
  

 
                 

 

 

 



  

 
                 

 

Toolkit for Adult Education and Career Guidance 

 

This Toolkit has been created in September 2022 in the frame of the project “RE-IN-

JOB - Non-formal education for adult social inclusion and re-employment” (2020-

1-IT02-KA204-079508), co-funded by Erasmus+ Programme of the European Union 

and coordinated by Travelogue Associazione di promozione sociale (Marsciano, Italy).  

Visit the website: http://reinjob.eu/ 

Partner organisations and contributors: 

• Travelogue Associazione di promozione sociale (Marsciano, Italy) 

• Asociación Iniciativa Internacional Joven (Malaga, Spain) 

• Glafka s.r.o. (Prague, Czech Republic 

• Développement Méditerranée (DEVMED) (Marseille, France)  

• Go-Woman! Alliance Community Interest Company (Birmingham, United 

Kingdom)  

• Asociacion Cultural y Deportiva La Hoya (La Hoya, Elche, Spain)  

The European Commission's support for the production of this publication does not 
constitute an endorsement of the contents, which reflect 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. 

http://reinjob.eu/
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Introduction 

This Toolkit has been created gathering all the methodological sheets and supporting 

documents and material used for the implementation of the workshops during the two 

blended mobilities of adult learners of our projects. 

The activities have been designed by all partner organisations of the project, according to the 

learning needs of the target group involved, collected in the first phase of the project, and 

implemented during the mobilities in Spain and Italy. 

For each activity you will find: 

• title and name of the organization who facilitated it 

• the purpose and learning objectives of the activity 

• size and characteristics of the group involved 

• duration of the workshop 

• instructions for the development (methodology and content, methods, techniques 

and steps of the implementation) 

• environment and context; tools and materials needed 

• supporting documentation and tips for the facilitators. 

The supporting documentation and complete description of the blended mobilities activities is 

available on the project website at the following pages: 

• TC3: Blended mobility of adult learners in Malaga (Spain) 

• TC4: Blended mobility of adult learners in Marsciano (Italy) 

       

    

 

https://reinjob.eu/blended-mobility-online-malaga/?lang=en
https://reinjob.eu/tc4-blended-mobiliy-for-adult-learners-italy/?lang=en
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1. Tools for non-formal education and career guidance for adults 

1.1. Key competences and formal, non-formal, and informal education 

Created by: Asociación Iniciativa Internacional Joven 

Purpose: Create a space for reflection on learning in the different 

educational systems (formal, non-formal and informal) as well 

as the procedures for recognition, validation and certification of 

key competences. 

Learning objectives: • Identify formal, non-formal and informal education; what 
is a competence, an ability, an attitude, what is the 
certification of competences. 

• Reflect on their learning experiences, personal and 
professional development. 

• Learn about the certification tools for the key skills 
acquired in international mobility within the framework 
of the Erasmus + programme. 

Instructions for the 

development 

(methodology and 

content, methods, 

techniques and steps of 

the implementation): 

The session begins with a short introduction about what we are 

going to do and the purpose of the session. Through a power 

point presentation, we are exposing some key concepts and 

always inviting participation. They are proposed a brainstorm to 

know who knows the difference between the different 

educational systems (formal, non-formal and informal). 

The non-formal system that we are working on in this course is 

explained a little more. 

The RVCC procedures (Recognition, validation, certification of 

competencies) are explained below. 

The skills certification tools Youthpass and Europass are 

mentioned, what a skill is, composition of a skill (knowledge, 

skills and attitudes), ways to acquire new skills, etc., giving 

examples to make it clear. 

The 8 key competences created by the European Union are 

presented, and examples of each of them are given for a better 

understanding. 

Next, the trainer talks to them about the importance of thinking 

about what they want or need to learn, in order to access the job 

they want, and the importance of having their own learning plan 

in order to help them acquire the skills that allow them the 

access to the labor market. 

Afterwards, the trainer asks the whole group if they agree, if 
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these objectives are well framed in the competition or if they 

should be changed. The trainer makes clarifications about the 

comments and presentations made. 

Duration: 1h 

Size and characteristics 

of the group: 

Adult learners between 23 and 50 years old, including people at 

risk of social exclusion and unemployed people, coming from 

different EU countries. 

Environment and 

context; tools and 

materials needed: 

Computer, projector, key competences printed. 

Supporting 

documentation: 

PowerPoint presentation (Open it from the website) 

1.2. Personal, social, learning to learn competence  

Created by: Go-Woman! Alliance CIC (GOAL)  

Purpose: Self-reflection, how to discover one's own capacities, attitudes, 

learning process and skills 

Learning objectives: • Ability to self-reflect and understand difference between 

personal and social learning 

Instructions for the 

development 

(methodology and 

content, methods, 

techniques and steps of 

the implementation): 

Methodology: Individual and group discussion 

 

Attached PowerPoint presentation outlines activity  

 

The trainer will use the PowerPoint presentation to navigate 

through the 1-hour session. 

 

The session will guide learners through step by step in looking at 

defining Personal, Social, learning to learn. 

 

Duration: 1 hour 

 

Size and characteristics 

of the group: 

Adult learners between 23 and 50 years old, including people at 

risk of social exclusion and unemployed people, coming from 

different EU countries. 

https://reinjob.eu/wp-content/uploads/2022/08/TC4_AIIJ_key-competences-presentation.pdf
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Environment and 

context; tools and 

materials needed: 

- Laptop / projector to show PowerPoint  

- Flip chart paper 

- Pens 

- Post It Notes – Yellow, Orange and Green 

Supporting 

documentation: 

PowerPoint presentation (Open it from the website) 

Tips for the facilitators: - The session will be delivered in small segments to get 

learners to understand the concept around the topic. 

 

1.3. My Diversity is my strength / awareness about violence towards women 

and how to have a better social and professional integration 

Created by: DEVMED / Solidarité femmes 13 

Purpose: Introduce the fundamentals of violence (domestic and sexual), 
and present the basics of work done to accompany the victims 
socially, legally and psychologically. 

Learning objectives: 
 

• Better master the socio-political context of violence against 
women, in particular domestic and sexual violence 

• Understand how violence against women fits more broadly 
into a hetero patriarchal system and into our own social 
representations 

• Learning about the fundamentals of violence 

• Learning how can we accompany women to surpass these 
difficulties and how their diversity could be a strength 

Instructions for the 
development 
(methodology and 
content, methods, 
techniques and steps of 
the implementation): 

 

Module 1:  
- Key figures 
- Legal benchmarks and framework, definitions 
- Difference between violence and conflict 

Module 2:  
- History of violence against women & patriarchy 
- Social representations and interpretations 
- Gender stereotypes 
- Difficulties to integrate socially and professionally 

Module 3: 
- Identification elements (statistics) 
- Fundamental notions 
- Mechanisms of influence 
- Cycle of violence 
- How to get out of this cycle and start a better professional 

and social integration 

Duration: 
 

2 hours 

https://reinjob.eu/wp-content/uploads/2022/08/TC4_personal_social-learning-to-learn-competence.pdf
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1.4. Digital competences 

Created by: GLAFKA s.r.o. 

Size and characteristics of 
the group: 

Adult learners between 23 and 50 years old, including people at 

risk of social exclusion and unemployed people, coming from 

different EU countries. 

Environment and context; 
tools and materials 
needed: 

Video projector, laptop. 

Supporting 
documentation: 

PowerPoint presentation (Open it from the website) 

Purpose: To understand the term digital competences, what are the 
elements of the digital competences and how to distinguish 
among them. To get information about European digital tools and 
services supporting employment of citizens. 

Learning objectives: 
 

• To know what the digital competences are 

• To know what knowledge is 

• To know what skill is 

• To know what attitude is 

• To learn about the tools and services for employment 
support 

Instructions for the 
development 
(methodology and 
content, methods, 
techniques and steps of 
the implementation): 

 

- Introduction (the trainer presents the objectives and 
purpose of this session to learners, discuss with learners 
their level of digital competences) 

- Digital competences (trainer provides basic information 
what digital competences are as well what are the 
elements of competences; divide learners into 3 groups: 
group one is asked to define how knowledge can be 
understood in terms of digital competences, group two is 
asked to define how skills can be understood in terms of 
digital competences, group tree is asked to define how 
attitude can be understood in terms of digital competences; 
mutual discussion about digital competences elements – 
each group presents their point of view; trainer clarify how 
each element can be understood in terms of digital 
competences) 

- Online test of digital competences (learners use the QR 
code to run the online test  

- Digital tools and services (trainer provide information about 
European services and tools to support employability of 
citizens – where to look for job opportunities, internships or 
traineeships in EU) 

- Questions and discussion (the session is closed by open 

https://reinjob.eu/wp-content/uploads/2022/09/Presentation-Malaga.pdf
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1.5. Digital competences and video recording 

Created by: GLAFKA s.r.o. 

discussion among learners and trainer) 

Duration: 
 

90 - 120 minutes 

Size and characteristics of 
the group: 

Adult learners between 23 and 50 years old, including people at 

risk of social exclusion and unemployed people, coming from 

different EU countries. 

Environment and context; 
tools and materials 
needed: 

For presenter: computer and projector  
For learners: smartphones/tablets/notebooks 

Supporting 
documentation: 

PowerPoint presentation (Open it from the website), QR code 
with digital competences test 

Purpose: To understand the term digital competences, what are the 
elements of the digital competences and how to distinguish 
among them. To get information about European digital tools 
and services supporting employment of citizens. To test 
learners’ digital competences level. Learning basis of video 
recording. 

Learning objectives: 
 

• To know what the digital competences are 

• To know what knowledge is 

• To know what skill is 

• To know what attitude is 

• To learn about the tools and services for employment 
support 

• To learn about basis of video recording 

Instructions for the 
development 
(methodology and 
content, methods, 
techniques and steps of 
the implementation): 

 

- Introduction (the trainer presents the objectives and 
purpose of this session to learners, discuss with learners 
their level of digital competences) 

- Digital competences (trainer provides basic information 
what digital competences are as well what are the 
elements of competences; divide learners into 3 groups: 
group one is asked to define how knowledge can be 
understood in terms of digital competences, group two is 
asked to define how skills can be understood in terms of 
digital competences, group tree is asked to define how 
attitude can be understood in terms of digital 
competences; mutual discussion about digital 
competences elements – each group presents their point 
of view; trainer clarify how each element can be 
understood in terms of digital competences) 

- Online test of digital competences (learners use the QR 

https://reinjob.eu/wp-content/uploads/2022/08/TC3_DigitalCompetences.pdf
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1.6. How to search for learning/training/job opportunities in EU 

Created by: ACD LA HOYA 

code to run the online test) 

- Digital tools and services (trainer provide information 
about European services and tools to support 
employability of citizens – where to look for job 
opportunities, internships or traineeships in EU) 

- Basis of video recording (trainer provides practical tips to 
creating digital story step-by-step; introduces to learners 
stages of video recording in details as well key filmmaking 
principles, techniques; trainer show and present 
supportive tools, samples, videos and tutorials 

- Questions and discussion (the session is closed by open 
discussion among learners and trainer) 

Duration: 
 

120 – 180 minutes 

Size and characteristics of 
the group: 

Adult learners between 23 and 50 years old, including people at 

risk of social exclusion and unemployed people, coming from 

different EU countries. 

Environment and context; 
tools and materials 
needed: 

For presenter: computer and projector, internet connection, 
speakers 
For learners: smart phones/tablets/notebooks 

Supporting 
documentation: 

PowerPoint presentation (Open it from the website), QR code 
with digital competences test 

Purpose: To show and check the tools to search for learning /training and job 
opportunities in Europe. 
 

Learning objectives: To understand how to work with the platforms 
To advice and give tips  
To check the problems that can appears 

Instructions for the 
development 
(methodology and 
content, methods, 
techniques and steps of 
the implementation): 

The trainer will use a PowerPoint presentation to present the 
different aspect when people are searching for learning/training/job 
opportunities in EU. 
 
The trainer will show the platform and to see how they work and 
what to take care.   
 
The participant will make a brainstorming to know the problems 
that can appears and the possible solutions. 
 

https://reinjob.eu/wp-content/uploads/2022/08/REINJOB_Marsciano_DigitalCompetences.pdf
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1.7. Business Idea and Business Plan 

Created by: Go-Woman! Alliance CIC (GOAL) 

Purpose: To learn about concept, function and structure of a business plan 

Learning objectives: • Basic understanding of a Business Plan 

• Generating a business idea 

• Developing a draft basic business plan 

Instructions for the 

development 

(methodology and 

content, methods, 

techniques and steps of 

the implementation): 

Attached PowerPoint presentation outlining activities including 

brain storming. 

The trainer will use the PowerPoint to navigate through the 2-

hours session. 

The session will be split into 4 activity sections: 

1. Brain storming an idea 

2. Developing the idea 

3. Your customers 

4. Costing 

The session will be concluded with each group giving a brief 

presentation on their idea. 

The best idea wins a prize!! 

Discussion about the possibilities to work abroad. 
 

Duration: 1 h – 1,5h 

Size and characteristics 
of the group: 

Adult learners between 23 and 50 years old, including people at 

risk of social exclusion and unemployed people, coming from 

different EU countries. 

Environment and 
context; tools and 
materials needed: 

Laptop, projector, PowerPoint presentation, post-its, pens, 
coloured markers. 

Supporting 
documentation: 

PowerPoint presentation (Open it from the website) 

Tips for the facilitators: Important to check the platforms and to see how they work (Eures, 
Europass, etc.) 

https://reinjob.eu/wp-content/uploads/2022/08/Presentacion-Marsciano.pdf
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Duration: 2 hours in total 

Introduction: 10 mins 

Brain storming: 15 mins 

Developing the ideal 15 mins 

Customers: 15 mins 

Costing: 15 mins 

Final presentation: 15 mins 

Size and characteristics 

of the group: 

Adult learners between 23 and 50 years old, including people at 

risk of social exclusion and unemployed people, coming from 

different EU countries. 

Different teams with 4 people per team. 

Environment and 

context; tools and 

materials needed: 

- Laptop / projector to show PowerPoint  

- Flip chart paper 

- Coloured pens 

- Post It notes 

Supporting 

documentation: 

PowerPoint presentation (Open it from the website) 
 

Tips for the facilitators: - The session will be delivered as a mini competition to 

generate the best business idea. 

- Facilitators will need to support learners to work through and 

develop the mini draft business plan.  

- Support the team to present their idea to the rest of the 

group. 

1.8. The Professional path – from interests, attitudes, skills, competences, to 

the creation of a career plan 

Organisation: Travelogue APS 

Purpose: To create a career plan, clarifying what are your concrete plans 
for your future creating and the steps to reach them. 
 

Learning objectives: • To reflect on one’s own interests, attitudes and skills 

• To evaluate one’s own current professional situation / 
objectives and discover what are their plans for the future 
in terms of learning, working and personal development 

• To set concrete goals in a short, medium and long term 

Instructions for the 
development 
(methodology and content, 
methods, techniques and 
steps of the 

The trainer will use a PowerPoint presentation to present the 
career plan and the steps to formulate it. 
The facilitator gives a template to the learners to analyse their 
present situation and to set medium and long-term life goals, 
considering the steps s/he feels necessary to reach the 

https://reinjob.eu/wp-content/uploads/2022/08/TC3_business-idea-and-business-plan.pdf
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implementation): objectives. 
 
The plan is divided in 5 steps: 
1. Assess your current situation 
2. Define your professional goals 
3. Formulate your strategies and identify your resources 
4. Determine a timeline 
5. Measure and keep track of your progress. 

 
At the end the participants will discuss about their plans in pairs 
or in small groups and make a final reflection with the facilitator. 

Duration: Introduction - 15 min 
Assess your current situation - 15 min for writing, 15 min for 
sharing 
Define your professional goals - 15 min 
Formulate your strategies and identify your resources - 15 min 
Determine a timeline - 15 min 
Group discussion & final reflection - 20 min 
Total. 1hour 50 min 

Environment and context; 
tools and materials 
needed: 

Laptop, video projector, PowerPoint presentation, poster post-
its (possibly 4 colours) for the swot analysis, pens, coloured 
markers, templates for the career plan. 
 

Supporting documentation: PowerPoint presentation (Open it from the website), poster with 
the SWOT table, Career plan template (Annex 1). 
 

Tips for the facilitators: In order to make the activity more dynamic, the SWOT analysis 
can be done in a group activity (if not done in a previous 
session), with a poster with the draw of the table; Each learner 
will have to write its strengths, weaknesses, opportunities and 
threats in different post-it notes to be placed on the poster. 

1.9. Europass: CV and Cover Letter 

Organisation: Travelogue APS 

Purpose: To present the Europass platform and the tools for creating and 
updating the CV and cover letter. 
 

Learning objectives: • Learn how to fill in an effective CV and cover letter with 
digital tools 

• How to read a job offer and adapt the CV to the job 
requirements 

Instructions for the 
development 
(methodology and 

The trainer will use a PowerPoint presentation to present the 
Europass platform and the tools it offers. 
How to create a profile, how to create a Europass CV, how to 

https://reinjob.eu/wp-content/uploads/2022/08/TC3-professional-path-presentation.pdf
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content, methods, 
techniques and steps of 
the implementation): 

create a cover letter, how to download and share the documents. 
 
Workgroup activity: How to apply for a Job offer, reflecting of the 
job requirements and creating an effective CV. 
 
The participants are divided in groups. Each group select a job 
offer for the application and prepare the CV and for the interview. 
The other groups of participants will be the recruiters, asking 
questions about the competence required. They will decide if they 
will be selected for the job position according to what inserted in 
the CV. 

Duration: Introduction of the Europass platform and tools - 30 min 
Group activity & final reflection - 30 min 

Environment and 
context; tools and 
materials needed: 

Laptop, video projector, PowerPoint presentation, pens, paper 
sheets for the participants, printed case studies (job offers) 
 

Supporting 
documentation: 

PowerPoint presentation (Open it from the website), case studies 
with job offers. 
 

Tips for the facilitators: In order to make the activity more dynamic, the SWOT analysis 
can be done in a group activity (if not done in a previous session), 
with a poster with the draw of the table; Each learner will have to 
write its strengths, weaknesses, opportunities and threats in 
different post-it notes to be placed on the poster. 

 

  

https://reinjob.eu/wp-content/uploads/2022/09/TC4-Europass-CV-and-cover-letter.pdf
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Annexes: 

Annex 1: Career Plan 

PERSONAL DATA 

NAME: SURNAME: 

COUNTRY: ORGANISATION: 

1. Assess your current situation. 

What do you think of your current personal and employment situation? 
 
 
 
 
 
 
 
 

Define your personal SWOT: 

 FAVOURABLE UNFAVOURABLE 

IN
T

E
R

N
A

L
 

Strengths: Weaknesses: 
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E
X

T
E

R
N

A
L

 

Opportunities: Threats: 

2. Define your professional goals. 

Reasons and motives for choosing this Career Project (What led you to make 
this choice?) 
 
 
 
 
 
 
 
 
 

Define your goals or milestones, making a list of the most challenging to the 
easiest to achieve. 
 

1.   
 

2.   
 

3.  
 

Set medium and long-term life goals: Think about your Project, in personal terms 
and consider educational qualifications and/or future employment, what job do you 
think you will have in: 
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December 2022 
(or within 12 
months) 

 
 
 
 
 

December 2027  
(in 5 years) 

 
 
 
 
 

December 2032  
(in 10 years) 

 
 
 
 
 

3. Formulate your strategies and identify your resources. 

Define the measures you want to apply to achieve your objectives 

 
 
 
 
 
 
 
 
 

What steps will you have to take? 
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What obstacles will you have to overcome and how? 

 
 
 
 

4. Determine a timeline. 

Elaborate a timetable for the implementation of the project (What is your set 
goal?) 
 
 
 
 
 
 
 
 
 
 
 

5. Measure and keep track of your progress. 

Don't forget to frequently measure your progress, this will allow you to better align 
your goals and address the weaknesses at the right time. 
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