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INTRODUCTION 
 
 

The Transversal Project for Migrants (No. 2018-1-FR01-KA202-048007) is funded by the European 

Commission, under Erasmus+ Programme, Strategic Partnerships for vocational education and 

training. It has duration of two years, from September 2018 until August 2020, and a consortium of 

seven organisations: 

 ITG Conseil, France 

 IASIS, Greece 

 Center for Social Innovation, Cyprus 

 Mindshift Talent Advisory, Portugal 

 Business Foundation for Education, Bulgaria 

 Solidaridad Sin Fronteras, Spain 

 Bahcesehir Universitesi Foundation, Turkey  

 

This second intellectual output of the project, the Training Curriculum, offers a set of training resources 

(concepts, training activities, tips and recommendations) designed so that trainers/coaches can better 

support the development of migrants' transversal competences related with: 

a- Problem Solving  

b- Decision-making 

c- Team work 

d- Resilience 

e- Creativity 

f- Agility 
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TERMS OF REFERENCE 

 
 
 

EQF 
The European Qualification Framework is a translation tool that helps 
understand and compare qualifications awarded in different countries and by 
different education and training systems, structured in eight levels 

  

EQF level 5 
EQF level 5 qualifications are designed to up-skill individuals already in 
employment and provide them with advanced technical, transversal and/or 
management skills 

  
Hints An exhortation to put the learning into practice 

  
Knowledge 

(level 5) 
It is specialised, factual and theoretical knowledge within a field of work or study 
and an awareness of the boundaries of that knowledge 

  

Learning 
outcomes 

Learning outcomes are statements that describe significant and essential 
learning to be achieved, and can reliably demonstrate at the end of the training. 
In the EQF learnings outcome are described in terms of knowledge, skills, 
responsibility and autonomy  

  
Responsibility 

and autonomy 
(level 5) 

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

  
Skills  

(level 5) 
Represents a comprehensive range of cognitive and practical skills required to 
develop creative solutions to abstract problems 
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Unit a) PROBLEM SOLVING 
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UNIT a PROBLEM SOLVING 

HINTS 
To understand and turn around a problem or a context into an opportunity to improve 
work processes. 

LEARNING 
HOURS 

6 hours TYPE OF TRAINING Face-to-face TARGET GROUP Trainers/Coaches 

SUB-UNIT After completing this module, the migrant’s trainers and coaches will be able to… 

ANALYTICAL 
THINKING 

 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 

 define a problem 
correctly 

 outline the problem 
by breaking down 
into smaller and 
manageable parts 

 recognise and clarify 
information and 
ideas 

 relate and process 
information using 
logic and reasoning 

 list conclusions and 
design a course of 
action 

 generate and 
evaluate alternative 
solutions 

 apply knowledge, 
facts, and data to 
effectively solve 
problems 

 apply vertical 
thinking 

 use the concepts of 
active listening, 
teamwork, 
collaboration, pay 
attention to details, 
take initiative, be 
persistent 

 decide on the best 
alternative to a problem 

 be responsible for one 
decision and its 
consequences 

 involve others 
appropriately in 
developing solutions to 
resolve new problems 

 overcome obstacles 
 
 

TRAINING 
RESOURCE 

Key concepts in problem 
solving 

Role play: The noisy 
room 

Tips: Effective problem 
solving in the workplace 

TIME 60 minutes 90  minutes 30 minutes 

CREATIVE 
THINKING 

 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 

 recognise personal 
conceptual blocks 

 proactive look for 
possibilities and 
connect ideas 

 arrange alternatives 
 

 apply creative 
problem solving 

 explore lateral and 
critical thinking 

 redefine how to 
communicate to 
organise, to apply 
order and discipline; 
curiosity, open-
minded skills 

 foster creativity in others 
 offer creativity solutions 

to problems 
 seek solutions and put 

ideas into action 
 evaluate procedures and 

outcomes 
 

TRAINING 
RESOURCE 

Key concepts in problem 
solving 

On-the job training: The 
six stages of creativity 

Tips: Effective problem 
solving in the workplace 

TIME 60 minutes 90 minutes 30 minutes 
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Key concept in problem solving 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Analytical thinking 

Analytical thinking is the ability to identify and define problems, extract key 
information from data and develop workable solutions for the problems. 
Ability to scrutinize and break down facts and thoughts into their strengths and 
weaknesses and developing the capacity to think in a thoughtful, discerning way, 
to solve problems, analyse data, and recall and use information. 

Basic steps of the 
problem solving 

process 

1. Define the problem 
2. Generate alternative solutions 
3. Evaluate and select an alternative 
4. Implement and follow on the solution 

Brainstorming 
Method in which a group of people meet to suggest a lot of new ideas for possible 
development. 

Creative thinking 

Ability to look at something in a new way. It is the very definition of “thinking 
outside the box.” Ability to perceive patterns that are not obvious.  
Ability to consider something – a conflict between employees, a data set, a group 
project, for example – in a new way.  

Critical Thinking 

Critical thinking is the ability to actively and skilfully conceptualise, apply, 
analyse, synthesise, and/or evaluate information and determine how to interpret 
it in order to make a sound judgment using various sources of information 
including a person’s own existing knowledge.   

Lateral Thinking 

Lateral thinking is the ability to use imagination to look at a problem in a fresh 
way and come up with a creative solution. It involves ideas that may not be 
obtainable using only traditional step-by-step logic, but using techniques such as 
brainstorming, random association (think about a word and try to use it as an 
idea for a problem), provoking ideas, etc. 

Problem 
A problem is a situation that is unsatisfactory and causes difficulties for people. 
It’s a question raised for inquiry, consideration, or solution 

Problem solving  

 Act of defining a problem, determining the cause of the problem, identifying, 
prioritizing and selecting alternatives for a solution, and implementing a 
solution. 

Vertical  thinking 

Vertical thinking is a method of problem solving that refers to a way of analysing, 
processing, and using information in a logical, patterned, or direct way. It also 
involves the analysis of past information to figure out how a current situation 
may have come about. An example is the use of sequences. 
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Role play: The noisy room 
 

Introduction A client arrives at the hotel reception complaining about the noisy pub right under 
her/his room that made him/her couldn´t sleep the night before. The person is very 
angry and is pushing the receptionist to give him/her a quick solution because s/he 
has booked for two more nights. The hotel is fully booked and there are other people 
waiting at the reception to check-in. 

Scenario Steps 
1. Introduction of the situation to play. 
2. Preparation of people involved and the scene. 

The trainer will provide a description of the different characters and their roles. 
The gender of each character is random and independent of the assigned role.  
The trainer will also give enough information about attitudes, motivations, goals 
and anything considered relevant for the situation. 
Regarding to the preparation of the scene, if possible, with the available 
resources, the trainer will encourage participants to use some table or chair to 
simulate a hotel’s reception and set where the fictional character 1 
(receptionist) and fictional character 2 (client) are placed. Participants acting as 
other clients will be placed behind the character 2 (a waiting line can be 
simulated as well). They can take their bags as luggage for doing it more real. 
Each participant will use their skills for the elaboration of their accessories, 
scenography, etc. 
Observers will be placed in front of the scene or surrounding it in a semicircle to 
have different perspectives and take notes with paper and pen. 

3. Development of the role play: With the information they have, the participants 
will perform the scene proposed while observers collect information. 

4. To motivate participants to generate more alternatives to overcome the 
situation, it’s possible to introduce the “freezing technique” which consist in 
stopping the scene (“freeze)” in a moment and ask people not involved in the 
scene (observers) to analyse it and propose different alternatives. Some of them 
can also take the place of the characters and play a new scene. 

5. Conclusive phase: At the end, the trainer will make reflective questions to 
analyse the scene, the problem and the different solutions. Brainstorming can 
be used to generate ideas and alternatives. 

6. Meta-cognitive phase: Participants will be asked for drawing the main 
conclusions and/or make a summary about what they have learnt from this 
exercise. 

Roles Fictional character 1: Receptionist 
S/he works in the hotel after a training course that s/he accomplished with a lot of 
effort, and now s/he is in trial period. S/he has an extended family and the job is the 
main livelihood, so s/he is trying to do it her/his best to keep this job. S/he is a 
migrant and s/he has a good level in the host country language but s/he doesn’t 
master it.  
Fictional character 2:  Very angry client 
S/he is in a business trip and need to have a good sleep; her/his job requires a lot of 
concentration. 
Fictional character 3: Someone who is waiting in the line right after the angry client 
and wants to check-in 
S/he speaks a foreign language and has some problems to express her/himself. TR
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Fictional character 4: Someone who is also waiting in the line and wants to check-in. 
S/he needs to leave his heavy baggage before visiting the city. S/he is getting nervous 
because of the time spent waiting to be served 
Fictional character 5: Possibly other characters will be proposed by participants as 
an alternative and part of the solution of the problem 
For example, the manager/director of the hotel. In this case, participants will decide 
their characteristics. 
Rest of participants 
They will act as observers and they will take notes about: 

- The development of the scene 
- Elements of the problem  
- Feelings, attitudes and stands of characters 
- Verbal and non-verbal communication of characters 
- Overcame problems 
- Barriers to solve the problem 
- Solutions and alternatives proposed during the role play 
- If applicable, consequences of the chosen alternatives 
- Own reflections 

Reflective 
questions 

At the end of the role play the trainer will make reflective questions to analyse the 
scene, the problem and the different solutions proposed.  
Participants are firstly asked to answer the questions individually and then in group. 

- Which are the problem/s that aroused during the play? 
- What are the elements/parts of the problem? 
- What attitudes, stands have appeared? 
- Did characters experience any type of discrimination? 
- Did attitudes, stands influenced the problem? How? 
- What barriers need to be solved? 
- Which are the priorities for the main character? 
- Which were the different alternatives generated during the role play to 

overcome the situation? 
- Do you find any other alternatives/solutions to solve the problem(s)?  
- Which were the strengthens and weakness of participants during the scene? 

When working in groups, creative problem solving techniques as brainstorming can 
be used to generate ideas and alternatives. 
Ideas and alternatives will be written down in a whiteboard to later analyse and 
evaluate each one and make a group decision about the most appropriate one and 
ask the following questions: 

- What do you think there are the positive and negative consequences of 
applying the chosen alternative/s to solve the problem/s? 

- What are the advantages and the risks?  
- What skills do you think are needed for an effective problem solving? 

Afterwards, participants will be asked to draw the main conclusions and/or make a 
summary about what they have learnt from this exercise. 
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On-the job training: The six stages of creativity 
 

Introduction Problem solving at the workplace usually entails creativity, finding new ways for 
developing a process, tasks or creating a business idea. Creative thinking is a way 
of looking at problems or situations from a fresh perspective by perceiving 
patterns that are not obvious; to this end, it is important to count with a path 
which will structure the creative thinking process.  

Work task Participants will act as entrepreneurs in the commercial sector. They will have to 
come over a solution of a problem, such as lack of funds, inadequate service—
providing facilities, lack of knowledge about consumers’ needs, etc. but they don’t 
know where to start. These six stages of creativity will help them to articulate the 
process: 
1-Notice a problem 
Participants will formulate the problem in a structured manner, i.e. a word, a 
phrase. Then, they will have to decide what they want to achieve, and think about 
the time horizon they want to look at. This will be driven by the scale of the plans 
and scenarios they want to test. 
2-Preparation 
In this stage participants will start finding information about the problem, doing 
a research on what has been done before in the topic, in order to absorb as much 
information as possible. This is very relevant, since that information will be kept 
in the sub-consciousness. Here it is important to allocate time for thinking about 
different approaches. It is important set aside time for team working but also give 
time to reflect individually on the problem. Below are some ideas for making 
group workshops in order to enhance the creativity process:  

- Mind Mapping: brainstorming or spider diagrams 
- Checklists: why, where, when, who, what, how. 
- Use lateral thinking: move from one known idea applied to solve one 

problem to creating new ideas apparently not so obvious. 
- Random Word and Picture Association: to enable imagine association 
- Change Perspective: put in other people’s shoes 

It is important to keep ideating: the first idea is almost never the best. 
3-Incubation 
In this stage, participants begin to process -individually- their ideas, beginning to 
synthesise them using his imagination and begins to construct a creation. It is 
important to let the mind wander: participants are not trying a find a solution 
directly, but they continue to mull over the idea in the back of his head. During 
this period some of the ideas that were interfering with the solution will tend to 
fade.  
4-Insight/Illumination 
Following the period of incubation, the creative ideas occur suddenly. This sudden 
flash of solution is known as illumination experience, and it happens 
unexpectedly. For example, an individual with the task of finding a new funding 
path may have an idea for a theme while driving home from work or during leisure 
time. 
5-Evaluation/Verification 
The solution needs to be verified with participants, or by consulting with peers or 
supervisors regarding her/his insights during this step before pursuing it further. 
This stage requires self-criticism and reflection. The solution may be modified 
after this stage, and before its elaboration. TR

A
N

SV
ER

SA
L 

PR
O

JE
C

T 
FO

R
 M

IG
R

A
N

TS
 



Transversal Project for Migrants, 2018-1-FR01-KA202-048007, has been funded with support from the 
European Commission. The desk report content reflects the views only of the author, and the Commission 
cannot be held responsible for any use which may be made of the information contained therein. 

11 

  

 

6-Elaboration 
The implementation of an idea or solution in the creative process is the moment 
when thoughts are converted into a final product. 
 
There are three keys to guide the Creative Thinking Process: 

- In-the-box: This applies knowledge accumulation and critical thinking to 
the problem. Based on their expertise, innovators can generate many 
relevant ideas and make connections later. 

- Out-of-the-box: This is a wide-angle and unfocused thinking process. It 
allows the innovators to imagine an entire universe of possibilities. 

- New-box: Once ideas are evaluated, they need to be synthesised by 
rearranging and reconstructing through dot-connecting, then refined and 
put into place in a new context. 

Reflective 
questions 

- Do you find useful to use a structured way for creating innovative solutions 
for a business? 

- The idea you found: is this a new idea or is it one that has been done before? 
- Could you give us an example of lateral thinking? 
- Which other methods would you use to enhance the creativity process? 
- What abilities have you used (or do you think are needed) to generate 

creative solutions to the problem? 

Action plan - How would you apply the “Six Stages of Creativity” method for your business 
ideas? 

- Can you give me an example of In-the-box and out-of-the-box thinking 
process in your daily life? 
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Tips: Effective problem solving in the workplace 

 
Try it Avoid it 

 When identifying the problem/s, focus on 
behaviours  

Example: “The problem is that I was doing 
things very fast and carelessly” 

 When identifying the problem, avoid to 
focus on yourself or on a person 

Example: “The problem is that I’m stupid” 

 Define realistic and attainable goals 
Example: “I want to improve my beats per 
minute working with the computer” 

 Define poor or broad goals 
Example: “I want to be happy” 

 Use active listening to understand 
everyone’s interests 

 Don’t ignore true interests and needs and 
don`t be attached to a particular solutions  

 When looking for alternatives to a problem, 
write down all ideas even the ones that 
seem absurd or bizarre 

 Don´t run in the process of finding ways to 
solve a problem 

 Analyse the alternatives to solve the 
problem and focus both in positive and 
negative consequences  

 When analysing alternatives don´t focus 
only in advantages and benefits, don´t skip 
disadvantages and risks  

 Take notes about the problem solving 
process and write note all the ideas 
generated 

 Don´t rely on memory 

 Conditions may change so create 
opportunities to evaluate the chosen 
alternative/s 

 Don’t consider the chosen alternative/s as 
irrevocable 

 Evaluate a creative idea with others to 
verify its potential to solve a problem. 

 Don’t provide a solution in 5 minutes: the 
use of analytical and creative thinking for 
solving a problem takes time. 

 Use structured tools and resources to 
enhance the creativity process 

 Don’t use the first idea that comes to your 
mind: almost never is the most accurate.  
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Unit b) DECISION-MAKING
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UNIT b DECISION-MAKING 

HINTS 
To understand and turn around a problem or a context into an opportunity to improve 
work processes. 

LEARNING 
HOURS 

6 hours TYPE OF TRAINING Face-to-face TARGET GROUP Trainers/Coaches 

SUB-UNIT After completing this module, the migrant’s trainers and coaches will be able to… 

MANAGE 
DECISIONS 

 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 

 list the steps in the 
decision-making 
process 

 analyse different 
ways to make a 
decision   

 manage the decision-
making processes 

TRAINING 
RESOURCE 

Concepts: Decision-
making glossary 

Role play: Discover your 
decision-making style 

Tips: Decision-making dos 
and don’ts 

TIME 60 minutes 90  minutes 30 minutes 

ACT 
RESPONSIBLY 

 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 

 distinguish between 
decision-making and 
taking action 

 discuss ethics in 
decision-making 

 take responsibility for 
one’s own actions and 
choices  

TRAINING 
RESOURCE 

Concepts: Decision-
making glossary 

On-the job training: The 
PLUS model 

Tips: Decision-making dos 
and don’ts 

TIME 60 minutes 90 minutes 30 minutes 
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Concepts: Decision-making glossary 

Analytic decision-
making  

Analytic decision-makers examine much information before taking action. For 
example, analytic leaders rely on direct observation, data, and facts to support 
their decisions. 

Behavioural decision-
making  

Behavioural decision-makers try to make sure everyone works well together. 
This style of decision-making considers many different outlooks and opinions in 
the process. 

Conceptual decision-
making  

Conceptual decision-makers encourage creative thinking and collaboration, and 
consider a broad array of perspectives. 

Decision-making  
A cognitive-psychological term, which describes the selection of a belief or a 
course of action among several alternative possibilities. 

Decision-making 
challenges  

1. Having too much or not enough information 
2. Misidentifying the problem 
3. Overconfidence in the outcome 

Decision-making 
management  

Four possible ways:  
1. Listening to others 
2. Doing research 
3. Trusting one’s instincts 
4. Weighing the options 

Directive decision-
making  

A directive decision-maker typically works out the pros and cons of a situation based on 
what they already know. Directive decision-makers are very rational and have a low 
tolerance for ambiguity. 

P L U S  model of 
decision-making 

P = Policies and Procedures  
L = Legal  
U = Universal  
S = Self 

Rules of ethical 
decision-making  

1. Recognizing an ethical issue 
2.  Getting the facts 
3. Evaluating alternative actions 
4. Making a decision and testing it 
5. Acting and reflecting on the outcome 

The 7 steps of 
decision-making 

1. Identifying the decision 

2. Gathering information 

3. Identifying alternatives 

4. Weighing the evidence 

5. Choosing among alternatives 

6. Taking action 

7. Reviewing a decision 
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Role play: Discover your decision-making style 
 
 

Introduction The contemporary labour market is as demanding as ever before, making it very difficult 
for employers and employees to take effective and ethical decisions. In order to guide 
and/ or train other people on how to make good decisions, one must be aware of their 
own decision-making style. The current activity aims at helping trainers/ coaches 
discovering the way(s) in which they make decisions themselves, and in preparing them 
to guide migrants in decision-making in the workplace. 

Scenario The scenario takes place in a super market located in a European capital city, which is 
owned by a family of migrants from an Asian country and sells both local and imported 
products. Their business has been affected by the general financial crisis, which is going 
on in the whole country. As a result, their sales have dropped and they have to work long 
hours to make enough money to cover the business’ expenses. 
During the past few months, a lot of migrants from African countries have moved to the 
neighbourhood, and many of them have visited the super market. However, it is difficult 
for them to communicate with the owners, since they do not speak the local language, 
and they are not so competent in English either. Apart from that, they have been asking 
for products from their home country, and the owners promised to explore the possibility 
of importing such products. However, they need to invest quite a big capital in order to 
make such a move, and the result is uncertain. In particular, they need to spend much 
time on finding suppliers and making a deal to buy products at a low price and be able to 
sell them at a competitive price in order to attract new customers. They also need to 
spend quite a lot of money to buy new products, which they cannot be sure that they will 
be able to sell.  
There has been a suggestion to hire a migrant from Africa, who also speaks English and 
the target language, and who will be able to communicate with new customers, and 
maybe suggest new products, based on the customers’ needs. However, this would mean 
that they would have to pay one extra salary, and they are not sure that they could afford 
that.  
Therefore, they are about to hold a meeting to decide about their options. The thing is 
that, despite being a family, they have different personalities and characters, as well as 
different ways of thinking and decision-making.  
Steps 
1. The family meeting starts with a description of the situation. Each family member 

describes the situation from a different perspective. 
1. Each family member makes suggestions based on their decision-making styles.  
2. There are some conflicts between family members. 
3. The family discusses all options and tries to make a decision. 
4. The family manages to make a decision, despite the fact that every member has their 

own opinion and decision-making style.  

Roles Fictional character 1: The directive decision-maker  
This person works out the pros and cons of a situation based on what they already know. 
They are very rational and have a low tolerance for ambiguity. Their decisions are rooted 
in their own knowledge, experience, and rationale, rather than going to others for more 
information. 
Fictional character 2: The analytic decision-maker  
This person examines much information before taking action. They will seek information 
and advice from others to confirm or deny their own knowledge. They have a high 
tolerance for ambiguity and are very adaptable, but they like to control most aspects of 
the decision process. 
Fictional character 3: The conceptual decision-maker  TR
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This person takes a social approach, including creative thinking and collaboration, and 
considers a broad array of perspectives. They are achievement-oriented and like to think 
far into the future when making important decisions. 
Fictional character 4: The behavioural decision-maker  
This person tries to make sure everyone works well together. They are group-oriented 
and try to make sure that the group is given the options available to them. From there, 
the group discusses the pros and cons of each choice.  

Reflective  
questions 

- Do the participants identify with the decision-making styles, which they were asked 
to perform? 

- Do the participants have one specific decision-making style, or do they follow 
different approaches depending on the situation? 

- What are the challenges of making a decision based on different people’s decision-
making styles?  

- What are the benefits of taking different opinions into consideration? 
- How feasible is it to combine different decision-making styles in order to make an 

effective and ethical decision? 
- What is the main conclusion of participating in the role-play? 
- Which skills have the participants acquired? 
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On-the job training: The PLUS model 
 

Introduction Decision-making is a process which requires personal responsibility, as well as following 
some ethical rules. The activity aims at training the participants on a functional model of 
ethical decision-making, following some certain steps and answering some crucial 
questions. 

Work task The participants should imagine that they are Third Country Nationals (TCNs), who have 
moved to a European city a few months ago. They are currently working at a warehouse. 
They work long hours and their salary is not satisfying, given their high cost of living. While 
looking for a better job, they had an offer for a job with a higher salary, but they are not 
sure whether the job is suitable for them. They haven’t discussed the possibility for a 
salary raise with their supervisor. They have signed a legal contract, according to which 
they do not have the right to work either full or part time at any other company in parallel 
with their job in the warehouse. Furthermore, they should give their company a month’s 
notice in case they plan to quit. However, since they are not sure about the new job, they 
are thinking to start working there in parallel, during evenings and weekends, without a 
contract and without insurance, in order to make a good decision and pick the job which 
best suits them.  
The participants should make a hypothetical decision based on the PLUS Model (Forsey, 
2018): 
P = Policies and Procedures (Does this decision align with company policies?) 
L = Legal (Does this decision violate any laws or regulations?) 
U = Universal (Is this decision in line with core values and company culture? How does it 
relate to our organizational values?) 
S = Self (Does it meet my standards of fairness and honesty?) 

Reflective questions - How easy or difficult is it to make an ethical decision? 
- What matters the most in a decision-making process, personal ethics, or common/ 

social ethics? 
- What does this case study teach? Is it a common case in everyday life? 
- How can similar dilemmas be solved?  

Action plan - How often do you encounter similar situations in your everyday life? 
- Is it easier to guide others on how to make decisions, rather than making decisions 

yourself? 
- Is the PLAN Model functional? Can it be applied in everyday situations? 
- If you would teach this activity, what would you do differently? 
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Tips: Decision-making dos and don’ts 
 

Try it Avoid it 
 Identify that there is a decision to be made.  Don’t delay or avoid a decision-making. 
 Find all the available information.  Don’t judge too fast.  
 Think of more than one possible decisions.  Don’t make impulsive or quick decisions.  
 Take other people’s opinion into 

consideration.  
 Don’t overlook your own desire. 

 Trust your instinct.  Don’t decide based on your emotions only. 
 Take responsibility for your decision.  Don’t blame other people for your choices.  
 Evaluate the results of your decision.  Don’t forget your decision’s impact on 

other people.  
 Follow your personal ethics.   Don’t forget the existing laws and 

regulations. 
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Unit c) TEAM WORK
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UNIT c TEAM WORK 

HINTS To understand and perform collective and cooperation settings, taking into account  
the new forms of business 

LEARNING HOURS 6 hours TYPE OF 
TRAINING Face-to-face TARGET 

GROUP Trainers/Coaches 

SUB-UNIT After completing this module, the migrant’s trainers and coaches will be able to … 

VIRTUAL 
COLLABORATION 

 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 

 reflect on ways of 
virtual 
collaboration and 
effective 
communication 

 describe virtual- 
media resources, 
which promote the 
virtual 
collaboration 
process 

 explore relevant 
techniques and 
methods that 
facilitate the 
collaboration 
process, through 
virtual environments 

 act in compliance with the 
needs of others in order 
to be succeed in virtual 
collaboration   

TRAINING 
RESOURCE 

Concepts: Team work 
glossary  

Role play: The power of 
stereotypes within 
virtual resources 

Tips: Succeed in virtual 
collaboration and networking 
 

TIME 30 minutes 90 minutes 60 minutes 

NETWORKING 
 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 
 recognise 

importance and 
the meaning of 
networking in daily 
life 

 reflect on how 
networking 
techniques offers 
the opportunity to 
the members of a 
team to get to 
know each other, 
to feel comfortable 
and to express 
themselves 

 use networking 
techniques 
to bond with others 
and to make them 
feel more 
comfortable to 
express their 
feelings 

 connect with others  and 
encourage team 
communication and 
sharing of opinions and 
feelings 

TRAINING 
RESOURCE 

Concepts: Team work 
glossary 

On-the job training:  
(un)successful teams 

Tips: Succeed in virtual 
collaboration and networking 

TIME 30 minutes 90 minutes 60 minutes 
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Concepts: Team work glossary  
 
 
 

Communication 
process 

Communication is a term, in which we impart or exchange information by speaking, 
writing or using some other communication ways. When two or more people are in the 
same place and are aware of each other's presence, then communication and discussion 
is taking place.  

Communication 
signs 

Communication signs can be words and images or behaviours, as are mental concepts 
such as metaphors or equations that "stand for" some other perspectives. These signs 
can be expressed via verbal and non-verbal communication as a use of language in 
different contexts.  

Collaboration 
Collaboration it is a term that involves individuals on work together to a common purpose 
to achieve benefit and an effective coordination between the members of a team.  

Collaborative 
network 

The definition of collaborative network focuses on the structure, behaviour, and evolving 
dynamics of networks of autonomous entities or individuals that collaborate to better 
achieve common and achievable goals. 

Networking 
The aim of networking is to develop professional or social contacts by interacting with 
others.  

Non-verbal 
communication  

Non-verbal communication is the sharing of information in a discussion context by using 
non-linguistic elements. The most common use is the body language signs as a form of 
communication for transmitting messages to others without using words or spoken-
written communication.  

Social network 
theory 

Social network theory aims to promote social relationships in terms of transmitting 
information, channelling personal or media influence, and enabling behavioural change.  

Team building 

Team building is the process of turning a group into a cohesive team. A team is a group 
of people organized to work together interdependently and cooperatively to meet the 
needs of their customers by accomplishing their purpose and goals. The initial goal is to 
promote the importance of effective communication and collaboration between the 
members of a group.  

Team work skills 

The most important skills that need to be applied to a team dynamic are: 
- Organising and planning skills for organizing the tasks that need to be applied to a 
group setting. 
- Decision-making for finding effective solutions in a group oriented decision. 
- Problem-solving agreed by all the members of a team. 
- Communication skills in order to have an effective and efficient collaboration and 
communication among the members of a team.  
- Persuasion and Influencing skills among the group members for having a positive 
affect between each other. 
- Feedback skills for evaluating the group decisions. 
- Conflict resolution for ensuring the balance between the members of the team.  

Verbal 
communication 

Verbal communication is to share information with other people by using words and in 
general, the verbal elements of communication in order to express themselves in a way 
that is clear and understandable to others (who have the role of interlocutor). This 
communication style can be in a spoken or in a written form.  

Virtual collaboration  
Virtual collaboration is the method of collaboration between virtual team members that 
is carried out via technology-mediated communication. 

Virtual collaboration 
skills 

Special collaborating skills that need to be applied via technological means, in order to 
succeed and facilitate virtual communication and collaboration among social, 
professional or personal relationships.  
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Role play: The power of stereotypes within virtual resources 
 

Introduction The aim is to promote virtual communication through the members of a team, in 
order to understand the meaning of being involved in a team and how the 
different roles inside this team can affect the overall communication between its 
members by using media-virtual resources. This role-playing activity offers the 
opportunity to recognize into their selves their personal tactics and mechanisms 
used for the communication process via a simulation of a virtual context, in which 
all the members of the team should collaborate in order to set up “their virtual 
communication rules”. 

Scenario Steps 
1. Use chairs and ask from the participants to sit back to back in a circle, without 

having a personal eye contact to each other. Then, the trainer gives the 
thematic area for discussion “the importance of setting up the rules of virtual 
communication” and ask to participants start a virtual simulation, in which we 
do not use virtual sources, but simulate the virtual procedure. The aim is to 
prepare them for being able to set up the roles for an efficient virtual 
communication. Also, although when we use the virtual resources, we have a 
personal- eye contact with the others, in this case the activity motivates the 
participants on trying to communicate and to create their own rules in a 
discussion setting without having contact with each other. In this way, we 
create a condition that reflects with a metaphoric, but common sense the 
virtual communication procedure.  

2. The team has 15 minutes for discussion. Give them the condition: “During the 
discussion, you will have to prepare-set up the rules for an effective virtual 
communication”. Also, equip them with pens and A4 papers and DO NOT give 
them any other instruction. The point here is to find their own communication 
style and to create their own rules, which have the most positive impact and 
facilitate the problem solving and the team collaboration among the 
participants. Also, they have to create a list with “Their virtual communication 
rules” and to present them to the trainer, as a result of their collaboration-
discussion.  

3. After 15 minutes, the participants should change their seats, by turning of 
their chairs in a position that everyone can see all the members of the team. 
Then, ask them to present their “Virtual communication rules”, as agreed by 
all the members of the group.  

4. Feedback discussions: 
-How this activity simulates the virtual communication process? 
-Did you realize the mistakes that you made during the conversation and what 
do you suggest in order to avoid this communication mistakes that creates 
difficulties during the process? 
-How these rules can be applied to a professional context? 

Roles Each participant, should have one specific role regarding the discussion flow. Also, 
after the agreement of all the team members, there will be one participant, who 
will take all the notes in order to create the “Virtual communication rules”.  
Thus, it is up to each group, what roles will be given to the participants and how 
these roles will contribute to the preparation of these rules. TR
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Reflective 
questions 

- Did you understand your role?  
- Do you believe that your participation affects the discussion flow? 
- How you treated by others? 
- How others affected you and in what way? 
- Do you believe that you will be able to apply this techniques in a professional 

context? 
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On-the job training: (un)successful teams  
 

Introduction The aim is to promote collaboration and communication through the members of 
a team, in order to enrich their networking skills. 

Work task Steps 
1. Separate the members in 2 teams. 
2. Read the first case study that represent the characteristics of a “successful 

team and its impact on networking process”: 
The team members felt that they had a responsibility towards the 
other members of the team and that the success of the project 
was based upon each team member’s contribution. Team 
members were always happy to help peers when they were 
experiencing difficulties. The team would proactively brainstorm 
problems individuals team members were having and offer 
assistance if needed 

3. Read the second case study that represent the characteristics of an “un-
successful team and its impact on networking process”: 

Two team members were highly competitive in this team that 
negated the development of a synergistic team environment. They 
were highly focused on their own tasks, and were not interested 
in helping others who may have been having problems. If others 
weren’t performing, then the attitude was that peer assessment 
should be applied, rather than trying to support and help the 
individual. This caused a lack of team cohesion and cooperation, 
a feeling of disempowerment, and resulting in the eventual split 
of the team. 

4. Give to each team 15 minutes, in order to implement the following tasks: 
Discuss and write in an A3 paper/flipchart the characteristics of each of the 2 
teams (the negative and the positive points). Continue the “successful” case study 
by adding the importance of networking among the members of the team, in 
order to have an effective communication. In the case of the “un-successful” case 
study, continue the story by adding information related to how an un-successful 
team is a result of a “bad” networking or a “bad” communication among its 
members.  
5. Each of the teams should represent their results that came up after their 

group discussion in order to discriminate the successful from an un-successful 
team and the importance of networking inside a group context. 

Reflective 
questions 

- What are the main differences between a successful from an unsuccessful 
team and its impact on networking process? 

- How networking can promote the team communication and collaboration 
among its members? 

- In what cases the networking applied to a professional context with a positive 
impact? 
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Action plan - From your own experience, do you believe that networking can work 
effectively to achieve problem solving in different conditions?  

- Can you give us an example of a social networking that affect your life in a 
positive or a negative way? 

- What is the importance and the role of networking in your personal-
professional life? 
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Tips: Succeed in virtual collaboration and networking 
 

Try it Avoid it 
 For enriching virtual communication or 

networking skills, try to be honest and open, 
in order to build a trustful atmosphere.  

 For enriching virtual communication or 
networking skills, avoid to NOT use verbal 
and visual cues, because it can cause 
misunderstandings. 

 Use visual and verbal cues, for becoming 
more clear and understandable to others. 

 Avoid body language and facial expressions 
that express your negative emotions.  

 Try to ask questions, and encourage 
everyone to do the same, for making clear 
that you are all in the same line of common 
understanding.  

 One suggestion is that you should not have 
questions or concerns that are not very clear 
in your mind.   

 Try to let others express themselves, their 
thoughts and concerns.  

 Avoid to interrupt others or doubt what they 
are saying. 

 It is important to keep notes during the 
discussion process, in order to remind you 
what you discussed.  

 Avoid to be critical to the beneficiaries’ 
demands and perspectives.   

 Be open to listen and learn more things from 
others and try to accept and appreciate their 
perspective.   

 Avoid to deal with anything or anyone else, 
while the others speak to you, because they 
will maybe think that you are not listening 
them.  

 Try to involve all the members of your team 
in order to take an important decision that 
will benefit all of you.  

 Do not take initiatives or decisions without 
the approval of others. 

 Try to approach the others by sharing 
opinions and feelings, in order to create a 
bond with them.  

 Avoid being isolated and inaccessible to 
others, because in this way it is more difficult 
to build a trust relationship.  
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Unit d) RESILIENCE
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UNIT d RESILIENCE 

HINTS To understand resilience and organise support for yourself, peers and/or business 

LEARNING 
HOURS 6 hours TYPE OF TRAINING Face-to-face TARGET GROUP Trainers/Coaches 

SUB-UNIT After completing this module, the migrant’s trainers and coaches will be able to… 

FLEXIBILITY 
AND 

ADAPTABILITY  
 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 

 recognise models of 
individual and 
organizational 
changes 

 describe about 
personal attitudes 
towards change  

 discuss the 
importance of 
flexibility and 
adaptability to 
changes 

 identify and 
implement ways to 
be more flexible 
and adaptable 

 deal with changes 
 cope with the process of 

change 

TRAINING 
RESOURCE 

Concepts: The resilience 
glossary 

Role play: Handling 
changes 

Tips for addressing changes 
and stress 

TIME 30 minutes 90 minutes 60 minutes 

STRESS 
MANAGEMENT  

 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 

 recall psychosocial 
risks leading to 
stress 

 list the principles 
and techniques to 
regulate stress at 
the workplace 

 discuss the the 
importance of 
regulation of stress 
for achieving 
resilience at the 
workplace 

 apply principles and 
techniques to 
regulate stress at 
the workplace 

 antecipate personal 
strategies to cope with 
stress at the workplace 

TRAINING 
RESOURCE 

Concepts: The resilience 
glossary 

On-the job training: a 
busy day 

Tips for addressing changes 
and stress 

TIME 30 minutes 90 minutes 60 minutes 
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Concepts: The resilience glossary 
 
     

Resilience 

Resilience is a person’s capacity to respond to pressure and the demands of daily life. 
Dictionary definitions include concepts like flexibility suppleness, durability, strength, speed 
of recovery and buoyancy. In short, resiliency affects our ability to ‘bounce back’. Resilience 
is a learned ability, through practical skills, that enables our capacity to bounce in adversity, 
grow our master skills, connect with others and find flow in work. Having a common 
definition of resilience enables individuals and teams to build insight and activate the right 
response when required. 

Flexibility 

Flexibility is about an employee and an employer making changes to when, where and how 
a person will work to better meet individual and business needs. Flexibility enables both 
individual and business needs to be met through making changes to the time (when), 
location (where) and manner (how) in which an employee works. Flexibility should be 
mutually beneficial to both the employer and employee and results in superior outcomes. 

Adaptability  

Adaptability is the nature of changing or create modifications in oneself to suit to the new 
environment. For a workplace culture, it means that a person must be open to new ideas or 
changes, must be able to work independently or in teams, or carry out tasks that are not 
intended for one person only. 

Change vs 
Transition  

Change: a case or a circumstance  
Something new begins, while something old ends in a given moment in time.  
- A new leader  
- Improved processes or products  
- Different clients 
Transition: a process  
A psychological reorientation that people go through for a specific period of time to achieve 
change.  
- Personal/inner experience  
- Can take longer and be more difficult than change  

Change 
management  

Change management is a term used to describe change at both the individual and 
organisational levels. Change management is the coordination of a structured period of 
transition from situation A to situation B in order to achieve lasting change within an 
organization (BNET Business Dictionary) 
Change management is also the discipline that guides how we prepare, equip and support 
individuals to successfully adopt change. 

Employee 
relations:  

 

Communications between management and employees concerning workplace decisions, 
grievances, conflicts, problem resolutions, unions, and issues of collective bargaining. 

Organizational 
behavior 

Actions and attitudes of individuals and groups toward one another and toward the 
organization as a whole, and its effect on the  organization’s functioning and performance. 

Organizational 
climate 

Properties of the business environment in a workplace observed by staff that strongly 
influence their actions and job performance. Also called corporate climate.  

System of values A coherent set of values adopted and/or evolved by a person, organization, or society as a 
standard to guide its behavior in preferences in all situations. 

Work behavior 
Pattern of actions and interactions of the members of an organization that directly or 
indirectly affects its effectiveness. 
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Stress 

A normal, natural defense mechanism of the body. It accompanies the individual throughout 
their life and is not something that has to be avoided. Stress is a nonspecific response of the 
body to every demand placed on it from the environment. The causes of stress, whether 
pleasant or unpleasant, are called stressors. The only important thing for the body is the 
intensity of the stressors. 

Workplace stress 

As a cause: mental, physical, or social, force or pressure that puts real or perceived demands 
on the body, emotions, mind, or spirit, and which (when it exceeds the stress-handling 
capacity of the individual) lead to a breakdown. (2) As an effect: physiological effect 
produced in an organism in its attempts to cope (called adaptive response) with the demands 
created by a stressor. 

Psychosocial risks 
They are related to negative psychological, physical and social consequences, which are 
caused by unfavorable organization and management of work and unpleasant social context 
at the workplace. 

Stress 
management 

Stress management encompasses techniques intended to equip a person with effective 
coping mechanisms for dealing with psychological stress. 

Organizational 
strategies for 

stress 
management 

Includes techniques and programs used by the organizations to reduce the levels of stress 
for groups of employees or for the organization as a whole. These include: discovering and 
removing the work conditions that cause stress and reducing their negative influence, as well 
as adapting the changes in the work environment to suit the employee’s individual 
characteristics. 

Individual 
strategies for 

stress 
management 

Behavioral or cognitive efforts made in an attempt to manage the inner requirements and 
conflicts, which have gone beyond the usual coping mechanisms and resources of the 
individual.  

Professional 
burnout 

Feeling of physical and emotional exhaustion, due to stress from working with people under 
difficult or demanding conditions. Burn out is followed by signs such as chronic fatigue, 
quickness to anger and suspicion, and susceptibility to colds, headaches, and fevers. 
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Role play: Handling changes 
 

Introduction The purpose of this role playing activity is to raise awareness about the changes that have 
impact on the psychosocial work environment. It will also provide the participants with 
the opportunity to reflect on how changes/problems can be dealt with in a constructive 
way through interactive theater  

Scenario A team manager hires two new employees, without informing the rest of the employees. 
This change makes the people in the team feel insecure. The older employees feel their 
positions are being threatened, while the newer employees believe that due to this 
change in the team structure, the other team members are treating them badly, which 
creates conflicts. Old disagreements and divisions begin to surface within the work group.  
Steps 
1. People from the group are chosen to represent the roles described below. It is 

important to choose people with diverse experience and background (if possible). A 
stage is set for the role playing and a place for the audience. 

2. The “actors” act out in front of the rest of the group a scene in which they go to work 
and they discover they have new colleagues. The older employees begin to discuss 
among themselves that the company probably wants to replace them, but maybe it 
is better to remove one of the newer employees as they don’t have that much 
experience yet and they are not doing their job well. Another scene is role-played 
between two of the newer employees who discuss the newly-hired employees in the 
team and discuss situations in which they felt not a very positive attitude towards 
them from their manager and the conflicts deriving from that. They think that the 
reason for this is the change in the composition of the team.  

3. The next scene is among newer and older employees who discuss a common task 
they are doing (for example, participation in a big forum, a project task, etc., 
depending on the business sector of the company in which the participants have 
chosen to create the role play). During the conflict they begin discussing old situations 
where everyone has made some mistakes, has not fulfilled a certain deadline, has 
missed something important, etc. (Here the “actors” improvize with situations which 
are close to their real work situation). 

4. When the role playing is over, the audience reflects on what they have observed, 
discusses what has created the conflict and suggests alternative ways of behaviour, 
conflict resolution suggestions and alternative outcomes of the situation. 

5. The actors play out the situation again by changing the scenario based on the 
suggestion from the audience that seemed the most adequate for everyone. It is 
possible for some people from the audience to participate on the stage in the role of 
conformists. 

Roles Michel  
An older employee in the team with over 15 years of work experience in the 
company. He has participated in many critical situations in the development of 
the company and perceives himself as one of the people that have contributed to 
the successful fulfillment of many projects within the company. However, he feels 
deprived because he did not receive any career development in the hierarchy and 
often expresses his dicontent in front of his colleage Peter. When he finds out 
about the newly hired employees his dissatisfaction grows much stronger. 
Peter 
Also an older employee who is doing his job, but never does anything extra than 
what is needed. His overall attitude is – every new employee means more work 
for him, because he thinks that the younger colleagues don’t have experience and 
thus the work falls on the older ones. This, together with the fact that he doesn’t 
want to do more than is required, makes him very nervous when he discovers TR
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about the newly hired employees, which escalates to a conflict with one of the 
younger colleages. 
Anne 
She has been working in the company for 1 year now. It has been difficult for her 
to find a job, as she doesn’t know the language well. She is very protective of her 
job. After she discovers about the newly hired employees, she tells her friend and 
colleague that yesterday her team manager was acting in a very cold manner 
towards her and didn’t even greet her in the morning.  
Suzan  
She has been working in the company for 1,5 years. She has a nervous temper and 
becomes annoyed when her colleagues don’t meet the deadlines. She enters into 
a conflict with Peter who thinks that she doesn’t do her work well and is 
delegating her work to others. She, on the other hand, is rude to him saying that 
she always has to wait for him to finish his tasks when there are certain deadlines 
to be observed. 
Manager Frank:  
He doesn’t like conflicts and in most situations he prefers to keep quiet, instead 
of talking to his subordinates. When there are changes he waits until the very last 
moment to inform his employees about them or he just doesn’t do it and leaves 
the employees to get informed by themselves.  

Reflective 
questions 

After the first role play of the story, the following questions can be used in the 
discussion: 

- What do you think creates the conflicts in the team? 
- What alternative ways of reacting would you suggest? 
- How would you react if a similar situation happened to you? 

In the end of the role play, the facilitator can discuss with the participants the 
following questions: 

- Did you identify yourself with any of the characters in the role play?   
- How do you usually react when something in the work environment 

changes? 
- Do you think you have flexibility and adaptability in the work place? What 

do you find easy to adapt to and what difficult? 
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On-the job training: A busy day 

 
 

 

Introduction The goal of this exercise is to provoke a discussion about stress at the workplace, 
how to recognize it, what techniques and strategies can be used to overcome it. 
Participants will be able to apply the knowledge and skills they have acquired 
based on the suggested case study, in real work situation.  

Work task Steps 
1. SGive each participant a copy of the exercise scenario and ask theto get 

acquainted with it. 
One of your employees needs help with a project that is due soon. You 
also have another employee who is asking for you to mentor her. You 
need to meet with the Board of Directors tomorrow for an important 
quarterly meeting. The board members will be arriving tonight and 
you need to pick them up from the airport and take them out to 
dinner. In addition, you have several important presentations to 
prepare in the morning for the board meeting. You are feeling 
anxious, tense and having difficulty concentrating and getting things 
done. You feel pulled in many directions and very stressed out! 

2. Ask participants to review the situation from the point ot view of: 
- The manager 
- The employees asking for assistance 
- The Board of Directors 

3. Ask participants to imagine and to share how they would feel if they were in 
the role of the manager. 

4. Discuss with the entire group the questions suggested below, if you are in the 
role of the manager. 

Reflective 
questions 

- What signs of stress are you exhibiting? 
- What stress management techniques could you use to calm down?  
- How do you handle multiple tasks at one time? How do you prioritize and 

decide what is important? 
- How can your employees help? 

Action plan - Have you ever had a stressfull situation at your workplace? Can you tell us 
about it. 

- From the things you have learned in this exercies, what can you use/apply 
when dealing with stressful situations at your workplace? 

- What do you think you have to do, in order not to end up in stressful situations 
at the workplace? 
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Tips for addressing changes and stress 

 
Try it Avoid it 

 When change is undergoing, focus on the 
benefits and improvements it can bring into 
your personal and professional life. 

 Do not go deep into negative predictions and 
unreasonable opposition to change.  

 Analyze the change process, its origin, 
progress and directions and connect them to 
your personal values, attitudes and beliefs in 
order to make wise long-term decisions for 
your participation in the change.  

 Do not allow your objectives, values, beliefs 
and needs to fade away in case the change is 
requiring too big compromises. 

 Look back into your life and/or read about 
other people’s expereinces in change periods 
and derive inspiration and ideas on how to 
make the best of such challenging periods. 

 Do not be ashamed or afraid to ask for support 
to overcome the challenges such process 
bring. 

 When stress becomes part of your life, make 
all the efforts needed to analyze the authentic 
reasons leading to it and bravely address them 
with concrete actions. No one can give you 
inner peace and strength to consiously 
overcome and manage stress better than in 
the way you can do it. 

 Do not stay in a situation at any given cost! 
Sometimes the best a dn bravest way to solve 
a change or stress problem may be to step out 
of it if it requires bigger than acceptable 
compromises.  

 Take good care of yourself in change and 
stress situations so that you can after that do 
your best for manage these processes! Even in 
airplanes the safety instructions in unlikely 
event of loosing cabin pressure are to first 
take care of yourself and then help the others, 
even if they are children. 

 Do not be afraid to go out of your comfort 
zone. You may discover that beyond it what 
you really have been always searching for is 
waiting for you. 
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Unit e) CREATIVITY
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Unit e CREATIVITY 

HINTS 
The basic aim of this unit is to understand creativity concept and how migrants can 
boost their curiosity and innovation.  

LEARNING 
HOURS 

6 hours 
TYPE OF 

TRAINING 
Face-to-face TARGET GROUP Trainers/Coaches  

SUB-UNIT After completing this module, the migrant’s trainers and coaches will be able to… 

CURIOSITY 
 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 

 define curiosity 
 recognise main 

concepts about 
curiosity 

 reproduce different 
models about 
curiosity 

 analyse ways to 
boost curiosity  

 discuss the impact 
of environment on 
creativity 

 discuss different 
ways to flourish 
curiosity 

 increase own curiosity 
 contribute to generate 

ideas  

TRAINING 
RESOURCE 

Concepts: Creative 
glossary 

On-the job training: 30 
circles 

Tips  for creativity 

TIME 60 minutes 60 minutes 60 minutes 

INNOVATION 
 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 
 define innovation 
 relate between 

individual 
innovativeness and 
organizations’ 
innovations 

 describe types of 
innovation 

 apply innovation 
skills in real life 
settings 

 identify obstacles 
and problems 
during innovation 
process. 

 discuss the 
differences 
between 
realization and 
creative ideas 

 promote innovation 
skills individually or in 
groups 

 act with ethical 
responsibilities during 
innovation process 

 
 
 

TRAINING 
RESOURCE 

Concepts: Creativity’s 
glossary 

On-the job training: How to make money? 

TIME 60 minutes  120 minutes 
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Concepts: Creativity’s glossary 

 

Creativity  
Ability to perceive the world in new ways; act of turning new and 
imaginative ideas into reality.  

Curiosity Recognition, pursuit, and desire to explore novel, uncertain, complex, and 
ambiguous events.  

Innovation Introduction of something new; development and implementation of new 
idea, method, process, product, service.  

Idea generation  Process of creating new ideas   

Idea promotion 
Building coalitions, finding sponsors, engage in social activities for 
innovative acts.  

Idea realization  
Developing a model or prototype of innovation; transforming idea into 
tangible product or service.  

Deprivation 
sensitivity 

Trying to solve problems and seeking to reduce gaps in knowledge. 
 

Stress tolerance 
The willingness to embrace the doubt, confusion, anxiety, and other forms 
of distress that arise from exploring new, unexpected, complex, mysterious, 
or obscure events. 

Social curiosity Wanting to know what other people are thinking and doing by observing, 
talking, or listening in to conversations. 

Thrill seeking  
The willingness to take physical, social, and financial risks to acquire varied, 
complex, and intense experiences. 

Radical innovation  
New to the world/organization type innovations; existing products and 
services are transformed significantly.  

Incremental 
innovation  

Changing, extending or refining existing products and services. 
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    On-the job training: 30 circles 

Introduction The following workshop aims to boost idea generation of people. Idea generation 
is one of the first step for flourishing curiosity and innovation  

Work task Steps 
1. Distribute to each participant the activity sheets (below)  
2. Explain the aim of the exercise how idea generation is related to curiosity and 

innovation 
3. Ask to participants turn each empty circles into something they are familiar 

with (clock, faces, balls, and etc.).  
4. After the participants complete to draw their circles, ask to them compare 

with other the circles of other participants. Discuss the flow of the circles. In 
most of the cases, the majority of people can’t complete 30 circles. Check how 
many circles were completed and how its differences.  

5. Discuss with the group about their circles and what they have experienced 
while completing the exercise.  

 

 
 
 

Reflective 
questions 

- What is the story of your circles? Are they similar (like different types of ball) 
or are they independent (face, cookie, earth, and etc.)? 

- Do your circles break the rules or connects them (like having one big circle)?  
- What type of problems you have encountered?  
- Why do you think you choose these objects to draw?  
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  On-the job training: How to make money? 
 
 

Introduction The aim is to use curiosity and innovation skills in real life setting.  

Work task Step 
1. Distribute 5 euros in an envelope to each participant (if the group is crowded 

trainer can also form groups – 3-5 learners in each group). 
2. Explain the expectation and aim of the exercise. In this exercise the aim is to 

make as much money as you can in two hours just using the money in the 
envelope. Participants should act creatively to increase their money. They 
should also have entrepreneurial orientations.  

3. After two hours, all group members prepare a presentation about what ways 
they used to make money. They are also expected to discuss ethical concerns.  

Note: If trainer do not prefer to distribute money. They can use 10 paper clips or 
10 post-its instead of money.  

Reflective 
questions 

- How did you make your action plan? 
- Did you get support from others? 
- What type of problems and obstacles you had encountered? 
- Is there any ethical dilemma you faced?  
- Did you start with the first idea that comes to your mind?  
- If you have more time what would you do differently?   
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.   Tips for creativity 
 

 
Try it Avoid it 
 Constantly be curious.  Don’t criticise your initial ideas.  
 Believe and trust into yourself.  Don’t wait for perfect idea. Act.  
 Do research, ask questions – open ended.   Don’t be alone during the process, people 

bring you insights.  
 Step outside your comfort zone.   Don’t be lazy, research and knowledge is 

important for creative ideas.  
 Keep an inspiration journal. Help you to 

visualize ideas.  
 Don’t argue with people, try to understand 

their feedbacks.  
 Physical exercise boosts creative thinking.    Don’t be too judgmental.  
 Listen others and pay attention.    Don’t be a sheep, everyone and every 

situation is different.  
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Unit f) AGILITY
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UNIT f AGILITY 
HINTS To understand mastery agility, initiative spirit and mobility on the job 

LEARNING 
HOURS 

6 hours TYPE OF TRAINING Face-to-face TARGET GROUP Trainers/Coaches 

SUB-UNIT After completing this module, the migrant’s trainers and coaches will be able to… 

PROACTIVITY 
 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 
 describe easily the 

situation 
 recognise effective 

changes or different 
approaches 
regarding a situation 

 relate proactive 
agility and new ways 
of working/ 
management 

 list why agility has 
become essential in 
the todays’ 
workplace 

 identify ways to 
become more 
proactive at work 

 use concepts of 
active management, 
teambuilding, 
adaptability, 
empathy, self-
analysis, decision 
making in situation 

 generate and 
evaluate different 
perspectives and 
scenario 

 commit to express a 
sense of initiative 

 be responsible of 
adaptation of teams 
within the job process 

 overcome situations and 
hypothesis 

 decide on the best 
alternative to a situation 
including analyse of 
changes 

TRAINING 
RESOURCE 

On-the job training: Too much proactivity Role play: Let’s create a new 
company  

TIME 90 minutes 90 minutes 

MOBILITY 
 

KNOWLEDGE SKILLS RESPONSIBILITY AND AUTONOMY 
 recognise personal 

conceptual blocks 
 list added values of 

mobility within the 
carrier development 

 reflect on career 
mobility as 
professional solution 

 explore new 
alternatives 

 analyse transversal 
competences 
required for global 
mobility 

 redefine aims and 
objectives 

 generate strategies  

 evaluate situation and 
put objectives into action 

 search for best solutions 
including outside the 
present environment 

 be responsible for own 
lifelong learning and 
upskilling  

TRAINING 
RESOURCE 

On-the job training: 
Mobility inside the host 
country  

On-the job training: 
Mobility outside the host 
country 

Tips: Agility dos and don’ts  

TIME 60 minutes 90 minutes 30 minutes 
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On-the job training: Too much proactivity 
 
 

Introduction Workers in actual work-life need to adapt themselves as quickly as possible in 
order to remain productive and to respond the demanding workplace.  
This is not only a concept but a reality where workers need to interact with 
different situations (active management, teambuilding, adaptability, empathy, 
self-analysis, decision making in situation), environments and spaces. In this 
context, managers and workers needs to create a continuous adaptation, named 
as agility. 
This activity shows the limits for workers when too much interactivity or 
proactivity. It shows the excesses caused by too much proactivity/ interactivity in 
the professional world can have effect on workers wellbeing and health. For 
example: burnout, failure, energy invested for nothing, nuisances for others.  

Work task This exercise is made in small groups but can as well be done in a self-directed 
activity, using the concept of SWOT exercise.  
Steps 
1. The trainer designs a SWOT matrix on the white board, or on an individual 

paper and ask the participants to list:  
- The advantage of being pro-active (strength) for yourself 
- The advantage of being pro-active (opportunity) for the environment 

2. Once it is done, ask on the contrary the group what could be the problem 
caused by this proactivity:  
- The disadvantage of being pro-active (weaknesses) for yourself  
- The disadvantage of being pro-active (threats) for the environment 

3. In group, try to describe the four situations, in relation with agility. Try to 
figure it out when problems connected with too much proactivity can be 
problematic and when on the contrary, they are good for yourself or for the 
company. 

4. (optional): try to find some solutions, or better attitude related to the 
problems described: 
- analyse the situations 
- recognise and sort out different approaches regarding a situation 
- list new ways of working/ management 
- analyse how and why agility has become essential in the todays’ 

workplace 

Reflective 
questions 

- Do the participants have one specific point of view about pro-activity, or do 
they follow different approaches depending on the situation? 

- Have they ever experienced these types of situations? 
- What did you do or what should they have done? 
- What are the challenges of being proactive?  
- What is the main conclusion of participating in the role-play? 
- Which skills were acquired by the participants? 
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Action plan - How often do you encounter similar situations in your everyday life? 
- Is it easier to guide others on how to act with commitment but taking care of 

personal but as well group welfare? 
- Is the Model functional? Can it be applied in everyday situations? 
- If you would teach this activity, what would you do differently? How to use 

proactivity with care and self-awareness? 
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Role play: Let’s create a new company 
 
 

Introduction The goal is to demonstrate how agility can induce positive change to play as an 
incentive for the participants be more proactive. One of the best ways to be 
proactive is the job or enterprise creation. 

Scenario Participants will test their creative ideas to enter, not collectively, but in groups 
of two. 
The situation described is the following a migrant come to a training centre 
(councillor) to describe a project of company creation.  
The second players will be the trainer who engages in an exchange of answers to 
ensure the realism of the project.  
- Questions should be: 
- What kind of business do you intent to create? 
- Do you know the market? 
- Have you experience on it? 
- Do you have the support of your family? 
- What should be the positive aspect for your life? 
- How much would you adapt your product, service to the country? 
- Are you aware that costumers could expect you to adapt their need? 
- How much are you able to adapt to have success? 
The trainer will do everything possible to convince the migrant of the benefits of 
creating his own in enterprise (more freedom, more autonomy and more 
responsibility). He will as well emphasis the necessity to adapt the market and the 
costumers regarding the concept of agility. 

Roles Tell to the participants (trainers, coaches, social workers...) to divide themselves 
into groups of two people. 
Within each pair, one of the two plays the role of the migrant and the other one 
of the accompanying Trainer. The migrant presents a business creation project. 
The trainer discusses with him and asks him questions about the business project, 
its feasibility and viability, and also about the active steps that the migrant will 
have to undertake.  
Each pair writes a short memo on the questions asked and answers, then prepares 
to exchange in large group after. 
Each binomial presents its project and the main questions asked. 

Reflective 
questions 

- What were the main questions posed by others? 
- Did concept such as sense of initiative was spoken during the play?  
- Describing company creation, how important in such situation would you 

evaluate it?  
- How and when sense of initiative is be the key of success?  
- How far are you to adapt your project? 
- Describe how should you overcome situations and hypothesis? 
- Decide on the best alternative to a situation including analyse of changes. 
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On-the job training: Mobility inside the host country 
 
 

Introduction The labour market within national contexts can be moving a lot, and people need 
to adapt themselves to the demand. Once legal situation is dealt, migrants should 
realize a real benchmark to decide in which workplace they should work or live.  
It is proposed to analyse mobility options in 3 directions: position, area or sector, 
and geographic, called Mobility vertical, horizontal or geographical. 
- Vertical mobility, when is changing employment, upstream and downstream 

category. 
- Horizontal mobility refers to changes between jobs in different sectors of 

economic activity. 
- Geographic mobility refers to changes of places of work and residence. 
This mean for instance, that even if their beloved city is X, they should think of 
going where labour market is more adapted to their ability and competencies. 
This role play treats the awareness of those mobilities possibilities and should 
help trainer to deal with migrant orientation. 

Work task Steps 
1. Tell the participants to divide themselves into groups of four people 
2. Within groups, go for a mobility project: 

- Establish the project: where? for what? when? How? 
- Taking into account the above data, seeks to establish a roadmap 

identifying the recommended type of mobility, whether vertical, 
horizontal or geographical, especially in the case of circular migration. 

- List all the requirements. 

Reflective 
questions 

- Have you ever experienced these types of situations? 
- Have you though that mobility could be from one field of activity to an 

another one? 
- Would you go to another city? If so, what problem do you see? What 

advantage do you see as well? 
- What did you do or what should you have done? 

Action plan - What have you learnt? 
- What will be the most important for your action plan in this situation? 
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On-the job training: Mobility outside the host country 

 
 

Introduction This activity tends to raise awareness of the fact that the economy in Europe is 
global. It should be known in this context which specific micro economy or 
specificity still exist in Europe. 
Moving inside the European union or even outside is only possible if migrants 
have this kind of authorisation. Once, they have decided to leave the actual 
hosting country, they need help from professionals to read the roadmap which 
can include contact with embassies and migration desks. 

Work task Steps 
1. Tell the participants to divide themselves into groups of four people. 
2. Put names of situation in a paper and ask to choose one scenario (they don’t 

know what is written on the paper. 
3. Ask participants to review the situation from the point of view of: 

- Their parents 
- Their children (if applicable) 
- Their relatives (could be friends) 

4. Ask participants to imagine and to share how they would feel if they were in 
the role. 

5. Discuss with the entire group the questions suggested below, if you are in the 
role. Different scenarios are to be played: 
- One group decides to go in a country with the “same language”. 
- One group decides to go in a country with a new language but with 

relatives already living there. 
- One group decide to return the country they were coming from. 
- One last group decide, a total unknown country. 

6. Establish the project: where? for what? when? How? 
7. List advantages and inconvenient for each situation. 
8. List all the requirements (to do list). 
9. At the end of the game each group will give a feed-back to the others. Trainers 

will be able to sum up and to create a global vision of the group situation. 

Reflective 
questions 

- Have you ever experienced these types of situations? 
- Have you though that mobility could not be possible regarding the status of 

the migrant? 
- Would you really leave your hosting country for a better situation? If yes, 

what problem do you see? What advantage do you see as well? 
- Would you adapt yourself to this situation, would you take into account your 

family point of view? 
- How would you plan the retro-planning? 

Action plan - What will be the most important for your action plan in this situation? 
- Did you identify yourself with any of the characters in the role play?   
- How do you usually react when something in the environment changes? 
- Do you think you have flexibility and adaptability enough? What do you find 

easy to adapt to and what difficult? 
- What do you think you have to do, in order not to face the situation? 
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Tips: Agility dos and don’ts 

Try it Avoid it 
 Be aware of migrants’ situations (personal 

and inside the company or even inside the 
country you are living in). 

 Avoid fear, refrain and hesitation. 

 Adapt yourself to the environment.  Avoid being too theoretical.  
 Develop competencies of empathy.  Don’t take things as personal.  
 Trust yourself.  Don’t see situation as for ever. 
 Develop your self-balance.  Don’t waste all your energy. 
 Be proactive.  Don’t be too proactive. 
 Be capable of self-adaptation.  Don’t only decide on emotions. 
 Be able to work with people from different 

environments. 
 Don’t judge too quickly. 

 Follow your personal instinct.  Don’t close yourself to the external 
environment. 
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