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Introduction to the NE(W)AVE project

The Mini Course on mobility management for mentors was developed for the project NE(W)AVE: reNEWable
e-Vet learning™.

The main objective of the NE(W)AVE project is to contribute to increase the employability and inclusion of
NEETs? and VET learners and young professionals in relevant technical and manual professions by:

- offering a training course for upgrading and converting existing competences according to the demands of
the renewable energy sector

- developing VET-business partnerships in the renewable energy field based on work-based learning among
the partnership’s countries Italy, Denmark, Greece, Austria and Spain.

The Mini Course was designed for the six mentors from the companies St.H, Italy, and Heliotec, Spain, who
hosted a 14-day training addressed to learners interested in updating/upgrading their skills and working in
the renewable energy sector. The mentors attended a five-day course in Vienna in February 2018, held by a
trainer from CESIE, designed with the aim of providing them with all the necessary tools to manage the
internship in their companies.

This Mini Course on Mobility Management for Mentors is also part of the NE(W)VE E-toolkit for VET trainers
and providers. Through this supporting material, the VET trainers were introduced to the organisation of
international placements for their own learners at companies and increased their awareness of the
competence upgrading methods in VET and increased their interest in using e-learning approach in the
mobility opportunities for their learners.

Introduction to mobility

Overview of the role mentors play and their main responsibilities
A mentor is an individual with specific knowledge or experience in a given area of expertise, who is willing
and able to share that knowledge or experience with another.
They are teachers and role models, networkers, counselors, and last but not least, life-long learners and
mentees themselves.
Mentor as teacher:

e Helps the mentee plan his/her career.

* Encourages strategic thinking.

e Gives timely feedback on the mentee's work

e Sets a good example by being a quality citizen in both the academic and community arenas.

1 NE(W)AVE: reNEWable e-Vet learning is funded by the Erasmus+ Programme, Key Action 2 — Strategic Partnership in the field of
VET.

2The indicator young people neither in employment nor in education and training, abbreviated as NEET (not engaged in education,
employment or training), corresponds to the percentage of the population of a given age group and sex who is not employed and
not involved in further education or training. (http://ec.europa.eu/eurostat/statistics- explained/index.php/Glossary:
Young_people_neither_in_employment_nor_in_education_and_training_(N EET)
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Mentor as counselor:

e Listens and gives advice when asked, or when necessary for the good of the mentee.

* Just helps the mentee; does not try to do it all for him/her

e Shares experiences when relevant
Mentor as mentee:

e Becomes a lifelong learner

e Learns from his/her mentees.

e Attends formal programs or other organizations whenever possible to enhance mentoring

strategies

Mentor’s job is to help the mentee unleash hidden potential. Serving as a mentor brings many challenges
and rewards, with the best mentors working to shape their mentees into other leaders, rather than just good
followers. The long-term impact of mentoring can offer life- and career-changing benefits to both parties.
The Mentor's Guide (Zachary, 2000)3, describes mentoring as a:

v' "Powerful growth experience for both the mentor and the mentee “

v" "Process of engagement"

v "Reflective practice that takes preparation and dedication.

Elements of a Mentoring Relationship
Implicit elements:

Shared through the exemplar role demonstrated by that individual
> Intellectual style, professional priorities, deliberateness, and truth telling.
» Demonstrated scholarliness, thoroughness, and loyalty.
> Example set by the mentor as s/he interacts with peers, colleagues, students, or other individuals
(such as clients).
» Demonstration of characteristics and values important to the discipline.

Explicit elements:
Intentionally shared by the mentor with the mentee
> Active transmission of facts, techniques, systems of thought in an overt and deliberate manner.
» Teaching, advising or sponsorship activities facilitated by the mentor for the benefit of the mentee.
» Career counseling and professional socialization.
» Guidance in clinical or research techniques, theories or methodologies.

-Exercise:

Consider a mentoring relationship you’ve been in.
1. What implicit elements of the relationship were most important to you?

3 Zachary, L. J. (2000). The Mentor's Guide: Facilitating Effective Learning Relationships (2nd ed.). San Francisco, CA:
Jossey-Bass. 261 pp. ISBN 978-0-470-90772
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2. What explicit elements of the relationship were most important to you?

3. What elements were not present, but would have improved the effectiveness of the relationship.

Challenges in Mentoring Relationships

Relational Elements influencing a Mentoring Relationship

Distancing Behaviour

Manipulative
Behaviour

Lack of Mentor
Expertise

General
Dysfunctionality

e Intentional exclusion (including restricting access to
mentor)

* Neglect (expressed through lack of interest in the
mentoring relationship)

e Self-absorption

¢ Inappropriate delegation of work

¢ General abuse of power (e.g. intimidation)
¢ Inappropriate credit taking

» Sabotage (intentional or defensive)

¢ Technical incompetence

¢ Interpersonal incompetencies (e.g. lack of communication
skills, inability to provide constructive feedback, lack of
empathy or compassion)

¢ Poor attitudes about the organization, discipline or
generally pessimistic outlook

¢ Personal problems that can interfere with ability to interact
with others

Preventing Dysfunction in Mentoring Relationships

» Administrative Strategies > Individual Strategies
These strategies are implemented There are a number of things that mentors can do to
at the most relevant administrative level: avoid or cope with conflict that may arise in a mentoring
- Create a Culture of Mentorship relationship.
- Assess Mentoring Potential of job applicants - Avoid Self-Defeating Behaviours
- Provide Opportunities for Mentor Training - Take time to reflect on the relationship

- Establish mentoring awards
- Create codes of conduct

- Engage in Critical Self Reflection

- Consider Ethical and Professional Obligations as a
Mentor:

- Be proactive

- Seek Consultation when needed
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Mentoring is founded upon relationships between people and so is affected by what each participant brings
to the relationship. Competency to mentor is built on a balance of individual cognitive, emotional and
relationship abilities; personal virtues or characteristics, such as integrity and empathy; openness, self-
awareness, and a belief in the value of mentoring are important qualities for both mentors and mentees to
possess?.

Dysfunction can occur in mentoring relationships; however, there are a number of strategies that both
individuals and organizations can pursue to prevent or address dysfunction if it arises.

The power of Mentoring:

https://www.youtube.com/watch?v=Atme26COI5E

Benefits of International Mobility
Hosting an international intern in the office can be a lot of fun but It can also be a lot of work. It represents
an investment from the company into someone who may or may not become an employee down the line.
It gives the possibility to get fresh ideas from young minds, but it is s also a chance to train the intern for
the industry.

What are the advantages of hosting international interns in your company?

- Cost effective approach: internship programs provide significant savings in recruitment costs, effort
and potential mistakes

- Increased productivity: interns are a valuable resource assisting other staff to achieve what
otherwise may not be done, ranging from promotion, market research, process maps etc.
Candidates that can be used in several departments, they can be a helping hand in the daily
running of your company.

- Broadened capabilities: interns possess new knowledge and skills that current employees may not
have; technological; investigative skills; insights about the latest academic methodologies.

- Apply the latest in techniques and technologies: College students learn cutting-edge strategies,
techniques, and technology in their field. Hosting interns gives you direct access to recent
developments.

As much as your interns will learn from you, you can also learn from them

- Enhance your social media outreach: If social media is part of your business, interns can enhance
your current strategy and build your following. And if you aren’t yet on social media, it’s certainly a
good idea. Your interns can help you establish a social media presence and move your business
forward.

- Foster leadership skills in current employees: As current employees, mentor and supervise interns,
they’ll gain valuable leadership skills. This can be great training for an employee who will eventually
occupy a management position.

- Injected enthusiasm: Interns add vibrancy, fresh ideas and positive energy that will have a valuable
effect on workplace morale, motivation and creativity.

4 Belle Rose Ragins, 2001, Mentoring and Diversity, London
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- Increased effectiveness: Interns save full-time employees time which enables them to focus their
talents on higher level tasks.

- Secure future employment / talent advantage: Hosting interns enables businesses to pre-recruit,
pre-qualify, and pre-train potential employees. Yield a significant competitive advantage by
securing some of the best young talent before they hit the ‘open market’.

It means you have an ongoing pipeline of future full-time employees.

- International network: grow your international and multicultural network locally and abroad.
Introduce your company to global technologies and skill sets, preparing yourself for a multicultural
global future.

- Improve the overall work environment: with interns on board, employees have a lighter workload,
more time for creative or advanced projects, and the opportunity to build confidence and
leadership by guiding others.

Interns often bring enthusiasm, motivation, and positive energy.
This work ethic and positivity can easily rub off on others, improving the overall culture of your
company.

- Build an international workplace

- Cultural diversity: to create a multicultural and dynamic business environment that promotes
cross-cultural ideas and understanding.

International insight: hosting an international intern is guaranteed to provide you with new ways of
thinking and insights that your business may otherwise not have access to.

Setting up your own internship program
How to create a successful program that benefits both the intern and your company?

1. Give Interns a Real Project

Give interns projects that are interesting will help both them and the company grow.

2- Write a Clear Job Description

Before hiring interns, make sure you have very clearly defined scope for the few months with clear
objectives.

3- Make the Payoffs Clear

Make sure the intern knows what's in it for them: work experience, training, a strong letter or
recommendation, and quite possibly a job.

4- Focus on Clear Goals

Have a clear set of goals for what you’re looking to achieve

5- Be Flexible

Set up with flexible and varying hours for your potential interns.

Include some leeway for flex schedules, and also understand that requiring a 40-hour work week isn't
always the best route to go.

6- Find Out What Motivates Them
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Some interns are very hungry to learn, but beyond that, they can also have an ignited passion inside of
them to pursue a career and they just want someone help to help them vet out their choices. So listen to
their needs.

7- Treat It Like a Job

Do not think of it as an internship. From job description to onboarding to meetings, make expectations
clear, check in frequently, and treat them as you would any new hire.

Through international mobility in your company you can globalize your office bringing an international
perspective to your business and widening the pool of candidates you recruit from.

Mentors’ transversal competences
Mentor: a mentor is a person who trains and guides someone.

Competence: according to the European Qualifications Framework®, competence means the proven ability
to use knowledge, skills and personal, social and/or methodological abilities, in work or study situations and
in professional and personal development. They can be described in terms of responsibility and autonomy.

What are transversal skills?

A set of intangible personal qualities, traits, attributes, habits and attitudes that can be used in many

different types of jobs, such as for example, empathy, leadership, sense of responsibility, integrity, self-

esteem, self-management, motivation, flexibility, sociability, time management and making decisions®.
Essential Qualities of a Good mentor

Acceptance A good mentor accepts their mentees, is empathetic, and free of
judgment or rejection

Teaching A good mentor is a reflective instructor, teacher and supporter of the
learning process who provides observational feedback and shares
experiences

Communication A good mentor is effective in different interpersonal contexts,
adjusting their mentoring communication to meet the needs of
mentees

5 https://ec.europa.eu/ploteus/en/content/descriptors-page
6 UNESCO IBE 2013, Global
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Learning A good mentor values and models continuous learning, actively
engaging mentees in their own learning and reflective processes

Optimism A good mentor publicly and privately affirms the human potential of
mentees

A good mentor demonstrates a balance of virtues, abilities and competencies essential for achieving and
maintaining competence to mentor.

Abilities Competencies
Cognitive, . Teaching,
Emotional, | Mentoring,
Relational | ' "“Sommunicating

Figure 1: Model of Mentor Competence

Virtues

e Integrity reflects the ability to establish and maintain trust in a mentoring relationship, drawing
from the presence of honesty and mutuality.
* Caring as a virtue means that the mentor demonstrates respect and empathy to others—both
within and outside of the mentoring relationship.
* Prudence indicates the intentionality and appropriateness of the mentor as demonstrated through
decision making
Abilities

e Cognitive abilities include a sense of curiosity and a dedication to experiential and theoretical
learning.
¢ Emotional abilities reflect the individual’s emotional self-awareness and receptivity.
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¢ Relational abilities include the capacity to communicate empathy, respect and compassion.
Mentors with strong relational abilities nurture appropriate levels of mutuality, reciprocity,
collaboration, and increasing trust
Competencies

specific skills, knowledge or techniques that mentors can develop through training and education.

¢ Teaching competencies include an understanding adult learning processes and of the
developmental needs and transitions commonly experienced by mentees.

¢ Mentoring competencies encompass all technical aspects of mentoring: knowledge and skill in the

process of the mentoring relationship, skill to cope with challenges arising within a mentoring

relationship, and understanding of the roles and responsibilities of a mentor, recognition of
dysfunction in a mentoring relationship.

¢ Communicating competencies address the interpersonal communication capacity and the self-

awareness of the mentor.

What does a good mentor do?
A good mentor shares skills, knowledge and expertise. More precisely:

- is willing to teach what he/she knows

- always take time to ask mentees about their experiences and learn from their stories

- can remember what it was like just starting out in the field

- does not take the mentoring relationship lightly

- understands that good mentoring requires time and commitment

- is willing to share information and their ongoing support with the mentee continually.

- demonstrates a positive attitude and acts as a positive role model

- takes a personal interest in the mentoring relationship:
a good mentor feels invested in the success of the mentee. This requires someone who is
knowledgeable, compassionate, and possesses the attributes of a good teacher or trainer.

- exhibits enthusiasm in the field:
A mentor who does not exhibit enthusiasm about his/her job will ultimately not make a good
mentor. Enthusiasm is catching

- values ongoing learning and growth in the field

- provides guidance and constructive feedback

- values the opinions and initiatives of others

A good mentor appreciates the ongoing effort of the mentee and empowers him/her through

positive feedback and reinforcement.
- motivates others by setting a good example
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Hosting foreign trainees in the company

Trainees’ profile
In October 2019 ST.H & Heliotec hosted 2 cycles of mobility each (6 participants per cycle, 24 in total). Each
mobility lasted 1 week:

Group 1 - hosted by Heliotec in Spain:
e 1st week

3 Italian + 1 Austrian + 1 Danish + 1 Greek
*  2nd week

3 Italian + 1 Austrian + 1 Danish + 1 Greek

Group 2 - hosted by ST.H in Italy:
* 1stweek

2 Austrian + 2 Danish + 2 Greek
*  2nd week

2 Austrian + 2 Danish + 2 Greek

Before and After the Mobility
¢+ During the mobility

K/

+» Before the mobility

- all the trainees tested Module 1 & 2 of the - all the trainees integrated the theoretical

00c competences acquired through the Open Online
Course with practical skills

Mobility Objectives for the Trainees

To let trainees enter a European work dimension
To increase trainee’s social and intercultural competences
To increase trainee’s knowledge on renewable energy sector

ASANE NN

To increase trainee’s self-confidence in terms of employability

During the training
v" 1 mentor per 2 trainees
v' 3 mentors per company
Each trainee was involved in:

v" An introduction session on the national context and company rules
An introduction on health & safety issues
A preliminary interview on expectations and theoretical knowledge acquired in the field

RN

A specific work-placement constantly monitored by the mentor and complementary with the
knowledge delivered by the O0C
v" Afinal evaluation session through questionnaire and practical exercise.
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Expected Impact

Soft skills- such as linguistic, interpersonal and intercultural competences, team-work and self-
development skills. Measurable with a self-assessment tool + final evaluation session.

Technical skills- related to the renewable energy sector. Measurable with the final questionnaire and
practical exercises.

Trainee’s profile

VET learners and young professionals who are completing or have completed VET courses in the sectors of
plumbers or electrician- corresponding to both EQF level’ 4 & 5, willing to upgrade/convert their
competences and requalify themselves in the renewable energy sector

The trainee has:
v" A good knowledge of English
v Technical competences as electrician or plumber
v" The willingness to upgrade his/her competences in the renewable energy sector

The mentorship dialogue starts and ends with learning, transparency and open communication.

Tips- when first interacting with your mentee

<

Get to know each other with the support of ice-breaking activities

<\

Although the normal mentor-mentee relationship is primarily a business one, the human
interaction is what makes it work!

Use your intercultural skills to better understand the mentee’s point of views

Clearly communicate from the start

Keep in mind that asking questions and listening are more powerful than giving answers

AN NI

Instead of prescribing solutions, guide your mentee to come up with their own by asking thought-
provoking question

\

Understand that your experiences aren’t necessarily universal

How to design a tailor-made work-based experience
When designing a tailor-made work-based experience

=  Keep in mind the trainees’ profile
=  Focus on the training objectives
= Prepare an assessment table to measure trainees’ learning outcomes (before and after the training)

7 https://ec.europa.eu/ploteus/content/descriptors-page
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= Remember the health & safety rules

= Atravel insurance can be recommended to the participants

= Ensure the safety of participants before their arrival asking if there are any special needs/allergies,
etc. and do the necessary arrangements accordingly

= Attendance Certificate

The Open Online Course
The OOC (42h), the trainees attended before the mobility in Spain and Italy, is divided into 3 modules:

1. Soft Skills Module- 12h
2. Technical Skills Module- 18h
3. Learning and Job Opportunities in Europe Module- 12h

Module 1 Module 2 Module 3
— —
Soft Skills Technical Skills Learning Opportunities

Unique Selling Point of the OOC:

v the offer of carrying out the development of key competences started in Module 1 & 2 through the
2-week internship in Italy and Spain.

1. Soft Skills Module
What soft skills are needed in order to work in the renewable energy sector
e Management and team work skills
e Intercultural competences
* Linguistic competences
e ICT competences
* Entrepreneurial competences

2. Technical Skills Module
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Plumbers

e

"

i e o

Learning contents addressed to plumbers

e Environmental & building regulations - EU requirements
* Solar thermal collectors
e Biomass as a heating source
e Biomass as a biogas source
Learning contents addressed to electricians

e Environmental & building regulations - EU requirements
* Solarcells
e Biomass as an electricity source

3. Learning and Job Opportunities in Europe — After the mobility

> Learning and mobility opportunities

> About social entreprenership

> Green start-up

» EU programmes
Mobility C1 in Italy & Spain took place in October 2019 after the trainees have completed the soft skills
module 1 and the technical skills module 2 before the learning opportunities module 3.
During the mobility the trainees integrated the competences learned so far with module 1 & 2 of the OOC
with technical ones through targeted workshops and plants/factory visits arranged by the companies and
improved their soft skills, such as team work, problem solving, adaptability and linguistic skills.
ST.H & Heliotec arranged workshops and plants/factory visits for the trainees according to the topics already
developed in the OOC’s technical skills module, in order to help the trainees concretely practicing what
previously learned. The activities arranged for the trainees were in line with the OOC topics and the
companies’ expertise. ST.H and Heliotec informed CESIE about the workshops and plant/factory visits they
intend to arrange for the mobility.
On the first day of Mobility:

¢ mentors should inform the interns on the company’s rules and conduct code
¢ they should inform the interns on the Health & Safety Rules
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¢ they should ask the interns to fill in a pre-assessment questionnaire in order to make clear their
expectations
e they should make clear to the interns their role in the mobility

Possible problems between intern & mentor:

Problems between the intern and the mentor can raise at any time during the mobility. Issues may also
arise if intern and internship mentor do not get along, if activities do not correspond to the intern’s
expectations, or if the intern does not feel at home in the organization. In such cases, the mentor should
inform the intern’s sending organization as soon as possible.

Before the mobility:

v' all the trainees received info-packs with all detailed information about training contents,
objectives, work programme and practical arrangements.

After the mobility:

> all the trainees received the Europass Mobility®, previously prepared by the sending
organization.

Mentors’ intercultural and linguistic competences
Intercultural competence is “the ability to think and act in interculturally appropriate ways®.”

It is the ability to perform “effectively and appropriately when interacting with others who are linguistically
and culturally different from oneself”
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8 https://europass.cedefop.europa.eu/europass-support-centre/europass-mobility

9 Hammer, M. R., Bennett, M. J., & Wiseman, R. (2003). Measuring intercultural sensitivity: The Intercultural Development
Inventory. International Journal of Intercultural Relations, 27(4), 421-443.

10 Fantini, Alvino and Tirmizi, Ageel, "Exploring and Assessing Intercultural Competence" (2006). World Learning Publications.
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Intercultural competences aim at:

v freeing people from their own logic and cultural idioms in order to engage with others and
listen to their ideas.

v understanding thoughts, feelings/perceptions and the values of others.

v understanding more easily actions taken by people of the other belonging to a different
culture.

Diversity of thought and culture is a part of everyday life. One must travel the world to engage with people
from different backgrounds, nationalities, beliefs, and mores. In today’s global economy, it is imperative to
be able to adapt to a variety of different cultures to be successful in both professional organizations and
individual communities.

Variables contributors to mentors’ intercultural competence:

¢ mindfulness,

e self and other awareness

e listening skills

e positive attitude toward other cultures

e empathy

e flexibility

e tolerance for ambiguity

e capacity for complexity

e language proficiency
One necessary intercultural competence for mentors is the ability to discuss such difficult and critical topics
as values, beliefs and attitudes among members of multiple cultural groups in a way that does not lead to
conflict.

According to Deardorff (2011)*, the minimal requirements for intercultural competences includes:

e Respect “valuing of others”;

» Self-awareness/identity (understanding the lens through which we each view the world);

* Seeing from other perspectives/world views (both how these perspectives are similar and
different);

e Listening (engaging in authentic intercultural dialogue);

e Adaptation (being able to shift temporarily into another perspective);

e Relationship building (forging lasting cross-cultural personal bonds);

e Cultural humility (combines respect with self-awareness).

11 Deardorff, D. K. (2006). The identification and assessment of intercultural competence as a student outcome of
internationalization at institutions of higher education in the United States. Journal of Studies in International Education, 10 (3),
241-266.
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When mentor manages intercultural competences:

- she/he can work with people with different backgrounds and experience

- there is a unique atmosphere where people are eager to learn from each other

- everyone’s voice is meaningful

- people more open-minded

- he/he steps over prejudices

- you see different perspectives that can lead to fresh and innovative ideas and in the long term to
great benefits to the work and the whole business.

Linguistic Competences:

Linguistic Competences refer to the unconscious knowledge of a language that allows a speaker to use and
understand a language and people around us*2.

Spoken by 2.000 million people around the world, the most used vehicular language is English.
A sufficient knowledge of English and other languages helps:

- To increase your self-confidence

- To increase your adaptability skills

- To develop your problem-solving skills

- To develop your communication skills, speaking with people from different nationalities and cultures and
getting a new mindset

- To improve your listening skills

- To develop your empathy skills and emotional intelligence, understanding the other's situation,
perceptions and feelings from their point of view

- To improve your team-work skills

When mentoring people from different countries:

<\

Show a positive attitude

Slow down your speech

Focus on your listening skills

Do not make feel the mentee shut out speaking a language he/she cannot understand
Enunciate clearly and use voice intonation

Use body language: your stance, or posture, can give off certain vibes

Be aware of cultural differences

Try to avoid using complex words or phrases

AN N NI NN Y R N

Be respectful, clear, and empathetic

12 C. Lehmann, Linguistic Competence: Theory and Empery, 2006
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Mastering intercultural and linguistic competences helps to:

v develop and increase important soft skills
v" work in any environment
v'  get a fresh and new mindset
v building bridges between cultures and people
v’ create a positive relationship between mentor and mentee
The importance of intercultural competences: https://www.youtube.com/watch?v=rKkwnCOs-QEM

Group Management
When managing a group, you are responsible for:

v keeping the group together ensuring it functions well as a team.
v" being a strong and effective presence
v building trust and goodwill among the group members
v" mediating all discussions and issues that come up in the group effectively
v" managing tasks and goals in the group
1) Building Trust and Goodwill in the Group

Do ice breaker activities

e break the ice with activities when the group first gets together, so everyone can introduce
themselves.
¢ make sure all the group members get a chance to speak to one another on the first day so they feel
less like strangers.
Ice breaker examples:

- you may do a simple go around in the group where everyone says their name and a personal detail about
themselves.

- if the group is made up of professionals, you may have them state their profession and their favorite
hobby outside of work.

Use team building exercises
To help people get used to working together and to create trust in the group:
e Try to schedule team building exercises during the first few group meetings.
* Use them throughout the group’s time together, especially if you notice issues cropping up in the
group.
Example:

-you may ask everyone to sit and make eye contact with one another to build comfort and trust.
Encourage good communication in the group

e The key to trust and goodwill in a group is good communication.
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you should encourage everyone in the group to be honest and open with one another.

Let everyone know that the group is a place of trust and communication.

Make it clear that you value honesty as a leader and expect everyone to communicate well with
each other.

Example:

-you may say to the group, “l value good communication as a leader and | hope everyone in the group will

communicate effectively with one another.”

Allow time for group members to mingle and chat

In order to foster a more welcoming and trusting environment in the group.

make sure you allow time for group members to socialize. To keep the vibe in the group relaxed
and open,

set aside time before the official group meetings for group members to chat, have some
refreshments, and hang out.

you may plan social outings for the group where everyone can relax and spend time together in a
less formal environment.

2) Facilitating Discussion in the Group

Arrange the room to make discussion easier

Before the group arrives in the meeting spot, arrange the chairs and tables so discussion is easier in
the group.

Put the chairs in a circle or around one table, with just enough chairs for everyone in the group.
This will encourage eye contact and make talking in the group easier.

You can also put any materials for the group meeting on the table or by the door within reach.

This way, the material is available for the group and the meeting can begin smoothly.

Set ground rules for the discussion

To ensure the group discussion goes smoothly, establish ground rules at the outset.

Make it clear that the group discussion is a place where everyone has the space to speak.
Note that interrupting someone or talking over someone is not okay in group discussions.
Encourage everyone in the group to respond in kind to one another, with respect.

You may create ground rules for the discussion and print them out at the first group meeting.
You may state them at the first meeting so everyone is aware of the rules for discussion.

Ask open ended questions

To facilitate discussion in a group, it is always best to ask open ended questions.

Ask questions to the group that are thoughtful and open.
Prompt the group with questions that can have more than a yes or no answer.
Keep the questions short and clear so they are easy to understand.
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Example:

-you may ask, “How did you feel about the presentation?”

Encourage group members who do not speak often

pay attention to who talks a lot in the group and who talks occasionally or not at all.
encourage group members who do not talk often to speak up when they want to.
make sure there is space in the discussion for them.

Example:

-you may try asking someone who does not talk often a prompting question to encourage them to
contribute to the discussion. Or you may say, “Let’s hear from individuals who have not spoken yet.

Thoughts?” to encourage others to speak.

3) Addressing Issues or Conflicts in the Group

Encourage active listening in the group

If you notice there is tension in the group, try to get all group members to do active listening.

This will ensure that everyone listens and responds thoughtfully to each other.

Start a discussion with a group member and listen intently to what they have to say.

Make eye contact and maintain a relaxed body posture, with your body positioned towards them.
Nod and smile to show you are listening.

Once the person is finished talking, rephrase their thoughts back to them and confirm you heard
them correctly. You may say, “What | am hearing you say is...” or “I believe what you are saying
is...”. Once they confirm you heard them correctly, you can respond to them.

Work with group members if there are issues

If you notice issues between group members
Be direct and work with the group to resolve the issue
State that you are concerned about a conflict in the group.

IIIII

Use statements.

Ask open ended questions to get the group members to discuss the issue.

Example:

-you may say, “lI am feeling like there is tension between group members. How do you all feel about this?”

or “I am feeling tension in the group. Can we talk about the issue as a group?”

Speak to group members privately, if needed

Sometimes issues in a group are best resolved privately, especially if it is between two individuals in
alarge group.

If you notice conflict, pull the individuals aside.

Ask them if you can all speak privately about the issue.
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e Set up a meeting with you and the individuals to discuss the issue in a private setting.

e Doing this can put the individuals at ease and make it easier for them to talk one on one, rather
than in the big group

4) Set a good example

e The group members look to you for guidance and inspiration, so it’s essential that you set a good
example to gain their respect.

e If you expect them to behave professionally and commit to their work, it’s vital that you do so
yourself.

e Make sure that you are doing your job, continuing to develop your career and support the group in
doing so too.

Health & safety at work
Before the internship, all participants will receive an info-pack with all details and information about the
training’s contents, objectives, work programme and practical arrangements.

Travel & Health Insurance:

Before the mobility, participants are strongly recommended to apply for a travel & health insurance in
order to guarantee their safety during the trip and the stay abroad.

Insurance against accident at work:

In order to avoid risks during the mobility, participants can also be suggested to apply for an insurance
against accident at work and a civil liability insurance, in case of damages towards the host organizations.

Health & Safety rules:

On the first day of the mobility, in order to guarantee trainee’s safety during the internship, the mentor
should share the Health & Safety rules with mentees. Every intern is responsible for familiarizing
themselves with the host company’s Emergency Plan.

On the first day of internship, trainees are asked to:

e observe all established safety rules.

* report problems on site to the assigned mentor without any delay.

e refrain from conducting personal business during work hours (emails, calls, visits or other)
Special Needs:

Before interns’ arrival, all the sending organizations will take note of all interns’ special needs, diet, allergies

or any intolerance. This information will help mentors when arranging the internship activities and the
meals.

About the mobility venue:
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All the internship venues must be chosen considering the national safety regulations, emergency plans, first
Aid Kit and staff trained on the first aid measures according to the national rules.

Iliness during Internship:

In case of ilness, the inter should inform the mentor and the sending organization as soon as possible. The
mentors will provide the necessary support to the interns in case of need.

Lack of proper work attitude:

= |f the intern does not have an appropriate work attitude, the mentor should inform the sending
organization.
= A meeting may also be requested by the mentor.
= The mentor will invite the student to a meeting at which areas for improvement will be identified.
Early termination of the mobility:

Depending on the specific circumstances, the intern may be warned or even barred from completing the
internship.

e Use of offensive language

e Wearing attire that is provocative or offensive

* Reporting for duties while under the influence of alcohol, illegal, prescribed or non-prescribed
controlled substances.

e Inappropriate behavior

Monitoring Tools
Monitoring tools support trainees in the evaluation of their competences.

In order to monitor the success of the mobility objectives, mentors should arrange with the trainee:

e apre-mobility assessment meeting

e anintermediate feedback meeting- 1rst week

e afinal feedback meeting- last day
Mentor can ask all participants to give feedback on the effectiveness of mobility and formalises what
learned during the project through:

e asimple questionnaire where the participants answer specific questions about the programme
* anindividual or collective meeting with the participants
Questionnaire to the trainees:

To be submitted via e-mail or during the final meeting

* To get a feedback on the success of the mobility experiences
* To measure whether the objectives of the participants have been reached
e To evaluate the global mobility experience: professional and social life abroad
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¢ To identify possible problems with the mentors

Individual meeting +“—> Collective meeting

The mentor will choose to arrange an individual meeting or a collective meeting, depending on the impact
he/she wants to reach through the meeting.

Individual Meeting:

e highly recommended especially if the participant has met problems during own mobility experience
e the mentor can go deeply through the mobility experience and better guide the participant in
his/her post mobility experience.
Collective Meeting:

= when there is a group of people working together towards a common goal
= the mentor has to balance the communication with each participant, giving enough space to each
person
= Participants have to reflect about their own experience and share the experience with the rest of
the group, focused on the way of adaptation in a new country and the competences acquired
Individual or collective interviews with the participants conducted by the tutor asking questions, such as:

e How did you see yourself before the experience in a new country?

¢ What were your motivations and expectations?

e How were the first days/first weeks?

¢ What competences have you acquired?

e What social skills and competences have you acquired?

*  What knowledge and skills have you acquired?

¢ What was the most difficult thing and why?

¢ What was the easiest and why?

¢ Where there any cultural differences that you noticed and that was there any challenge to face?
¢ What were your qualities/strengths that helped you?

*  What was the main lesson?

¢ How do you feel about going home?

¢ How do you see the professional and personal future?
On the last day of internship, the participant should evaluate his/her experience in order to assess the impact
of the international mobility experience on personal and professional development, employability, autonomy
and self-awareness.

Through the final evaluation

¢ The mentor gets a feedback about the mobility programme
¢ The trainees put in words what the mobility represented to them
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e The trainees formalise what skills and competences have been improved through the mobility
experience
¢ The trainees set next goals and objectives for their professional life.

Conflict Solving
Is there a correct way to handle conflict? What are the effects of poor conflict management?

When managing a group of people conflict might be inevitable, as people have different personalities,
goals, and opinions.

Step 1: Identify the source of the conflict

» The more information you have about the cause of the conflict, the more easily you can help to
resolve it.

» To get the information you need, use a series of questions to identify the cause, like:

¢ When did you feel upset?

* Do you see a relationship between that and this incident?

* How did this incident begin?

e As amentor, you need to give both parties the chance to share their side of the story.

e It will give you a better understanding of the situation, as well as demonstrate your impartiality.

> Asyou listen to each disputant, say, “I see” or “uh huh” to acknowledge the information and
encourage them to continue to open up to you

Step 2: Look beyond the incident

> The source of the conflict might be a minor problem that occurred days before, but the level of
stress has grown to the point where the two parties have begun attacking each other personally
instead of addressing the real problem.

> In the calm of your office, you can get them to look beyond the triggering incident to see the real
cause.

» Questions will help, such as:

e What do you think happened here?

¢ When do you think the problem between you first arose?

Step 3: Request solutions

> After getting each party’s viewpoint on the conflict, the next step is to get each to identify how the
situation could be changed.

» Question the parties to solicit their ideas:

How can you make things better between you?

» As mediator, you have to be an active listener, aware of every verbal nuance, as well as a good
reader of body language
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Just listen. You want to get the disputants to stop fighting and start cooperating, and that means
steering the discussion away from finger pointing and toward ways of resolving the conflict

Step 4: Agreement

>

>

The mediator needs to get the two parties to shake hands and agree to one of the alternatives
identified

The mediator meets with the individuals and have them answer these questions:

What action plans will you both put in place to prevent conflicts from arising in the future?
What will you do if problems arise in the future?

This mediation process works between groups as well as individuals.

Video

When

In ord

>
>
>
>

on conflict resolution: https://www.youtube.com/watch?v=KY5TWVz5ZDU

Maximizing training contribution to the company
arranging a training:

er to maximise training outcomes

the training should have clear objectives

it should be a well-targeted designed learning experience
the addressee’s profile should be well known

evaluate the training program

Learning objectives can fall into the following categories:

v
v

<

AN NI

Knowledge or Skills Acquisition: professional skills

Personal/Professional: soft skills such as self-confidence, interpersonal skills, time management,
organization, decision making, etc.

Career Knowledge: Gaining new information regarding the company, the industry, or job duties.
Once clearly defined the learning objectives, look at the means to achieve them.

Combine formal and informal learning to create powerful educational opportunities for groups and
individuals.

Blend learning modules with practical experience

Add personalization into this mix

Walk in trainees’ shoes

Consider the whole group of people you will be training but do not forget the group is made up of
individual learners

The Addressee’ s Profile:

>
>
>
>

Identification of trainees - age, experience, expectation, interest and learning capacity
Understanding level of learners

Understanding the learning style of trainees

Different kinds of learners

Different kinds of learners:
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Doer: Like to be actively involved in learning process, want to know how they will apply learning in real
world, like information presented clearly and concisely.

Feeler: People-oriented, expressive, focus on feelings and emotions; thrive in open, unstructured learning
environment.

Thinker: Rely on logic and reason, like to share ideas and concepts, analyze and evaluate, enjoy
independent work.

Observer: Like to watch and listen, tend to be reserved, will take their time before participating, and thrive
on learning through discovery.

Once the category of trainees is known the trainer can select the right training tools for trainees.
Evaluate the training programme

v Evaluate the training program based on whether the needs of your learners have been met
v" Consider the evaluation results to make improvements for next trainings
v Post training feedback and communicating to the trainees on the basis of tools used for evaluating
the performance (e. g. questionnaire, observation, survey, interview)
Video about the importance of hosting interns in your company:
https://www.youtube.com/watch?v=32nw9INg8oNI

Interaction with the sending VET provider- setting a communication plan
Coherence between e-learning and work-based experience

Training providers are realizing the potential of delivering their expertise in the form of more flexible learning
opportunities to an expanding global market in order to answer the need of businesses and individuals to
remain competitive in the marketplace.

More Flexible

Expanding Global Learnin
Market 8
Opportunities

The term work-based learning describes independent learning through work; a self-managed process
supported by learning contracts, Higher Education, work-place mentors and various types of learning and
guidance materials.

A careful design of the learning path is required:
v'  An effective work-based learning should integrate the learning process into the work role and its
tasks, allowing knowledge and practice gained to be applied in future work.
v The e-learning curriculum must be flexible with no limitation in terms of time and place.
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On traditional forms of education, places limitations are organised and scheduled to meet the
organisational needs of the host institution rather than the individual learners.

Traditional Education: E-learning Education:
# Limitation in time and VS No limitation in time and
space space

A well designed e-learning module:

v’ an appropriate language
v a well-written and structured content
v' combined with activities, case studies outlining real life examples and experiences, and resources
for learners to explore a topic in more depth.
The e-learning module should include:

¢ self-assessment activities, in which learners can obtain immediate feedback to check their
understanding of what they had covered
e summative activities, in which learners can conduct research or answer a particular question posed.
Tutorial videos in the e-learning:

e can lead the way to the work based experience of trainers and help them have a clearer idea of the
concrete job activities.

Multimedia Elements:
v’ to provide rich and interactive learning materials that can enhance the learning process.
Examples:

e short videos to provide examples or quotes from experts
e flash-based animated and interactive graphics to illustrate processes
On-line tutors:

An effective E-learning platform provides on-line support to learners:
¢ synchronous communication- conducted via the chat facility
e asynchronous communication- facilitated through the discussion groups and via email between
individuals.
In a flexible and effective learning path, the learner support framework combines online tutors and in-
company mentor.
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On-line Tutors: “ In-Company Mentors:

Contacted via e-mail or via provide support on
on-line forum workplace practice

Coherence in learning topics

The topics of the work-based experience should be coherent and complementary to the topics of the online
course

The learners get a complete overview of the topics and have higher chances to access the labour market.
Video on Blended Learning: https://www.youtube.com/watch?v=C939JILoTFU

Exchange of good practices
No two trainers are exactly the same.
By nature of the tools they use, the content they teach, the circumstances they navigate to meet learner
needs and, of course, their own personality, each training experience is unique.
1. Find Your Objective (And Stick To It)

v Training is a means to an end and that end should be made clear to everybody.

When learners are subjected to aimless, meandering training without any clear learning objectives, they
will be less engaged and less likely to retain what they learn.

2. Consider the Context

v' Training doesn’t happen in a vacuum. Courses get assigned under a specific set of conditions to
achieve the desired learning outcome as part of an overarching training plan.
v These factors comprise the learning context or the situation in which your target audience learns.
v" You will get the best results when you fit your training approach within the unique context of your
initiative
3. Tailor your Training

For the best possible results, you need to make training as relevant, practical, and meaningful as possible
for each learner.

6 main factors:

= Skill level

=  Geography

=  Technology

= Environment

=  Current delivery method for learning
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= Demographics
4. Use Blended Learning

Combining theoretical knowledge and practical training is the key to create a valuable learning path, where
learners can concretely learn through direct observation with an on-the job-training.

5. Do not Overdo It

¢ The amount of information your learners can process and retain over any given time period is
limited.
e This is why the most experienced trainers strategically fill their courses and sessions with material
that offers the greatest impact for their learners, their training program, and their organisation.
6. Gamify and Incentivize

e Asystem to motivate learners can be invaluable in getting them more fully invested in their
training, particularly for dense material that requires high engagement.
e One approach is to offer incentives that reward strong training performance or milestones
7. Assess the Effectiveness of These Training Best Practices

e The best teachers never stop learning.

e Trainers recognize the necessity for feedback to improve their processes and increase their
efficacy.

Evaluation plan and tools for a short internship

How to manage evaluation sessions for both mentor and trainee
A mobility project is composed of 3 key steps:

1. pre-internship
2. implementation of the mobility
3. post-mobility

Pre-internship Assessment:

= To be done before the internship or on the 1%t day of internship

= To make clear the role of the mentor

= To assist the intern in clarifying expectations of process
Pre-Internship Survey Questions for Interns:

¢ What do you intend to gain from the internship experience?

¢ Do you feel adequately prepared for the internship experience?

e List 3 outcomes that you intend to achieve by the end of your internship
¢ What do you think this internship will prepare you for?

e Write 3 skills you bring with you to the internship

* My interest in renewable energy is: High or Low?
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How comfortable do you feel with the following workplace skills?

Extremely Moderately Slighlty Neutral Slighlty Moderately Extremely
. comfortable comfortable comfortable uncomfortable  uncomfortable  uncomfortable

1. Leadership

2. Ability to work in a team

3. Writing effectively

4, Speaking effectively

5. Problem solving

6. Strong work ethic

7. Initative

8. Analytical/Quantitative

9. Flexibility/ Adaptability

10. Work in a professiional setting

During the mobility:

Intern competencies are measured in multiple ways and continuing evaluation is done on a daily basis,
including:

* direct observation of their work

e utilization of video recordings

e review of written reports

e progress notes

Possible problems between intern & mentor

Problems between the intern and the mentor can raise at any time, but also during an evaluation meeting.
Issues may also arise if intern and internship mentor do not get along, if activities do not correspond to the
intern’s expectations, or if the intern does not feel at home in the organization.

If such problems occur, either the intern or the internship mentor should inform the sending organization
as soon as possible.

Post-mobility evaluation:

To be done the last day of internship

e Evaluation of whole mobility project (the general work environment, supervision and didactic
activities, training program coordination, leadership, etc)
* Deeply discovering the acquisition and/or improvement of technical and soft skills)
e (Capitalization of the mobility experience looking toward the labour market
The participant should evaluate his/her experience in order to assess the impact of international mobility
experiences on personal and professional development, focusing in evaluation, competences’ analysis and
capitalization phases.

Evaluation & Competences’ Analysis

Evaluation Individual Meeting:
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e Itis highly recommended especially if the participant has met problems during own mobility
experience.

e The mentor can go deeply through the mobility experience and better guide the participant in
his/her post mobility experience.

Evaluation Interview with the
questionnaire mentor

Example of evaluation questionnaire and interviews:

¢ How did you see yourself before the experience in a new country?
e What were your motivations?
e What were your expectations?
¢ How were the first days?
¢ What technical skills and competences have you acquired?
*  What organizational skills and competences have you acquired?
e  What social skills and competences have you acquired?
¢ What was the most difficult and why?
¢ What was the easiest and why?
¢ Where there any cultural differences that you noticed and that were a challenge to face?
¢ What was the strategy for adaptation (resources)?
e What were your qualities/strengths that helped you?
e What was the main lesson?
¢ How do you see the professional and personal future?
Evaluation Collective Meeting:

¢ Participants have to reflect about their own experience (questionnaire) and share the experience
with the rest of the group.
¢ The mentor has to balance the communication with each participant, giving enough space to each
person.
e Afterfilling in the questionnaire each participant will explain to the group his/her own experience
based on the questions and focus on different aspect of the mobility. It is not an open discussion
Competences’ analysis tools

Trainees can be invited to answer this question “for me, the impact of this mobility experience was great as
| learned...»

Aims:
* To let trainees reflect on the competences acquired during the mobility
¢ To discover new competencies they had not thought about
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* To think on the competences acquired/developed to be used in the future and raise skill levels and
increase employability.
Trainees need to capitalise their knowledge:

*  After the mobility experience the learners need to capitalise their knowledge and experience to
get a better job.

* The participant has to valorise the learning experience lived and be aware of the skills and
knowledge developed looking forward the labour market.

e The role of the mentor is crucial for letting the participant capitalize the mobility experience and
analyse the competences acquired helping them look at future opportunities and plans.

How to maximize lessons learnt
Through a short internship, a good mentor aims at maximising the trainee’s learning outcomes in a short
learning period.

1) Build a coherent learning programme:

The internship programme should be coherent/complementary with the topics developed in the e-learning
platform in order to help trainees to have a clearer and more complete knowledge of the topics.

A blended learning path is the key to maximise the whole learning process results (e-learning, class
training, on-the-job training)

2) Let the trainees ask questions

Whether the questions are about the company, industry, specific skills or the necessary
education/training/professional credentials to enter the field — they are all necessary questions to better
help interns get advantages of the internship and pursue the right career path.

3) Listen actively

The mentor should always listen actively to the trainee’s in a neutral and non-judgmental way.
Demonstrating active listening shows the intern that their message is being both received and understood
and builds trust and motivation in the relationship.

4) Tailor your approach according to the trainee’s profile

A good mentor knows own trainees’ profiles and approach each of them in a flexible way. The mentor
should be able to adapt own mentoring style according to the trainees is working with, in order to help
them get the maximum benefits from the learning experience

5) Ask good questions

Asking and considering good questions allows mentee to have deeper and more effective learning
experience. Open-ended questions are especially useful in getting conversations and ideas flowing.

Here are some examples:
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¢ How would you handle ...?
*  What would you do if...?
e Tell me what you expected ....
e What did you do when...?
*  Why do you think ...?
6) Give and allow feedback

e Your feedback helps your mentee identify and learn the skills and knowledge needed for a
successful career.
e Feedback allows you to acknowledge your mentee's strengths and to motivate the mentee to work
on areas of weakness.
*  Your mentee wants and needs your feedback to move forward in his/her career.
* You need mentee’s feedback to improve too
7) Plan team building exercises

Try to plan some fun activities for team building as well. This will help build trust and improve communication
between you and the trainees and inside the group itself.
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