at its best? 

  

Use with those who need evidence for job placement 
or entry to academic courses. They also need to be 
fairly IT literate and have reasonable language skills 

Tips and recommendations: what NOT to 
do while using it?   

Do not use with those who are recent arrivals unless 
they claim to have experience or qualifications from 
their home countries. 

Tips (if any) to use the tool in the different 
partner contexts (e.g if there are any 

 

https://scqf.org.uk/support/support-for-learners-parents/rpl-for-learners/


 
 

cultural difference issues, or if there are 
some sensitive topics... ) 

 

  
Available on line: https://scqf.org.uk/support/support-for-learners-parents/rpl-for-learners/ 

 
 

 
 
 
 
 
 

https://scqf.org.uk/support/support-for-learners-parents/rpl-for-learners/


 
 

 
Form_A1 - “Self-assessment tools detection” 

 

Part 1 - TOOL 

Tool Code  P304 

Identifying information 

Name of the tool (in 
English) 

Recognition of Prior Learning Toolkit 

Name of the tool (in 
original language) 

Recognition of Prior Learning Toolkit 

Author(s) Scottish Credit and Qualifications Framework (SCQF)  

Year of publication ??? 

Link to the website 
of the tool 

 https://scqf.org.uk/support/support-for-learners-parents/rpl-for-
learners/  

Context in which it 
was designed 

Online 

Description of the tool 

Brief description 
(max 1000 
characters) 

Recognition of Prior Learning (RPL) means individuals can get 
recognition for learning achieved in a work-based environment and 
from life experience, to support personal and career development.  
  

The RPL toolkit allows users to reflect on and consolidate past 
experiences, to identify what transferable skills and learning has 
been achieved, and how these achievements can then be used to 
pursue lifelong goals and ambitions. 
 
The RPL toolkit is a guidance tool that will suggest scenarios and 
outcomes to help users understand where learning has taken place 
and how to demonstrate this in order to achieve personal, career or 
education goals in a dynamic economic environment. 
 
This tool is available online from the SCQF website.  

Type of tool ☐ Questionnaire 

☐ Test 
•  Cards 
X Software 

☐ Other: _________________________________ 

https://scqf.org.uk/support/support-for-learners-parents/rpl-for-learners/
https://scqf.org.uk/support/support-for-learners-parents/rpl-for-learners/


 
 

Objective of the 
tool 

X School / training guidance 

X Job guidance 

X Personal empowerment 
• Other _________________________________ 

Type of 
administration 

X online 

☐ offline 

Type of feedback □ No feedback 

X Automatic standardized feedback 

☐Personalized feedback from a consultant 
• Other _________________________________ 

Accessibility X Tool accessible online and freely usable independently 

□ Tool accessible online and usable after registration 

□ Tool accessible at a center / office and usable independently 

□ Tool accessible at a center / office and usable as part of a counselling 
service 

License X Free tool for all 
□ Free tool for some types of entities (specify: ______________) 
□ Paid tool for all 

Factors / competences assessed through tool 

no. Name of factor 
/ competence 

Description 

1 Life Skills  • Reflection 
• Self Esteem  

3 Cognitive  • Decision making 
• Problem solving 
• Reflection  

4 Transversal  • Managing change 

5 Socio-
Emotional 
competences 

• Reviewing success 
• Achieving goals  

Target audience 

Age □ Teenagers □ Young people  ☐ Adults X Not specified 

Condition  ☐ NEET  □ Students  □ Workers  ☐ Unemployed  □ Pensioners  □ 
Other X Not specified 

Gender □ Women  □ Men  X Not specified 



 
 

Status of social 
marginality 

☐ Low education people 

□ People with disabilities 

□ Drug addicts or alcoholics 

□ Prisoners 

• Immigrants or asylum seekers or refugees 
☐ Long-term unemployed 

□ Trafficking in Persons victims 

□ Homeless 

□ Other______________ 

X Not specified 

Validation of the tool: Documents that demonstrate the validity of the tool 

n. type References 

1 O Madhu Singh, Global Perspectives on Recognising Non-formal and 
Informal Learning: Why Recognition Matters (New York, Dordrecht 
and London: Springer, 2015), 141 

2 O P. Werquin, ‘International Perspectives on the Definition of Lifelong 
Learning,’ in Matthias Rohs (ed.) Handbuch Informelles Lernen 
(Wiesbaden: Springer, 2016) 63  

3 0 Stephen Adam, ‘Why is the recognition of prior experiential learning 
important and what are the national and institutional implications of 
this for lifelong learning,’ in  Andrejs Rauhvargers and Sjur Bergan 
(eds.) New Challenges in Recognition: Recognition of Prior Learning 
and Recognition in a Global Context (Strasbourg: Council of Europe 
Publishing, 2008), 40 

4 0 Bertelsmann Stiftung (ed.), Kompetenzen anerkennen: Was 
Deutschland von anderen Staaten lernen kann (Gütersloh: Verlag 
Bertelsmann Stiftung, 2015) 

 

Part 2 - PRACTICE 

PRACTICE n. P302 Title: Recognition of Prior Learning Toolkit 

Location (State, region, 
specific territory ...) 

Scotland  

Implementing entity 
(name) 

SCQF 

Implementing entity 
(type) 

National credit transfer system for all levels of qualifications in 
Scotland.  

Purpose / objectives of 
the practice 

To identify how prior learning (in education and life) can be 
used to gain access to education or enhance employment 
opportunities.  



 
 

Description of the 
practice (activities, 
phases …) 

Users are provided with a series of scenarios relating to prior 
education achievements, skills and learning, and a series of 
scenarios detailing desired outcomes (education, employment).  
On completing the checklist, users are provided with a series of 
links to centres that can provide further guidance dependent on 
the scenarios chosen.  
Templates for exercises are provided to help users: reflect; 
identify learning and skills; identify supporting evidence to 
demonstrate learning and skills.  

Target group(s) Learners and jobseekers   

Results of the project / 
experience 

Increased self-esteem and improved confidence by recognising 
achievements and transferable skills. 
Planning for new career opportunities or learner pathways by 
recognising learning achieved that can be mapped to jobs or 
training whilst acknowledging individual strengths and 
weaknesses. 
RPL may be used to demonstrate learning that could be 
considered as comparable to standard entrance requirements 
for admission on a programme of study. 
Gain credit towards a qualification to shorten the normal period 
of study by providing evidence of knowledge, skills and 
understanding.  

Reference literature / bibliographic indications 

n. type References 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Form_A1 - “Self-assessment tools detection” 

 

Part 1 - TOOL 

Tool Code  P302 

Identifying information 

Name of the tool (in 
English) 

SPARK – Community Resource Tool Kit 

Name of the tool (in 
original language) 

SPARK – Community Resource Tool Kit 

Author(s) SWAPWest  

Year of publication 2012 

Link to the website 
of the tool 

http://www.scottishwideraccess.org/west-projects-spark-
introduction 

  

Context in which it 
was designed 

Community Centres 

Description of the tool 

Brief description 
(max 1000 
characters) 

The Spark Community Resource Tool Kit aims to engage adults who 
have had a significant gap in formal education, and aid the 
progression to further education and employment. Community 
practitioners guide participants through a series of activities 
encouraging them to identify personal, social and learning 
competences. The programme of activities leads to the development 
competent decision-making skills. Community practitioners provide 
guidance to enable learners to: identify suitable subjects for learning 
(based on their competences); contact learning centres; enrol on 
educational programmes.  
This tool is available as a series of videos, worksheets and guidance 
notes (downloadable from the SWAPWest website).  

Type of tool X Questionnaire 

X Test 
• Cards 
• Software 
X Other: Videos and Workbooks  

Objective of the 
tool 

X School / training guidance 

X Job guidance 

X Personal empowerment 

http://www.scottishwideraccess.org/west-projects-spark-introduction
http://www.scottishwideraccess.org/west-projects-spark-introduction


 
 

• Other _________________________________ 

Type of 
administration 

X online 

X offline 

Type of feedback □ No feedback 

□ Automatic standardized feedback 

X Personalized feedback from a consultant 
• Other _________________________________ 

Accessibility X Tool accessible online and freely usable independently 

□ Tool accessible online and usable after registration 

□ Tool accessible at a center / office and usable independently 

□ Tool accessible at a center / office and usable as part of a counselling 
service 

License X Free tool for all 
□ Free tool for some types of entities (specify: ______________) 
□ Paid tool for all 

Factors / competences assessed through tool 

no. Name of factor 
/ competence 

Description 

1 Life Skills  • Presentation Skills 
• Reflection 
• Communication  

2 Academic    • Numeracy  
• Literacy  
• Information Technology 

3 Cognitive  • Decision making 
• Problem solving 
• Reflection   

4 Transversal  • Managing change 

5 Socio-
Emotional 
competences 

• Reviewing success 
• Achieving goals  

Target audience 

Age □ Teenagers □ Young people  X Adults □ Not specified 

Condition X NEET  □ Students  □ Workers  X Unemployed  □ Pensioners  □ Other 
□ Not specified 



 
 

Gender □ Women  □ Men  X Not specified 

Status of social 
marginality 

X Low education people 

□ People with disabilities 

□ Drug addicts or alcoholics 

□ Prisoners 

• Immigrants or asylum seekers or refugees 
X Long-term unemployed 

□ Trafficking in Persons victims 

□ Homeless 

□ Other______________ 

□ Not specified 

Validation of the tool: Documents that demonstrate the validity of the tool 

n. type References 

1 
  

2 
 

  

3 
 

  
4 

  

 

Part 2 - PRACTICE 

PRACTICE n. P302 Title: SPARK – Community Resource Tool Kit 

Location (State, 
region, specific 
territory ...) 

Glasgow and the west of Scotland  

Implementing entity 
(name) 

Bridgeton Community Learning Campus  

Implementing entity 
(type) 

Community Centre  

Purpose / objectives 
of the practice 

To identify and develop personal, social and learning competences, 
leading to education and employment. Participants will receive 
guidance on the best steps to access education.   

Description of the 
practice (activities, 
phases …) 

Each session combines three types of activities: videos, 
worksheets, and guidance. Activities are completed in a group 
session (in community centres), or in one to one guidance 
sessions.  
 

Videos:  
The short videos comprise reflections from adult learners whose 



 
 

previous life experience is similar that of the target group. The 
learners discuss their journey into education and/or employment. 
The videos are designed to encourage reflection and discussion of 
the issues surrounding the decision to return to education as an 
adult, to raise awareness of existing support services that are 
available, and to encourage action. 
 
Worksheets:  
The worksheets may be completed as a written exercise or, if 
preferable, used as a basis for reflection and discussion, either in a 
one-to-one guidance session or as a group activity.  
 
Guidance:  
Upon conclusion of each session, learners should decide whether 
or not to continue with the rest of the programme. Some may be 
ready to take action (e.g. to contact a local college or submit an 
application), while others may wish to continue with the sessions 
as outlined. 
 
All participants should be encouraged to begin identifying their 
own support needs and, with guidance, to identify possible sources 
of support.   

Target group(s) NEET / Low-Skilled Adults   

Results of the project 
/ experience 

Participant progress is monitored and validated by community 
practitioners. Completion of the programme results in an 
application to college.     

Reference literature / bibliographic indications 

n. type References 

 

 

 

 

 

 

 

 

 

 

 



 
 

Appendix V 

Toolkit from Istanbul University 

 

Partner: Istanbul University 

NAME OF THE TOOL: Online Self-Assessment Inventory and Cultural Intelligent Inventory and 
Cultural Intelligent Inventory 

Who is using this tool? (professional 
role e.g counsellor, trainers, social 
worker… ) 

  

Online Self-Assessment Inventory and Cultural Intelligent 
Inventory are used by the counselors of Istanbul 
University’s Career Development Practice and Research 
Centre (ISTANBUL KAGEM) 

In which stage of the path can it be 
used? (please, use as a reference the 
visual of the model)  

Both of them can be used for other stages as well, but we 
use them for “stage four” of Higher Education or academic 
path due to the nature of our institution.  

What are the aims of this tool? What 
is it used for?  

 

 

 

  

The aim of the Self-Assessment Inventory is to evaluate 
the applicants from three different main personal traits 
which are effective in determining the occupation 
selection decision such as talents, interests and values. 
After evaluating the applicants in terms of the Self-
Assessment Inventory, the consultants lead them on their 
career path. 
It is used for creating a base before one-to-one 
physical/online interviews when the applicant needs any 
counseling regarding their future career on issues such as 
CV preparation, learning a language or improving Turkish, 
job/internship search, interviews, ambiguities about post-
graduate professional alternatives and goal setting. It 
saves time for both the counselor and the applicant as the 
process has already started through the online 
appointment system and the applicant has already been 
subjected to the online “self-assessment inventory”. By 
the time counselor have the interview with the applicant, 
the career counselors will have already examined and 
analyzed the results reached through the online self-
assessment inventory.  
The second tool is used by the counselors of ISTANBUL 
KAGEM is the Cultural Intelligence Inventory. It was 
originally presented by academicians P.Christopher Earley 
and Elaine Mosakowski as a new type of intelligence. The 
core element of this inventory is the individual's 
fulfillment and success in a different cultural or 
multicultural environment. People with high cultural 
intelligence are aware of cultural universality and cultural 
differences. The Cultural Intelligence scale is used to 
measure how easily one adapts to different cultures. The 
results of the scale will give us an idea of the adaptability 
of people with whom we will work with. It will help us to 



 
 

design cultural awareness courses which will be given by 
the career counselors to ensure the cultural adaptation of 
the people within the framework of the results obtained 
from this scale. According to the results obtained from the 
scale, the applicants who will take cultural awareness 
courses may be divided into groups. 
The scale consists of 4 sub-dimensions and 20 items. The 
sub-factors of the scale are as follows: 
Metacognition: I am aware of my cultural knowledge that 
I use in intercultural interactions. 
Cognition: I know the religious beliefs and cultural values 
of other cultures. 
Motivation: I enjoy interacting with people from different 
cultures. 
Behavior: I can change my speaking speed according to 
the needs of intercultural interaction. 

What is the target group?  
For which kind of “persona” can it be 
used?  

 

 

  

Turkey grants the right to education to the refugees under 
temporary or international protection in a flexible 
structure through different admission criteria. Syrian 
students with migrant backgrounds are the highest in 
numbers at Istanbul University. In this context our target 
group will be mainly Syrian students with temporary 
protection status either as transfer students providing the 
documents regarding their university education in their 
home country before it was interrupted because of the 
war or the ones who have a high school diploma and on 
the condition that they pass Istanbul University’s Foreign 
Student Exam (İUYÖS). The main reason why Syrian 
students are at Istanbul University is the civil war broke 
out in Syria in 2011. Therefore their main characteristic in 
the first place is the fact that they escaped from the 
battle. However, they are not considered as refugees 
in legal sense and they live in Turkey under 
"temporary protection status" officially. The Syrian 
students live either with their family or at the university’s 
dormitory. In relation to their being university students 
they have at least a high school diploma.  Therefore they 
have some academic qualifications to a certain extent. In 
these terms they don’t have any obstacles with regard to 
abilities such as reading and writing. Even though they are 
expected to be in B1 level of Turkish as it’s part of the 
requirements for their admission to the university, 
speaking Turkish is still an issue. Therefore learning and 
actively using Turkish still arises as one of the problem 
areas for them. In relation to their being a higher 
education student again, it can be stated that they have 
already decided about their future path in job wise in 
various sectors related to the majors they are studying at 
the university. In other words they are not at Istanbul 
university for a short term training to pick up an 
occupation. Their goal is having a university degree as 
they think that graduating from the university will make 



 
 

them better qualified and so will provide them better job 
opportunities in Turkey and other countries.   

Tips and recommendations:  what to 
do in order to use it at its best? 

 

  

It is recommended that the career counselor should be 
available physically or online (more likely to be online due 
to the pandemic) when applying the Self Assessment 
Inventory and Cultural Intelligent Inventory. The applicant 
should have the opportunity to be able ask the career 
counselor to clarify a statement at the time of filling in the 
scale in case some statements/expressions on the scale 
may not be understood clearly, so the counselor can help 
immediately. The sincerity of the answers given to the 
scale is vital in terms of measuring the interests and 
abilities of the person correctly. Therefore, before filling 
the scale, the aim should be explained clearly and 
sincerely to the applicant the scale will be applied. Also a 
guarantee should be given that the information collected 
during the process will be confidential and not to be 
shared with third parties. 

Tips and recommendations: what 
NOT to do while using it?  

 

  

In order to get a realistic result from the scales, the 
counselor should be careful not to use guiding expressions 
and gestures. If the scale is translated into another 
language, the practitioner should ensure that the words 
are understood correctly. The practitioner should be 
careful not to use words with unclear meaning. Words and 
sentences used in the scale should be clear to avoid 
misleading the applicant. 

Tips (if any) to use the tool in the 
different partner contexts (e.g if 
there are any cultural difference 
issues, or if there are some sensitive 
topics... )  

As mentioned above, the meaning of some words in 
translation scales may not be transmitted to the other 
party. For these situations, it is recommended to use as 
simple and clear words and sentences as possible. 

 
 

 

 

 

 

 

 

 

 

 

 



 
 

Online Self Assessment Inventory  

Note:This is an online multiple choice inventory consisting of 230 questions. The applicant should 
answer the questions out of four choices as A: Never / Doesn't matter, B: Occasionally / Not so 
important, C: Often / Important, D: Always / Very Important 

Can you accurately estimate how many degrees an angle is? 
  

Can you read an article quickly and accurately? 
  

Can you articulate when speaking? 
  

Have you easily learned mathematical concepts such as zero, equality, infinity? 
  

Can you recognize the minor difference between two complex shapes that look very similar? 
  

Can you solve similar problems once you have learned how to solve a problem? 
  

Can you summarize a text right after reading it once? 
  

Can you easily find a solution for a problem from a math book of your level? 
  

Can you visualize the new shape of a complicated geometrical figure that will occur by 
shifting it right, left, up and down? 

  
Can you visualize the closed state of an open geometric object? 

  
Do you have a rich vocabulary? 

  
Can you build the equation that provides the solution to a problem right away? 

  
Can you apply the mathematical rules you have learned to the problems you encounter in 
physics and chemistry courses? 

  
Can you apply the rules you have learned in the math class to a problem you encountered for 
the first time and be able to solve it ? 

  
Can you draw an unfolded form of an unusual type of geometric object? 

  
Can you read a text written with symbols such as ''logarithms'' and ''sines'' easily? 

  
Can you relate the ideas with each other stated in a text you read? 

  
Do you solve math puzzles? 

  
Can you perceive a small part of a complex geometric figure by abstracting it from the 
whole? 

  
Can you come up with solutions which are different from the solutions you have been 
taught? 

  
Can you transfer the information you have gained on a topic to others in your own words? 

  
By looking at the plan of a house, can you visualize its finished version? 

  



 
 

Can you easily read a math book written with the symbols you have already known but you 
have not read before? 

  
When explaining a subject in verbal and written form, can you put the ideas in the correct 
order? 

  
Can you find your way easily in a closed place where you are a stranger to? 

  
Can you notice the errors in ideas and wording in a text easily? 

  
Can you reconstitute a shape randomly dissected quickly again? 

  
Can you write a successful article in a flowing style? 

  
Can you install a machine by looking at the machine's schema? 

  
Can you find the main and supporting ideas of a text easily? 

  
Can you help others to solve their personal problems? 

  
Would you like to go to a handicraft or painting course? 

  
Can you easily share your thoughts and beliefs with others? 

  
Do you criticize the advertisements on TV and think how they could be done better? 

  
Would you want to attend a conference which is on raising children in various cultures? 

  
Do you examine the lives of famous writers? 

  
Do you do your daily work on time? 

  
Do you solve mechanical puzzles? 

  
Do you examine the conditions and environments in which pets develop better? 

  
Have you ever dreamed of yourself as a researcher in a laboratory in the future? 

  
Do you visit the musical instruments exhibition? 

  
Would you like to take a course on marketing and sales methods? 

  
Do you examine the lives of famous artists and painters? 

  
Do you reply to the letters on time? 

  
Do you try to find out the effects of your behavior and expressions on others? 

  
Would you like to organize fun theme days in the elderly care center? 

  
Do you follow the literature awards and read the books that have won awards? 

  
Do you compose small pieces? 

  
Do you examine how electrical toys work? 

  



 
 

Would you like reading an article about the change in the family throughout history? 
  

Would you attend a conference on how to grow tropical flowers at home? 
  

Do you play chess? 
  

Do you like visiting homes and promoting a product? 
  

Do you like editing the mistakes of a typewritten article? 
  

Have you ever tried to write a poem? 
  

Would you like to write an essay about human rights? 
  

Would you try to build a radio on the condition that all the equipment is provided? 
  

Do you design a project or research about a problem in the area of physics, chemistry or 
math? 

  
Would you consider becoming a manager of a farm? 

  
Do you watch a program that promotes folk songs from various countries? 

  
Do you watch concerts, music programs? 

  
In your spare time, do you teach poor children for free? 

  
Do you participate in art conversations? 

  
Do you make household items out of wood and metal? 

  
Would you like to compile interesting news for newspapers? 

  
Have you tried writing stories, memories, essays? 

  
Do you deal with the fine details of a work? 

  
Can you impose your opinion in the discussions by finding strong evidence? 

  
Have you worked voluntarily in a shop or business in summers? 

  
Would you like to work at a hospital voluntarily? 

  
Do you read books on architecture or art history in general with pleasure? 

  
Do you play a musical instrument? 

  
Would you like to grow quality fruit in the garden? 

  
Do you examine the life of various animals and plants? 

  
Did you sell things like bubble gum, chocolate and marbles to your friends in your 
childhood? 

  
Do you participate in debates at school? 

  



 
 

Do you like decorating a house or living room? 
  

Can you play a musical instrument at a level that will make others listen to? 
  

Do you participate in charity campaigns for people affected by disasters? 
  

When you go camping or picnic, do you examine the animals and plants around you? 
  

Do you write for the school newspaper? 
  

Do you examine the customs of the people in a city you visit? 
  

Do you try to build a model airplane? 
  

Do you enjoy solving physics and chemistry problems? 
  

Do you enjoy examining the wording styles of various writers? 
  

Do you attend painting or handicraft contests? 
  

Can you attract people's attention while talking and persuade them to accept your 
thoughts? 

  
Do you participate in music competitions? 

  
Do you do your homework on time and properly? 

  
Would you like to manage the school canteen or cooperative? 

  
Would you like to work as a volunteer in a skills training course for the disabled? 

  
Would you read an article about the methods of raising the effectiveness of workers? 

  
Can you repair broken appliances at home? 

  
Would you watch a movie showing life undersea with interest? 

  
Do you try growing new flower types? 

  
Would you like to visit an exhibition showing the evolution of a machine (for example an 
electrical motor) ? 

  
Would you like to work in a team investigating the characteristics of Turkey's population? 

  
Do you care that any task you do is clean and tidy? 

  
Do you read theater and literary criticism in newspapers? 

  
Do you go into a running battle to persuade people who don't think like you? 

  
Do you participate in the talks about the sale of bonds, gold and shares? 

  
Would you like to explain child care methods to village women? 

  
Do you follow the music trends? 

  



 
 

In your spare time, do you paint, sculpture, embroider, etc.? 
  

Do you read an article about the adaptation of wild animals to the zoo? 
  

Do you examine the lives of famous scientists? 
  

Do you think about the development of a machine's function? 
  

Do you take care of various machines and devices around you and use them well without 
damaging? 

  
Do you store the papers such as letters, receipts, old school reports, etc.? 

  
Do you follow the news about profitable investment areas in newspapers? 

  
Would you like to work in an inclusion program for delinquent children? 

  
Would you take music lessons or select a music course? 

  
Would you like to visit an exhibition showing the evolution of spacecraft and rockets? 

  
Do you keep a pet (bird, fish, cat etc.) at home? 

  
Do you have a negotiator role in conflict situations? 

  
Do you watch interviews with litterateurs? 

  
Have you read an article on the latest scientific discoveries? 

  
Do you research the reasons for people's behavior around you? 

  
Do you participate in literature discussions? 

  
Do you examine the art works and try to understand their properties? 

  
Would you like to work in one of the associations for the welfare of the poor? 

  
Do you examine the tendency of purchasing behavior of people? 

  
Are you known as good at repartee in your social circle? 

  
Do you grow flowers in pots? 

  
Do you keep a regular record of what you buy or everything you do? 

  
Do you read novels, stories, poems? 

  
Do you watch the news and panels on the economy on TV? 

  
Do you attend courses to improve your rhetoric and persuasiveness? 

  
Do you visit scientific project exhibitions? 

  
Would you watch a movie showing fish breeding methods in ponds with interest? 

  
Do you try to make an aesthetic contribution to a handicraft created already? 

  



 
 

Do you read a book to a blind person? 
  

Do you classify your documents and notes according to subject fields? 
  

Do you examine the tendencies and emotions of people? 
  

Do you visit painting exhibitions and art galleries? 
  

Do you examine the lives of famous composers? 
  

Would you like to work as a researcher in an institution conducting public opinion research? 
  

Can you draw tool and machine patterns? 
  

Do you keep a detailed account of your income and expenses? 
  

Do you generally feel happy and relaxed? 
  

Do you examine the lives of society leaders and famous thinkers? 
  

Would you prefer group work to individual work? 
  

When you work or go on a trip if things do not go as planned, would you feel 
uncomfortable? 

  
Is it important for you to make a name for yourself by providing outstanding success in your 
field? 

  
Do you think "the person should do whatever he/she wishes. Postponing the things someone 
enjoys doing may lead unpleasant life"? 

  
Do you like it when you enter the room to attract everyone's attention and be talked about? 

  
Do you believe that you will be able to do a better job by collaborating with others? 

  
Do you like possessing the whole job by dealing or planning every aspect of it? 

  
Would you participate in competitions in any field where you consider yourself talented? 

  
Do you like contributing some innovations by yourself when you try to put into practice what 
you have learned? 

  
Do you care about what other people think or how the work is done? 

  
Do you care about to foresee in which position you will be after ten or twenty years when 
you get a job? 

  
Do you always like eating your meals at certain times and in the way you are used to? 

  
Do you plan every detail beforehand before starting for a work and stick to the plan tightly? 

  
Is it important for you to have a job which allows you to be innovative? 

  
Do you have a great imagination? 

  



 
 

Do you believe that you should definitely study at an institution that accepts students with 
high scores? 

  
Do you have trouble in making decisions on your own? 

  
Do you look for different and valid solutions to the problems you see around that no one has 
found? 

  
Do you speak in meetings just to stand out? 

  
Do you enjoy going to work or school and returning home at certain times? 

  
Do you wonder about new things and give them a try? 

  
Would you rather choose a secure job even if its earning is low? 

  
Do you trust the opinions and decisions of other people in group works and games? 

  
Do you put forward new and interesting ideas in a debate? 

  
Would you adopt "a poor thing but my own" saying as a motto? 

  
Would you want to work in an environment where talented people compete to get a 
position? 

  
Do you think you first need to have good earnings in order to make a name for yourself and 
be promoted? 

  
Is it important for you to be a notable person? 

  
Do you always make an effort to improve yourself and try to do your job better? 

  
Do you care about taking into consideration older and experienced people's opinions? 

  
Do you try taking advantage of every opportunity to gain a good place in society? 

  
Do you get bored with the things that are done in the same way? 

  
Do you believe that a person can get whatever he wants with money? 

  
Do you lead in groups or chair in meetings? 

  
Instead of quitting a job you cannot do as well as others and move on to other jobs, would 
you rather think about it and make an effort till you achieve success? 

  
Would you consider working until you retire in the first job you get? 

  
Do you believe that competitions activate people's creative power? 

  
Do you believe that gains and success are deserved by the people who take risks? 

  
Before you start a work, would you want to get absolute assurance that the result will be 
good? 

  
Is it important for you that the profession you choose will allow you to make your name? 

  



 
 

Do you believe that income level is important for gaining prestige? 
  

Is it important for you to move to a better socio-economic level? 
  

Would you want to have some people around you to consult and get help while working? 
  

Do you believe that being friends with intelligent, knowledgeable, gifted people will improve 
you? 

  
Do you believe that you will be happy with an income sufficient for yourself by keeping your 
needs limited? 

  
Is it important for you to make progress in your career and develop in the job you choose? 

  
Does it bother you that your days are alike? 

  
Do you take all business seriously? 

  
Is it important for you that the job you choose provides a good income? 

  
Can you manage to bring people together for achieving a specific target? 

  
Can you monitor people by determining their duties and responsibilities? 

  
Do you try to perform better than other people in your job by comparing yourself with others 
and eliminating your deficiencies? 

  
Can you be the person who makes the last decision in the group? 

  
Do you think the jobs with high income also have occupational prestige? 

  
Is it an important goal to make more money and be rich in your life? 

  
Would you like to eat in different places, taste the food you have not eaten before? 

  
Do you think that you can improve and have a good career by only getting a profession that 
suits your abilities? 

  
Do you willingly take on tasks that require important responsibilities? 

  
Is it important for you that your decisions are implemented in a group work or games? 

  
Do you believe that you will develop yourself by trying new things? 

  
Would you want to be a person who takes responsibilities and makes important decisions in 
the work setting? 

  
Do you joke? 

  
Which fields do you think you are talented in? 

  
Do you like meeting new people? 

  
Can you attract people's attention while speaking, and impose your views on them? 

  
Do you try to find new ways for changing your lifestyle? 

  



 
 

Do you take risks in changing jobs frequently with the hope that you will make more money? 
  

Is it important for you that your job is interesting and provides you with an active life? 
  

Does it bore you to always do certain jobs and go to certain places? 
  

Do you feel anxious and sad for unnecessary things? 
  

Are you known in your social circle as a creative person who comes up with innovations? 
  

Do you research in which field you can make more money? 
  

Do you take responsibility when you lose a competition and investigate where you made 
mistakes and your weaknesses? 

  
Do you plan to work in full performance for making progress in your career and reaching 
your top goal? 

  
Do you always work hard for being better than others? 

  
Do you perform a job you take on, carefully and diligently? 

  
Do you believe that you will be happy by living planned and organized? 

  
Do you enter a new contest by improving yourself when you lose a contest? 

  
Do you take advantage of every opportunity to be known and take a good place in society? 

  
When you examine an occupation do you primarily prefer to find out the earnings situation? 

  
Do you believe that every skill is acquired will eventually contribute to the advancement of 
your career even if not today? 

  
Do you try to adopt the values and the way of life of people who are in high-rank positions? 

  
Do you try not to waste your time and take advantage of every opportunity to improve 
yourself? 

  
Is it important for you to be a specialist in your job whatever the status of the job you 
perform? 

  
Do you feel relaxed when sharing the responsibilities with your colleagues? 

  
Do you believe that you should have a reputable job for being respected? 

  
Would you still try to acquire a profession even if you won the lottery? 

  
Would you bother having to do the things in the way that others tell you to do in an area that 
you are talented? 

  

Do you think that an occupation is a way for using skills and abilities? 
 

 

 
 



 
 

Online Cultural Intelligent Inventory  

 

MOT4 - I enjoy living in cultures that are unfamiliar to me 

MOT3 - I am sure I can deal with the stresses of adjusting to a culture that is new to me. 

MOT5 - I am confident that I can get accustomed to the shopping conditions in a different culture 

MOT1 - I enjoy interacting with people from different cultures 

MOT2 - I am confident that I can socialize with locals in a culture that is unfamiliar to me 

 

COG4 - I know the marriage systems of other cultures 

COG6 - I know the rules for expressing non-verbal behaviours in other cultures 

COG5 - I know the arts and crafts of other cultures. 

COG2 - I know the rules (e.g., vocabulary, grammar) of other languages. 

COG3 - I know the cultural values and religious beliefs of other cultures. 

COG1 - I know the legal and economic systems of other cultures 

 

MC2 - I adjust my cultural knowledge as I interact with people from a culture that is unfamiliar to 
me 

MC3 - I am conscious of the cultural knowledge I apply to cross-cultural interactions 

MC1 - I am conscious of the cultural knowledge I use when interacting with people with different 
cultural backgrounds. 

MC4 - I check the accuracy of my cultural knowledge as I interact with people from different 
cultures 
 



 
 

BEH5 - I alter my facial expressions when a cross-cultural interaction requires it. 

BEH4 - I change my non-verbal behavior when a cross-cultural situation requires it 

BEH2 - I use pause and silence differently to suit different cross-cultural situations. 

BEH1 - I change my verbal behaviour (e.g., accent, tone) when a cross cultural interaction requires 
it 

BEH3 - I vary the rate of my speaking when a cross-cultural situation requires it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Appendix VI  

Personas and Path examples 

 

ENGIM personas 

Joy 

 

 

 

 

 

 



 
 

 

 

 

 

Ibrahima 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

Lamin 

 

 

 

 

 

 

 



 
 

 

ENGIM path examples 
 

 
Following the 4-phase path of the FETI project for Joy, Ibrahima and Lamine personas, we start with 
meeting our beneficiaries. 
 
Lamine’s background 
 
Lamine wants to continue his studies in Italy. His goal is to get a high school diploma after obtaining 
the middle school diploma. The problem is the maintenance of his expenses and renewing his 
residence permit. Because of this, he is looking for a daytime job, leaving his evening free to study.  
 
Ibrahima’s background 
 
Ibrahima's goal is to find an employment contract to renew his residence permit for work, because his 
request for international protection was refused. 
 
Joy’s background 
Joy’s goal is to find a part time job that could allow her both to spend time with her baby and to earn 
money for living. 
 
Step one: meeting the beneficiary 
 
Following the 4-phase path designed for the FETI project, the first phase gives us the opportunity to 
use different tools for meeting our beneficiaries. For ENGIM, there are two useful tools in this phase: 
the "My Box" activity and the "SOT" activity from Norway. 
 
It starts with the "My Box" activity. After a short interview to understand the beneficiary‘s position 
Joy/Lamin/Ibrahima could be included in this activity, according to their present/past (the description 
of the activity is present in the "tools" folder). 
 
This will allow us to go deeper into this phase of knowledge of Lamine and carry out a more detailed 
analysis of his needs, the SOT activity can come to our aid since the objective is assessment of his 
competence and lack of competence for his desired profession/education and will let him reflect on 
competence, skills and job/education requirements. 
 
Step two: removing the gaps 
 
After dealing with phase one we move on to the second phase of the process: removing the gaps.  
 
Our experience tells us how these two phases, for the Italian context, are crucial to successfully 
conclude a path of work, training or school placement for migrants. 
 
For this second phase we focus on two tools available: the A3 and A4 activities of the PUOI project 
and The model of career competences from Norway. 
 
Let's start with the activity proposed by Norway because it is a conversational activity that continues 
phase one of the FETI Path. The aim of the tool is to make people more aware of themselves in relation 
to the context that surrounds them. That's why the model has a circular shape.  
 



 
 

After completing the activity, a more structured skills assessment and career guidance begins, thanks 
to activities A3 and A4 (the description of the activity is present in the "tools" folder) of the project 
PUOI. Obviously, even if project PUOI is not active, we can use its tools for other paths.  
For example: the draft of an individual action plan (PAI) is an integral part of the PUOI project, but it 
can also be created for other purposes, as it is useful to outline and make visible the path and the skills 
that the beneficiary will need. 
 
Step three/four: labour market insertion 
 
For this phase it is interesting to use "My World of Work" tool from Scotland, but unfortunately our 
beneficiaries do not always have a good knowledge of IT or foreign languages (English or Italian), so it 
cannot be used for the type of personas common to ENGIM. 
 
For the Italian context, having analyzed the personal and professional background of the beneficiary 
(FETI STEP 1), after the process of assessing work/educational skills, personal needs analysis and career 
guidance (FETI STEP 2), the tools to be used are social insertion working with projects offering paid 
internships (such as the PUOI project), the creation of a network with vocational schools and normal 
schools depending on the beneficiary's needs. 
 
The needs our users have is to find a work contract for the renewal of residence permits. So in STEP 3 
(or 4) our main goal is to conduct a social /work orientation with the aim of finding this employment 
contract. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Oslo Voksenopplæring Servicesenter persona 

 

 

Shirin 

 

 

 

 

 

 

 



 
 

 

Oslo Voksenopplæring Servicesenter path example 

Stage 1 in the model:  If I, as a career guidance counsellor, met Shirin for the first time, I would 
probably have picked out some of our own tools for this meeting. Since I don´t do assessment as a 
part of my job, most tools that are based on questionnaires are not that useful to me in this context. I 
would have to concentrate  on those tools that I could use in the actual meeting/conversation with 
her. Probably I would have used The Model of Career Competence and/or SØT. The SØT model has 
some similarities with the Italian 3 step model.  

Sometimes, but not always, I would continue with some kind of group guidance session in the second 
meeting (as a part of either stage 1 or 2 in the model). The maximum size for these groups are 4-6 
persons. In such a group session MY BOX from Italy could be very relevant to use, so I will try out this 
tool with a group later on in the project. The tools SØT and Lifeline can also be used with groups as it 
makes a very good foundation for an open conversation between the participants.  

There are elements in the other tools that I find interesting as well, but few of them could be used in 
their current shape, so they would have to be customized to be useful in our context.  

Stage 2 in model: The model of career competences would definitely be used here. I would focus on 
those word pairs that seem most important after the first meeting. We would also define some short 
term and some long term goals and make a "plan". I could also use the Lifeline or the SØT tool in the 
process. If Shiren was to participate in a group guidance setting (with 4-5 other people), either the 
SØT, Lifeline, vip24 or MY BOX could be used. 

I think that some of the Italian tools in ESPOR seems interesting. The three step model is also very 
similar to how we do it in Oslo (the frame of everything). So this is also useful in step 2.  

Stage 3 in the model: We don´t assist our participants directly in this part of the model. This is NAV´s 
mandate. But most of our target group in the FETI project have some kind of job or work experience. 
This depends on how long they´ve been in Norway. Recognition of Prior Learning (on an upper 
secondary level), is also something that Oslo VO can assist the target group with. This could be a part 
of both stage 2 and stage 3 in the model. In Oslo VO Servicesenter/Careers Oslo we don´t do the 
actual recognition, we only do the counselling in advance of the evaluation process. We speak with 
people and try to find out if this could be relevant in their situation. If so, Oslo VO Sinsen takes over 
the process. Oslo VO Servicesenter does not assist the target group with finding a job or 
apprenticeship. The RPL in our context is for those who have qualifications from before and 
need/want a certificate of apprenticeship (vocational upper secondary education). The curriculum in 
the subject is always the base for the recognition process. It has a focus mainly on hard skills 
(knowledge and practical skills), not soft skills.  

 
Stage 4 in the model: We assist our participants to have their diplomas from higher education 
recognised (Nokut does this in Norway). So with Shirin I would start with this since she has a diploma 
as a nurse. I would also assist her with questions and applications for further higher education. In 
Oslo Metropolitan University we have a study called "Supplementary Education for Refugees" (for 
engineers, teachers and nurses only). Those who have nurse education from their home countries 
can apply for a one year course in order to get an authorization and start working in Norway.  

Those in our target group who have some kind of higher education from their home countries (in 
general), and have been in Norway for some time, are more likely to benefit from digital tools like 
Vip24. The model of career competences is always, on all levels in the model, useful in meetings 
with people like Shirin.  



 
 

The tools: Most of the tools seem too "local" and are not particularly useful for me in my context. But 
parts of them could be very useful. It seems like an important "finding" that most tools need to be 
adjusted to be useful in the local context, so this could be the starting point for output 3. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

SWAP West Personas 
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SWAP west path examples 

FETI Tools    Personae and Workshop Approach 

As those beginning a SWAP course will have a dedicated route into Higher Education, we would 
approach both of our Personae types in a similar way. We have created workshops sessions (see 
workshop slides) with our target group and employed the following strategies: 

Stage 1- Getting to Know the Person 

Our workshop sessions begin with an ‘ice breaker’, a conversational approach to build rapport and 
make the individual feel at ease. We also wanted to begin to think about existing competences and 
to ascertain the individual’s goal.  

We adapted and applied 2 tools, the Norwegian Lifeline tool and the SØT tool. These allow the 
individual to introduce themselves, to tell us a little about past experience, to describe their current 
circumstances and to discuss the future path they would wish to take.  

The Lifeline tool allows us to open up a conversation and build rapport. Based on time, we did not 
initially use the mind map activity, however, we would like to extend workshop time to allow for this 
activity to be included.  

On learning a little about the individual, we then applied the SØT tool. This allowed time to 
simultaneously consider the future path of the individual and open discussion on the measures that 
would need to be taken to continue this journey.  

 

Stage 2- Removing Gaps 

Within the next part of our workshop we looked to assess existing competences and discussed 
competences required for the future. 

In this stage, the SØT tool was used alongside a ‘Taking Stock’ (SWAP) model. Again, we adapted 
both tools to allow us to create a competence evaluation discussion which looks at measuring 
existing competences and which considers the possible competences required for future success.  

 

Stage 3 - Access to the Labour Market 

This stage is not entirely relevant to SWAP students. Working with our personae and with our 
workshop groups, we feel that the Lifeline tool allows us to consider existing competences and 
interests based on the individual’s past history. We do take into account these competences and 
interests to ensure our target group considers a Higher Education Course which will lead onto a 
career relevant to their competences, interests and experiences. It is also clear that the Italian ‘BOX’ 
tool would work well here for those seeking immediate access to the labour market, however this is 
not within the remit of SWAP’s organisational activity.  

 

Stage 4 – Pursuing Higher Education 

Within the workshop, we continued to use ‘Taking Stock’ and ‘SØT’ within the context of a 
competences evaluation and development model. Individuals were asked to reflect on the 



 
 

competences  they have and on the competences that they will require to successfully pursue 
progression to Higher Education.  

 

Link to the workshop sessions:  

https://rise.articulate.com/share/I2g-
bFRyu86T8EYXPhgBGE5sVuQpn75p#/lessons/r2Dm8r5wk3GFNjfJqRZ0QQhnylF-km1_  

 

Further Comment 

It is clear, from our workshop sessions, that building rapport and trust is key to creating a basis from 
which to evaluate existing competences and open meaningful discussion relating to the acquisition 
and development of additional competences. 

Amalgamating elements of a range of tools at different stages opened up more open space for 
rapport building and competence evaluation.  

 

The SWAP process for personae and workshops:

 

 

 

 

 

 

 

 

https://rise.articulate.com/share/I2g-bFRyu86T8EYXPhgBGE5sVuQpn75p#/lessons/r2Dm8r5wk3GFNjfJqRZ0QQhnylF-km1_
https://rise.articulate.com/share/I2g-bFRyu86T8EYXPhgBGE5sVuQpn75p#/lessons/r2Dm8r5wk3GFNjfJqRZ0QQhnylF-km1_
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Istanbul university path examples 

 

FETI – STAGES FOR ISTANBUL UNIVERSITY   
According to the 4 stages path of the FETI project for Isha and Sayd personas   
Isha’s and Sayd’s background: 

lsha and Sayd are both students at Istanbul University. Isha is studying French Language and 
Literature and Sayd is studying Economics. They have been living in Turkey under temporary 
protection status since they had to leave Syria because of the civil war in their home country. Even 
though they are not Turkish citizens they can still study at Istanbul University for free. In Isha’s case 
as she passed İÜYÖS examination (Istanbul University Foreign Student Examination) and she can 
study at Istanbul University according the score she received. Whereas in Sayd’s case, as he provided 
the official documents regarding his last educational attainment in Syria, he is continuing his studies 
at Istanbul University as a transfer student. Their goal is to get a degree from the university and find 
high-profile jobs. To reach their goal, they need to reach C1 level to continue their education at 
Istanbul University in the first place. In this regard they need guidance in getting know themselves 
better and being able to present themselves with a good command of Turkish to find a job after 
graduation. 
Stage 1: Meeting the beneficiary  

It should be noted that due to nature of Istanbul University’s structure a career guidance 
counsellor can only meet with Isha or Sayd on the condition that they make an online appointment 
with Istanbul University’s Career Development Practice and Research Centre (ISTANBUL KAGEM). 
Therefore, when Isha or Sayd wants to meet with a career guidance counselor for the first time, it will 
have to be via online self-assessment inventory of Istanbul University. Moreover, assessment is done 
as part of the career guidance counsellor’s responsibility. In this context questionnaires are useful. 
Since this is now the case, Isha and Sayd first need to apply to the centre online and fill in the self-
assessment profile. After completing the profiles, each participant will be welcomed to an interview. 
For the time being interviews will be conducted only online. Before starting an in-depth interview, the 
self-assessment profile results of the person will be discussed by a career consultant with the 
beneficiary. Depending on the values, targets, memories and interests of him/her, the interview will 
be shaped by using the participant’s life history. 

The interviews will be conducted by taking into consideration that the beneficiaries are coming 
from different cultural context. Therefore, the cultural intelligence scale is also used.  These interviews 
will be conducted to define these points: 

• Life history of person 
• Personality type of person 
• Self-evaluation of person 
• Values 
• Main competencies for business life such as; 

o Decision-making  
o Stress management  
o Communication Skills 

Some people may dislike or not feel comfortable answering these kind of specific questions, 
so information about the person will be obtained through an in-depth interview. In this context, 
Norway’s Lifeline, a history about life inventory may be useful for gathering information about the life 
history of the beneficiary. On this scale, the beneficiary should draw his or her lifeline in the way that 
seems most natural. It can be useful when it is performed individually because some people prefer not 
to answer these kinds of questions verbally.  



 
 

Through these tools, career counsellors will try to make students aware of themselves. In 
addition to the related tools, Scotland's Self-assessment tools detection-The My World of Work ‘Skills 
Explorer Tool’ may be useful for understanding some competences with regard to written 
communication, decision making, time management, taking initiative, working with technology, taking 
responsibility and some management skills. These additional points may be useful for drawing up the 
framework to set goals for the beneficiary.  

Step 2: Removing the gaps 
After analyzing the personal background of the beneficiary, a plan will be made. In the case of 

Isha, for example, after the assessment of competences she will need to address the lack of some of 
the desired competences. Some goals will be able to set together according to her needs. In her case 
improving her command of Turkish appears as the first crucial competence as it is necessary to find a 
job after graduation and to be in tune with social life  in Turkey, but most importantly to be able to 
graduate by reaching C1 level in Turkish and continuing as a student at Istanbul University where she 
is majoring. She started studying at Istanbul University on the condition that her Turkish was at B1 
level which is compulsory for all the foreign background students. In most cases these students have 
difficulty in expressing themselves in Turkish. Language courses are arranged for those who need it at 
ISTANBUL KAGEM or the Language Center of Istanbul University or other agencies free of charge. In 
terms of the project, our target group will be able to improve their Turkish and they can easily use it in 
business life. 

Overall, the major need of our beneficiaries is to find a job at the end of their education at 
university as in the example of Sayd. After assessing his competences to improve his career options, 
he will also be guided in soft skills such as CV Preparation and Interview Techniques, Self-Confidence 
Development and Assertiveness Workshop, information on the legal conditions required to work 
within his recent status Turkey.  
Stage 3: Labour Market Insertion 

Even though we are not the responsible body for finding beneficiaries jobs, they can still set 
an appointment and consult with a career counsellor with regard to the job market and how to 
navigate this and what skills to develop since they are studying at university to find a job in the first 
place. Our experts at the center, who know the conditions of the labor market and job opportunities 
in terms of career development in our country, provide consultancy to identify and highlight the 
potential development areas of these students according to recent market trends.  

Regarding improving our target group’s career options, periodically they will also be informed 
about the job opportunities that are offered by the 'Talent Gate'. This is an online platform launched 
through the Presidency of the Republic of Turkey. On this platform companies can reach out to new 
graduates and university students from all over Turkey to employ and meet the internship needs of 
the students. Searching for job opportunities and internship possibilities is seen as vital for higher 
education students. On this point, ENGIM’s (Italy) Protezione Unita a Obiettivo Integrazione (PUOI) - 
Protection and Integration Process can be used. According to a report published by ENGIM, in the 
second phase of the related tool, there are some tools for a search for further job/training 
opportunities and promotion of the professional profile of the recipient in the local, regional and 
national job market. After performing business etiquette courses, students will be more ready to 
integrate to the society and labor market. In this sense, it will help students who have gained more 
awareness about themselves to be aware of the job and internship opportunities appropriate for them 
in the labour market and, of course, their legal rights to work with temporary protection status. 
Stage 4: Higher Education 

Our beneficiaries are already in higher education. In other words they have already chosen 
which path to follow. What we do here is to assist them to improve themselves in terms of getting 
know themselves better (stages 1/2), whether by improving their Turkish or other soft skills before 
they graduate to find a job.  They are also assisted with regard to further higher education i.e. how to 
apply, basic requirements and examinations or other formal documents. 
 

 



 
 

 

Appendix VII 
Toolkit and stages 
 

 

 

 

 

Illustration of the FETI-model with the different career counselling tools 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Tools - Index 
 

Meeting the Beneficiaries:  

• Induction workshop (SWAPWEST) -  

• SOT (Norway) 

• My Box (Italy) 

• Lifeline (Norway) 

• Career Competence (Norway)  

Removing the Gap:  

• Sot   (Norway)                                                                                                                                        

• Tool Vip 24   (Norway)          

• My Box (Italy)  

• Career Competence  (Norway)                                                                                                                 
  

Labour Market Insertion 

• Tool Vip 24 (Norway)  

• PUOI (Itay)                                                                                                                                             

•  My World of Work (Scotland)                                                                                                                 

• Career Competence (Norway)                                                                      

 

Higher Education:  

• Online self assessment (Turkey)                                                                                                              

• Cultural Intelligence (Turkey)     

• Taking Stock (Scotland)  

• Assessment of Prior Learning (Scotland)         

 

 

 

                                                                                            


