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CB1: Best Practices Examples




BB1 Encourage employers to adopt a learning culture that supports
career-long learning



1. Best Practices Examples
|dentification Monitoring Tool
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2. Best Practices Examples Workshop
Participant List
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3. Best Practice Example
PPTPresentation




[“Title of the Best Practice Identified”]

[Name of Organisation in which it has been identified, if applicable]

Title of the Best Practice Identified

* [Description of the BP]




Title of the Best Practice Identified

Strong Points Areas of Implementation

Suggestions for Making

Use of the Best Practice

[Picture Related to the BP]




Click to add title

[You can add as many slides as you want]
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4. Best Practices Examples Workshop
Report
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A. Best Practices Presented in the Workshop




B. Best Practices that can be Adopted and Why




C. To Dos: Actions to Take and Steps to Follow for Adopting the Best Practices




5. Best Practices Examples Evaluation
Questionnaire

Please rate the following dimensions of the tool by
circling the respective emoticon and/or by providing
your answer in the text boxes depending on the ques-
tion (the text boxes can be also used for providing
your comments):
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CB2: Success Stories-Elevator Pitch

}v
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BB1 Encourage employers to adopt a learning culture that supports
career-long learning
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1. Success Stories-Elevator Pitch
Sessions Calendar
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2. Success Stories-Elevator Pitch
Session Participant List
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3. Success Stories-Elevator Pitch
Session Evaluation Questionnaire

Please rate the following dimensions of the tool by
circling the respective emoticon and/or by providing
your answer in the text boxes depending on the ques-
tion (the text boxes can be also used for providing
your comments):

26
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CB3: The Community of Practice
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BB1 Encourage employers to adopt a learning culture that supports
career-long learning
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1. CoP Handout: Understanding the
Community of Practice, its Goals,
and its Principles




This handout aims to develop and enhance the Community of Prac-
tice “CoP” as innovative learning environment for practitioners and
managers.

By reflecting on their practices (good practices, needs, improve-
ments, limits) and developing their own CoPs, employers and man-
agers will be able to work more effectively with their clients and staff.
In this module you will be introduced to the meaning of a CoP and its
benefits as well as the main principles and characteristics to organ-
ise one in your professional network.

1. Learning Outputs

-The learners know the definition and method of a CoP

-The learners know the characteristic of CoP and the basic rules to
run it

-The learners have acquired knowledge about the process of CoP
and methods to foster active participation

-The learners are able to identify a CoP and analyse it

2. Content and Resources
2.1. What is a Community of Practice?

1 - Definition and origins of the concept

“Communities of practice are groups of people who share a concern
or a passion for something they do and learn how to do it better as
they interact regularly”.

Communities of practice are formed by people who are engaged in a
process of collective learning in a shared domain like:

Engineers developing a new IT tool, surgeons working on a new med-
icine, a group of students in Arts working on a common project to
promote public space, a group of experts aiming at greening a city, or
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Guidance practitioners gathering to reflect on new skills to acquire to
update the practice.

The main objective of a CoP is to support situated learning for a
group of people with a shared interest. Lave and Wenger (1991)
stress that knowledge development not only takes place inside
individuals’ heads, but can also be co-constructed through a social
process. This process includes two mechanisms: participation and
reification.

For Wenger (1998), the term “participation” is used to describe the
experience of the participants who engage themselves in the social
process. “Reification”, which is the process of transforming an
abstraction into a concrete object, gives a shape to these experienc-
es and includes the production of concepts, tools, symbols, stories,
words, and meaning. In this context, reification should not be seen as
the reduction of a complex experience to a simple element, but
rather as the production of an intermediary object that helps the
group members to co-construct knowledge.

(To better understand the meaning of Wenger's theory, it can be
useful to refer to Piaget's knowledge construction theory (1977).)

2 — 2.1 Characteristics of CoP
Not everything called a community is a community of practice!

Having the same job or the same title does not make for a communi-
ty of practice unless members interact and learn together

Three characteristics are crucial:
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A/ The domain: A community of practice is not a club of friends!
It has an identity defined by a shared domain of interest.

Members are committed to the domain by passion or by (profession-
al) background. They have a shared competence that distinguishes
them from other people.

B/ The community: members interact! They help each other, they
discuss, they share information and develop joint activities while
pursuing in their domain.

The key is the relationship that enables members to learn

C/ The practice: Members don't only share interest for a domain,
they are actively engaged in: they are practitioners. They can share
their tools, methods, resources to solve or address problems or meet

new challenges.

Interaction between practitioners on a shared domain is the key to a
sustainable CoP.

3 2

Who cares about it What we do together about it
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To sum up:

Members of a CoP care about the domain, have shared competence
and practice, and want to learn together how to develop their practice
and that goes through 3 stages.

During the first stage, individuals discover a new problematic situa-
tion. They find themselves confronted with some type of contradic-
tion: a conflict between what they do or think and the feedback they
receive from their environment. This is the “destabilization” stage,
where previous knowledge or behaviour is being tested.

During the second stage, individuals realize that they need to reap-
praise the way they think or act. This is the “awareness raising” stage,
which can lead to a trial—error process of evaluation of alternatives,
or to individuals asking for help in order to find a solution.

The third stage is dedicated to “abstraction.” The individuals encap-
sulate what they have experienced in their consciousnesses and
reorganize their operational plans. This is the stage of new knowl-
edge construction.

L Destabi
lization
[~ TN
™, Awaren
ess

raising :
L ¥ o

o -

* Abstraction -~
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2.2. Principles and Participatory appraisal of community of prac-
tice

Because communities of practice are voluntary, what makes them
successful over time is their ability to generate enough excitement,
relevance, and value to attract and engage members. Although many
factors, such as management support or an urgent problem, can
inspire a community, nothing can substitute for this sense of alive-
ness.

The goal of community design is to bring out the community's own
internal direction, character, and energy.

Designing for aliveness requires a different set of design principles.
And these latter can be classified into 7 basic principles:

- Basic principles

1. Design for evolution. Because communities of practice are organ-
ic, designing them is more a matter of shepherding their evolution
than creating them from scratch. Design elements should be cata-
lysts for a community's natural evolution. As they develop, communi-
ties usually build on pre-existing personal networks.

2. Open a dialogue between inside and outside perspectives. Good
community design requires an insider's perspective to lead the
discovery of what the community is about. Only an insider can appre-
ciate the issues at the heart of the domain, the knowledge that is
important to share, the challenges their field faces, and the latent
potential in emerging ideas and techniques. Only an insider can know
who the real players are and their relationships. However, it also
requires an outside perspective to help members see the possibili-
ties. Because intentional communities are new for most organiza-
tions, members often have a hard time imagining how a more devel-
oped community could improve upon their current personal
networks or help them leverage dormant capabilities.
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3. Invite different levels of participation. Good community architec-
ture invites many different levels of participation. People participate
in communities for different reasons some because the community
directly provides value, some for the personal connection, and others
for the opportunity to improve their skills.

4. Develop both public and private community spaces. Like a local
neighbourhood, dynamic communities are rich with connections
that happen both in the public places of the community (meetings,
Web site) and the private space (the one-on- one networking of com-
munity members). Public community event serve a ritualistic as well
as a substantive purpose. Through such events, people can tangibly
experience being part of the community and see who else partici-
pates. Yet a community coordinator still needs to "work" the private
space between meetings, dropping in on community members to
discuss their current technical problems and linking them with help-
ful resources, inside or outside the community.

5. Focus on value. Communities thrive because they deliver value to
the organization, to the teams on which community members serve,
and to the community members themselves. Value is key to commu-
nity life, because participation in most communities is voluntary.

6. Combine familiarity and excitement. Lively communities com-
bine both familiar and exciting events so community members can
develop the relationships they need to be well connected as well as
generate the excitement they need to be fully engaged. Routine activ-
ities provide the stability for relationship-building connections; excit-
ing events provide a sense of common adventure.
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7. Create a rhythm for the community. The rhythm of the communi-
ty is the strongest indicator of its aliveness. There are many rhythms
in a community—the syncopation of familiar and exciting events, the
frequency of private interactions, the ebb and flow of people from the
sidelines into active participation, and the pace of the community's
overall evolution. A combination of whole-community and
small-group gatherings creates a balance between the thrill of expo-
sure to many different ideas and the comfort of more intimate rela-
tionships.

- Participatory appraisal

Participatory Appraisal is a family of approaches and methods which
enable communities to share, develop, and analyse their own knowl-
edge of life and conditions (Chambers 1996).

There should be a respect for local perceptions and choices of both
outcomes and involvement in the process. Individuals participating
in the appraisal can give as much information as they feel comfort-
able with. More importantly, it is a question of choice and partici-
pants are actively involved in a voluntary basis. The process, whilst
not rushed, should include verification stages and opportunities for
feedback. The involvement of individuals participating should be
continued throughout all stages of the participatory appraisal. There-
fore, checking out and triangulating information elicited throughout
the process is imperative.

The method allows for an equal footage between practitioners of a
CoP It breaks down barriers and promotes shared understanding of
each other’s views, responsibilities, priorities and constraints.

Participatory Appraisal breaks with the traditional “top-down” view by
giving an equal voice to every member and by seeking to include
everyone relevant to the CoP. It seeks for empowerment of members
and allows for the inclusion of voices and ideas that may not
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normally be heard. Efforts are made to include people who are
"hard-to-reach” and would not normally take part in more convention-
al meetings.

Participants of the CoP take ownership of the process: the learning
inside a CoP is developed together; it is not about trying to impose or
force community members to fit their knowledge into a framework.

Participatory tools are flexible and innovative. They are modes of
investigation which are often highly visual that can be used with both
individuals and groups. Tools include mapping, diagramming, rank-
ing and sequencing. Although participatory visual diagrams are con-
tinually changing, evolving and adapting to reflect different circum-
stances (Jones, 1996) they can be used to share, analyse and evalu-
ate a myriad of community, health or economic issues.

Following few of them:

Mapping:
Making a community map is probably the best approach for you to
get started, and for a community to get started.

Community Inventory:

The inventory, and especially the process of making it, is the most
important and central element of participatory appraisal. It allows for
a common check list of topics to cover and work from within the
domain

Focus Group Discussions:
It gives you the opportunity to work separately with different groups
that may find it difficult at first to work together; it is also a way to
encourage empowerment, tolerance, understanding and co-opera-
tion between practitioners.
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2.3. Apply the concept

The concept of community of practice is applied everywhere! CoP
can be found in business, government, education, professional asso-
ciations, development projects, and civic life.

The concept has been adopted because of the recognition that
knowledge is a critical asset that needs to be managed strategical-
ly and because of the recognition that collective learning based on
reflection on practice is the key leading to innovation and develop-
ment. There is a wave of interest in the peer-to-peer learning which
enables to take collective responsibilities and that allows for a con-
tinuous professional development with a direct linkage between
learning and performance.

The first three things to consider when setting up a CoP: You
cannot start a community by yourself! The only people who can form
a community are the members themselves as a collectively.

The first step is to have a series of conversations with potential
members. What issues and challenges are they facing? Do they
interact with others facing similar issues and challenges? Do they
think it would help to make such interactions more sustained and
systematic?

The second step, which often happens in the context of the first one,
is to find some potential members who are willing to join you in your
vision of a community of practice and to invest their own identities
as practitioners in making this happen.

The third step, assuming the first two have yielded positive results, is
to engage a dedicated core group from the second step in designing
a process by which the community can get going.
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Etienne Wenger prepared a "start-up guide" to set up a CoP: have a
look! (Below)

Cultivating communities of practice What elements to develop?

a quick start- What are communities of practice?

the definition of the area
of shared inquiry and of
the key issues

Domain

Communities of practice are groups of
people who share a passion for something
that they know how to do and who interact
regularly to leam how to do it better

Community: the relationships among
members and the sense

of belonging

set strategic context Practice. the body of knowledge
methods, stories, cases,

tools, documents

A strategic context lets communities find
a legitimate place in the organization

educate

[ communities of practice are | + Asticulate a strategic vaiue proposition
a familiar experience, but

integrate
peopie need to understand 9

how they fit in their work The formal organization
L J must have processes and
emcaf . Support encourage structure ll‘cn murl:d:hmese
2 - communities while honoring
potential members about Communities of practice Practitioners usually see their root in personal
s B Vi the value of working as a | ll| passion and engagement_|
Heip people appreciate guidance and technology i community but may feel the :
communtes infrastructure get going organization is nol aligned Integrate communities in the
practice are inherently seil- NI - I = || with their understanding. way the organization works
defined and self-managed * Provide some process Starting to cultivate communities + Identify and r obvious

of practice as early as possible
| creates early examples that
allow people to learn by doing.

barriers

* Align key structural and
cultural elements

+ Find 1o

support, coaching, and R
logistic assistance encourage participation

« Establish a language to
jitimize communities and
e:gamlzmn&h RS ' Meqwl e nhsasxmne + Value the work of
[

= without undue emphasis on Have a few pilot communities communities
fancy technology Qoing as soon as possible + Publicize successes
* Find communities to start with by

identifying areas where there is
potential and readiness

What are some critical success factors?

community organization

Why focus on communities of practice?
short-term value long-term value

help with challenges
access 10 expertise

reputation Domain that energizes - Strategic relevance of

members

« confidence « professional identity and identify potential leaders a core group domain
- fun with colleagues « network * Gather a core group 1o prepare + Skilful and reputable + Visible management
« meaningful work « marketability and initiate a launch process coordinator sponsorship, but without
= + Help members organize an initial * Involvement of experts s pate o
S« problem solving « strategic capabilities series of value-adding activities » Adcges datalis of - Dance of formal and
& - time saving * keeping abreast « Encourage them to take practice informal structures
T ° . increasing responsibility for -
g Imowied: sharing -l :;mvabondu : shewarﬁ:% meﬂrw;dge + Right rhythm and mix of Adequate resources
P syt b s activities + Consistent attitude
& - reuse of resources = new sirategies

Carefull A Community of Practice is not a team! Communities of
practice are commonly confused with other types of teams and
focus groups. Heather Smith and James McKeen from the School of
Business at Queen's University include a great chart outlining the
difference between communities of practice and other functional
teams in their article "Creating and Facilitating Communities of Prac-
tice" (May 2003).

Check the differences!
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2.4. The process of Community of Practice

There is usually someone who takes the lead in setting up a CoP,
someone usually who has experienced how collective learning can
enrich oneself and help overcome obstacles that isolated in your
practice one can't overcome.

The lead member in the CoP who takes the role of the facilitator is
engaged in supporting the process of the shared learning, in bringing
in an element for reflection. A CoP is self-organised, the facilitator
facilitates only. There is no manager on the top.

The facilitator needs to be aware of some ground rules in order to
ensure a proper running:

Have a clear objective or purpose in mind.
Determine the goals and objectives that the corporate learning com-
munity of practice hopes to achieve through knowledge sharing.

Establish a corporate learning community of practice plan or infra-
structure.

Every corporate learning community of practice must have a clear
plan or infrastructure in place. Create a charter that identifies the
strategy of the group, how they will communicate, when and how
they will hold meetings, etc.

Be aware of the experience and knowledge each member brings to
the table.

Figure out what each member of the corporate learning community
brings to the group and what core knowledge or experience they are
able to share with the other members beforehand. For example, if
you'll be developing a company-wide learning community, include at
least one person from each department, as well as those that excel
in different areas or skill sets.
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Hold an introductory meeting for all members.

Arrange a meeting, whether it's online or offline, wherein all of the
members can meet one another and begin discussing the goals and
objectives. This will also allow them to get comfortable with sharing
knowledge and ideas with the other members of the learning com-
munity, which can help to improve the effectiveness of the learning
community of practice in the long run.

A moderator is key to the success of any learning community of
practice.

No corporate learning community of practice is complete without a
moderator in place. Appoint someone who is widely appreciated and
knowledgeable about a wide range of topics that will be discussed.
This individual will help to guide discussions during meetings, keep
the group on-task, and may even serve as a liaison between the orga-
nization and the corporate learning community of practice.

Hold regular meetings to share knowledge and strengthen com-
munication.

Regular meetings are another key to the success of any corporate
learning community of practice, due to the fact that these gatherings
serve as perfect opportunities for sharing and collaboration. It will
also help communities to interact in a more effective manner, due to
the fact that they will have the chance to speak directly with other
members and to receive immediate feedback and input.

Use social media platforms and online forums to keep in touch.
Social media sites, such as Facebook, LinkedIn, and Twitter, as well
as online forums, can serve as invaluable communication tools. This
is true both for the communities who meet in-person and for those
that are online-based. Sharing ideas and working together to come
up with new and innovative solutions is quick and convenient with
these networking platforms, which can even be used to share files,
images, and videos.
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Project management software tools can serve as virtual headquar-
ters.

Project management software tools, such as Asana, Basecamp, and
TeamWorkPM, can all serve as a virtual base of operations for a
corporate learning community of practice. Through these platforms
the members can share documents, assign tasks, keep track of
deadlines for projects, and stay up-to-date with a community calen-
dar.

Offer support and resources to fledgling communities.
The success of any corporate learning community of practice greatly
hinges upon the support and receives that the organization itself
offers. They need to have access to the necessary tools, apps, and
even monetary funds (if applicable), in order to achieve the primary
goals and objectives, especially in the beginning stages.

Hold a company-wide survey to identify issues and areas of
improvement.

Survey a wide range of employees in the organization to determine
the issues or weaknesses that the learning community of practice
should focus on.

Moreover, the facilitator has 5 main roles: organizer, guide, supporter,
documenter, and historian.
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Check below what responsibilities belong to each role:

Roles Responsibilities

* Arrange meeting space and times

Communicate meeting times and agendas to teammates

Prepare materials and activities for each CoP session

Customize session plans to meet CoP’s learning needs

Guide CoP through activities described in facilitator’s guide
Reinforce guiding principles and effective Norms of Collaboration
Facilitate dialogue that enables teachers to link their learning with
their instructional practice and the school’s context

Foster reflection on formative assessment practices and professional
growth and learning

Encourage risk taking, learning from mistakes, and group trust
Support individual teacher’s learning needs

Provide extended learning opportunities

Record the group’s understandings, experiments, and learning
Document how formative assessment efforts impact students’ learning
or growth over time

Remind participants of their previous learning

Historian * Link each new session with the learning from previous sessions
Follow-up on the group’s identified action steps

Organizer

Guide

Supporter

Documenter

A facilitator knows when a CoP is successful according to three
characteristics:

« |dentification: Communities of practice thrive on social energy, which both derives from and creates
identification. Passion for the domain is key. This makes the negotiation of the domain a critical
success factor.

* Leadership: A key success factor is the dedication and skill of people who take the initiative to nurture
the community. Many communities fail. not because members have lost interest. but simply because
nobody has the energy and time to take care of logistics and hold the space for the inquiry.

* Time: Time is a challenge for most communities, whose members have to handle competing
priorities. Theoretically, time should not be an issue if the interest is there, but practically it remains a
constant challenge. Because time is at such a premium, a key principle of community cultivation is to

ensure “high value for time” for all those who invest themselves.
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Check the differences stages of a CoP!

Community formation takes time, but the time it takes for a commu-
nity to become fully operational varies a lot from case to case. Some
communities are so ready to exist because members can see the
value of connecting with each other even before they start. Other
communities begin much more tentatively: members have to experi-
ence the value of learning together over and over before they are
ready to make a commitment.

But in general, one could expect a community to really get going and
produce value within months and become mature in less than a year.

Active

Coalescing Members engage | pigpersed
in developing a
Members come ictics Members no
Potential together and P longer engage
recognize their very intensely, Memorable
warglle face potential but the Tha sommintby
similar community ie is no longer
situations still alive as a
. central, but
without the force and a i
people still
benefit of a center of :
tiiiod iach /\ remember it as
red practice gnowledge a significant
TYPICAL part of their
ACTIVITIES identities
Engaging in joint
/ activities, creating
Exploring artifacts, adapting
connectedness, |to changing Telling stories,
Finding each defining joint circumstances, Staying in touch, |preserving
other, enterprise, renewing interest, |communicating, |artifacts,
discovering negotiating commitment, and |holding reunions, |collecting
commonalities |community relationships calling for advice |memorabilia
Time)
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RESOURCES
- Eurocircle internal training content on COP
- General work on Community of Practice

http://infed.org/mobi/jean-lave-etienne-wenger-and-communi-
ties-of-practice/ https://www.learning-theories.com/communi-
ties-of-practice-lave-and-wenger.html https://wenger-tray-
ner.com/introduction-to-communities-of-practice/ http:/www.-
knowledge-management-tools.net/communities-of-practice.html
https://www.scaledagileframework.com/communities-of-practice/

- The role and responsibilities of the facilitator
http://www.ride.ri.gov/Portals/0/Uploads/Documents/Instruc-
tion-and-Assessment-World-Class-Standards/Assessment/Formati
ve-Assessment-PD-Online-Modules/Becoming_a_Successful_CoP_
Facilitator.pdf

- Participatory appraisal

http://shortwork.org.uk/participatory-research/an-introduc-
tion-to-participatory-appraisal/.
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2. CoP Meeting Participant List
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3. CoP Discussions Log

The CoP Discussions Log is completed by the CoP
meeting facilitator every time a meeting is concluded.




Community of Practice — Meeting 1

Title: Date:

No. of Participants:

Topics discussed:

Key Challenges:

Key Learning Points:

Decisions:

Photo or Screenshot of the Meeting (optional)

[Please copy and paste the table as many times as the meetings implemented.
Please erase this instruction.]
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4. CoP Self-Reflection Journal

In order to create a personal learning library, after each
CoP meeting the CoP members should document
their learning in a reflection log. On a regular basis,
their reflections should be summarised for the cre-
ation of a Self-Reflection Journal.
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A. Learning Reflection Log

Meeting 1

Topic: Date:

What | have learnt in 5 words/phrases:

aprwn

Inputs that | provided:

Strong Points:

Difficulties:

Ideas to improve the CoP:

[Please copy and paste the table as many times as the meetings implemented.
Please erase this instruction.]



5. CoP Activity Evaluation Questionnaire

Please rate the following dimensions of the tool by
circling the respective emoticon and/or by providing
your answer in the text boxes depending on the ques-
tion (the text boxes can be also used for providing
your comments):
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6. CoPs Registry
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CB4: Daily Learning Bites

}v
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Ensure that adult learning in the workplace puts learners
={:¥8 on alifelong learning pathway (supported by guidance

systems and a validation of prior learning)
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1. Daily Learning Bites Record

For a “daily learning bites” activity/course to be valid
and registered in this record, it must consist of at least
ten (10) “learning bites” of a duration of at least five

(5) minutes each.
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2. Daily Learning Bites Reflection Log

The Daily Learning Bites Reflection Log should be filled
out each time a “daily learning bites” activity/course is
completed or each time a learner has a single “learn-
ing bite” (lesson pertaining to a “daily learning bites”
activity/course). It can also be filled out after the deliv-
ery of a “learning bite package” (more than one “daily
learning bites” activities/courses). This is at the dis-
cretion of the learner.

This log can help each learner create an individual
learning registry.
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Name:
Company:
Position:
Year:

My Daily Learning Bites
Reflections...

1. Activity Topic/Title
(or single “learning bite” or “leaning bite package”): Date:

Start and End Date:
Number of Lessons (if applicable):

What | have learnt in 5 sentences:

arwON=

A quote or picture that remind me of the “learning bites” | had:

*Please copy and paste the table as many times as the number of the ‘daily learning bites”

activities/courses implemented during the year.
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3. Daily Learning Bites Reaction
Evaluation Questionnaire

Please rate the following dimensions of the tool by
circling the respective emoticon or by providing your
answer in the text boxes, depending on the question
(the text boxes can be also used for providing your
comments):

| am evaluating:

B A single “daily learning bites” activity (at least 10
“daily learning bites”)

B A series of “daily learning bites” (more than one
“daily learning bites” activity, related by topic)
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4. Daily Learning Bites Learning
Evaluation Questionnaire

Please rate the following dimensions of the tool by
circling the respective emoticon or by providing your
answer in the text boxes, depending on the question
(the text boxes can be also used for providing your

comments):
| am evaluating:

M A single “daily learning bites” activity (at least 10
“learning bites”)

M A series of “daily learning bites” (more than one
“daily learning bites” activity, related by topic)
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CB5: The Roadmap of Learning

}v
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Ensure that adult learning in the workplace puts learners
2{:¥8 on alifelong learning pathway (supported by guidance

systems and a validation of prior learning)
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1. The Road Map of Learning Workshop
Participant List




74

:aJmeubis
:uonisod pue yuswpedaq

:10)eyioe

doys)iom oy} ul
: dx3
ainjeubis uonedionied dousus uonisod qor juawpedaq
40 BWILL 1814 MYIOM JO SIedA
e ‘(e1qeo1dde 1)
1 | oy pue sieq -1 o et



2. The Road Map of Learning — Company
Learning Strategy




After having analysed the learning needs that have been identi-
fied through the Road Map of Learning activity and taking into
consideration each participating employee’s short, medium,
and long-term learning goals, the employer or the Human
Resources department develops a scheme which will help build
and implement a learning strategy for the specific employees,
for at least the next six months.

The scheme should comprise and provide information on 4
axes, as follows:

1. Emergencies: the current real lack of competences that
impede the organisation/company from staying competitive.

2. Priorities: the need to develop competences in order to fulfil
future activities that the organisation/company should imple-
ment in order to stay innovative and competitive.

3. Readiness: how ready the organisation/company is to imple-
ment the Company Strategy of Learning, depending also on the
level of readiness of the employees.

4. Funding: the cost, the possibility to find funds as well as the
time needed to implement the Company Strategy of Learning.

The scheme should be followed by a list of suggested actions
and activities to be adopted by the organisation/company for the
suggested learning strategy to be implemented and produce
result.
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Company Learning Strategy from [dd/mm/yyyy] to [dd/mm/yyyy]:
No of Employees it addresses:

Number of Departments it addresses:

Name(s) of Departments:
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Actions to Take and Activities to Apply for Implementing the
Company Learning Strategy

Author of Company Learning Strategy:
(Manager or HR Department Representative)

Department and Position:
Date:

Signature:
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3. The Road Map of Learning Evaluation
Questionnaire

Please rate the following dimensions of the tool by
circling the respective emoticon or by providing your
answer in the text boxes, depending on the question
(the text boxes can be also used for providing your
comments):
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CB6: “Personal Training Account”

Programme

83



Secure the long-term commitment of all stakeholders
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1. Company Policy / “Personal Training
Account” Programme Policy
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[Please copy here the Company Policy content in which a provi-
sion on the “Personal Training Account” programme is integrat-
ed. Alternatively, please copy here the policy content developed
particularly for the specific programme. This instruction must
be erased upon completion of the template.]
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2. "Personal Training Account”
Programme — Registry of Beneficiaries
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3. “Personal Training Account”
Programme Evaluation Questionnaire

Please rate the following dimensions of the tool by
circling the respective emoticon or by providing your
answer in the text boxes, depending on the question
(the text boxes can be also used for providing your
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CB7: Visual Thinking

}v
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Ensure that adult learning in the workplace puts learners
2{:¥A on alifelong learning pathway (supported by guidance

systems and a validation of prior learning)
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1. Visual Thinking Participant Report




The participant in the activity much complete all the sections
of this report, which will be taken into consideration for changes
in the organisation’s learning plan.

Name of Participant:

What is your projection of the organisations’s future?

1. LEARNING STRATEGY OF THE ORGANISATION

1. Describe your drawing in terms of the learning strategy of
the organisation.

2. Describe the strengths and weaknesses of the organisation
that will affect learning (internal aspects).

3. Describe any external aspects that will affect learning within
the organisation.
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2. LEARNING OF THE INDIVIDUAL

1. Explain how the learning strategy of the organisation will
affect your own learning.

2. What is your own contribution to the organisation’s projected
future?

Please attach your drawing to this report.
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2. Visual Thinking Participant List
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3. Visual Thinking Evaluation
Questionnaire

Please rate the following dimensions of the tool by
circling the respective emoticon or by providing your
answer in the text boxes, depending on the question
(the text boxes can be also used for providing your
comments):
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4. Visual Thinking Participant Reflection
Sheet

Please rate the following dimensions of the tool by
circling the respective emoticon or by providing your
answer in the text boxes, depending on the question
(the text boxes can be also used for providing your
comments):
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CB8: The DARN CAT Change Talk
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Communicate about adult learning in the workplace using
the language of those who need to be encouraged
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1. The DARN CAT Change Talk Tool

Change Talk with the use of the DARN CAT Method

In the “Change Talk” activity, the individual makes
statements that are in favour of change.

The change for the employee is about the desire and
motivation to learn in the workplace.




1. Preparatory Change Talk: DARN

D = Desire statements

Statements indicating a desire to make a change.
Why do you want to make this change? | want, like,
wish....

A = Ability statements

One's self-efficacy or belief in their ability to make
changes.

How might I be able to do it? | can, could, think ...

R = Reasons statements

Statements that reflect the reasons one gives for
considering a change.

What is one good reason for making this change? If
| do that, then |.... It is a good reason, because...

N = Need statements

Statements that indicate a need for change.

The emphasis is more emotional rather than on a
more cognitive reason.

How important is it and why?

I need, must, have to, have got to...

2. Implementing Change Talk: CAT

C = Commitment
Statements about intention and decision. What do
you intend to do? | will, intend, am ready, going to...

A = Activation (or Actuation)

Statements about willingness, readiness, prepara-
tion.

What are you ready or willing to do?

It indicates movement towards action yet hasn't
been done.

I'm ready to.., | am prepared to...

T = Taking steps

This indicates that the person has already begun
changing.

What have you done already?

| have, did...
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2. The DARN CAT Change Talk —
Evaluation Questionnaire for Employees

Please rate the following dimensions of the tool by
circling the respective emoticon or by providing your
answer in the text boxes, depending on the question
(the text boxes can be also used for providing your
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3. The DARN CAT Change Talk —
Evaluation Questionnaire for Employers

Please rate the following dimensions of the tool by
circling the respective emoticon or by providing your
answer in the text boxes, depending on the question
(the text boxes can be also used for providing your
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4. The DARN CAT Change Talk
Meeting Report
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Year: Participants in the Activity (No.):
Meeting Attendees (Names): Report Author (Name):
Report Date: Report Author Signature:

1. Preparatory Change Talk: DARN

D = Desire statements

Statements indicating a desire to make a change.
Why do you want to make this change? | want, like,
wish....

Main Points and Conclusions
(from all tools)

A = Ability statements

One's self-efficacy or belief in their ability to make
changes.

How might I be able to do it? | can, could, think ...

Main Points and Conclusions
(from all tools)

R = Reasons statements

Statements that reflect the reasons one gives for
considering a change.

What is one good reason for making this change? If
I do that, then I.... It is a good reason, because...

Main Points and Conclusions
(from all tools)

N = Need statements

Statements that indicate a need for change.

The emphasis is more emotional rather than on a
more cognitive reason.

How important is it and why?

I need, must, have to, have got to...

Main Points and Conclusions
(from all tools)

2. Implementing Change Talk: CAT

C = Commitment
Statements about intention and decision. What do
you intend to do? I will, intend, am ready, going to...

Main Points and Conclusions
(from all tools)

A = Activation (or Actuation)

Statements about willingness, readiness, prepara-
tion.

What are you ready or willing to do?

It indicates movement towards action yet hasn't
been done.

I'mready to.., | am prepared to...

Main Points and Conclusions
(from all tools)

T = Taking steps

This indicates that the person has already begun
changing.

What have you done already?

I have, did...

Main Points and Conclusions
(from all tools)
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General Conclusions:

Suggestions for the Organisations’ Learning Plan for the Next Year:







CB9: What is Your Best Talent
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Communicate about adult learning in the workplace using
the language of those who need to be encouraged
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1. What is Your Best Talent — Employee
Competency Checklist

The Employee Competency Checklist has been creat-
ed for HR executives who wish to categorise areas of
employee competency, in order to design criteria for
examining employees. The checklist can be updated,
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General Competency

Business Attitude

Valuable approaches and efforts demonstrated
Aspiration for professional excellence on a daily basis
Efforts for better proficiency and quality, etc.
Enthusiasm and level of activity

Emotional Confidence

Fortitude

Stability of emotional background

Ability to handle emotional stress

Ability to respond to workplace overloads, etc.
Interpersonal Skills

Ability to communicate with other people
(clients or colleagues) clearly and politely

Ability to explain complex or professional
things in easy-to-understand manner

Ability to maintain friendly relations with people, etc
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Cognitive Abilities
Possibility to learn new knowledge or skills quickly

Ability to process amounts of information and to
grasp critical knowledge points

Ability to memorise data operatively, etc.

Problem Solving

Ability to handle or address incoming problems
or requests effectively

Ability to generate proper solutions for incoming
problems or requests promptly

Work Ethics and Moral

Image of a person among co-workers, managers,
and customers

How well a person keeps his promise
How fairly a person treats his co-workers
How reliable and honest a person is with co-workers

What degree of individualism and careerism etc.
a person shows

Motivational patterns
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Technical Competency

Technical Skills

All work-specific skills which add professional
worth to a person

Technical skills that are utilised in daily activities
and duties of a professional

Level of craftsmanship (qualification, grade, class,
certifications, etc.)

Term of practical service and field experience
Specific professional achievements and rewards
Workflow Procedures

Knowledge of specific business processes and
working instructions

Precise adherence to corporate/industrial standards
and workflows

Ability to follow and comply with strict corporate
requirements, etc.

Personal Safety

Knowledge and adherence to operational standards
and requirements on safety

Readiness to operate safety procedures and equipment
Mastery in using personal safety tools and kits
Use of Computers and Modern Communications

Basic and advanced computer skills
(useful to professional activity)

Knowledge and mastery of professional IT tools:
software and hardware

Mobile devices (mobile phones, handheld
computational devices, etc.)
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Administrative Competency

Organisation

Time management

Work planning

Goal setting

Self-organisation

Workplace organisation

Level of Corporate Engagement

Title and associated authority level
(recognized ability to make decisions)

Shareholding and compensation options

Informal worth to organisation (informal
ability to make decisions)

Trainings passed
Leadership and Managerial Skills

Effectiveness in organising team
members/subordinates

Respectfulness to the established
regulations and policies
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2. What is Your Best Talent Participant
List
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3. What is Your Best Talent Evaluation
Questionnaire

Please rate the following dimensions of the tool by
circling the respective emoticon or by providing your
answer in the text boxes, depending on the question
(the text boxes can be also used for providing your
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4. What is Your Best Talent — Employee
Competency Report
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Employee Name:
Employee Position:
Facilitator Name:
Facilitator Position:
Video Title (if any):

A. Short Description of the Video

B. Employee Skills and Competencies Identified
(Copy only the completed rows of the checklist)

C. Analysis and Conclusions
1. Describe the employee’s skills and competencies, as pointed

out by him/her. Describe the employee’s skills and competences
that you have identified.

2. Describe the weak points of the employee (skills and competencies that
s/he needs to improve).

3. Describe the learning achieved by the employee through the activity.

4. Provide suggestions for the employee’s development (personal and
professional).
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CB10: Professionalism Assessment Tool
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BB Ensure that workplace learning is tailored to adult
learners needs
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1. Professionalism Assessment Tool
(Test)

This assessment tool has been developed for the eval-
uation of your level of professionalism. Thank you in
advance for taking the time to use the tool.




Exercise 1 (10 points)
Choose the correct answer(s).

1. While making a business phone call, you should not:

Select one:

a. make notes while speaking.

b. eat, drink or eat chewing gum.

c. greet the other person.

d. stop any other noises from the background.

2. Which of the following is important for effective speech?

Select one or more:

a. Not to interrupt the customer when speaking.
b. To show respect to the audience.

c. None of the above.

d. The tone of your speech to be high.

3. When you meet someone for the first time, what is the best way of addressing
him/her?

Select one:

a. To call him/her by words such as uncle, aunty etc.

b. To call him/her by his/her last name with prefixes such as Mrs/Ms/Mr.
c. To call him/her by his/her first name.

d. There is no need to address him/her.

4. When you reach the reception of the company that you are visiting:

1. You should say a greeting.
2. You should identify yourself and your affiliation.
3. You should ask for the person to whom you would like to speak.

Which is the correct sequence of the above?

Select one:
a. 1-3-2
b.3-1-2
c. 3-2-1
d. 1-2-3
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5. Which of the following are ways to demonstrate professionalism?

Select one:

a. To demonstrate loyalty.
b. To exceed expectations.
c. All the above.

d. To keep your word.

6. What is one way to demonstrate professionalism at work?

Select one:

a. To tell everyone private personal details about your boss.

b. To help with a project and make sure that you get all of the credit.
c. To treat others with respect.

d. To take many breaks to gossip with other employees.

7. Why is keeping your word an important element of professionalism?

Select one:

a. True professionals are trustworthy and dependable.

b. Professionalism and keeping your word are not correlated.

c. Itis too difficult to remember different lies told to different people.

d. Professionals often make commitments that they know they cannot keep.
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8. All of the following are examples of effective communication skills except
for:

Select one:

a. Eye contact.

b. Calm voice.

c. Crossed arms.

d. Open body posture.

9. Which of the following is not a way to show that you are listening to someone?

Select one:

a. To nod.

b. To make eye contact.

c. To turn your body away from the speaker.
d. To ask questions.

10. Which of the following describe professionalism in the workplace?

Select one or more:

a. To arrive on time.

b. To become an expert at your job.

c. To dress appropriately.

d. To commit yourself to workplace ethics.
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2. Professionalism Assessment Tool
(Test) (Correct Answers)

This assessment tool has been developed for the eval-
uation of your level of professionalism. Thank you in
advance for taking the time to use the tool.




Exercise 1 (10 points)
Choose the correct answer(s).

1. While making a business phone call, you should not:

Select one:

a. make notes while speaking.

b. eat, drink or eat chewing gum.

c. greet the other person.

d. stop any other noises from the background.

2. Which of the following is important for effective speech?

Select one or more:

a. Not to interrupt the customer when speaking.
b. To show respect to the audience.

c. None of the above.

d. The tone of your speech to be high.

3. When you meet someone for the first time, what is the best way of addressing
him/her?

Select one:

a. To call him/her by words such as uncle, aunty etc.

b. To call him/her by his/her last name with prefixes such as Mrs/Ms/Mr.
c. To call him/her by his/her first name.

d. There is no need to address him/her.

4. When you reach the reception of the company that you are visiting:

1. You should say a greeting.
2. You should identify yourself and your affiliation.
3. You should ask for the person to whom you would like to speak.

Which is the correct sequence of the above?

Select one:
a. 1-3-2
b.3-1-2
c. 3-2-1
d. 1-2-3
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5. Which of the following are ways to demonstrate professionalism?

Select one:

a. To demonstrate loyalty.
b. To exceed expectations.
c. All the above.

d. To keep your word.

6. What is one way to demonstrate professionalism at work?

Select one:

a. To tell everyone private personal details about your boss.

b. To help with a project and make sure that you get all of the credit.
c. To treat others with respect.

d. To take many breaks to gossip with other employees.

7. Why is keeping your word an important element of professionalism?

Select one:

a. True professionals are trustworthy and dependable.

b. Professionalism and keeping your word are not correlated.

c. Itis too difficult to remember different lies told to different people.

d. Professionals often make commitments that they know they cannot keep.
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8. All of the following are examples of effective communication skills except
for:

Select one:

a. Eye contact.

b. Calm voice.

c. Crossed arms.

d. Open body posture.

9. Which of the following is not a way to show that you are listening to someone?

Select one:

a. To nod.

b. To make eye contact.

c. To turn your body away from the speaker.
d. To ask questions.

10. Which of the following describe professionalism in the workplace?

Select one or more:

a. To arrive on time.

b. To become an expert at your job.

c. To dress appropriately.

d. To commit yourself to workplace ethics.
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3. Professionalism Assessment
Record
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4. Professionalism Assessment Tool
Evaluation Questionnaire

Please rate the following dimensions of the activity
by circling the respective emoticon or by providing
your answer in the text boxes, depending on the ques-
tion (the text boxes can be also used for providing
your comments):
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CB11: Team Building Skills Assessment Tool
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BB Ensure that workplace learning is tailored to adult
learners needs
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1. Team Building Skills Assessment
Tool (Test)

This assessment tool has been developed for the eval-
uation of your team building/teamwork skills. Thank
you in advance for taking the time to use the tool.




Exercise 1 (25 points)

Read the statements below and indicate (X) if they are True or False.

True False

1. Recognition from other team members can improve your
productivity.

2. Effective communication is the most important principle in
teamwork.

3. Diversity does not help teamwork.

4. Itis important to set specific and clearly defined goals when
starting a team task.

5. A member of a team should only have a positive attitude.

6. Collaborative tasks in the workplace can help lift every
member of your team to the next level.

7. Teamwork includes autonomy and leadership.
8. Teamwork is the same as collaboration.
9. Compromising is one technique that promotes teamwork.

10. Different status cannot provoke conflict between team
members.
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Exercise 2 (25 points)

How would you define the term “teamwork?”

Exercise 3 (25 points)

Answer the questions and choose the correct answer to the questions below.
2. The characteristics of successful teamwork are:

a. b. C. d.

3. Unwillingness to cooperate can exhibit:

a. Selfish behaviours.
b. Team spirit.

c. Compromise.

d. Impeded progress.

4. The best approach when first getting to a team is:

a. To have a quiet interest in getting to know your colleagues better.

b. To try to find a line of argument to refute unsound propositions that other
team members have.

c. To set goals and find a strategic way to implement them.

d. To setrules.

5. If suddenly a difficult task with limited time and unfamiliar people is given
to team members, they should:

a. Be ready to work with the person who showed the most positive approach,
irrespective of how difficult s/he might be.

b. Try to find a way of reducing the size of the task by establishing what different
individuals might best contribute.

c. Retain a steadiness of purpose in spite of the pressures.

d. Prepare themselves to take a positive lead, if they feel that the group is making
no progress.
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6. List four factors that lead to poor teamwork:

oo oo

Exercise 4 (25 points)
Read the case study below and answer the questions.

The team for this project was created in ten minutes. The new product had to be
launched to the market within a month and the director did not have time to waste.
One representative of the following departments was selected: Marketing, R&D,
Sales and Training and Development Department. We did not know each other
and did not have time to do so. In the first meeting, Paola from the marketing
department set the goals and the plan. Although the R&D representative argued
that the timeline was unrealistic, Pacla seemed not to even listen to him. In
addition, nobody supported his argument and we all followed Paola’s plan, who
had just become the leader of the team by herself. She has great self-confidence
and nobody could say something different from her, as she was the Director of the
Marketing Department for five years. In five days from then we had arranged a
meeting to present the way each department would proceed. Paola was just
setting the meetings and we were agreeing, although most of the time the dead-
lines were very strict. The sales representative missed every single group meeting
and showed up almost at the end of the project asking for help and claiming that
he was very busy during that time. Finally, the new project was launched in the
market within a month, but it had no success among the clients.

Questions:

1. What was the problem? Please list three possible issues.

2. What would you do in order to improve things? Please list three possible
solutions.
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2. Team Building Skills Assessment
Tool (Test) (Correct Answers)

This assessment tool has been developed for the eval-
uation of your team building/teamwork skills. Thank
you in advance for taking the time to use the tool.
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Exercise 1 (25 points)

Read the statements below and indicate (X) if they are True or False.

True False

1. Recognition from other team members can improve your

productivity. X

2. Effective communication is the most important principle in X
teamwork.

3. Diversity does not help teamwork. X
4. It is important to set specific and clearly defined goals when

starting a team task. X

5. A member of a team should only have a positive attitude. X

6. Collaborative tasks in the workplace can help lift every X
member of your team to the next level.

7. Teamwork includes autonomy and leadership. X
8. Teamwork is the same as collaboration. X
9. Compromising is one technique that promotes teamwork. X

10. Different status cannot provoke conflict between team X
members.

160



Exercise 2 (25 points)

How would you define the term “teamwork?”

Teamwork is the collaborative effort of a group to achieve a common goal or to
complete a task in the most effective and efficient way. This concept is seen
within the greater framework of a team, which is a group of interdependent
individuals who work together towards a common goal.

Exercise 3 (25 points)

Answer the questions and choose the correct answer to the questions below.
1. The characteristics of successful teamwork are:

a. Communication b. Respect c. Trust d. Focus on achieving collective results
2. Unwillingness to cooperate can exhibit:

a. Selfish behaviours.
b. Team spirit.

c. Compromise.

d. Impeded progress.

3. The best approach when first getting to a team is:

a. To have a quiet interest in getting to know your colleagues better.

b. To try to find a line of argument to refute unsound propositions that other
team members have.

c. To set goals and find a strategic way to implement them.

d. To set rules.

4. If suddenly a difficult task with limited time and unfamiliar people is given
to team members, they should:

a. Be ready to work with the person who showed the most positive approach,
irrespective of how difficult s/he might be.

b. Try to find a way of reducing the size of the task by establishing what different
individuals might best contribute.

c. Retain a steadiness of purpose in spite of the pressures.

d. Prepare themselves to take a positive lead, if they feel that the group is making
no progress.
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5. List four factors that lead to poor teamwork:

a. Bad communication.

b. No clear and defined goals.
c. Lack of role clarity.

d. Clash of values.

Exercise 4 (25 points)
Read the case study below and answer the questions.

The team for this project was created in ten minutes. The new product had to be
launched to the market within a month and the director did not have time to waste.
One representative of the following departments was selected: Marketing, R&D,
Sales and Training and Development Department. We did not know each other
and did not have time to do so. In the first meeting, Paola from the marketing
department set the goals and the plan. Although the R&D representative argued
that the timeline was unrealistic, Paola seemed not to even listen to him. In
addition, nobody supported his argument and we all followed Paola’s plan, who
had just become the leader of the team by herself. She has great self-confidence
and nobody could say something different from her, as she was the Director of the
Marketing Department for five years. In five days from then we had arranged a
meeting to present the way each department would proceed. Paola was just
setting the meetings and we were agreeing, although most of the time the dead-
lines were very strict. The sales representative missed every single group meeting
and showed up almost at the end of the project asking for help and claiming that
he was very busy during that time. Finally, the new project was launched in the
market within a month, but it had no success among the clients.

Questions:

1. What was the problem?

- Lack of communication.

- Lack of team leader.

- No time lines for each task asked.
- No team spirit.

- Lack of collaboration.

2. What would you do in order to improve things?

- Get to know each other.

- Brainstorm.

- Set collective goals and time lines.

- Ask for feedback.

- Avoid conflict through a communication and team spirit approach.
- Appoint a capable team leader with experience in managing teams.
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3. Team Building Skills Assessment
Record
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4. Team Building Skills Evaluation
Questionnaire

Please rate the following dimensions of the activity
by circling the respective emoticon or by providing
your answer in the text boxes, depending on the ques-
tion (the text boxes can be also used for providing
your comments):
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CB12: Company Wiki
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Assure the quality of adult learning in the workplace
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1. Company Wiki Evaluation
Questionnaire

Please rate the following dimensions of the activity
by circling the respective emoticon or by providing
your answer in the text boxes, depending on the ques-
tion (the text boxes can be also used for providing
your comments):




CHONCONONONORONOMNE
© @ ® 0O @ ©®
ONONONONONORONON®,
® 00000 6
ONCNONONONOCRONONE

aaibesiq
Ajbuons |

aaibesiq |

aalbesiq |
ION
‘9916Yy | 19YyUaN

2a1by |

aaiby
Ajbuons |

usWIWOo)

‘Auedwioo/uonesiuebio ayy Aq

payoLIud JayIny pue pauieisns aq o} PiIM Auedwod ayy 31| pjnoMm | ‘6
UBWIWOY

‘papesbdn
9q 0} spaau pue Jood [|iis si Juajuod spPjIM Auedwo) ayy 1eyl yuiyy | '8

JuUsWIWO)
-9jeridosdde si Juajuod sy Auedwo) ayy reyy yuiyr | °L

Juswiwo)

‘JuswdojaAap sH 0} bunnquiuod ueyy Hjim Auedwo) ayy buipeai 19)9id | *9

‘JusWIWwo)

‘yruow e a9uo )sed] 1e i Auedwo) ay) ssadoe | °g
“JuswIwo)

‘DM Auedwo) ay) 10j Jusjuod Huneasd o0} bunngruod ayl |

uswwo)

Jeak e
99U0 1se9| 18 DjiM Auedwio) ay) Joj Juajuo0d Hunesld 0} AINQLIU0D | €

“uBWIWOo)

‘Auedwod/uonesjuebio

ayj inoqe uonew.oyui uieb o} aw Joj [nyasn si PIM Auedwo) ay] ‘g

uswiwio)

‘DM Auedwod ay} asn 0} Moy JO dJeme [[om we | °|

170




2. Company Wiki Evaluation Report

Please rate the following dimensions of the activity
by circling the respective emoticon or by providing
your answer in the text boxes, depending on the ques-
tion (the text boxes can be also used for providing
your comments):
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Average
Score:

1. 1 am well aware of how to use the Company Wiki.
Comments (Summary):

2. The Company Wiki is useful for me to gain information about the
organisation/company.
Comments (Summary):

3. | contribute to creating content for the Company Wiki at least once a
year.
Comments (Summary):

4. | like contributing to creating content for the Company Wiki.
Comments (Summary):

5. | access the Company Wiki at least once a month.
Comments (Summary):

6. | prefer reading the Company Wiki than contributing to its develop-
ment
Answers (Summary):

7. 1 think that the Company Wiki's content is appropriate.
Answers (Summary):

8. | think that the Company Wiki's content is still poor and needs to be
upgraded.
Comments (Summary):

9. | would like the Company Wiki to be sustained and further enriched by
the organisation/company.
Comments (Summary):
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CB12: Company Wiki
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Assure the quality of adult learning in the workplace
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1. General Procedure of Training
Opportunities Surveillance




The procedure below describes the basic steps that the organisation
should take regarding how the search, analysis, and selection of training
proposals should work.

Distribution of Tasks

Definition of Baseline data Report on Baseline Training

Record of Selected Sources

Selection of information sources .
of Information

Search for information Record of Training Proposals

Annual Report of Training
Proposals

Analysis and selection of actions

Communication to involved staff Report on Feedback Received

Figure 1: Scheme of General Procedure of Training Opportunities Surveillance
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* Definition of Baseline Data

In order to improve the skills of the staff, it will be necessary
to know which is the starting level. In this way, a correct level
of training will be proposed.

A record of the staff including the formal and non-formal
skills will be useful.

Key search factors can also be defined depending on the
main interests of the organisation. These factors will define
the basis on which the search for training opportunities will
be based; the result depends to a large extent on the correct
definition of these factors.

 Sources of Information

Based on the key factors defined in the previous section, the
sources to be used for the collection of information have to
be selected.

It will be necessary to know the different types of information
sources,as well as to identify and select those that provide
up-to-date and accurate information.

A record of the selected sources of information should be
created.
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« Search for Information

In order to start the collection of information, it will be neces-
sary to send instructions to the staff members who have been
assigned this task. They should have access to a record of train-
ing proposals and to the record of information sources.

The record of training proposals should include at least the
following data: identification of the person entering the record,
key factor to which the proposal responds, description of the
training activity, expected benefits for the organisation from the
training, personnel for whom the training is proposed, and costs
of the training.

Thanks to the common record of training proposals, networking
will be allowed and encouraged, since the same information
can be relevant for different areas and people within the organi-
sation.

* Filtering and Analysis of Information

As a result of the systematic search for information, a record of
training proposals will be produced.

In order to make decisions, it is not enough to have the right
information; it is also necessary to evaluate and analyse in
order to select the most useful information and present it in a
comprehensible way.

Filtering and analysing the information is a critical phase. The
person or the team in charge of this task must put the identified
information into context in order to “translate” it into knowledge
and compare it with the knowledge and know-how already
existing within the organisation.
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The process of analysis, evaluation, and selection of new training
activities can be supported by other activities developed within
the LEARN project, especially those developed to ensure that
adult learning in the workplace responds to employers and adult
learners’ needs (BB7 and BB8).

From this analysis, at least an annual report must be produced,
aiming at supporting strategic decision-making.

Based on it, the HR department and the management will be able
to update the organisation’s training plan or to implement specif-
ic training activities.

« Communication to the Staff

The results of the process of training opportunities surveillance
must be shared with the staff. In this way, knowledge is shared
and an optimal learning environment is created. Access to the
information can be restricted to only those people within the
organisation who are deemed appropriate.
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2. Record of Distribution of Tasks

This record collects data on the distribution of tasks
corresponding to each phase of the Training Opportu-
nities Surveillance activity.
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3. Record of Selected Sources of
Information

The sources of information must be diverse and pro-
vide up-to-date and accurate information on areas of
training that cover the future needs of the organisa-
tion.

The process of selection of sources of information
may be supported by other activities developed within
the LEARN project, such as those ensuring that adult
learning in the workplace puts learners on a lifelong
learning pathway (and is supported by guidance sys-
tems and validation of prior learning) (BB2).

This record compiles an extensive list of information
sources that will go through a selection process.

If key factors are defined, all the suggested sources of
information must be aligned with any of them.
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4. Record of Training Proposals

The staff members who have been assigned the task
of searching and collecting information should have
access to this Record of Training Proposals.

Thanks to the common record of training proposals,
networking will be allowed and encouraged: the same
information can be relevant to different areas and can
be used by different departments of the organisation.

It is preferable for this record to be electronic and it
should include at least the following data:
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5. Annual Report on Selected Training

The Annual Report on Selected Training will present
the definitive list of training proposals that have been
approved by the organisation and will be implement-
ed.
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