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was designed in the context of the project

GrowlNg ! to inspire and support managers , human resources managers from SMEs and professionals

from adult education providers

workplace

The handbook
implement strategies for the

workplace:

PREPARING THE SME

What does the
company needs to
know and do to
define and
implement a proper

strategy?

to build a learning organisation and a culture of learning at the

assessment

ASSESING
EMPLOYEES'
ENTREPRENEURIAL
SKILLS

Which tool can be
used to assess
employees'
entrepreneurial
skills?

is organised in four chapters, allowing companies to

and

devel

PROMOTING
EMPLOYEES
ENTREPRENEURIAL
SKILLS

Which activities and
initiatives can
companies promote
and do to
strengthen
employees'
entrepreneurial
skills?

Figure 1 9 Identification of the chapters of this handbook.

These chapters provide tips, tools and activities addressed to small and medium

essential to:

Setting up a
learning

organization workp

Settle practices

of learning at the

Assess
employees'
entrepreneurial

SIS

lace

Promote and
strengthen
employees'

entrepreneurial

skills

Figure 2 0 Presentation of the main topics of this handbook

1 Project GrowINg - SME's Growth and Innovation through Learning at the Workplace, Project N°.:

1-2019-1-PTFEPPKA3PFFORWARD.
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opment

know how to

of

define and

e mptithe y e e s 0

ENTREPRENEURIAL
CHALLENGES

How can the
company overcome
challenges and
needs by enhancing
employees'
entrepreneurial

skills?

-sized enterprises

Integrate internal

practices of

innovation and
business
competitiveness
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The basic principle of this handbook is that entrepreneurship is competence as defined in the
EntreComp - The European Entrepreneurship Competence Framework 2and thusitcan b e assessed,

acquired and strengthen:

Entrepreneurship is the capacity to act upon opportunities and ideas to create social, cultural, or financial
value for others. It is a competence for life, being relevant to personal development, career progress or to

come up with new business ideas.

The handbook also relies ont wo other concepts:

4 ) 4 )
A"Organization skilled at ARange of formal and
creating, acquiring, and informal learning activities,
transferring knowledge, and both general and
at modifying its behavior to vocational, undertaken by
reflect new knowledge and adults after leaving initial
insights" education and training

Learning Adult Learning at

organisation _ the Workplace

34
Figure 3 0 Presentation of two key concepts on which this handbook relies  on.

The chapter 0 Pr epar i ng daltevith 2iIMEed presentation of the topic of the learning

organisation , addressing two main questions: How to set up a learning organisation? and Why is it

important to set up a learning organisation?

The theme adult learning at the workplace is presented in the document  Career Guidance and

Learning in SMEs (available in English, Portuguese and Greek), but the chapter 0 Pr epar i ng

provides some tips on how to settle practices of learning at the workplace

2 European Commission (2021). The European Entrepreneurship Competence Framework (EntreComp)
Accessed on the 3 ™ of November 2021, on:  htt ps://ec.europa.eu/social/main.jsp?catld=1317&langld=en

3 Official definition by the European Commission. Available online here .

4 Garvin, D. A. (1993). Building a Learning Organization . 18/11/2021. https://hbr.org/1993/07/building  -a-learning -

organization .
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TheEntrepreneuri al Ski | | e dis paroob theoGrosviNg 0 porHicdion dnld thus kshould

be used jointly with the following resources  5:

Career Guidance and
Learning in SMEs

v

LIFELONG LEARNING AT THE
CAREER WORKPLACE

GrowINg
Portfolio

3 Framework for
/7

S Learning at the
ENTREPRENEURIAL
SKILLS Workplace

Figure 4 0 Identification of the other resources and topics covered by the GrowINg portfolio

5 The GrowlINg portfolio integrates the following documents: a. Career Guidance and Learningin SMEs , available
online here ; b. Framework for Learning at the Workplace , available online here ; ¢. Online entrepreneurial skills
assessment tool, available here .
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Setting up a learning organization

To successfully use, benefit and integrate GrowINg resources , SMEs must reflect , (re)define and

implement their internal strategy for setting up a learning organisation culture.

How can this be done? First of all, managers and human resour ces managers need to take a hard

look at the SME and answer the following questions  (Figure 5.):

Where are the
learning and growth
gaps?

To what extent are What is the learning
you open to change? culture of your SME?

Are those leaders

Do you have support willing to spread the

from the different word and cooperate

leaders? to set up a learning
organisation?

Figure 5 8 Example of questions managers and human resources managers should answer when reflecting on
the learning organisation culture of the company.

Assuming that , as a result of this initial reflection . you consider it important  and possible to proceed

with setting up a learning organization culture, it is time to draft the internal strategy to do it, defining:
1. Objectives you want to accomplish
2. Employees to be involved , their responsibilities and roles
3. Level of implementation of the strategy (unit, area or all company)
4. Initiatives to be undertaken, specifying the setting, resources, persons to be involved and
timeline
5. The process of communication of the strategy to leaders and employees
6. Action plan for the implementation, monitoring and evaluation of the strateg y and progress
of the process
Which initiatives can be undertaken to set up a learning organization culture? In the GrowlINg

project, partners defined five building blocks related to the vision of setting up a learning

organization © (see Figure 6.):

6 These building blocks were inspired in  Senge, P. (1990). The Fifth Discipline: The Art & Practice of The Learning
Organization. Available by ELM Learning at the https://elmlea rning.com/what _-is-a-learning -organization/ .
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Self-awareness

: o Matching Learning in Cooperative
nd readin : )
and readiness Shared vision perceptions team unit
to learn
i . It is essential to All employees are
CapaCIty' o . The practices and ploy
accomplish Leadership and s create a elements of a
initiatives need to . . .
personal goals, employees reflect the collaborative and single team, with
seek, and invest cooperate to strateay the cooperative a specific role and
in learning and in define a common inte?r{al environment, contribution to
behaviour change vision L promoting the accomplish
communication o
working in teams common goals

4 N N\ Y4 N )

Promote a
Create work ..
. positive
in teams, .
Promote } environment,
. combined .
moments and Promote Put into . provide
. o . with moments -
practices of initiatives to practice the of self guidelines
self-reflection heard strategy . and
. reflection,
for employees, defined and : feedback
) essential to
employees, encourag ing the whenever
. L develop the
essential to them to take communicati ability of needed,
define a vision risks ons made. y ol essential to
understanding
of themselves. : ensure a
different
erspectives SEMEE 5
Persp ' belonging.

- N AN AN AN

Figure 6 0 Building blocks and tips to set up a learning organization.

These are the five main aspects considered relevant to successfully proceed with the set up of
learning organization culture in your company, being important to tailor the approach to the
companyds goal , acti vi tytis atse ismpottantcte ensura thalt allgcongpang is |
properly informed, aware and engaged in the activities previewed to be undertaken in the scope

of the strategy.
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As such, a learning organization facilitates the learning of all its members and continuously transform s
itself. This means that a company, to be a learning organization, needs to evidence three main

characteristics (see Figure 7.):

Learning Learning process .
Environment & practices Leadership
| ]
ErE— s 7
- 9 -
\ 4 l \
. Organization that Leaders are
Open to new ideas collects, analyze and learners
and innovation. interpret internal and themselves.
external information.
Employees feel Leaders are role
comfortable for Share knowledge models, promote
express their using different learning
opinion, take; risks, methods and environments and
analyze failure, practices. implement learning

challenge practices. processes and

Use assessments to
continuously improve.

Figure 7 0 The three main characteristics of a learning organization.

Setting up a learning organization is an important step for the integration of practices related to
career management at the workplace, adult learning at the workplace and continuous professional
development of employees . Commonly, the benefits of setting up a learning organization are

(Figure 8.):

e%()[:;gsii Sense ol S Knowledge Smarter and
meaning ’ gﬁlg?g;r? gen:?a(tjtion transference happier
IesosvteL:rn- spirit of new ideas and success employees

Figure 8 8 Some of the benefits of a learning organization.
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Settlepracticesof learning at the workplace

Having a learning organization culture can be an important step to settle practices of learning at the
workplace , meaning to promote an environment and opportunities allowing employees to learn
while working , or while at the workplace 7. Probably you are w ondering why is learning at the
workplace so important to companies? Mostly to answer to two challenges resulting from the

demographic changes, the flexibility of the labo ur market and the 5th industry  (r)evolution, in

particular , the need for:

@& Continuous learning of employees , leaders and managers

@ Ensuing higher adaptability of the workforce
Additionally, by ensuring learning at the workplace, companies will also contribute to value the:

@ Workplace as the privileged context of learning , where the actual and future jobs are shaped
andthe employees 8 skill s are raised throughout their 1ife
@ Employees 6 d e v e | captime@arsonal, economic and social well -being levels
@ Companies 6 profit, because learning contributes to its competitiveness, innovation and
motivation of the workforce
@ Societal well -being and progress , once the increased participatio n in learning is a driver to

economic, civic and social fairness and equality

Th e d o ¢ u mEameer Gaidance and Learning in SME$® also produced by the GrowlINg

partnership, it is presented the importance of  adult learning and how it is possible to promote adult

learning at the workplace. Among the ideas and strategies mentione d is the one presented by the
e-Education and Training 2020 Working Group on Adul't |
learningin t he wo rokApcbrading & dhis report , an effective policy to ensure adult learning at

the workplace, is crucial to consider 10 main aspects (identified as building blocks) (see Figure 9).:

“"European Union. 2018. oO0Promot i ng 0Bimhludpartfor thesEM 20R0N\prkingrGrouph e  wo r k |
2016-2018 on Adul t Leaherei ngo. Avail abl e

8 GrowINg partnershio. (2020). Career Guidance and Learning in SMEs. Available online here .

SEuropean Union. 2018. o0Promot i ng 0R&irhludpdrtfolteeEl 2020nN\prkingrGrotiph e  wo r K |
2016-2018 on Adul t Leaherei ngo. Avail abl e
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Figure 9 0 Building blocks for effective policies for adult learning at the workplace as defined by the ET 2020
Working Group .

As such, this document can be used by companies to settle practices of learning at the workplace.
Some additional information about this topic can be found in the d o ¢ u me Rramework for Learning

at the Workplace 69 produced by the GrowINg partnership , as well.

10 GrowlINg partnership. (2021). Framework for Learning at the Workplace . Available online here .
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More than ever, companies need to invest in the capacitation of employees, allowing them to be

the best professional they can be. The success, progress and learning of employees depend on their

personality and commitment for sure, but companies can have an important role in creating the

proper environment and opportunities , fostering their development and growth. One of the options

can be through the strengthening of empl oyeesd entrep

GrowlNg project can contribute.

So, to what are we reportingtowhen we menti on oOempl oy e e snihdsetd Atisevidalye ne ur i

known that those with an entrepreneurial mindset tend to (see Figure 10):

Be empowered Be future - Be optimistic in
and own their focused and adversity, Be lifelong
lives and intrinsically seeing problems learners
commitments motivated as opportunities

Have a Value network
humanistic and critical
outlook guidance

Be highly
reliable

Figure 10 0 Main characteristics of a person with an entrepreneurial mindset.

As such, an employee with an entrepreneurial mindset has some relevant characteristics that can

benefit the company, as well, as it allows them to be action -oriented, highly engaged and resilient,

solution -oriented through curiosity, creativity, and critic al thinking and willing to cooperate with

others and working in ateam.  Following this idea, it seems logical that , by investing in the promotion

of empl oyeesd entrepreneuri al mi ndset, companies can
satisfaction of employe es, for one hand, and be economically efficient and good places to work

and learn , for another hand. This is whyiti s | mportant to invest in empl o

mindsets, which can be done by strengthening their entrepreneurial skills.

The GrowINg project can support companies on this, since it provid es tools and resources to guide
and support companies in t he assessment , devel opment

entrepreneurial skills, including the following  (see Figure 11):
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Spotting -
opportunities Creativity

@ Selfawareness &
S @ selftefficacy
Working with othe
Motivation &
perseverance
@ Mobilising resource
O
Financial & econon
@ literacy
Planning é& -
managemer@ @ Mobilising others

Figure 11 9 Identification of the 10 competences suitable to be assessed and developed with the GrowINg entrepreneurial tools.

Coping with uncertain
ambiguity & ris
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As it can be seen in Figure 11, the Growl Ng entrepreneurial tools focus  on 10 main entrepreneurial
skills. These skills can be grouped in to three mainareas 61 deas ppontdurOi t i es d, 6Resour
0l nt o AThesé areadand competences are part of the conceptual model introduced in the

EntreComp: The Entrepreneurship Competence Framework 11 and are related to:

@ Ideas and Opportunities - Ability to spot and create new opportunities and ideas.
@& Resources - Ability to identify, reach or mobilize resources to put ideas and opportunities in
motion

@ Into Action -Ability to concretize the ideas and opportunities spotted or defined.

As for the competences, the GrowlINg partnershi p selected 10 of the 15 presented in the EntreComp
framework, based on the results collected throughout the study performed at the beginning of the

project 12,

According to the project approach, the 1 0 competences can be understoo d as follow (see Figure
12):

Aldentify and seize opportunities to create value by exploring the
social, cultural and economic landscape

1. SpOttmg Aldentify needs and challenges that need to be met

opportunmes AEstablish new connections and bring together scattered elements of
the landscape to create opportunities to create value

ADevelop several ideas and opportunities to create value, including
better solutions to existing and new challenges

AExplore and experiment with innovative approaches
ACombine knowledge and resources to achieve valuable effects

2. Creativity

AReflect on your needs, aspirations and wants in the short,
medium and long term

3. Self-awareness & Aldentify and assessyour individual and group strengths and
self-efficacy weaknesses

ABelieve in your ability to influence the course of events,
despite uncertainty, setbacks and temporary failures

ABe determined to turn ideas into action and satisfy your need

i i to achieve
Be prepared to be patient and keep trying to achieve your
4. Motivation & A
perseverance long -term individual or group goals

ABe resilient under pressure, adversity, and temporary failure

11 European Commission (2021). The European Entrepreneurship Competence Framework (EntreComp)
Accessed on the 3 ™ of November 2021, on:  https://ec.europa.eu/social/main.jsp?catld=1317&langld=en

12 To know more about the study, please check the document produced by the consortium Career Guidanc e
and Learning in SMEs , here ; to know more about the process of selection, please check the GrowlINg Research
Matrix , here .
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AGet and manage the material, non-material and digital resources
needed to turn ideas into action

5. MObiliSing resources AMake the most of limited resources

AGet and manage the competences needed at any stage, including
technical, legal, tax and digital competences

. . AEstimate the cost of turning an idea into a value -creating activity
6. Financial & APlan, put in place and evaluate financial decisions over time

economic |iteracy AManage financing to make sure your value -creating activity can last
over the long term

Alnspire and enthuse relevant stakeholders
AGet the support needed to achieve valuable outcomes

ADemonstrate effective communication, persuasion, negotiation and
leadership

7. Mobilising others

8. Planning & ASet.Iong,_mt_@um and s_hort -term goals
ADefine priorities and action plans
management AAdapt to unforeseen changes

AMake decisions when the result of that decision is uncertain, when
0. Coping with the information available is partial or ambiguous, or when there isa
. . . riskof unintended outcomes
uncertalnty, amblgwty Awithin the value -creating process, include structured ways of testing
& risk ideas and prototypes from the early stages, to reduce risksof failing
AHandle fast-moving situations promptly and flexibly

AWork together and cooperate with others to develop ideas and turn
them into action

10. Working with others  EAEIEIS

ASolve conflicts and face up to competition positively when
necessary

Figure 12 0 Short description of the 10 entrepreneurial competences addressed by the GrowINg tools.
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What is the entrepreneurial sedssessment tool?

The entrepreneurial self-assessment tool is an online questionnaire comprising 45 statements ,
structured to allow employees to know the irlevel of proficiency of 10 entrepreneurial skills (see Figure

13)13;

Spotting Creativit Self-awareness Motivation and Mobilising
opportunities y and self -efficacy perseverance resources
. . Coping with
Financial and . . . .
: - Planning and uncertainty, Working with
etl:_onomlc Mobilising others management ambiguity and others
iteracy :
risk
Figure 13 0 Identification of the 10 competences that can be asse ssed with the GrowINg tool.
The questionnaire is meant to be filled in individually, it requires self -reflection about the  scenarios

provided in the statements  and it enables employees to assessthemselves , make corrections quickly

and improve on their abilities . Additionally, as a self -assessment, will also allow:

A higher level of employees' engagement and commitment in the assessment and

strengthening of the skills

To reinforce employees' self -awareness and self -knowledge

To increase employees' self -confidence and trust

A better match between employees' skills and occupation competences required

To plan and implement strategies related to career guidance and capacitation of employees

Figure 14 0 Benefits of the self -assessment strategies.

The online entrepreneurial skills self -assessment tool is ava ilable in English, Portuguese and Greek and

can be accessed through this link: https://connectisweb.com/growing/

BTo know more about entrepreneurial skill sWhad thesé¢ eomppotye:
entrepreneurial mindset? 6 o f "¢ chapterdf this document.
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How is the tool structured?

The online entrepreneurial skills self -assessment tool was designed to be used

Enterprises (SMEs) and by any individual

SMEs

Awill be able to learn more about
entrepreneurial  skills of their current or
potential  future employees  guiding
them towards the development of the

the

®@ mentortec SAEP € S,

skillsmost needed

o T

Figure 15 8 Who can benefit from the

As the EntreComp framework, the tool is structured in three main areas

Resources and Into  Action (see Figure 16):

B AKMI [OR B

jEp  Development EDUCATIONAL INSTITUTE
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by Small and Medium

(see Figure 15):

INDIVIDUALS

Awill be able to know the level of
proficiency of their entrepreneurial skills,
enhancing their capacity building

-

online entrepreneurial skills self -assessment tool and how.

: Ideas and Opportunities,

Ideas & Opportunities Resources Into Action

Question 1

Question 2 Question 3

Question 4

Question 5 Question 6

Question 7

Figure 16 & Printscreen of the three areas in the tool

The number of competences and correspo

seen in Figure 17:

ndent statements in each area is

different as it can be

Area Nr. competences Nr. statements
Ideas and opportunities 9
Resources 21
Into Action 15
TOTAL 10 45

Figure 17 8 Number of competences and statements per area in the tool.
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By answering the questionnaire, companies and employees will be able to assess the level of
proficiency of employees related to a certain competence from level 1 to level 4 (see Figure 18):
N
ARequires support from others or low level of autonomy
J
N
Awith some guidance and jointly with peers, assuming a certain level of
responsibility
J
N
AAutonomously or together with others, taking responsibility for making
decisions
ADVANCED
J
N
AGuiding and supporting others and contributing to the innovation and
growth of others
J
Figure 18 & Characterization of the levels of profi  ciency of entrepreneurial skills as defined in the tool.
This means that for each statement, employees will have 4 possible answer s, and will need to select
the one that better describes their level of proficiency. Each one of the possible answers correspond s
to one of the levels mentioned above but are randomly organised and the position shifts every time
employees open the question  naire.
7 - Defining problems and looking for solutions
| can contribute to or define the problem | am courious and willing to explore | can define problem, find solutions and | can guide and show others how to use
working alone or as a part of the team problems from different perspectives to find implement them using wvarious creative different methods, techniques and strategies
the multiple solutions techniques when defining and solving problems
Figure 19 6 Example of a statement and the four levels of proficiency 14,

After answering the 45 questions, employees  can submit the questionnaire and  access the results

and some guidelines to improve their level of prof iciency, if needed.

This tool is essenti al to define personal and compani

promote and/or reinforce the 10 entrepreneurial skills mentioned above.

14 The levels of proficiency are mixed and appear always in a different position.
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How to use the tool?

The tool is available through the link  https://connectisweb.com/growing/ and is possible to access

through as on the two following users/profiles:

@ Individual
@ Company

The registration and access to the tool are similar for both profiles, but there are some differences

between both

Individual user/profile

Access the online

00l Register on the Access and
® site ® check the results
oDO THE TEST | Answer the 45 questions
>>> START NOW! ¢ andsubmitthe survey
Figure 20 0 The five steps to be done in the individual user/profile.
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1. Access the online tool through the link https://connectisweb.com/growing/

Login EN PT GR

You can select the language you would
like to use at the top of the page: English,

Online entrepreneurial skills Portuguese or Greek.
assessment tool
S S — On the home page , you will find a brief

Inputs from the research made by the consortium presentation of the tool with some

This tool allows employees to self-assess their entrepreneurial skills, based on an entrepreneurial skills framework

structured by the partnership. The framework will be aligned with the results of the research made by the consortium | nStI’UCtIOHS on hOW tO use |t

ey do

2 Click on the o0DO THE TEST | NDI VI DUALLY >>> START

Login EN PT GR

If you want to start answering the

questionnaire individually to know —  —

your skills or just check the tool, please ARE YOU ACOMPANY?

click on the bottom as illustrated in —_—

the figure. Please note that you can m
not record your answers to keep _*j

answering later when you use the

oindividual a ¢ c e startdand finrsh the quest®whaire. o

3. Register on the site

Some information is requested for statistical purposes,

including:

FREE ACCESS

Your Nickname

Wrtethe name youant 9 s you can o 2 ey name

Name or nickname

Country

Role

Gender

= =/ =4 -4 =4

Age

Go to the Questionnaire
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4. Answer the 45 questions on the survey by choosing the statement that best suits you

EN PT GR

Back to GrowINg Portal | Questionnaire

Ideas & Opportunities Resources Into Action

@ Question 10 Question 11 Question 12 ‘Question 13 Question 14 ‘Question 15 Question 16

10 - Be able to accomplish a target
Ol comprehend how to accomplish a target for me. O can easily accomplish a target on my own. [e]

ide what steps to undertake in order to accomplish a | can identify the target | want to accomplish, especially when
target with a it effort. receiving support from friends.

You have finished 10/45 questions

1 Select the answer by clicking on it >>> You donot need to click in th
rectangle

1 Onthetop , you can check the area and question you are >>> |n the figure you can see that
the employee is in the area dRe&sourcesod and O0Quest:i

1 You can proceed by clicking on the arrow on the right or the b uttond Next ques¥Yduonod >>
can also go back, without missing information by clicking the arrow on the left or the b utton

oOPr evi ous .A4liereaively, tha iadividual can also click on the top bar that displays
the number of questions, to go to a specific one.

i At the botto m, it is displayed a bar that shows the progress (in percentage) in the
guestionnaire >>> In the figure , you can see that the employee already answered 22% of the
questionnaire

1 Please note that you cannot record the answers and proceed with the questionnai re in

an other day

After answering the 45 questions, please click on OFinishdé to submit the questd.i

FINISH

© Question 39 @ Question 40 © Question41 © Question 42 © Question 43 © Questiond4 © Question4s

45 - Be able to approach new people and bulld partnerships

When my friends participate in a new network, | like to follow | | enjoy contacting people with common values and interestsin | Sometimes | feel confident to approach new people and build king part in new parterships and
them. order to expand my network. partnerships

You have finished 45/45 questions
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appear to confirm that you want t

Proceeding you will finish the questionnaire and you will see the
statistics of your answers. Are you sure?

5. Access and check the results

After submitting you can get the results by clicking in 0Go to see the

Welcome WoW (pin: 21cf7) EN PT GR

Back to GrowlINg Portal | Questionnaire

‘Well done!

Your answers have been saved.

Thank You!

Go to see the results [RESULT.

100%

Co-funded by the
Erasmus+ Programme
of the European Union

A page displaying the individual results will appear in three charts:

User Stats

Results Comparison with all users average
[ Gacenetti [N Al Users Average

The first chart displays the comparison o0
40
. L P P I . g LIRS
between the individual results and the P \\Cuw““mtw’fMw\w‘
o a“"e @ A N@\‘g ‘,m“:‘“\ . w,«\a“‘
average of all users that have done the tool. o
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Chart with all 10 competences (Percentage value)
BN Spothing opportuniies NN Creativity Selt-awareness & seit-efcacy
Molvation & perseverance W Mobilising resources NN Financial & economic teracy
W Mobilsing omers EEEEE Planning & managemen! W COPIng with uncertainty, ambiguity & risk
Working with othess
The second chart displays the results for
each competence with a pie chart
graphic.
After these charts, it also includes full
Full details . . .
detailed information about the level
Ideas & Opportunities

achieved in each competence, displayed

Spotting opporturties when clicking the name of the

N
competence.

Creativity

|

The individual results can be exported in e€htel pageda
button).

s Co-funded by the
= Erasmus+ Programme

of the European Union

enetti (pin: 6vg3u) EN PT GR

Back to GrowlNg Portal | Questionnaire

Export results in Excel

67

64

42 59

67 67

A | B | C | D | E | F | G
1 Result of Bacenetti
2
3 Spotting c Creativity Self-awan Motivatio Mobilising Financial { Mobilising Planning { Coping wi Working with others
4 69 80 57 65 L 50 94
5
6
7 Result of all Users
8
9 Spotting c Creativity Self-awan Motivatio Mobilising Financial { Mobilising Planning ¢ Coping wi Working with others
10 65 66 63 61 69 65 67
1
12
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Company user/profile

Access the online
tool

® the site
OARE YOU A CON

B institute of
\3r 1) Entrepreneurship
JED Development

Register/log In on

P AKMI

£44 \__/
EDUCATIONAL INSTITUTE CONNECTIS

Access and
® check the results

Navigate in the
Dashboard

Figure 21 6 The five steps to be done in the company user/profile.

1. Access the online tool through the link

https://connectisweb.com/growing/

Login FN PT GR

Back to GrowlNg Portal

Grrowing

Online entrepreneurial skills
assessment tool

Inputs from the research made by the consortium

This tool allows employees to self-asses
stuu!uwd % lh:— parmeuhm

heir entrepreneurial skills, based on an entrepreneurial skills framework
il b:— al\gned with the lesu\ts of the research made by the consortium

2. Click on the

button.

| f you want to see
click on this button. When a new page

opens, you will have three options.
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You can select the language you would
like to use at the top of the page: English,

Portuguese or Greek.

On the home page , you will find a brief

presentation of the tool with some

instructions on how to use it.

Back to GrowlINg Portal
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3. Register/ Log In on the site

U In case the company is not registered yet
Click o n t Areyowa Company and not a Member Yet? 6 button.

Proceed to the company registration by providing some information about the company and the

contact person, such as:
Gn:wng mmom.wl

Register as a Company

1 Company

Company Name *

0 N ame Select your country * v
Size (n. of employees) *
Sector *

0 S| ze O Mining and quarrying O Information and communication
O Manufacturing O Financial and insurance activities
O Electricity, gas, steam and air conditioning supply OReal estate activities

O Se Cto r- O Water supply; sewerage: and iation activities ) Professional, scientific and technical activities
O Construction O Administrative and support service activities
OWholesale and retall trade: repair of motor vehicles and motorcycles OPublic and defence: compulsory social security
O Transporting and storage O Education

1 Contact Person Occommodation and food serviceactivites 5 Human healthandsocialwork aciviis
(O Arts, entertainment and recreation

O N ame O Other (please specify): )Other services activities
Contact Person

0 Surname

o0 Function e

Function *

o Email Address

E-mail Address *

o Password

Password" (min 8 chars.)

Confirm Password *

Before signing up, it is necessary to check the boxes confirming that the company is legally
established in the country identified, that you have legal authorization to proceed with the
registration of the company and that you agree to the privacy policy set out, which governs the use

of the tool platform. After this,youjustn eed t o c¢click on the 06Sign Updé butto

The registration of the company in this tool must be done by the legal representative or a representative with authorization for it. To confirm the registration of

the company, please click in the check box below:
By ticking the box, | confirm that the company is legally established in the country identified.

By ticking the box, | confirm that | have legal authorization to proceed with the registration of the company.
By ticking the box, | confirm that | agree to the privacy policy set-out here which governs the use of the tool platform.
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U Inthe case you already ha ve an account created

Log in with the chosen email and password : enter your email address and your password and click

on the purple button saying oOLog |1 no¢.

EN PI GR

w Compsamy

Login for Company

Forgot vour passeward?
A you 3 Company and not a Momber ¥et?
Wiou have problems with regEtration o 1oging

0 Incase you forgot the password,

Click on the o0forgot .your passwordoé button
Enter the email address and do the small antispam test. In this case, the antispam test is the
calculation 617 + 5 = €6 and so, you |jTihetn, nedd ctko owr ic

passwor dod a ryaur emeilctee ecover the password

Recover Password

test.email@growing.eu

Antispam

17+5=‘23 ‘

Send password
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4. Navigate in the Dashboard

Once your company is registered, you will have access to a dashboard that shows you the number
of users (that correspond to your employees) and groups (that can be, for example , the different

departments) from your organization that are registered on the site .

1 Groups 4 Users

Byclicking on oO0groups©é6, you wi ||l be able to manage the
ones, by <clicking onYoojushneedtoinseN thensnaniranduhp éxpiry date, which
corresponds to the deadline until when your employees can answ er the survey. This can be changed

at any time by c¢licking on the yellow button saying OE

Home / Dashboard / Groups

Search:

Show 10 % |entries

Link to Share

httas./iconnectisweb.com/growing/login- -
company php?key=23hmggcbéSntprug7thé P Stats Delete [N:03

Name

Financial Area

Commercial https://connectisweb. com/growing/login- :
company.php?key=859pustér2shur 1ahdfz ) Stats Delete W=
Name Link to Share

Showing 1 to 2 of 2 entries

You can generate a link for  the tool to be shared with your =~ employees and it is possible to generate
a different link to each group. Each link can also have a d eadline(t he 0 e x pi)ratterwhighite 6
wondt wor koagahat, you only need to copy the oLink to

Your employees will have access to a page similar to this.
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Home / Access by "Mentortec”

Access for "Commercial"

Name

Surname

Go to the Questionnaire

5. Access and check the results

Toaccesstheresuts per group, you click on 0Statso.

Commercial https.//connectisweb.com/growing/login-
company.php?key=unvrhfs3hr3dug266sve

A

Afterwards, you will have access to a page that displays the general results of all of your employees
(so it will be the average results), as well as the individual results of each employee. To select the

individualresul ts, c¢click on 0See All 6 and select the employe

Stats EntreComp Areas - "Commercial"

2 users finished the questionnaire

Select a user from those who finished the questionnaire to see the statistics for him only:

Jodo Silva
Joana Costa

\___/
Ideas & Opportunities

Full details

Spotting opportunities

Creativity
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When analysing results individually, it will show two charts, one comparing the individual results

with the average of the group and another comparing the individual results

all users.
Compare with all "Commercial”
I Joéo Siva [ Group Average
a0
80
70
60
50
40
30
-y ) ) 2 o o
o o o &“G‘M‘e @‘a"“"@e \:,“W ,‘@0«@‘ @956@{\ 0\“3‘ @\\x\d‘m‘
ﬁ\(\‘%"Q L+ o a:;\@“\g e:P“dl‘\ W g*"“\a = 59
= M‘“‘&:&\“\\dﬂ W g P
o8V s “\%‘0“
o
Chart with all 10 competences (Percentage value)
N Spothing opportuniies NN Creativity Self-awareness & seit-emcacy
Molvaton & perseverance [N MODIISING FBSOUrCes [N Financial & economic Meracy
— Mobilsing omers W Panning & managemen! W Coping with uncertainty, ambiguily & risk
m Working with othess
100
%0
80
70
After this, it also includes full detailed
information about the level achieved in
each competence, displayed when

Comparison with everyone
I oéo Siva [ AN Users Average
90
80
70
60
50
40
30
e
oo
09‘#@
)
o

ol ol
c,@ﬁ“ 5@,@5\‘“@
8 Lo®
a"ﬂ‘“‘&ag o e c
i W
o

A third chart will appear, displaying the results

for each competence with a pie chart graphic.

Motivation & perseverance

Mobilising resources

PIN: 968v3

- Be able to manage material and non-material resources and turn
ideas into action
Score: 4

- Be able to use resources responsibly and efficiently
Score: 3

- Be able to manage time effectively
Score: 4

C2NNECTIS
TN TONAH

with the average of

clicking the name of the competence.

e Co-funded by the
= Erasmus+ Programme
oA of the European Union
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How to understand and use the results?
The results are displayed in three formats:
CHART WITH ALLLO
FULL DETAILS COMPARATIVE RESULTS

COMPETENCES

Chart with all 10 competences (Percentage value)

—Spoting opporunties e Crestviy Settawareness & setemcacy
Financial & economic Reracy

Motvaton & perseverance s, Modiising resources
it uncertainty, smbiguty & risk Resources

—icbiising oers W Pinning & managemen! S
Working with ohes

Compare with all “Mentortec ToT Team"
[ ] e

100 1
- Sel amareres S efiacy
=
®
n
L’ Mothvarion & perseverance.
n
“
Mobing esuress
«
®
Frani s e ey § .
e P ¥
it i i ,,,,wjjfﬁv—* e
o e P e

Chart with all 10competences

N Spotting opportunities M Creativity Seff-awareness & self-efiicacy Motivation & perseverance
I Mobilising resources [ Financial & economic literacy | Mobilising others NN Planning & management
EEm Coping with uncertainty, ambiguity & risk Working with others
100

This chart provides a global overview of
the level of proficiency of the

competences in percentage (%).

Each color corresponds to competence

[ ——l as identified in the |egend . For example,

in FAgure 22. 0greyo6 is oOMotivat
perseverancebo6.

When having the cursor in a certain color

is possible to check the %. In Figure 22, for

example, the percentage related to the

competence oOocoping with u

ambiguity and risko is 42¢9

Figure 22 8 Example of the chart with 10 competences.
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Full details of the results
The results are shown per the
@ 3 areas of competence - Ideas and Opportunities, Resources and Into Action
@ 10 competences - spotting opportunities, creativity, self -awareness and self -efficacy,

motivation and perseverance, mobilising resources, financial and economic literacy,

mobilising others, planning and management, coping with uncertainty, ambiguity and risk

and working with others.

@& Different criteria defin e competence.

Ideas & Opportunities

Spotting opportunities Resources
(——

Creativity

Into Action

Self-awareness & self-efficacy

Motivation & perseverance

Mobilising resources

Planning & management

Financial & economic literacy

Coping with uncertainty, ambiguity & risk

Mobilising others

Working with others

Figure 23 0 Example of the full details when accessing the results per area and competence.

Into Action

Flanning & management

Coping with uncertainty, ambiguity & risk

Workingwith others

PIN: 8u19g

openess towards peopl

Score: 3

- Understand someone else's position and feelings
Score: 4

-Pay listening:
Score: 4

- Beableto share myideas with others
Score: 4

- Have an active role so as to get the job done:
Score: 3

- Be able to approach new people and build partnerships
Score: 4

When clicking on the competence is
possible to check the level of
proficiency per each one of the
criteria defining the. For example, in

Figure 24., in the competence

oworking with otherso

revealed a level 3 of proficiency in
oTolerance and ope nness towards
people with different characteristics,
opinions and worldviews 6 , meani
that he/she has an advanced level

of pro ficiency in this criteria.

Figure 24 6 Example of the full details when accessing the results per criteria of the comp etences.
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Comparative results

In the case of individual users/profile s, the results can be compare d with the average of the

professionals who answered this questionnaire

User Stats
In this chart, the results appear
Results Comparison with all users average per competence and in
100 MY Fecooee” R A8 oo e percentage (%). The green line
:: is related to employee s @esults
70 and the pink one to the
Z: average of the results from all
40 people that answered the
o C(ea‘-‘““ée\&-e“}d ww"“‘% ‘e«..o"“’as f,\'\\z‘ad\s\,\qe“‘"’ﬁ o o;go\w*"‘%* ®w°“‘°ﬁ questionnaire. From Figure 25.,
. vof““go . o PR St & w‘\c\‘@s S O
e * e oo for example, the results of the
o employee related to the
competence oCreativi
Figure 25 0 Example of the comparative results for individual above the average of all results:
userfprofile. and the results of the employee
related to the competence OMobilising resourcesd i s be

When having the cursorin each is possible to check the %.

In the case of a reply as a group  /team in a company, it is possible to compare the results with the
average of the elements of the group /team and the average of the results from all people that

answered the questio nnaire (see Figure 26) :

Compare with all "Commercial" Comparison with everyone
I Joéo Siva [l Group Average I oéo Siva [ A Users Average
90 90
20 20
70 70
60 60
50 50
40 40
30 30
e 2° P o8 ot i e P o G 5
o oo @ e“‘oo;ocﬁ“"“wﬁ'm“@ -ﬂg”“ﬂ o & o o = efM"“M&m“@ a‘\a@ﬁ*’ o o
i o 3 LS o & o 3 « P )
0 [ RN of S ) 8 X RE N o =
E-Pd@ e,,a(”‘&g -;49\\00 W e“’a q\a““{@ = e o > e,,aw‘&g \\43\\0‘\ W e‘?’a gt & o G
o e
o o e o <5 o
o ™

Figure 26 0 Example of the comparative results for company user/profile.

The interpretation of the results , in this case, is similar to the individual user/profile.
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Understanding the colours, percentages and levels

In the three cases, the results are shown using colours, percentage or level achieved, correspondent
to the level of proficiency of the employee in the area, com petence or criteria in analysis. The

correspondence between colours, percentage, or level with the level of proficiency is as follows:

0% to 25% AThe emplyee reveals the ability to use competence when having
Red adequate support from others. Nevertheless, it is important to
reinforce the competence allowing the individual to be more
Basic autonomous at this level.
26% to 50% AThe employee is able to use the competence while cooperating
Oranage with peers or benefiting from some guidance, assuming a certain
g level of autonomy. However, it is necessary to strengthen this

Intermediate competence to be able to assume a higher level of responsibility.

51% to 75% AThe employee is able to use the competence autonomously or
Yellow together with others, taking responsibility for making decisions.
Having the opportunity of reinforcing this competence, the

Advanced individual will be able to guide and support others as well.

76% to 100% _
AThe employee is able to use the competence autonomously and
Green to guide and support others, contributing to their innovation and
growth. Excellent!

Expert

Figure 27 & Interpretation of the percentages, colours and levels of proficiency when checkin g the results.
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Overview of initiatives proposed in the handbook

The online self -assessment tool is complemented with 45 activities identified and prepared specifically to support companies in the developme nt
and consol i dat i o rentredreneamalskils. Fa eashtone of the 10 competences approached, there are 4 or 5 activities presented

in this handbook, that companies can select and implement in their workplace.

Table 1, identifies all the activities presented, identifying the typ e of activity, duration, competence approach and a short description. In this
way, companies can easily identify and select the activities more suitable to their context. Following in the table is possib le to find the full
description of each activity and the worksheets that can be used to prepare and implement the activities at the workplace. To facilitate the

search you can click on the title of the activity and go directly to the correspondent page.

Duration Competence Short description

It consists in assigning participants in groups so that they can
brainstorm about possible new ventures, inspired by everyday life
1 Image insights Training session 2h Spotting Opportunities scenes. This is a training session from which they can learn to pay
attention and spot opportunities. There is no limit to th e number of
participants, as long as each group consists of 3 -4 people.

The teams should consist of 4 -5 people and each team will have
an expert, whose goal is to come up with innovation from random
nouns shouted by the others . It is a great way to help your group
think on their feet and creatively solve problems.

2 Alternate uses Training sessions = 30 minutes Spotting Opportunities

This activity requires participants to speak and to practice
teamwork, working with their colleagues to acquire the missing
information. Once they have learned the information from their
g Draw this Practice 45 minutes Spotting Opportunities coll eagues, they can fill the 01
activity, by trying to replicate a drawing of an image the partner is
describing. The expected number of participants is approximately
20 people.
Randomly assign participants into groups of 3 or 4. Give them 5
minutes to think of an expression and write it on the board. After
this, they should come up with situations where the expression
would be inappropriate or likely to occur. This activity helps
participants to communicate and learn how to work in a team
spirit.

4 Context developing Training session 45 minutes Spotting Opportunities
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Nr.

10

11

12

13

ation

Title

Unleash your
creative mind

Brainwriting

6 thinking hats

| am a creative
thinker!

| am an innovator!

The winning lottery
ticket

Establish an overview

Sustainable strategy

Define your priorities

Co-funded by the
Erasmus+ Programme
of the European Union

Type
Workshop and a
follow -up
meeting

Workshop

Workshop

Workshop

Workshop

Training session

Training session

Meeting

Meeting

Duration

1h30

1h

1h30

2h

1h30

30 minutes

45 minutes

8h

1h

o mentortec SAEP 0 e, p AKMI  DfiE o

Competence

Creativity

Creativity

Creativity

Creativity

Creativity

Planning and
management

Planning and
management

Planning and
management

Planning and
management
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Short description

This is a group activity composed of  main 5 steps designed to
develop ideas and proposals of solutions as well as enhance
creativity skills through the use of mind maps.

This is a group activity composed of main 5 steps designed to
develop ideas and proposals of solutions as well as enhance
creativity skills through the use of the brainwriting technique.

This is a group activity composed of  main 4 steps designed to
improve problem identification and problem -solving as well as
creativity skills.

This is a group activity composed of  the main 7 steps designed to
encourage employeesd creative an
developing new products, services, or processes thr ough the use
of the SCAMPER method.

This is a group activity composed of  main 6 steps designed to
encourage employees creative and innovative thinking by
designing innowmd i vy®@n ®enats .

Randomly assign participants into groups of 4 or 5. Give them 30
minutes to complete the whole process and have some time in the
end to discuss their experience. This 3 -step activity requires
participants to think about what they would do if they won $20
million, $10 million and $5 million, and is great for getting people to

start the training session creativity and for breaking down any
barriers in terms of training room atmosphere, especially when the
participants are new to each other.

Randomly assign participants into groups of 2 -5. This 4step activity
is great for getting people to start the training session and
enhancing creativity and planning, delegating correctly and
creating systems that serve paittoi
the number of participants as long as the duration of the activity is
appropriate.

This activity is essentially a big discussion on how to create a
sustainable busi ness plan and how to a
goals. There is no need to assign participants into groups. This
activity will help participants feel comfortable speaking in front of
others and expressing their views. Also listening to the opinions of
others will help them to enrich their knowledge and see things
differently.

Have your team self -identify the most important tasks and projects
they should spend their time on, in priority order, from most to least
important. Produce for them a tool they can use to periodically
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Duration Competence Short description

self-assess whether how they spent their ti me, was how they had
intended to. This activity helps participants set priorities. Starting
from their daily routine and having a relaxed discussion about their
habits, you can continue the discussion on a more professional
level. This can help us to see h ow our personal choices can be
useful in a job.
Assign participants into groups of 2 -5 and discuss some topics. You
will hear so many different opinions about managing and
Planning and monitoring business progress. Highlight strong and effective
management procedures and discuss the rights and wrongs. The duration of this
activity is 1 hour, and the number of participants should be
approximately 20 people.
This activity helps participants realize how receptive they are to
changes in their work environment. It  allows them to express their
opinion and share their experiences w ith other participants. In
addition, listening to the opinions of others allows them to learn
and possibly revise certain things. It consists of two groups:
managers and employees, in which groups discuss different points
of view regarding certain issues.
This practice combines presentations about the next joint goals of
the SME, discussions, brainstorming and exchanges of ideas. It can
be considered al s aprebem solvibg andbtean -f
building activities.
This practice consists of two main phases (a) one preparatory
phase before the session and (b) the implementation of the
training session. It can involve up to 12 members. The facilitator
should use an online application, such as slido or Kahoot to
prepare the game. The participants need to answer a series of
questions sharing their personal information, interests and talents.
A SWOT analysis (Strengths, Weaknesses, Opportunities, and
Threats) is a great tool to use in workshops to help a team to work
better together. This activity is focused on team building and the

14 A well -oiled machine Meeting 1h

Planning and

15 Adapt to change Meeting 1h
management

16 Team updates Meeting 1h to 1h30 Working with others

17 Leading_ateam - Practice 2h Working with others

building workshop

Working better
18 Working better

together Training sessions Zhtosh Working with others enhancement of staff collaborative spirit. It involves around 12 -15
persons and combines experiential activities, practical exercises
and reflection tasks.
It is based on three pillars: 1. The past (where we were), 2. The
Past, present, future present (where we are right now) and 3. The future (Where we
19 tools for working Training sessions 2h to 3h Working with others want to go). It helps both the manager and the team to face the
better together possibilities of the future, rather than being stuck in the past,
considering the current situation, as well. It is going to present an
40
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21

22

23

24

25

26

Being an outsider!

Risk workshops

Mentoring sessions

Learn to adapt

Building resilience
and psychological

security

The Johari Window

Personality type tests

Co-funded by the
Erasmus+ Programme
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Practice

Training sessions

Mentoring

Training session

Individual
sessions with
professional

Mentoring

Psychometric
Tests

Duration

30 minutes

2h

4h

1h20

2h

2h to 3h

1h

@ mentortec SAEP € mts.

Competence

Working with others

Coping with uncertainty,
ambiguity and risk

Coping with uncertainty,

ambiguity and risk

Coping with uncertainty,
ambiguity and  risk

Coping with uncertainty,
ambiguity and risk

Self-awareness and self
efficacy

Self-awareness and self
efficacy
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Short description

overview of a better way of working, while it also offers inspiration

for what the future might bring. It needs to be involved up to 12 -15
participants, grouped in 3 -4 sub-groups.

An interactive exercise that explores the effects of not accepting
the diversity within a group and what rejection feels like. It needs

to be implemented within a team of a minimum of 10 people. It
combines moments of discussion, observation and reflection. It is
considered as an exp erimental learning exercise with a special
focus on accepting diversity among people in terms of external
characteristics, values and world views.

5 multidisciplinary (at generational and training level) working
groups. Each group works 1 time per month. Every Tuesday
morning, 1 of the 5 groups brings together to discuss and
experiment with risk scenarios concerning di fferent matters. The
subject for each workshop is chosen by the Department Managers
considering the company's most pressing needs and classifies the

risk according to the Risk Level Table. It can be adjusted to online
environments.

Face to face or online or blended individual mentoring sessions to
guide the personal level on how to deal with scenarios of
uncertainty. This Mentoring Programme is based on an
evolutionary path of sessions.

Consists of the existence of 4 different rooms with 4 distinctive
problems to be solved by the participant, like a race against the
clock. The course of this activity may not have more than 2 or 3
employees.

4 individual sessions per year, 2 hours per session, with a
professional (medical doctor or psychologist) in stress and
resilience matters. Addressed to high -performing managers who
take responsibility, daily, for the risk decision in the company.

The activity targets the development of self -awareness
competence to enhance their abgael
and believe in them. It needs to be implemented within a team
involving 5 to 8 participants. It combi  nes moments of reflection and
discussion in a large group with self -reflection and individual work.
Employees can implement this activity individually ... The facilitator
will suggest to his/her team to try one of the psychometric tools.
Then, the persons should spend some moments to self  -reflect. They
can choose to discuss the key findings of the psychometric test
with the facilitator/manager. This activity will help the person to
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Duration Competence Short description

understand and recognize his/her strong and weak personality
traits and characteristics and to think in what way they can affect
their workplace.

Exercise about the increase of self -knowledge and the
enhancement of following future aspirations. It consists of three key
elements; talent, fun, deman d and it is presented in the format of

The freedom . Self-awareness and self -  three concentric circles. It can be implemented individually or in a
27 - Mentoring 2h ) } o
diagram efficacy team of up to eight people. It mainly incorporates moments of self -

reflection, discussion and self -discovery. By creating this diagram,
the employee scan decide what skill they should focus on, so they
have a higher chance of success.

A manager daily at the workplace can implement this practice,
especially when he/she has to support his/her team to solve a

Work with your . . Self-awareness and self - problem or to achieve a serious task. The main aim of this practice
28 - Practice Continuous ) : . ) X
choice of words efficacy is to cultivate a culture that will promote the self -efficacy of the

team and t o boost them to believe more in their abilities when it
comes to accomplish ing different duties and tasks.

This is a group activity composed of nine main steps, designed to
encourage employees to stay driven and motivated at work as

29 W Workshop 2h Mgtr';/:\tllgpasgs well as help their colleagues to do the same. This activity implies
envelope P brainstorm ing about five types of emotions: hopeful, joyful,
p eaceful, playful, and thankful.
This is a group activity composed of six  main steps designed to
R i mprove employeesd ability to o0\
30 Quidoor scavenger Outdoor activity 2h Motivation and determined to achieve set goals. The minimum number of
hunt perseverance - . .
participants should be 9 (3 groups of 3 people), and it consists of a

set of challenges the groups should meet.
_ . Motivation and ThIS is a group activity composed of f|v~e main stgps QeS|gned to
31  Visualize your goals Workshop 2h erseverance i mprove empl oyees?®d ability t o
P motivation factors for them and us  ed them to stay driven at work.
This is a group activity composed of eight main steps designed to

Workshop and Motivation and i mprove employeesd6 ability to pe

32 My resilience plan follow up 2h30 to 3h and obstacles, and resilience skills in general through the creation
. perseverance L o .
meeting of oneds resilience plan. The mi

participants are 4, a maximum of 20.
This is a group activity composed of four main steps designed to
Workshop and L i mprove empl oyeesd abi llithoughtstchandged e
Motivation and . . .
follow up 2h30 to 3h the way of thinking and keep on going even when facing setbacks
: perseverance L

meeting and challenges. The minimum recommended number of

participants are 4, a maximum of 20.

33 Uprooting the
unhelpful thinking

42
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Participants (groups of 3 -4) create an innovation with the resources
34 Office Tank Practice 2h Mobilizing resources from their of fice, pitching it
hypothetically invest in it.
Meeting where participants give

85 Greener Tomorrow! Meeting 1h Mobilizing resources . ! .
green practices, to reflect on their behaviours.
36 Circadian rhythm Practice 1 day and Mobilizing resources Participants (|r.1d|V|duaII)./). label hourly blocks of their day, to
1> understand their productivity.
Q&A session between a team of  employees and the team leader
Emergency round . e S
37 table Practice 1h Mobilizing resources to bring light to a problem and that should happen whenever
- necessary.
38 Enthu5|a_sm is an Training session 1h30 Mobilizing others Partlmpants. (8 -15) are encourggeq .to share .thoughts about
engine! enthusiasm in the workplace, both individually and in the group.
Participants (8 -15) are encouraged to share their ideas/
39 Kaizen debates Practice Continuous Mobilizing others suggestpns LU workplace.tha}t, [FUAIEER el
communicated through the organization to boost new
recommendations.
. Daily kick -off meetings, where employees update the supervisor
Good morning . . . Lo . )
40 meetings Practice 15 minutes Mobilizing others about the current situation of a project/ production process, to
meetrgs. reduce/ avoid work  -related problems.
Participants with difficulty in dealing with certain digital
41 - My media buddy Mentoring Continuous Mobilizing others tools/channels are matched with an employee willing to teach
him/her so that they can mutually learn.
Financial and economical Set of |l abs created to enhance ¢
42 Finance labs Lessons 4h . economic and financial concepts and budgeting, and to
literacy . . ;
increase the expertise about how to create a business plan.
Visit around the . Financial and economical 2 annual visits to companies using innovative financial concepts.
43 - - Annual visits 3 to 5 days .
leading companies literacy
News about... . Financial and economical Clarification meetings with an expert in legal and tax issues.
44 - Meeting 4h .
taxation rules literacy
Financial and economical Meeting with a small group of employees (5 -8) to help them
45 Start with why Meeting 2h literacy develop pitching skills so that they can easily raise funding when
needed.
Table 1 0 Identification of the activities to strengthen employees® entrepreneurial skil
43

Co-funded by the
Erasmus+ Programme
of the European Union

The European Commission support for the production of this publication does not constitute an endorsement of the
contents, which reflects the views only of the authors, and the Commission cannot be held responsible for any use which
may be made of the information contained therein. (Project N°.: 612865 -EPR1-2019-1-PFEPPKA3PFFORWARD)




SME's ¢ Development EDUCATIONAL INSTITUTE CONNECTIS
through Le B IRON TEONLLGY

C-lrowmg @mentoriec SAEP M 3. B AKMI BOE & O

LYAGAFGAG@SE (2 LINEPnewial&illsSY L)X 28S5SaQ Sy idNBI

Image insights

Entrepreneurial skill:  Spotting Opportunities
Duration: 2h
Typology: Training session
Objectives:
DZ To find entrepreneurial opportunities through existing start -ups
DZ To learn to pay close attention to the world around us
Dz To see our daily experiences through entrepreneurial lens
Setting:
DZ Photo s
z Board/Slide
Internet Connection
Mobile/PC/Laptop

O O O
N¢ N¢

References:
DZ https://www.teachingentrepreneurship.org/teaching -opportunity -
identification/

This activity consists of three steps:

1. Randomly assign participants into groups of 3 -4, provide them with a photo of an
everyday scene, like a bus stop, a wedding picture, a train station, a gym. After
sharing the photos in the groups, give them the following assignment: Based on the
image that has been provi ded to each team, conduct a quick 5 -minute search to
identify at least 3 interesting entrepreneurial ventures that have a product or service,
that is impacting your given scene. After the implementation of quick desk research
(e.g. ,up®isthaweddi ng i ndustryod), they should select
seemed to match.

2. Ask each group to share their picture with the rest audience and quickly present the
companies they found and the problem those companies are solving. Write the
companies on a board or  a slide, categorized by the image. Groups looking at the
same i mage will inevitably overlap the companies
happens when the 2nd or 3 rd, while waiting to present their results, keeps hearing
similar companies that they found. As  aresult, they realize that they did not dig deep
enough & encourage them to share this.

3. Give participants a second chance. Tell them they will do the same thing, but that
every company that was brought up in Round 1 is off -limits. Encourage your
particip ants to not restrict themselves to just the image they are seeing. Encourage
them to think about what went into creating that image o what had to happen to
make whatever is happening in that image happen, etc. Encourage them to focus
on what is going on in  the background and not only on what they can spot at a first
glance.
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This training session should end up with solutions to the problems. Therefore, as a
facilitator, you can make some closing questions to gather the key points:

§ How deep didyougoin terms of seeking out entrepreneurial opportunities in
your scene?

§ How much time did you spen  d critically thinking about this concept versus just
trying to get the assignment done?

§ How could you push yourself to go further?

§ How to put a fresh twist on ideas that already exist in the marketplace?

Tips: dze facilitator could have aready -made example to present to the participants
before they start their research. This will make it easier for them to understand the
requirements of the activity and will make the job of the facilitator much easier. This
activity can be conducted online using Zoom breakout rooms.

GO BACK TO THE TABLE >>>
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Alternate uses

Entrepreneurial skill:  Spotting opportunities  (Focus on challenges)
Duration: 30 minutes
Typology: Training sessions
Objectives:
DZ To help teams loosen up, break the ice, build trust, and shift their mental
focus into a more relaxed and creative headspace.
Dz To get mental gears moving before ideation sessions so that the team is
ready to hit the ground running with original ideas.
Setting:
Dz Paper
Dz Pen/Pencil

The activity includes four steps:

1. Assign one person to be O0the expert.é Partici
and then assign into groups of 4 or 5.

2. Have the rest of the team members shout out two unrelated nouns. The first word
that comes to their mind. These s houl d be combined into a
exampl e, |l et us say the team suggests otabl
a Osneaker tabled or oOotable sneaker . 6

3. The oOexperto then acts as the expert of that
its wonderful benefits and features.

4. Repeat this exercise by changing the expert of one team with the expert from
another one and repeat the process.

To end the session, the facilitator could ask participants some questions such as:

DZ The selection of the ex pert was random or did something on them inspired you to
choose them?

Dz How did you feel when the  expert changed?

Dz Did you find it difficult to think of an idea?

Tips: The facilitator could give to the participants an example to make it easier for
them to understand the requirements of the activity and will make the job of the
facilitator much easier.

GO BACK TO THE TABLE >>>
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Draw this

Spotting opportunities  (Uncover needs; find out the gaps)
45 minutes
Practice

DZ To develop teamwork
Dz To make participants more comfortable when asking for details

DZ Photos
Dz Paper
DZ Pen/Pencil

The activity includes two steps:

1. Divide participants into pairs. Give an image or picture to the first person in each pair
without showing it to the second one.

2. The first person describes the picture to the second person. The second person then
draws the image based on this description. The second person is allowed to ask
questions to help them understand what the picture or image is.

This activity can be adapted for any level. Select pictures that will incorporate language people
of the group have been studying and are familiar with. For instance, in the following example
there is a focus on colours . For example:

Person A: The background is light blue.

Person B: Okay.

Person A: There is a woman in the middle of the picture.
Person B: What colour is her hair?

Person A: Her hair is brown.

You can turn this activity into a ocompetitiono
the image. If you want to expand the activity, have the participants switch roles and provide a
second image.

The sesson could end with the facilitator asking participants some questions such as:
DZ Was communication with your partner easy?
Dz Did you feel uncomfortable asking many questions?

DZ How did you feel when you switched roles?

The facilitator could have a ready =~ -made example to present to the participants
before they start their research. This will make it easier for them to understand the
requirements of the activity and will make the job of the facilitator much easier.

GO BACK TO THE TABLE >>>
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Context developing

Entrepreneurial skill:  Spotting opportunities
Duration: 45 minutes
Typology: Training session
Objectives:
DZ Provides learners with plenty of opportunities to develop their own context
for the language presented.
Highlight the importance of the context in which the language naturally
occurs.

D

N¢

Setting:
DZ Board
Dz Pen
DZ Worksheet 1. Example of context developing

The activity comprises four steps:

1. Write up an expressnhone(efgyounThasi hess! d) on the
four different situations. The groups have to identify in which situation the phrase would
be inappropriate. You may follow it up with questions penetrating the context deeper
and expand ing the line into a short dialogue.

2. Write up an expression (e.g., OHold on!d6) and have
which the expression would be likely to occur. Then follow it up in the same way as
with the previous step.

3. Infamous fill -in exercises can be adapted for use in context developing activities. First )
use the activity as usual and then pick one or two sentences and go on to ask: "Who
was most likely to say it?" Supply a few options for the groups to choose from or invite
them to suggest their exam ples.

4. Present a short dialogue, or part of, with a consciousness -raising activity helping the
groups notice a particular language feature (e.g., weak forms). Drill the dialogue
chorally and then have the groups in pairs answer questions such as:

Who are th e two people? Make up their names.
How old are they?

What is their relationship?

Where are they?

What time is it?

w W W W W

5. Once they finish, put two pairs together and have them discuss their answers. The
purpose of this stage is to find any logical inconsistencie s and fix them by supplying
additional explanations. The students can form new groups and continue in the same
way until they are satisfied with the outcome, which they can then present. Finally, drill
it again chorally and individually in pairs. Also, con sider whether any of the situations
presented may be suitable to act out!

6. Soap operas or romantic films are a particularly rich source of colloquial language
suitable for this type of activity. For the more famous Hollywood movies, it is also easy
to find complete subtitles on the internet, which makes the preparation easier. On the
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other hand, the danger is that the students may know the particular scene, which
would effectively stop them from using their imagination

Tips: The facilitator could have an example (worksheet 1) to present to the
participants before they start the process. This will make it easier for them to
understand the requirements of the activity and will make the job of the facilitator

much easier. This activity can be conducte d online by using some online tools like
Mentimeter, Miroboard, etc.

GO BACK TO THE TABLE >>>
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Worksheet 1. Example of context developing
Here, for example, is a short exchange from Notting Hill. Note the high occurrence of
words from the semantic field of 'Food' and functional language 'Offering'.

A: Uh, would you like a cup of tea before you go?

B: No.

A: Coffee?

B: No.

A: Orange juice? Probably not. Um, something else cold. Uh... Coke? Water?
Some disgusting sugary drink pretending to have something to do with fruits of the
forest?

B: No.

A: Would you like something to eat? Uh, something to nibble? Um, apricots
soaked in honey? Quite why, no one knows, because it stops them tasting of
apricots... and makes them taste like honey, and if you wanted honey, you would

just buy honey instead of... apricots. Um, but there we go. They are yours if you

want them.

B: No.
A: Do you always say "no" to everything?

B: No... I'd better be going.
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Unleash your creative mind

Creativity (Be curious and open)
1h30
Workshop and follow -up meeting

§ To introduce employees to a mind mapping technique and its benefits

§ To introduce employees to different applications of mind map
technique

§ To help employees to discover new ways of developing their skills

§ To help employees to tackle existing challenges by visualising ideas

§ To motivate employees to seek out new knowledge and develop new
skills

§ A room, handout with the brief description of mind maps, whiteboard
or projector, paper (A4 or A3 size), colourful markers and pens.

§ Worksheet 1. Brief introduction to mind maps

§ Worksheet 2. Examples of mind maps

§ The activity can also be done online, then ea ch participant will need
phone/tablet/laptop. etc. and access to some meeting platform such
as Microsoft teams, skype, zoom, etc. The facilitator can use various
online platforms where employees can create their own mind maps,
such as: Bubbl, Miro, Mindmup , Mindmeister .

§  https://www.emeraldgrouppublishing.com/how -to/study -skills/mind -
map_

§  https://www.mindmeister.com/

§  https://www.mindmeister.com/blog/mind -mapping -benefits -who -

needs -mind -maps/

§ Chr i s Howtofsdlve groblems using Mind Maps 6
§ Il nvestis Digital, F o r nmBrainstorming withtmind a
maps in a group 6

§ Mind t o o Mind mapping 6
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The activity comprises six steps:

1. Invite you r team: Schedule this exercise as a meeting in a relaxed room in the
company or outside if the weather permits. You can also make it online
depending on the situation.

2. Give a quick introduction to ~ the mind maps technique & what it is, how the mind
maps are used (different context) as well as recommendations on how to make
it. It would be great to show examples of mind maps to help them to visualise it
as well (please see Worksheet 1. Brief introduction to mind maps ).

3. Ask each participating team member to think of one area/skill/competence he
or she would like to improve in the nearest future (e.g., communication skills, IT
skills, foreign language, etc.). As they have done that, invite the team members
to prepare their mind maps based on their selected skill/competence. Provide
them with the oOexampledé of the mind map that wi
maps ( please see Worksheet 2. Examples of mind maps ). Emphasize, that the
team members should use guiding questions as well as stay realistic (e.g., do not
write down the ideas that are impossible to implement or resources impossible to
acquire) when preparing their mind maps. The ideas proposed should always
lead to a SMART action (specific, measurable, attainable, relevant, timely).

4. The team members should present their mind maps, while the rest of the team
can provide feedback 8 possible other ideas, solutions, etc. as well as offer their
help in developing certai  n skills/competences (if they have experience in it).

5. Based on the feedback, ask each team member to prepare a simple action plan
to implement the chosen idea.

6. Arrange a follow -up meeting (preferably after a month) to discuss how the
implementation of those ideas went & did they manage to improve or acquire
the desired skills, the challenges they faced, etc.

At the end of the activity a sk team members for their feedback 0 how they like the mind

maps technique, did they find it useful, etc. Challenge the team members to think of
an other context they can use this technique d e.g., in a team meeting when discussi ng
a certain topic/ solving a problem/ introducing a new product, learning new information,

etc.

Tips: The mind map can also be used to understand the existing problem better and
provide solutions. Mind maps can be done in teams, for example, you can present
the specific topic to the team members. It can be dedicated to the needs of
employees, e.g., improvi ng team communication/ project management/ skills, etc.
or business development needs, e.g., introducing new product or service, developing
business website or app, the needs of clients, etc. Team member can brainstorm and

together prepare the mind map. It is important that each team member has time to
present their mind map and receive the feedback from colleagues. All opinions have
to be respected and listened too. The facilitator can be representative from human

resources, manager, internal or externa | trainer, etc.

GO BACK TO THE TABLE >>>
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Worksheet 1. A brief introduction to mind maps
What is a mind map?

A mind map is a visual thinking tool that has many advantages compared to traditional
note -taking and writing techniques. A Mind Map is a diagram for representing tasks,
words, concepts, or items linked to and arranged around a central concept or subject
using a non -linear graphical layout that allows the user to build an intuitive framework
around a central concept. It can turn a long list of monotonous information into a
colourful, memorable, and highly organized diagram that works in line with your brain's
natural way of doing things.

To put it simply, a mind map is a highly effective way of getting information in and out of
your brain -itis a creative and logical means of note -taking and note -making that literally
'maps out' your ideas.

Mind Mapping is perfect for:

Brainstorming and visualizing concepts

Researching and consolidating information from multiple sources
Presenting and communicating ideas

Graphic organizers and electronic notebooks

Running meetings more effectively

Outlining reports and documents

Simplifying task and project management

Problem -solving

w W W W W W W W

Mind mapping is generally linked with the popular psychologist, English author and
educational consultant Tony Buzan, although similar approaches have been used by
Porphyry of Tyros in the 3rd century to conceptualise the ideas of Aristotle, by Leonardo
da Vinci and by Picasso, to name but a few. However, Tony Buzan did popularise and
schematise mind maps in the 1960s and 1970s.

Benefits of mind maps

The benefits of mind mapping as a technique are that it enables the user to enlist the full
power of the b rain, both the right side, which is employed for spatial awareness, a sense
of wholeness (Gestalt), imagination, daydreaming, and colour, and the left, which is the
more analytical, logical side.

Mind maps draw on the brain's ability to store an infinite number of associations and this,
together with their visual qualities (space, image, colour etc.) help them stimulate the
memory to store more facts. Physically they also take up less space than chronologically
based notes and are less time -consuming to pr oduce.

To summarize mind maps:

1. enables meaningful learning

helps with memorization and retention

isa more engaging form of learning

makes complex issues easier to understand
improves productivity

ignites creativity

improves writing

2.
3.
4.
5.
6.
7.
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Making a mind map
The Five Essential Characteristics of Mind Mapping:

1. The main idea, subject or focus is crystallized in a central image

2. The main themes radiate from the central image as 'branches'

3. The branches comprise a key image or keyword drawn or printed on its
associated line

4. Topics of lesser importance are represented as 'twigs' of the relevant branch

5. The branches form a connected nodal structure

How to make a mind map?
The steps involved in creating a mind map may be summarised as follows:

1 Step 1 6 Determine your central image or concept.

1 Step 2 0 Create the basic structure for organising your ideas: these are the main
branches and are known as the Basic Organising ldeas (BOIs), and are
represented by branches radiating outwards from the main concept.

1 Step 3 & Put down keywords associated with the BOIs, which should sit on smaller
branches connected to the main branch.

1 Step 4 0 Reuvisit your mind map, put things in order, and number the branches. If
necessary, revise it on another piece of paper.

Techniques
The following points should be borne in mind when creating a mind map:

§ Use radiant thinking 0 start from the centre and radiate outwards.
§ 15Use hierarchy and association & your main BOIs are embodied in thick lines
radiating from the Centre; the 5. The structure &map €81 1. Start your mind map in the centre of a blank, landscape page, ideal

y
. . . ek deelonis wil b Vot with a colourful image in the centre. E.q. If your mnd map was on chickens
4 iati -~then your central image would be a chicken sketch and if you wanted to
ideas radiat ing from  the  acoourtul erewi  Associations\ ~heryaycemirolimage wouldbe o hicken setchand f you warted fo
be a linking & organisation the head ~beak at the side, the wings and feathers fanning out to

individual BOIls have thinner of ideasrodiatingout  Radiaing O e b T ite

l If you think th likely ™ s s : Landscape
Hierall -

|neS.( yOUt n t e'_’e areli ey 4. When we are having fun our memory is ‘ 92 %l”"c@ntre

to be more BOIls and ideas than supercharged. Having ownership helps retention 2 out

&recall... feqor;
ks of Art How Q0rie;
Fun s N 2 S 4 each Branch
to aid e P to-Mind 2. Start in the middle with your topic or subject,
. 8o Map Think of different categories e,
ine: Social, Physical, Spiritual & Economic.
Or Who? What? When? Where? and Why?

you can think of, leave blank
lines for future reference.) i
8§ Use as images and colour 0 st e b
they will stimulate your brain's OunarS877 memary asdng ks, &
visual and creative capaci ty |- pdmenrico
and help you have fun along Thiker 288 symbols
the way! Neural nt S Thumbnails Sketches
§ Use keywords, rather than pats e
phrases & easier to remember.
§ Use symbols (e.g. x for not) and codes. You can also annotate your mind map,
for example , you could write references to other sources in a different colour pen.
8§ Be clear: have words the same length as lines (better use of space), and use
capitals, which are easier to read and which emphasise keywords.
Use arrows to denote links between ideas.
Draw quickly and uncritically on a sheet of A4 or larger paper (perhaps two A4
sheets put together, which also has the advantage that it will be readily
distinguishable from other single folios on your desk!), placed landscape.
8 Review your mind map after you have completed your first attempt, not
immediately, but once your th  oughts have had time to "settle".

woms\\-\'\;‘;’!ifs =
Letationships THoUaNts

Concepts

Connecting

w

15 Source: Jason Caldwell, 2017

54
ST Co-funded by the The European Commission support for the  production of this publication does not constitute an endorsement of the
e Erasmus+ Programme contents, which reflects the views only of the authors, and the Commission cannot be held responsible for any use which
* of the European Union | i

may be made of the information contained therein. (Project N°.: 612865-EPR1-2019-1-PFEPPKA3PLFFORWARD)



Crrowing o mentoriec 4AEP Oz B AKMI

Development EDUCATIONAL INSTITUTE CONNECTIS

16Worksheet 2. Examples of mind maps
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NEGOTIATION)

Z D2 SUPERY
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MM HELP
Feesehs \C A / NCoURAGE
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=T
s\MO“ \ "\ ‘ / ’ ‘cha‘\' 0 L_'_‘
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CRRECTIONX S / / . 1 e |
WPROVE. Ty €es L
0 Z / ? B CHoIC
1
S s TSk v

DECISIONS

Cost Timeline
Worries
Figures
Intro Overall Goals Level
| Managers N \
Chents
Sttctone Who? Audience Benefits
Topic Yol
Summary
Handouts
Video .
Making a
Visual .
Presentation
Slides "
Images
Snacks
i o Location
Drinks
Food
Tech
Room Lunch
17
16 Source: Sanida Gocic, https://alrasub.com/mind -map/
17 Source: Mind tools
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Amindmap wasused to present 6 thinking hats method (ref
probl emsd)

J”" ey Informatiop, A vz

’ vy WHTE /D THINKING
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positve Thinking £ vdence
oP“mism

18

A mind map used to present the SCAMPER method (referral tothe acti vity o0Design
val ued)
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Mind Map by Jayne Cormie
© The Thinking Business 2015
www.thethinkingbusiness.com

Al fights reserved 19

18 Source: Jayne Cormie
19 Source: Jayne Cormie
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A mind map used to improve communication:
E.g. empathy ﬁ
SKILLS
Think what skills and
competences need to
be improved for better
BIGGER PICTURE communication, e.g.,
. n active listening skills,
How impi d empathy, feedback
giving, etc.
IDEAS/
IMPHUVING MY OPPORTUNITIES
CONTRIBUTOR!
o RESOURCES
Who can help you to
implement your ideas
or use the available
opportunities?
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Brainwriting

Entrepreneurial skill: Creativity (Develop ideas)
Duration: 1h
Typology: Workshop
Objectives:
§ To introduce employees to a brainwriting technique and its benefits
§ To help employees to discover new ways of developing ideas,
sharing them, and building on them
§ To help employees to tackle existing challenges by co -developing
various solutions
§ To help employees to improve their creativity, idea development and
problem -solving skills.
§ To provide employees with a space that allows ideas to emerge before

being critiqued, a space for ideas to be co -created, therefore allowing
a greater chance of follow  -through.
Setting:
§ A room, handout with the brief description of brainwriting technique,
whiteboard or projector, paper (A4 or A3 size), index cards or paper
sheets, pens and ostardé stickers.

§ Worksheet 1. A brief introduction to brainwriting

§ Worksheet 2. Brainwriting session template

§ The activity can also be done on line, then each participant will need
phone/tablet/laptop. etc. and access to some meeting platform such
as Microsoft teams, skype, zoom, etc. The facilitator can use various
online platforms where employees can brainstorm their ideas online,
such as: Nearpod , Miro, Padlet , Ideaboradz .

References:
§ Ses s i o Essential Meeting Facilitation Toolkit 6
§ Mi ndt oBralinwriting 6
S Luci d CoHow toUse Brainwriting to Generate Ideas 6
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The activity comprises five steps:

1. Invite you r team: Schedule this exercise as a meeting in a relaxed room in the

company or outside if the weather permits. You can also make it online depending
on the situation.

Q

C2NNECTIS
W TATONAOH

2. Give a quick introduction to brainwriting technique (please see Worksheet 1 A brief

introduction to brainwriting )

3. Write the topic around which team members need to generate ideas and draw a

picture of it on the whiteboard or paper. Please make sure that it is visible to every

team member.

4. Distribute index cards/paper sheets to each team member and ask them to silently

generate ideas for a set amount of time. As they complete each idea, ask them to

pass that idea to the person on their right. Tell the team members to read the card

they received and think of idt Theysaneitner add ane a

idea inspired by what they just read or enhance the idea and then pass it again to

their right. Continue this process of Obrai
everyone has written ideas on every card.
5.  Once finished , collect the index cards/paper sheets, and tape them to the wall
around the topic and its picture (if you are outside, you can put it on the ground or
any surface available). Have the team members gather next to it to review the ideas
and draw/put stars n ext to the ones they find most compelling. Discuss with the
team, which ideas they believe would be the best to solve the issue discussed and
why?
At the end of the activity ask team members for their feedback 0 how they like the

exercise, did they find it useful, what was the most challenging, would they use this

technique again/with other colleagues, etc. Challenge the team members to think of
other contexts their developed problem -solving ideas could be useful.

Tips: The activity can be done either with the team members that now each other
and work together, or as team members that are coming from different departments
and do not work together.

equally and keeps the loudest or senior team members/leaders from overly
influencing the brainstorming. This technique allows you to hear from every team
member.

§ ltis okay to remind participants to work in silence when they are talking or
whispering.

8 The activity is best to implement with small team, ideally 6 members. The
minimum recommended team members participating in this activity is 3 and
maximum is 8.

8 You can use the empty index cards/paper sheets, or the template prepared
by mindtools.com (please see  Worksheet 2. Brainwriting session template

Due to oO0silentd nature of Dbrainstor minmbgr,

t

Set up the time limit for the team members to write down the idea, e.g., 3 -5 minutes.

)

GO BACK TO THE TABLE >>>
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Worksheet 1. A brief introdu ction to brainwriting
What is brainwriting?

Brainwriting is similar to brainstorming: it can be used to generate new ideas, encourage
creative problem -solving, and develop innovative solutions. But, instead of getting
people to discuss ideas out loud, bra  inwriting gets people to write them down and share
them anonymously. It was designed by German marketing expert Bernd Rohrbach in
1969.

Brainstorming is often used to help shy or introverted team members who may be
reluctant to speak up in group brainstorming sessions, participate and express their ideas.
The Brainwriting technique overcomes these limitations by allowing them to write down
their ideas instead, giving everyone an equal opportunity to participate. It also
encourages people to take more time to formulate their thoughts and enables them to
develop ideas offered up by others.

Advantages of brainwriting
Brainwriting has several advantages:

1. As mentioned earlier, it allows introvert ed team members to express themselves
and be heard.

2. As team member s work in silence, there are no dominant team members to
influence others and their ideas. Also, every team member has the same time to
think about the issue.

3. The method evokes greater synergy -by reading other participant s
have been writtend own at the top of the paper, each participant is encouraged
to come up with creative ideas themselves. Each idea is therefore a source for a
new idea or an expansion of that idea.

4. ltis a Faster, more efficient idea generation activity that often brings mo re diverse
and creative ideas.

5. This activity can be adjusted to be carried out online.

Different types of brainwriting
1) 6-3-5 brainwriting

One of the popular forms of brainwriting is known as 6 -3-5. During a 6 -3-5 session,
brainwriting exercises are split  into several rounds. In each round, six people write down
three ideas each within five minutes.

After the first round, everyone swaps their piece of paper with someone else, reads
what's on it, and then writes down three more ideas. These can be new ideas or build
on ideas that have already been shared.

After six rounds, the pieces of paper are collected, and all the suggested ideas are
discussed, and the next steps are agreed upon .

For more information, take a look at this video about 6 -3-5 Brainwriting M ethod prepared
by Ed Tchoi https://www.youtube.com/watch?v=zbj0C5agqE4E
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at the Workplace

2) Collaborative brainwriting

In case you want to avoid a formal meeting, collaborative brainwriting is a good
alternative. In this process, you select a space (a wall or whiteboard for example) that is
easily accessible by your team and post a prompt. Then, throughout the day or week
(whatever timeframe you choose), your team can add ideas to the board as inspiration

or conve nience strikes.

This method is more flexible and low -key, which can work better for those who prefer to
think through problems in their own time without the pressure of other people or the clock.

3) Remote brainwriting

Similar to collaborative brainwriting, remote brainwriting provides a simple method for
remote teams to generate and share ideas effectively. Typically, the process follows the
collaborative method where a question or problem is posed, and the team can respond
within a certain timeframe. The d ifference here is that the platform for sharing ideas is
virtual. There are many platforms you can use, such as nearpod.com, miro.com,
www.padlet.com, www.ideaboardz.com, etc.

However, if you decide to use remote brainwriting, consider doing a test run fi rst to work
out any technical difficulties and determine the guidelines and best practices that will
work best for your team.

4) Brainwriting on Cards

This technique is not as constrained by the number of participants and number of ideas
as the technique above. Each participant writes an idea or a sketch on an index card
and passes it on to other participants. The idea generated from reading one idea is
written on a new card that is passed on.
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Below is an example from mindtools.com of how a brainwriting session might work out. In
this example, team members at a bus company are exploring ways to improve its app

for passengers.

Brainwriting Worksheet: The Local Bus Co.

Date: August 18 Focus: How can we get more people to use our app and
Increase Its value to passengers.
Idea 1 Idea 2 idea 3
Include simple games Link the app 1o traffic news,
Round 1 ReNgn Bwiotm io Thekis R for people to play during to offer real time travel
easler to find
Joumeys., advice
Could we link the app to our
B {2 Make the new Icon look hke Could some of these games bus-tracking system to let
abus! relate to local information? people see exactly where
their bus is?
t the GPS
Ensure that some parts or all Cc::nT:e e a::a‘l?z od " Maybe also link to in-bus
Round 3 of the app can work without §V8 pers cameras, to show how busy a
information and to track 2
internet, particular bus is?
Joumeys.
66 thi HaW 1EDH. 1198 he Use data to find out what the
letter O from our company mast popular journeys are Could passengers use the
Round 4 ~ then use this to give mare app 1o report any issues
name as one of the bus ”
st personalized suggestions during thelr journey?
3 and advice,
Allow users to read the Give people e options to Convert joumey data into
store data about the number
Round 5 content on our app In : environmental information,
different langua of journays taken, Gistance &.g. amount of carbon saved
nguages. traveled, etc. -G )
Use text-to-speech to help Allow users to buy and send Gamnyjoum_eys s app 4
Round 6 people with sight difficulties travel vouchers as gifts via MESGE. Apck IO PONNS
P g the to users, which accumulate to
: PP- @am rewards
Proane feol hee 10 copy this sheet for your Bwr Lae wvd 19 dhare wrh “teads v
co-wartkees OF beain members, L2 i ong m you 3o 191 cnge Tin e vy - Copyright Emerald Works, 2006-2020
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Worksheet 2. Brainwriting session template

Date: Focus (the toplc, question or problem that you want to explore):

Round 1

Round 3

Round &

Plaase facl frae in copy this shaet for your own vsa and to share with friends,

co-warkers of taam mambers, just as long as you dao nat changa | in amy way & Copyright Emerald Works, 2006-2020
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6 thinking hats

Entrepreneurial skill: Creativity (Define problems)
Duration: 1h30
Typology: Workshop
Objectives:
Dz To help to see the problem and problem solving from different
perspectives as well as understand the problem better
DZ To enhance awareness of different creative ways of solving probl ems
and proposing solutions/ developing ideas as well as solving conflicts
To introduce employees to different styles of thinking
To involve employees in problem solving, proposal of solutions
To promote structured and efficient discussion between the te am
members
Setting:

§ Aroom, 6 colourful hats or printouts of colourful hats, handout with the
brief description of 6 thinking hats, whiteboard or projector (if activity is
indoors), paper for notes and pens

§ Worksheet 1. Brief introduction to 6 hats  framework

§ The activity can also be done online, then each participant will need
phone/tablet/laptop. etc. and access to some meeting platform such
as Microsoft teams, skype, zoom, etc.

O O O
NC N¢ N

References:
8 Edward de Bono 0Six thinking hatso,
§ Sessi o Edsential Meeting Facilitation Toolkit 6
8 Worksheet 1. Brief introduction to 6 hats framework

The activity comprises four steps:

1. Invite you r team: Schedule this exercise as a meeting in a relaxed room in the
company or outside if the weather permits. You can also make it online depending
on the situation. Select a small team, preferably 5 -6 persons, depending on if you
are planning to take pa rtin the discussion as well or not.

2. Give a quick introduction to the 6 thinking hats technique and present the
topic/issue for this activity ( please see Worksheet 1. Brief introduction to 6 hats

framework ). In some cases, depending on the complexity of the topic/issue

discussed, it is best to inform the team members about the topic beforehand. Topics

can be, forexample ,0 How we can i mprove our customer servi

our <clientso¢, OHow our website can & i mproved t
3. During this activity ,each team member will otry all the hatsé

team members will need to adopt the same hat (the same position) at the same
time. As the discussions progress, the team changes hats until they've looked at all
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aspects that need to be examined. The 0Blue hatod
time to switch hats, forexample ,0Let s have some yellow hat think
4. At the end of the discussion, when alhkbléehat so6 per

hat has the responsibility to present the summary of the discussion and highlight the
key points mentioned. The team then has to propose a solution or ways to move
forward that would lead to a SMART action (specific, measurable, attainable,
relevant, and timely).

At the end of the activity ask team members for their feedback 0 how they like the
exercise, did they find it useful, what was the most challenging, etc. Encourage the team
members to think of an other context they can use this technique.

Tips: If you hav e less time, you can have each person presenting one hat. Then team

members have to discuss the issue from theiJr ohat |
either to be a facilitator 60 Bl ue hat é or all ow one of you team n
and take observer ro le.

You can choose the hats sequence randomly or have simple sequences of two or

three hats may be used together for a particular purpose (e.g., for example: The

yellow hat followed by the black hat may be used to assess an idea/ The black hat

followed by the green hat may be used to improve a design)

It is important that each team member has time to express his/her opinion and all

opinions are respected and listened too.

If the activity is done online, you can use platforms (such as https://padlet.com/,

https://ideaboardz.com/, etc.,) to write down key points discussed as well as

pronosed actions/ideas.

GO BACK TO THE TABLE >>>
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Worksheet 1. A brief introductionto the 6 hats framework

The Six Thinking Hats approach was created by Edward de Bono, a Maltese physician,
psychologist, and philosopher. He used it in his work advising government agencies, but
he also wanted it to be a practical tool for everyday problem -solving. It first appeared
his 1985 book of the same name, which has since been revised several times 20,

"Six Thinking Hats" is a way of investigating an issue/problem from a variety of
perspectives, but in a clear, conflict  -free way. It can be used by = employees or groups to
move outside habitual ways of thinking, try out different approaches, and then think
constructively about how to move forward.

The description of 6 thinking hats by Edward de Bono 21

CSNNECTIS
W TATONAOH

in

1. White Hat: Present the facts of the problem
2. Green Hat: Generate ideas on  how the problem can be solved
3. Yellow Hat: Evaluate the ideas by listing their benefits
4. Black Hat: Evaluate the ideas by listing their drawbacks
5. Red Hat: Get everybodyds gut feelings about
6. Blue Hat: Summarise the discussion and agree on the conclusions

6 thinking hats by Edward de Bono

When wearing the white hat, the person focuses on facts and

data to identify all information needed. "The results of our latest
satisfaction survey tell us that 68% of our customers say that

theyare sati sfied with our servicescs

hunches . Group members can express emotions and feelings
and share fears like dislike love and hates. For example: "I'm

When wearing the red hat, the focusis on feelings, intuition and

doubtful as to whether we can change the offers", "I'm proud
to be part of the team responsi

might not work or possible negative outcomes. Often the most

I For example: "There aren't enough employees to work on the
of fer. ", or "Lack of ti meo.

When wearing the black hat, the focus is on why a solution

powerful and useful of the Hats but a problem when overused.

VEdward de
2lSessionlLab
facilitation -toolkit

Co-funded by the
Erasmus+ Programme
of the European Union

Bono 0Six thinking hatso, 2017

OEssenti al Me et | ihttps://wwewcseskionlabacom/mestingT o o | ki t 6,
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When wearing the yellow hat, everyone focuses on positive
outcomes and the benefits of potential solutions. For example:
"CRM will finally giveusdata t o move forwar d!
can target +20 satisfaction points."

When wearing the green hat,  the focus is on creative solutions
possibilities , and new concepts . This is an opportunity to express

new ideas and new perceptions. For example: "Put in place a
- suggestion box to respond to our customers' requests 24/7. " or

"Let's create an ambassadors' club for our VIP customers".

The blue hat, worn by facilitators or meeting leaders, is used to
manage the process of the Six Thinking Hats. For example: "Let's

divide the ideas into groups of 3 or 4 people to help us move
- forward.", "Let's work in test & learn mode; we'll carry out the

’Ptanmhg, first test and see where we are

; ; You can also check the video here:
https://www.youtube.com/watch?v=lal19ZNyviLA

White Hat Red Hat Black Hat
“What are the facts that we know?” “What are your gut reactions?” “What risks should we keep in mind?”
- Our survey last month indicated a 5% - The green colour inspires a sustainable - Is a 5% preference sufficient for us to make
preference of the green product by women look and is very appealing. This is even a a single colour product? What happens if
aged 25 - 45. great shade. preferences change.
- Return rates from sales has fallen by over - The impact on the reduced return rates - What is the cost of maintaining the
50% since the introduction of the new could mean additional resources. packaging quality and sustainability?
delivery packaging.

- How do the new delivery routes impact our - The new delivery routes may not have
- There are new delivery routes available via delivery times? | would certainly be been proven as reliable yet or may increase
Company Logistics. interested in learning more about it. our costs.
Yellow Hat Green Hat Blue Hat
“Why should we be optimistic?” “How can we create opportunities?”’ “What systems or processes will be

needed?”

- The new product could increase our - A green range could be expanded to a
revenue diversification stream and increase different colour range set or be symbolic. - Let's go around the room and discuss the
our family of products. colour options based.

- Creating multiple channels will allow us to
- We can start receiving better feedback and establish new partnerships and partners. - How has the reduced return rates
testimonials from our customers. impacted our warehousing department?

- Speeding up quality and reliability of
- The impact from damage from delivery will delivery could allow us to bundle exisiting - Would there be any other changes to our
meet our service standards. products. workflow with a new delivery partner and

will it change our logistics technology?

Example of 6 thinking hats 22

22 Source: https://www.groupmap.com/map -templates/six -thinking -hats/
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| ama creative thinker!

Entrepreneurial skill: - Creativity (Design value)
Duration: 2h
Typology: Workshop
Objectives:
DZ To introduce employees to a SCAMPER method and its benefits
DZ To encourage employees creative and innovative thinking
DZ To engage employees in idea of designing new products, services, or
processes
DZ To help employees to discover new ways of proposing the solutions to
improve the qualities of existing products, services, or processes
DZ To motivate and encourage employees to create products, services
or processes to solve theirs or others needs
Setting:
§ A room, handouts with the description of each SCAMPER letter and
suggested questions, whiteboard or projector, paper (A4 or A3 size),
post -its, colourful markers and pens.

§ Worksheet 1. Brief introduction to SCAMPER method

§ Worksheet 2. SCAMPER workshop template

DZ The activity can also be done online, then each participant will need
phone/tablet/laptop. etc. and access to some meeting platform such
as Microsoft teams, skype, zoom, etc. The facilitator can use various
online pl atforms where employees can brainstorm together and
create their SCAMPER models, such as: Miro, Visual paradigm
Concept Board

References:

8§ Rikke Friis Dam alLeatn Hbw to Usé the Best ideation O
Methods: SCAMPER 0 2020

S Sessi o Edsential Meeting Facilitation Toolkit 6

The activity comprises the following steps:

1. Invite you r team: Schedule this exercise as a meeting in a relaxed room in the
company. You can also make it online depending on the situation.

2. Give a quick introduction to  the SCAMPER method as well as provide examples
(please see Worksheet 1. Brief introduction to SCAMPER method).

3. Depending on the size of the team you can either have one group or divide team
members into several groups.

4. Introduce team members to the problem you are trying to solve and specific
product/service or process. Provide them with as many details as possible.

68
The European Commission support for the  production of this publication does not constitute an endorsement of the
contents, which reflects the views only of the authors, and the Commission cannot be held responsible for any use which
may be made of the information contained therein. (Project N°.: 612865-EPR1-2019-1-PFEPPKA3PLFFORWARD)

Co-funded by the
Erasmus+ Programme
of the European Union



https://miro.com/templates/scamper/
https://online.visual-paradigm.com/diagrams/features/scamper-template/
https://app.conceptboard.com/board/cfiq-pfpp-xbrm-yggr-xu37
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If the activity involves one group:

5.

Q

C2NNECTIS
W TATONAOH

Write the 7 sections (substitute, combine, adapt, modify, put t 0 another use,

eliminate, and reverse) of the whiteboard or on pieces of paper and put it on the

wall. Guide the team while working their way through each of the seven sections,
adding different coloured notes in each section. At the end of each section,

discuss the ideas as a team.

Once youbve completed all seven sections
discuss the common themes from the activity and where to focus.
If possible, ask the team to test the proposed ideas. Organise a f ollow-up meeti ng

to discuss the results.

If the activity involves several groups:

5.

7.

At the end of the activity ask team members for their feedback
exercise, did they find it useful, what was the most challenging, etc.

If you have several groups, ask these groups to use the SCAMPER template
(please see Worksheet 2. SCAMPER workshop template ) and fill each column with
new ideas within the set time frame. Once they have filled the SCAMPER

templates put them on the wall, whiteboard, or table, and then ask participants
some time toread the various ideas.

Encourage a discussion among the team members to highlight the most valuable

ideas according to them. You can use the Dot -voting technique for this:

a. Each group member votes on which options they think are best by using

dots, made simply with a marker on the preferred post -it notes. Everyone
gets 5 dots to vote with (or less if there are  fewer options). These dots can
be distributed in any way: one dot each to five different ideas, all five dots

to one idea, etc.

b. Once all members have distributed their dots, the groups can proceed in

a variety of ways: Simply choosing the option(s) that received the most

dots; conducting an open dialogue about the prio ritization, exploring

which ideas got more dots, which got less, and what the next steps should
be; organising the ideas on a line from most to least dots, then discuss their

relative merits.

If possible, ask the team to test the chosen idea(s). Organise a follow -up meeting

to discuss the results.

members to think of an other contextt hey can use this technique.
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Tips: It is important to provide the example of SCAMPER method before participants

start with the activity - developing their own new products, services, or processess as
well as provide them with handouts.

If there are several groups, you will need to provide space for all of them to discuss

without disturbing each other. You either have to use a spacious room, or several

spaces in the company.

When introducing the issue 9 provide as much as informationto ~ the team members as
possible for the best results.

It is important that each team member has time to present their mind map and

receive the feedback from colleagues. All opinions have to be respected and

listened too.
Facilitator can be representative fr  om human resources, manager, internal or external
trainer, etc.
GO BACK TO THE TABLE >>>
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Worksheet 1. A brief introductionto the SCAMPER method

What is the SCAMPER method?

SCAMPER isan innovation method that combines multiple techniques into one. The tool
is used by asking questions about existing products, using each of the seven prompts
below. These questions help team members to come up with creative ideas for
developing new products, and for improving current ones.

It is important to emphasize that the word "products" doesn't only refer to physical goods.
Products can also include processes, services, and even people. Therefore, this
technique can be adapted to a wide ra nge of situations.

Alex Osborn, credited by many as the originator of brainstorming, originally came up with
many of the questions used in the technique. However, it was Bob Eberle, an education
administrator and author, who organized these questions into the SCAMPER mnemonic.

SCAMPER is a mnemonic that stands for:

Substitute
\

.
£ g
e
%
Oe

E“mlnote

put to Other Uses

R0 >
23

1. Substitute & which components, materials, and people can be substituted? Find
a part of the concept, process, etc. that you can be replaced with something
else to see whether it results in  improvements.

2. Combine & which functions, offers, services overlap or can be combined? One
idea might not work alone, but it can be combined with several ideas, processes,
or products into one more efficient result.

3. Adapt owhich additional elements can be added? An idea that worked to solve
one problem, could be used to solve a different problem.

4. Modify 6 can colours, size, materials, menu items be modified? Change an aspect
of the situation or problem and see whether it gives additional insight or adds
value to the process.

23 Source: Egypt Innovate
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5. Putto anotheruse dhow can existing el ements stil/l be us.
itds about putting an existing idea or concept t
to
6. Eliminate 0 lessis more: which elements/components can be remove d, simplified,

reduced? Remove inefficient processes to streamline them.
7. Reverse 0 can elements be used oppositel y, or can the order be changed?
Reverse the direction of a process or product 0 do things the other way around

The examples for each letter o f the mnemonic : https://www.consuunt.com/scamper -
model/

How to use the SCAMPER method?

SCAMPER is easy to use if the right steps are being followed. Firstly, you have to take an
existing product or service. This could be one that you want to improve, one that you're
currently having problems with, or one that you think could be a good starting point for
future development. Then, ask questions about the product you identified, using the
mne monic to guide you. Brainstorm as many questions and answers as you can. Finally,
look at the answers that you came up with. Do any stand as viable solutions? Could you
use any of them to create a new product, or develop an existing one? If any of your
ideas seem viable, then you can explore them further.

Here are some example questions you could ask for each letter of the mnemonic:
SUBSTITUTE

Overall, the question to think about here is this: What can | substitute or change in my
product, problem or  process? You should think about substituting part(s) of your product
or process for something else.

What materials or resources can you substitute or swap to improve the product?

How can | substitute the place, time, materials or people?

Can | replace some one involved?

Can | use other processes or procedures?

Can | change its shape, colour, roughness, sound or smell?

What other product or process could you use?

What rules could you substitute?

Can you use this product somewhere else, or as a substitute for something else?
What will happen if you change your feelings or attitude toward this product?

What can | substitute to  improve ?

w W W W W W W W W W

COMBINE

The overall question to think about here is: How can | combine two or more parts of my
product, problem, or process to achieve a different product, problem, or process to
enhance synergy? Creative thinking involves combining previously unrelated ideas,
products, or services to create something new and innovative.

8 What ideas, materials, features, processes, people, product s, Or components can
| combine?

8§ What would happen if you combined this product with another, to create
something new?

8§ What if you combine purposes or objectives?

72

The European Commission support for the  production of this publication does not constitute an endorsement of the
contents, which reflects the views only of the authors, and the Commission cannot be held responsible for any use which
may be made of the information contained therein. (Project N°.: 612865-EPR1-2019-1-PFEPPKA3PLFFORWARD)

Co-funded by the
Erasmus+ Programme
of the European Union



https://www.consuunt.com/scamper-model/
https://www.consuunt.com/scamper-model/

GIrOWIDg @mentoriec SAEP M 3. B AKMI BOE & O

SME's Gro
through

3 Development EDUCATIONAL INSTITUTE CONNECTIS
at the Workplace B IRON TEONLLGY

8 What could you combine to maximize the uses of this product?

8 How could you combine talent and resources to create a new approach to this
product?
ADAPT
Overall, the question you need to think about is: What can | adapt to my product,

problem, or process? Think about which parts of the product or process you could adapt
to solve your problem.

8 How c ould you adapt or readjust this product to serve another purpose or use?
8 What else is the product like?
8 Which ideas could | adapt, copy, or borrow from
8 Does history offer any solutions?
8 Who or what could you emulate to adapt this product?
§ Can | seek inspiration in other products or processes, but in a different context?
8 What other context could you put your product into?
8§ What other products or ideas could you use for inspiration?
MODIFY
Overall, the question you need to focus on is this: What can | modify or put more or less
emphasis on in my product, problem, or process? Can | change the item in some way?
Can | change meaning, colour, motion, soagnfgd, smell,
or exaggerate your idea, product, problem, or processor to minify it. These questions will
give you new insights about which components are the most important ones. Think about
changing part or all of the current situation or product. Alternatively, distort the product
in an unusual way.
8 How could you change the shape, look, or feel of your product?
8 What could you add to modify this product?
§ What could you emphasize or highlight to create more value?
8 What element of this product could you strengthen to create something new?
PUT TO ANOTHER USE
The overall question to consider here is this: How can | put the thing to other uses? What
are new ways to use the product or service? Can | reach out to other users if | modify the
product? Is there anothermar ket for the product? 1 tds time to wor

able to put your current product or idea to other uses and purposes.

§
§
§
§
§
§

Can you use this product somewhere else, perhaps in another industry?
Which other target group could benefit from this product?

How would people with different disabilities use it?

How would this product behave differently in another setting?

What else can it be used for?

Could you recycle the waste from this product to make something new?
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ELIMINATE

Your overall question to  consider here is: What can | eliminate or simplify in my product,
design, or service? Think of what might happen if you were to eliminate, simplify, reduce,

or minimise parts of your idea. If you continue to trim your idea, service, or process fi you
can grad ually narrow your challenge down to that part or function that is most important.

How could you streamline or simplify this product?

What features, parts, or rules could you eliminate?

What could you understate or tone down?

How could you make it smaller,  faster, lighter, or more fun?
Can | reduce the effort or cut costs?

Wh a t 0 s-essential or unnecessary?

What would happen if you took away part of this product? What would you have
in its place? What can | remove without altering its function?

w W W W W W W

REVERSEREARRANGE

Overall, you have to ask yourself this question: How can | change, reorder, or reverse the
product or problem? What would | do if I had to do this process in reverse?

8§ What would happen if you reversed this process or sequenced things differently?

8 What if you try to do the exact opposite of what you're trying to do now?

8§ What components could you substitute to change the order of this product?

8 What roles could you reverse or swap?

8§ How could you reorganize this product?
The example of this technique developed by Michael Masters:
https://www.youtube.com/watch?v= -OMJINQIZZzA

The example of the met hhitps/medunaheuxtdog.¢om/howe 6 -to-
generate -ideas -using-scamper -technique -d2e50de6402c
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Worksheet 2. SCAMPER workshop template 24

What could replace what's there to
vastly improve it?

Use different elements as substitute for
what currently exists.

Could it be made part of a bigger
solution?

Combine or bundle what exists with
other elements or components to
create something better.

What can be modified and used in a

different way?
Alter or change its function.

What happens if dramatically change
its size, shape, tone, frequency,...?
Modify what exists in its overall scale
and scope.

Put to Another Use What else can it be used for?
Use what existing as something for

P which it wasn’t originally intended.

What can be remove that actually
improves things?

Eliminate features or attributes in ways
that make it simpler.

Reverse How can move thing around to add
value or create improvements?
Reverse the order of things or putin
different sequence.

24 Source: https://upboard.io/
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| am an innovator!

Creativity (Recognising and  fostering innovation)

1h30
Workshop
DZ To encourage employees creative and innovative thinking
DZ To help employees to discover new ways of designing innovative
concepts
DZ To motivate and encourage employees to find opportunities, design
and manage innovation
§ A room, whiteboard or projector, paper (A4), flipchart paper, post its,
colourful markers and pens.
§ Worksheet 1. Brief introduction to innovation
§ The activity can also be done online, then each particip ant will need
phone/tablet/laptop. etc. and access to some meeting platform such
as Microsoft teams, skype, zoom, etc. The facilitator can use various
online platforms where employees can brainstorm together and come
up with solutions. The most popular pla tforms such as Microsoft teams,
zoom, etc. offer break out room options to divide participants into
groups and have space for a discussion.
§ Chuc k MHowedp you Define Innovation and Make it Practical and
Saleable to Senior Management  ? ¢
§ Os |l o Man u aGuidePifies fér Collecting, Reporting and Using
Data on Innovation, 4th Edition 6
§ You ma innhovation:Definition, types of innovation and business
examples 6
§ | nnol yt Whatis ilmmayvation 6
§ Se s s i o hibraxyifor facilitation technigues 6

The activity comprises the six steps:

1.

Invite you r team: Schedule this exercise as a meeting in a relaxed room in the
company. You can also make it online depending on the situation.

Give a quick introduction to innovation and different types of innovation as well

as provide examples for better understanding. Ask the team members if they

want to present the examples of innovation they know while other team members

can suggest which type of innovation it is. (please see Worksheet 1. A brief
introduction to innovation ).

Ask the whole group to brainstorm around the areas of:
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1 TECHNOLOGIES (e.g., mobile phones, 3D printing, 5G),

1  HUMAN NEEDS (e.g., love, transportation, waking up in the morning), and

1 EXISTING SERVICES (e.g., Google Translate, Spotify, Instagram, Candy

crush).

Spend 5 minutes brainstorming around each area. Have participants write one
idea per post -it. Make the brainstorm ing active and fast -paced. Have
participants call out each idea as they place it up on the wall. By the end of the
brainstorming , there sho uld be three large clustersofpost -i t s on the wall , on
each area. The more the better.

4. If necessary, divide team members into small groups of 3 - 5. Explain that they will
have 15 -20 minutes to come up with as many mash  -up concepts as they can.
For each mash -up that a team creates, they must give the concept a catchy
name and capture it on an A4 paper. The A4 should include the elements that
combine to make a new concept (e.g., iPads + Doing Laundry + Paypal) and the
name of the concept (e.g. Laund ry).

A mash -up concept consists of 2 or more elements from the wall combined to
create a new concept.

5. After the time has passed, have each group present their mash -up concepts to
the rest of the group. Put up all the ideas on the wall to visually display th e volume
of concepts generated.

6. Have participants choose their favourite and/or most feasible mash -up concept
and develop it further for 30 minutes, exploring the details of the concept, its
functionality and a business model. Groups can use one flipchar t paper to

visualize the concept and then present it back to the rest of the group.

Debrief the experience, by inviting team members to reflect on questions such as:

How did it feel to work creatively in this way?

What was easy about it? What was challeng ing?

How did you feel? How did you behave, react, and respond?
What insights or learnings do you have about yourself?

What insights or learnings do you have about idea development?
How can you apply your learnings going forward?

w W W W W W

Tips: The three areas for brainstorming in the exercise can be adapted for different
contexts. For example, SOURCES OF DATA (e.g., health records, subway timetables,
census data) or GLOBAL CHALLENGES (e.qg., climate change, income inequality,
obesity) can be added to give another dimension to the exercise and make it more
relevant to the company®ds needs.

Facilitator can be representative from human resources, manager, internal or external
trainer, etc.

GO BACK TO THE TABLE >>>
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Worksheet 1. A brief introduction to innovation

What is innovation?

7

The word oOinnovationo i s dmovare/ ,evdichmeaostorénewelnlL at i n ver |
essence, the word has retained its meaning up until today. Innovation means to improve
or to replace something, for example, a process, a product, or a service.

In the context of companies and business, however, the term needs a definition. Here
are some ideas from entrepreneurs on what innovation is to them:

The actions required to create new ideas, processes or products which when
implemented lead to positive effective change. While invention requires the creation of

new ideas, processes or products, innovation moves one step further and requires
implementation of the inventive act . Innovation also implies a value system that seeks to
derive a positive outcome from the inventive act. For example, actions that lead to a
negative performance metric would not be considered innovative, even if they met the
requirements of novelty and en  abling actions. fi Marc Chason, Motorola Labs

Innovation is creating new value and/or capturing value in a new way. Value is the
keyword, stressing the difference between innovation and invention. The definition is
simple, easy to memorize and also good enough to encompass innovation in all the

value chain. i Victor Fernandes, Natura

Innovation is something new to your business that fills an untapped customer need.

Ideally, the innovation builds a new market. i Jonathan Rowe, Gene Express Inc.

Having a view of the future landscape of consumer wants and needs o whether known
or unarticulated 9 and developing solutions that grow your business while fulfilling or

altering the lifestyle and behavio  ur of your target consumers . A Troy Geesaman, Laga

The proposed simplified definition by Joe Dwyer is:

0 | n ntiow iathe process of creating value by applying novel solutions to meaningful
probl ems. ¢

To understand and evaluate innovation, one has to answer 3 questions:

8 Isitanovelty? I f itéds not new, itds probably more

8 Doesitsol ve a meaningful problem? If not, maybe itéo
Thatds not to say art isndét valwuable, but itds g
problem. To us, innovation is.

8 Does it create value? | f not, manyiftmevatio. 8 s an i nve

Inventions can lead to value creation, but usually not until someone applies
them through innovation.
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Optimization

INNOVATION

Solution

Invention

25

According to the Oslo Report, business innovation is:

6 (é) a new or improved product or business process
di ffers significantly from the firmds previous prod
been introduced on the mar ket or brought into
Nonet hel es s, it is important to emphasize that i nno
dynamic process that needs implementation, i.e., that something is put into active use or
made available, but it can take place in all sectors of an economy.
1. Innovation in businesses consists of organizations that are mostly oriented towards
the production of mark et goods and services.
2. Innovation in the general government consists of institutional units with political
and regulatory responsibilities. They redistribute income and wealth, as well as
some services and goods, for individual and collective consumption, usually on a
non -market framework.
3. Households are instituti onal units made of one or more people. Their main
purpose is to supply labour, undertake final consumption and eventually, as
entrepreneurs, produce goods and services too.
4. NGOs serving households are legal entities mostly engaged in producing non -
market services for households or the community. Their resources and manpower
are the results of voluntary contributions.
Types of innovation
There are several types of innovation according to the most recent Oslo Manual (2018):
1. Organizational Innovation
Organizational innovation refers to the development of a new organizational strategy
that will somehow change a company®s business pract:

organized and its relationshi p with external stakeholders.

25 Source: DI, https://digintent.com/what -isinnovation
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Examples of organizational innovations:

8 The first companies adopt ed a four -day week working schedule of only 4 days
per week

8 The first companies that started to use the power of digital and allowing
employees to skip the offic e and work from home (depending on the role)

2. Process Innovation

Process innovation is about implementing a new or improved production or delivery
approach, including changes in operational methods, the techniques used and the
equipment or software.

Examples of process innovations:

8 The first firms betting on SaaS (software as a service) technology, and using, for
instance, cloud contact cent res from Talkdesk, changed the way their customer
support processes used to be organized

8 The first hotels that deci ded to make decisions based on big data using, for
instance, insights from the Climber Hotel, made changes on their decision -making
approach.

3. Product Innovation

Product innovation is the introduction of a new or improved good or service. These

inventions or changes may have to do with improving technical specifications, the

materials or the software used or even advancing on UX (user experience). However,

product innovations dondt need to improve all funct
An improvement to or addition of a new function can also be merged with a loss of other

functions or the downgrade of some other specifications.

Mor eover, a product i nnovation mu s t add availabl e
necessarily need to generate sales . Because if it did, then innovations with low demand

or, for instance, digital products like apps that are free would be excluded. At the same

time, routine changes or updates arend6t considered r
correcting errors or mak ing some seasonal changes.

Examples of product innovations:

8 Lego has been changing the materials of its famous bricks to biodegradable oil
based plastics

8 The first electric vehicles introduced in the ca
new batteries wit h longer ranges that keep coming out are also an example of
innovation

4. Marketing Innovation

Marketing innovation means developing a new marketing strategy that produces
changes in, for instance, the way a product is designed or packed, or even other
deci sions regarding price or promotion.

Example of marketing innovation:
8§ Haagen Dazsd -freesontamarst e
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Examples of Famous Innovators

Steve Jobs starting developed the smartphone world with the iPad

Marie Curie made great research on radioactivity

Elon Musk has been making great progress on luxurious electric cars

Ann Kiessling made plenty of findings on the area of biology

Nikola Tesla worked on the production, transmission, and application of electric
power

Amanda Jones was the inventor of a vacuum method of canning

Thomas Edison invented the incandescent electric light bulb

Grace Hopper invented the first compiler for a computer programming language
Leonardo DaVinci, among many other things, invented the parachute
Josephine Cochrane invented the first mechanical dishwasher

Alexander Graham Bell invented the first telephone

w W W W W W w W W W W

Why is innovation important for business?

Organizations have several options to increase their competitiveness: they can strive for

price leadership or develop a strategy of differentiation. In both cases, innovation is
essential.

8 Companies that choose price leadership must secure their long -term
competitiveness by developing innovative, highly efficient processes. Process
optimization and continuous improvement in terms o f costs are important for
them.

8§ Companies that strive for a differentiation strategy need innovation to develop
unique distinguishing features  from their competitors.

§ Many start -ups launch their activities by developing an innovative product or
service.

Continuous innovation is, therefore, crucial for all companies. The main difference is in
the focus of the innovation strategy, which varies considerably from company to
company.

An innovation strategy is a clearly defined plan of structured steps a person or team must
perform to achieve the growth and future sustainability goals of an organization.
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The winning lottery ticket

Entrepreneurial skill: - Planning and management (Define goals; be able to set clear
and realistic goals)
Duration: 30 minutes

Typology: Training session

Objectives:

DZ To learn how narrow down their core values and priorities. This translates to
the workplace, where achieving goals requires determining the most
important values of your business and figuring out how to apply them.

Dz To a warm -up for the life planning training package as a way of
showcasing what matters in life and how to plan accordingly

Setting:
Dz Paper
DZ Pen/Pencil

This activity includes the three following steps:

1. Tell participants they just won $20  million and ask them what they will do next. For
example, you could ask them whether they choose to spend or save the money
and what they would prioritize.

2. After five minutes, tell the participants they have now only won $10 million. Ask
them to write down  what changes they would make to their original plans and
what they would now prioritize.

3. After 5 more minutes, tell the participants they have now only won $5 million. Ask
them to further revise their plans and priorities.

The facilitator could end  the session by asking some questions:
Dz Did you feel pressured when the amount started to gradually decrease?

Dz Under the pressure of time, did you manage to have a clearer picture of your
needs and priorities?

GO BACK TO THE TABLE >>>
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Establish an overview

Entrepreneurial skill:  Planning and management (Plan and organise; be able to
set a plan and manage better )

Duration: 45 minutes

Typology: Training session

Objectives:
DZ To learn how to be creative in  situation where you need to act fast and
effectively
DZ To plan your time in advance, so you can have better control over your
schedule and awareness of your tasks

DZ Paper

Dz Pen/Pencil

DZ Board/Slide

DZ Mobile/PC/Laptop

The activity includes four steps as follows:
1. Assign participants into groups of 2 -5, decide who will be the coordinator and
give them a project about planning an event. First, you will need paper and a
pen. Putting thoughts on paper can make them feel more pa Ipable. After you
decide on a clear vision for your idea, it is important to write down all the major
steps. Then give them some time to do a quick google search to find more ideas
about their event.

2. Give them 20 minutes to plan the event and discuss the r esults. Surely, at this point ,
you will see great results regarding the time given.

3.  Write your results on the board or if there is enough time prepare some slides to
present your event to the rest of the participants.

4. Now make them plan a different kind of event in 10 minutes, have no access to
the internet and repeat the process. Discuss the results.

To finish the session, the facilitator could ask participants some questions like:
Dz Did you enjoy working with the other ~ team members?

Dz How did you feel when your facilitator told you that you have less time and no
internet access?

GO BACK TO THE TABLE >>>
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Sustainable strategy

Entrepreneurial skill:  Planning and management (  Develop sustainable business
plans; develop a plan to achieve goals that create financial, societal and
environmental sustainability )

Duration: 8h
Typology: Meeting
Objectives:
DZ To understand environmental and social limitations and reflects the
demands and requirements of society.
DZ To ensures that its impact upon environment and society is either neutral or
positive.
Setting:
Dz Paper
DZ Pen/Pencil

The activity i ncludes nine steps:
1. Decide who is going to be the facilitator and give participants an example of a
ready -made business plan.

2. ldentify and agree on the material (priority) issues, which present strategic threats
and opportunities for the company.

3. Identify corporate ambition, where does the company plan do, be on the scale
of corporate evolution.

4. Understand how strategy is already developed within your own company and
assess whether sustainability issues are currently considered as part of strategic
planning and product development.

5. Establish what processes are used within your own company to manage strategic
change. Identify what works; what does not; and why.

6. Ensure that the strategic opportunities and threats posed by sustainability issues
are inc luded alongside other strategic business issues that influence strategy.

7. Ensure engagement with key external stakeholders to achieve a broader
consensus about what is material to whom and why.

8. Develop responses to all material strategic issues, which suppo rt your companyads
competitive positioning.

9. Develop a clear overall strategic vision integrating social, environmental and
economic dimensions

GO BACK TO THE TABLE >>>
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Define your priorities

Entrepreneurial skill:  Planning and management (Define priorities)
Duration: 1h
Typology: Meeting

Objectives:
§ To personally reflect on how participants spent their time over the
course of a week or month
Setting:
§ Board

The activity includes four steps:
1. Gather the team and begin to have them pour out everything that comes to
them daily , which takes up their time. Write everything down on the whiteboard.
Once every task, no matter how menial, has been listed move to the next s tep.

2. Have the team (not you the facilitator) then prioritize each item with an A, D
categorization. A = Important and urgent, B = Important and not urgent, C = Not
important and urgent, D = Not important and not urgent. Every item gets a letter!

3. Now rank o rder each letter's items/tasks. As an example, what is the #1 most
important A item on the board? Then go to #2, and so on, until you work through
the D items.

4. Take the content from the whiteboard and produce a document back to your
team with the items | isted in priority order, Al through D whatever.

GO BACK TO THE TABLE >>>
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A well-oiled machine

Entrepreneurial skill:  Planning and management ( Monitor your progress )
Duration: 1h
Typology: Meeting
Objectives:

DZ To get to know the inner workings of your company helps you to identify
potential weaknesses or opportunities
To optimise your workflow, and run your business smoothly and profitably

To have a monitoring system in place that gives you the data figures, and
stats to keep an eye on your business processes.

D
D

N¢C  N¢

Setting:

§ No setting necessary

The activity includes five main steps:

1. Time tracking

Il nvoice the exact time you worked on your <cliento
and s ell yourself short. Look for ways to improve your profitability, e.g. by finding ways

to reduce time spent on non  -billable tasks like admin or invoicing. Figure out ideal

rates to reach your financial goals. Free up important resources in your team by

outsourcing, delegating or automating processes. Improve your workflows and be

more productive.

2. Bookkeeping/Accounting

Keep your cash flow healthy with regular reports and projections. Oversee expenses

and ensure you remain within budget. Check you are on trac k for financial targets
and adapt your marketing accordingly. Maximise profit by minimising unnecessary
overheads or production cost  s. Identify funds to re -invest into the business.

3. Time management

Plan your time and resources and react to bottlenecks and shortages in good time.
Get projects on track and coordinate even remotely working teams effortlessly.
Achieve a healthy work -life balance for you and your team. Be flexible and adapt
tasks as needed immediately. Never forget anything ever again!

4. Marketing monitoring

Find out if your marketing campaigns are financially viable. Monitor your goals and

check you are on target with your marketing. Identify busy and slower times for your
business and plan activities and resources accordingly. Find out w here your
customers are coming from and why. Use analytics for quick tests and boost slow
campaigns before they strain your budget.

5. Booking systems
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Plan and improve your product portfolio by identifying what is popular and what is

not. Analyse your custome r behaviour and use insights to improve your product,
marketing, and customer service. Communicate with existing customers to improve
repeat business, referrals and loyalty. Anticipate busy times and plan for production
and storage.

GO BACK TO THE TABLE >>>

87
ST Co-funded by the The European Commission support for the production of this publication does not constitute an endorsement of the
* * Erasmus+ Programme . . .
b of the European Union contents, which reflects the views only of the authors, and the Commission cannot be held responsible for any use which
may be made of the information contained therein. (Project N°.: 612865 -EPR1-2019-1-PFEPPKA3PFFORWARD)



Crrowing o rentoriec SAEP Oz pAKMI DOE B O

SME's Growth and Innovation Development EDUCATIONAL INSTITUTE CONNECTIS
through Leamning at the Workplace RO

Adapt to change

Entrepreneurial skill: ~ Planning and management ( Be flexible and adapt to
changes )

Duration: 1h

Typology: Meeting

Objectives:

DZ To achieve higher levels of em otional intelligence and emotional resilience
and be able to adapt to new and changing situations
Dz To learn how to communicate with other people and how to deal with
different opinions
Setting:

§ No setting necessary

The activity comprises the  following step:

1. Create two groups. The first one will be the managers and the second one will be
the employees. Teams should not be listening to each other so if it is possible put
them in different rooms. If the activity is conducted online, you can use Z oom
Breakout Rooms. Discuss the following questions and share with the whole group
the differences between their point of view.
§ How can we apply frameworks that are based on scale or position when we

can go from market leader one year to follower the next?

& When itis unclear where one industry ends and another begins, how do we
even measure position?

§ When the environment is so unpredictable, how can we apply the
traditional forecasting and analysis that are at the heart of strategic
planning?

§& When we are ov erwhelmed with changing information, how can our
managers pick up the right signals to understand and harness change?

§ When change is so rapid, how can a one -year fi or, worse, five -year i
planning cycle stay relevant?

GO BACK TO THE TABLE >>>
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Team updates

Entrepreneurial skill: - Working with others (Team up)
Duration: 1h to 1h30
Typology: Meeting

Objectives:
DZ To get your team to share knowledge and updates among them
DZ To use face -two -face or online time to  create important outputs
DZ To bring an understanding in your team that they work as a whole and
the tasks of one member are linked with or affect the role of one other
DZ To promote peer learning in your group
DZ To dedicate some time for discussions, debates and brainstorming
Setting:

N¢

DZ Agenda, pptxs, projector, post -its, notebook (in -person), pc, ZOOM or
other platform (online)

References:

Dz Hamilton, P. (2016). The workshop Book. Published by Pearson

The manager, acting as facilitator, should take into consideration the following aspects
and steps:

1. Create an agenda: Your teams should be aware of the discussion topics in case
they have to prepare something before the meeting.

2. Schedule a particular duration and frequency: No more than one or one and a
half an hour. People can get bored or tired and retreat to check emails. Once
or twice a week is enough to get updated about the daily tasks, progress and
deadlines and to come up with the new responsibilities.

3. Use some presentation along w ith discussion and brainstorming:  If there is only
presenting and passive listening, people will get bored.

4. Askforanswers: For exampl e: 0Do you have any specific q
tobe cl ari fied on the day?bo

5. Structure the sharing: Dedicate only half a day updating each other and then
spend the other half connecting and creating.

6. Setatime limit: Time is important! So, inform your team that they have only 5 -10
minutes to present their updates. In  the case of ppt presentation s, set a slide limit ,
as well.
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7. Questions at the end: Another way to save time is to limit questions and
discussions until a certain point in the day. Ask for questions and discussion points
to be done at the end of the presentations, so nobody will be interrupted.

8. Lead your team: As ateam leader , you should facilitate the meeting, intervene
when it is necessary and engage all of your members to feel equal.

9. Make a Summary: Collect in a post-it or a notebook their ideas, questions or
opinions. Answer those you can that day and keep the rest to discuss it in the
next meeting. Summarize the main points and spit new tasks and roles.

At the end of the meeting you can ask your team the beneath questions to highlight the
key discussion point:

8 Are there any closing comme  nts?

8 What was the most interesting part of the update ddeck that youdd |

more in the meeting?

8 s there anything you would like to discuss in the next meeting?

You can also ask yourself at the end:
8 How can we keep the energy levels high thr oughout?
8 How can we leave space in the agenda for people to use the updates to create
ideas?

GO BACK TO THE TABLE >>>
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Leading a tearbuilding workshop

Entrepreneurial skill: - Working with others ( Work together; team up )
Duration: 2h

Typology: Practice

Objectives:

Dz To help your team learn more about each other by working
collaboratively

Dz To improve relationships between different departments

DZ To learn from e ach other

Dz To actively involved in a team bonding activity

7 Questionnaires before the meeting (see worksheet 1)
z Slido or kahoot,

A comfortable room

Phones, laptop, projector

7z Worksheet 1. Questionnaire for participants

O 0000
N¢C NK

References:
Dz Hamilton, P. (2016). The workshop Book. Published by Pearson.
DZ https://www.sli.do/
D7 https://kahoot.it/

N¢

This practice comprises two main phases  (a) one preparatory phase before the deliv ery
of the game, and (b) the implementation  of it as follows:
Preparatory phase

1. Prepare a questionnaire (you can use the worksheet provided here): Ask people
to answer questions focused on personal information, such as:
1 What are your talents? What are you good at?
1 What is one achievement of yours?
I What would be the ideal job and what they would love to spend their
time doing (other than their curren  t jobs, of course!)

1 Where would you like to travel?

1 What are your eating habits? Favourite food?

I Whatis your favourite phrase?

T I'f you have the power, what Onegative aspect
world?

2. Distribute the questionnaires to your team: Set a deadline for delivering them to
you. Ask them to be transparent and to do not discuss the answer among them
before the workshop.

3. Slido quiz: Use these questions to prepare a slido quiz. For each question p ut the
namesof4-5 people as possible correct answer s, i . e.
travel i n New York? (a) Mike, (b) Leo, (c) Katia, (d) Mary. And check the correct
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answer. Give 20 -25 seconds for each question to be answered. You will have a
winner at the end of the quiz, while your team will know each other better now!

4. Invite your team: Start by inviting everyone to come to a particular room, a
specific hour and inform them about the scope of this workshop.

Implementation phase
5. Atthe beginning of th e workshop: Welcome your team, introduce the objectives
and explain your plan.

6. During the workshop: People will have to connect to slido via their phones writing
a unique code for this quiz. You had already defined this code when you created
the slido qu iz (i.e. WorkhshopO01).

7. Play the game!
8. Indicate the winner of this game!

9. Allowyourteamto have discussions amongthem. Actas a facilitator to reinforce
the discussions. Did they learn anything new and interesting about their
colleagues?

10. Ask for feedback: Ask them if they have fun? What were their expectations and
challenges? How do they feel?

At the end of the meeting you can ask your team the beneath questions to highlight the
key discussion point:

§ What went well?
& What could have been done better?

Tips: Make sure you mix teams so that people work with different colleagues from those

they normally do

GO BACK TO THE TABLE >>>
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Worksheet 1. Questionnaire for participants

Please, answer all of the following questions by filling in the table given. The answer will
be used during the training session that you are invited to participate in.

Education:

Talents (good at):

External  Characteristics (eyes, hair,
height, etc.)

Internal Characteristics (up to 3): i.e.
smart, curious, leader

Achievements:

Job/Profession (that you would like to
do/not what you are doing right now):

Favorite colors:

A place that would like to live:

Travels (places that you would like to visit
or live):
Eating habits and favorite food:

Free time/hobbies:

Aspirations/Passions:

Interests:

Favorite season and why:

Goals:

Favorite feeling (emotion):

Favorite phrase:

| f you have the powe
aspectdé you would cha

Add here anything you want:
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Working better together

Entrepreneurial skill:  Working with others ( Develop emotional intelligence; work
together )

Duration: 2h to 3h

Typology: Training sessions

Objectives:

DZ To change the way a team works for the better
DZ To help people create ideas that change the way they work for the better
DZ To recognise the areas that need improvement
DZ To engage your team in decision making
Setting:
DZ Room, large papers, post -it, pens
DZ Worksheet 1. The four flipcharts: Strengths, Weaknesses, Opportunities and
Threats
DZ Worksheet 2. Come up with five (5) new ideas

The seven steps that should be followed for this ~ workshop are the following:

1. Putup onawall or a big table the four flipcharts  , labelled Strengths, Weaknesses,
Opportunities and Threats (see worksheet 1).

2. Prepare a couple of questions under each box to ensure that your team will
answer according to th e workshop objective (to examine how the team is
currently work ing).

3. Some example s of questions could be:
8 What are the strengths of the way we currently work?
8 What are the weaknesses in the way we currently work?

8 What are the opportunities we could create if we change the way we work
for the better?

8 What are the threats to our team if we do not change the way we work for
the better?

4. Team contribution: Ask each member to write and stick a post -it under each of
the four boxes. You can also split the team in  to four (4) sub -groups and ask them
to work on only one of the boxes (see worksheet 1). Then, ask each team to read
through all the post -its in their quadrant and theme them, labelling each theme
and presenting those back.

5. Recognition of the major issues: For example, if 10 people have contributed
notes about getting a new computer system in the opportunities section, and
just one person has requested fruit at work, the computer system is probably a

94

The European Commission support for the production of this publication does not constitute an endorsement of the
contents, which reflects the views only of the authors, and the Commission cannot be held responsible for any use which
may be made of the information contained therein. (Project N°.: 612865 -EPR1-2019-1-PFEPPKA3PFFORWARD)

Co-funded by the
Erasmus+ Programme
of the European Union




Crrowing o rentoriec SAEP Oz pAKMI DOE B O

SME's Growth and Innovation Development EDUCATIONAL INSTITUTE CONNECTIS
through Leamning at the Workplace RO

more important issue. With labelling the themes, each tea m will find out what are
the key issues and key characteristics of how they work as a team.

6. Working on solutions and new ideas:  Split your team againin to new 4 sub -groups
and ask each group to come up with five (5) new ideas for improving the way
they work, based on the findings in the SWOT analysis (see worksheet 2).

7. Closing workshop: Give some space for discussion and feedback on the
procedure. Define what it should be done for the better functionality of the
team.

This training session should end up with solutions to the problems. So, as a facilitator, you
can make some closing questions to gather the key points:

8 What are the lessons learned fromour t oday 6s wor kshop?
8 What was the most interesting thing?
8 How might this training benefit us in the future?

GO BACK TO THE TABLE >>>
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Worksheet 1. The four flipcharts: Strengths, Weaknesses, Opportunities
and Threats

Each one of the four (4) teams should elaborate on one of the 4 flipcharts by answering
the following questions . Stick up to 8 post -its for each category.

e T iy S iy e T N gy, g w0 T Y e

i Strengths

§ What are the strengths of the way we currently work?

T e P T o T T e T o i T Ry s T iy gy e e P T T Ty e O i e S T Ty e S S e S SN N
Ty gy g P T T e T R e T e T Ty e Sy gy e T e O Oy e

gy T oy e ™ T s o Ny e T e R -
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| Opportunities
,' § What are the opportunities we could create if we change the way we work
for the better?
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| Threats

,' § What are the threats to our team if we do not change the way we work for
the better?
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Worksheet 2. Come up with five (5) new ideas

Based on the finding of the SWOT analysis conducted earlier, please, write down 5 new
ideas for improving the way we work as a team. The ideas should be presented in a
sequence 0 from the most important to the less important. The ideas should be
achievable, realistic, specific and measurable.

Five new ideas for the improvement of the way we

work
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Past, present, future tod for working better together

Entrepreneurial skill:  Working with others ( Team up; listen actively )
Duration: 2h to 3h

Typology: Training sessions

Objectives:
Dz To understand the areas of improvement related to working in teams
better
DZ To help people create ideas that change the way they work for the
better
DZ To generate lots of ideas for how negative areas can be improved

w)
N(¢

To recognise the change thatds need
ways of making that change

DZ To practice to listen each other effecti vely and respect other ideas and
views on how to be improved as a team

DZ Room, large papers, post -it, pens, table or wall,

DZ Worksheet 1. 3 Columns: Past, Present, Future

DZ Worksheet 2. Come up with five (5) new ideas

Dz If online (laptops, a platform for the meeting i.e. ZOOM, a common
space i.e. Miro, internet, a chat app i.e. Teams/Slack for
communication between members in the same team)

References:
Dz Hamilton, P. (2016). The workshop Book. Published by Pearson

The steps that should be taken are as follows:

1. At the begging: Welcome you and explain to them the objectives of this
workshop.

2. Set up a template that lists the past, present and future in three columns (see
worksheet 1 provided here)

3. Give guidelines : Introduce the pa st, present and future tool and ask each team
to fill this out.

4. Split your team into 3-4 sub-groups: Each sub -group will work on one sheet (x3 or
x4 sheets).

5. Ask them to fill in the columns: They shoul d stlaasrtt cwiltuhmntéhewrd t i

downfiveway s of working that belong in the past
old way of doing things wasédé, Ot he wethe t hi
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first column is completed ask them to move on to the third one about the future,

using sentences such as 6t he way we will be i séo, 6t he f
becauseéd. Then ask teams to fill in the presen
and the future, answering the question: 6What wi
happen?6 (see worksheet 1).

6. Discussion: Ask for each team to present the 5 ways of each column and
dedicate some time for discussion. Merge the different answers given by the sub -
groups into one common document.

7. Use the tool as inspiration to create at least five (5) new ideas for how to work
better toget her. The oOopresento6 col umn shoul d
inspirations new ways of working immediately (see worksheet 2)

8. Closing comments: Ask for feedback.

9. Askyourself 6O How can we iidentify the main things we
team?bé OHow can we use the teamds ideas to make
the change?6

This training session should end up with solutions to the problems. So, as a facilitator, you
can make some closing questions to gather the key points:

8 Whatarethe | essons | earned from our today®é6s wor ksh
8§ What was the most interesting thing?
8§ How might this training benefit us in the future?

GO BACK TO THE TABLE >>>
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Worksheet 1. 3 Columns: Past, Present, Future
Fill in the three columns accorlBemgmber the s$teail i watlordesl dinnettodobBPast o,
and | eave column 2 oOpresentdé | ast one.

Column 1. Past Column 2. Present Column 3. Future

No ' Five main ways of working that Five ideas to inspire new ways of working Five ambitious changes to each
belong in the past immediately element of the past for the future
1
2
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Worksheet 2. Come up with five (5) new ideas

Based on the finding of the past, present, future analys es conducted earlier, please, write
down 5 new ideas for improving the way we work as a team. The ideas should be
presented in a sequence & from the mostimportant to the less important. The ideas should

be achievable, realistic, specific and measurable.

Five new ideas for the improvement of the way we

work
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Being an outsider!
Entrepreneurial  skill: -~ Working with others ( Accept di ver sit
differences) )
Duration: 30 minutes
Typology: Practice
Objectives:
§ To empower the participants to picture the diversity of people working
with

§ To deeply understand the consequences of a working environment
which in not inclusive and which allows the discrimination

§ To promote the tolerance, acceptance and inclusion of all te am
members within a company

§ To show respect, understanding and appreciation of their colleagues
even if differences are existing among them (different national, ethnic,
religious, linguistic and other minorities and communities)

Setting:

§ Aroom

References:
Council of Europe (2003). TKit on Social Inclusion . Accessible at https://pjp -
eu.coe.int/en/web/youth -partnership/t -kit-8-social -inclusion?d esktop=true

The following three steps should be applied for the execution of this activity:

1. Invite at least 10 people and gather them in a room. Ask one of the m to leave the
room voluntarily for 5 minutes. Divide the rest of the team into two or three different
groups following some particular selection criteria; such as hairstyle, eye colour, type
of clothing, height, personal interests, or opinions on a specifi c issue.

2. Call the volunteer who left the room before returning . Ask him/her which group
he/she belongs to. He must explain why he believe s that he belongs in the group
selected justifying his choice. If the reason is not the correct one, he cannot join. Even
if he picked the correct group, he should remain e

3. You can continue with a new volunteer, regrouping the team under d ifferent
selection criteria this time. You can repeat this process giving as many participants as
possible the opportunity to go outside the room.

Upon the completion of this interactive exercise, facilitate the discussion and reflection
of your team, ma king the following questions:

8§ How do we react when we belong to a group? What are our feelings?
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§ Howdo we feel when we dondét bel
§ Isit easy to reject the outsider?

§ Do empathise with the outsider?

ong to a group or

GO BACK TO THE TABLE >>>
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Risk workshops

Entrepreneurial skill:  Coping with uncertainty, ambiguity and risk (Calculate risk;
manage risk )

Duration: 2h

Typology: Training session

Objectives:

7 Be aware of the need to  identify and treat the risk
Z ldentify opportunities at risk

DZ Reduce uncertainty

DZ Anticipate the risk

DZ Gain elements of defence at the time when it is decided to take the risk

O O

§ Flipchart, school board & video projector, pptxs, post it with different
colours, pens
§ Worksheet 1. Risk Level Table

The activity includes seven steps:
1. Welcome and explain to the group that this is an action that aims to help address
risk, uncertainty, and ambiguity.

2. Participants should all contribute considerations to the proposed theme.
3. Present the theme and explain your choice.

4. Present and explain the risk table (please see worksheet 1).
Considering the chosen risk theme, all participants should put a post -itin the table at the
corresponding level, for example, if it considers low, me dium, or high the probability of
happening and if it considers that, the impact on the company's performance is low,
medium, or high. All participants should explain the chosen level in the table. All

participants should indicate three different scenarios of opportunities in the short,
medium, and long term.
(For example, assuming that the company is a mini -market settled 20 years ago in an

area on the outskirts of the city. This zone will receive a hypermarket.
In the risk table, we can consider that the p robability of being built a hypermarket next
to the minimarket is high and that the impact will be high as well. Therefore, the risk is
critical. In this critical risk state, we should indicate three opportunities, one in the short,
one in the medium andt he other in the long term.
As it is an area inhabited by an aged population that prefers personalized service:
§ create a personalized home delivery service 0 short term
§ opt for products that are less generic and more suitable for the population -
medium -term
§ extend the range of services and products, such as home -cooked meals,
shopping on -demand at the pharmacy, walking pets d long term)
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5. The Manager must schedule a period to discuss the different contributions that
should lead to a result, thatis, the employees should elect a short  -term, a medium
and a long -term opportunity.

6. The debate on what is positive in the risks helps to create the perception that the
risk can lead to positive situations.

7. The findings may serve in the company's guidelines in similar future situations.

Tips: For this action, the Manager considering cu rrent issues that may be a risk to the

company®6s activity or opt for a potenti al i sk fel
the theme of the Workshop. When choosing the topics, the Manager should consider

the risks unlikely and less common, in addition  to the obvious risks.

GO BACK TO THE TABLE >>>
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Worksheet 1. Risk Level Table

Impact on the company's
34 performance
RISK
High Medium Low
High Critical High Medium Short-term
B Opportunities b WT—
Probab ility | Medium High Medium Low
term
Low Medium Low _ Long -term
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Mentoring sessions

Entrepreneurial skill:  Coping with uncertainty, ambiguity and risk ( Cope with
uncertainty and ambiguity )
Duration: 7 sessions 4 hours each for each employee 0 single sessions

Typology: Mentoring

Objectives:
Dz Practicing daily living with uncertainty without falling
Dz Be aware of the feeling that causes a daily coexistence with the
unc ertainty
Dz Self-knowledge, knowing one's own limits
Dz Be able to make decisions on a VUCA environment
DZ Remain confident and adapt rapidly to the changes
Setting:
§ Meeting room, computer, notebook, pen

N<¢C N¢

This mentoring programme should  develop as follows:
1. The Mentor should be an older person with more experience in coping with
uncertainty, ambiguity & risk.

2. In the first session, the Mentor must:

Contextualize the Mentoring Sessions

Diagnose the learning needs of the employee

Formulate its objectives and results to be achieved

Choose the most appropriate strategy for the employee to achieve the
objectives

w W W W

3. From the second to the sixth session, the Mentor must:
§  Work the employee's motivation for learning
§ Encourage the employee in the pur  suit of professional development and
self-knowledge using their own experience and knowledge
§ Help the employees to adopt a more strategic perspective, develop
specific techniques, and strengthen soft skills such as resilience, to coping
with uncertainty, a mbiguity & risk

4. In the seventh and final session, the Mentor must:
§  Help the employee to systematize the ideas and conclusions

GO BACK TO THE TABLE >>>
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Learn to adapt

Entrepreneurial skill: - Coping with uncertainty, ambiguity and risk (Manage the risk)
Duration: 1h20 twice a year, (4 challenges x 20 minutes)

Typology: Training session

Objectives:

Dz Practice the skill of always act

Dz Practice the quick and versatile thinkin g

DZ Practice the ability to always get answers to problems
Setting:

DZ 4 meeting rooms, flipchart and pens

The manager should consider the following steps that precede the activity:
1. Identify employees who will be subject to the exercise

2. Create the themes and challenges of the 4 rooms
3. ldentify who will be responsible for the room challenge

4. Book the 4 meeting rooms and make sure that in all there is a flipchart with plenty
of paper. The meeting rooms should be close to each other

During the activity, the Manager should take into consideration the following steps:
5. The employee enters the room and the person in charge of the room informs the

"problem” with which he will have to deal

6. The employee has 20 minutes to think of 2 alternative paths, indicate the risks
inherent to these 2 paths and tell how he will deal with th em

7. The employee should write h is conclusions on the flipchart

8. This procedure should be repeated in the 4 rooms and for the 3 employees who
enter the room one at a time

9. After the 3 employees have finished the challenges of the 4 rooms, they must
gather and share the difficulties and conclusions

GO BACK TO THE TABLE >>>
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Building resilience and psychological security

Entrepreneurial skill:  Coping with uncertainty, ambiguity and risk ( Cope with
uncertainty and ambiguity )

Duration: 4 sessions per year, each one with 2 hours

Typology: Individual sessions with professional, face -to-face or online

Objectives:
DZ Increase your knowledge of your own stress building your resilience to deal
with daily levels of uncertainty.
Dz Have the courage to risk, live new experiences, live in permanent
vulnerability without affecting personal well -being
Setting:
DZ Doctor's office

The activity includes the following three steps:
1. The first medical appointment is the icebreaker medical appointment; the doctor
presents himself to the Manager. During this first medical appointment, the
Manager should make a self -portrait and self -assessment.

2. During the second medical appointment, the Doctor should assess the
personality of the Manager through immediat e answer questions.

3. The third and fourth medical appointment aim s to empower the Manager  with
attitudes such as resilience, high engagement rate, maintenance of creativity
despite constant pressure. In addition, teach to accept that having fears and
limits is essential to stimulate courage.

GO BACK TO THE TABLE >>>
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The Johari Window

Entrepreneurial skill:  Self-awareness and self -efficacy ( Believe in your ability )
Duration: 2h to 3h

Typology: Mentoring

Objectives:

Dz To increase the self-awareness and the team awareness of your
employees

D
D

Z To uncover blind spots and promotes self  -discovery and personal growth
Z To promote the feedback gaining in your team in order to understand

how they see themselves and how they see each other
DZ To help y our team to see themselves clearly building self ~ -confidence and
self-efficacy

Setting:

Dz A room, papers, pens, photocopies with the list of adjectives and the
Johari window.

DZ Worksheet 1. Brief introduction to the Johari Windows

DZ Worksheet 2. List of adjectives

DZ Worksheet 3. Filling in the Johari Window

References:
Razzetti, G. (2019, April). The Johari Window Exercise 0 Increase self -awareness
and team awareness, https://w_ww.fearlessculture.design/blog  -posts/the -johari -

To facilitate a Johari Window exercise, you will need to follow these ten steps:
1.

Invite you r team: Schedule this exercise as a meeting in a relaxed room in the

company. You can also make it online. Select a small team, up to 5 -6 persons.

Distribute the list of adjectives and a sheet with the matrix of the Johari window to

your team (see worksheets 1 and 2).

Ask them to choose 5 adjectives  that best describe themselves. Ask them to be

objective and honest and give them only 1 -2 minutes for this task.

Then, once the team has finished the self  -assessment, all of them should evaluate

the rest members of the team. Again, they should select only 5 adjectives for
each member.

Filling in the Johari window:  Since you finish the selection of adjectives, ask them

to fill in the matrix for themselves according to your directions:

T
T

Co-funded by the
Erasmus+ Programme
of the European Union

Arena Quadrant [KNOWN  SELF] =Place there the adjectives that appear
on both lists (self - & peer -evaluation);

Mask Quadrant [HIDDEN SELF] = Write down the adjectives  that appear

on the individual 6s | i st, but not on the

Blind Spots quadrant [BLIND SELF] = Place th e adjectives that appear on

the groupds | ist, but not on the indivi
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9 Unconscious Quadrant [UNKNOWN SELF] = Any adjective that appeared
on neither list can go in the Unconscious Quadrant.
6. Give some time for self -reflection: Once team members have finished, give them
some time to review and think about his/her results.

7. Encourage discussion: Ask them to present and discuss openly with the entire
team his/her results.

8. Make questions: 0 Why ydoou choose those adjectives for yol
believe the team select those adjectives for y
surprises you?6, OWould you |Iike to change or in
somet hing new about yourself?6

9. Promote reflecti on: 0 How easy or di fficult was it to sel
describe yourself? Why?6é6, o0How easy or difficuldt
describe your team members? Why?56

10. Closure: Ask for feedback.

At the end of this activity, you can discuss th e key learning points with your team,
launching some key questions:

§ What was the most memorable fact today?
8 What feelings did you experience throughout the activity? What triggered them?
8§ What do you want to take forward from this activity?

Tips: As facilitator, you can dedicate some time at the beginning of the session with an
icebreaker in order to make the team feel comfortable with each other. Then,
remember to start by presenting the Johari Window technique. A short presentation
prepared by you w ould be very useful.

GO BACK TO THE TABLE >>>
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Worksheet 1. A brief introduction to the Johari Windows

To facilitate this activity, you should know what the Johari window is.

The Johari window is a technique that helps people understand better their relationship

with themselves and others. It was created by psychologists Joseph Luft (1916 062014) and
Harringto n Ingham (1916 61995) in 1955 and is used primarily in self -help groups and
corporate settings as a heuristic exercise. Luft and Ingham named their model "Johari"

using a combination of their first names. 26

There are four quadrants in this exercise 27

1. ARENA: Traits and behaviours that both yourself and others are aware of. It includes
anything about yourself that you are willing to share. This area drives clarity and builds

trust.

2. MASK: Aspects about yourself that you are aware of but might not want others to know.
It can also include traits that you are not sharing with others without you being aware of.

What you show to others is a mask that hides your authentic self.

3.BLIND SPOTSWh at ot hers perceive, but you dogyotr. | mport a
strengths can also be a blind spot. Feedback from others can make you more aware of

your negative traits but also of the positive ones you are not appreciating.

4. UNCONSCIOUS:Wh at 6 s unknown to both you and anyone el se.

Conquer Your Blind Spots—Johari Window Model

Known to Self Unknown to Self
s
N § ARENA BLIND SPOTS
. Public: what you and others know. Blind-self: what others know about
you, but you don't see
£ 5
_g g MASK UNCONSCIOUS
5 2 Private: what you share or hide. Unknown: neither you nor others know

You will also need a list _of adjectives:

Able Extroverted Mature Self-assertive
Accepting Friendly Modest Self-conscious
Adaptable Giving Nervous Sensible
Bold Happy Observant Sentimental
Brave Helpful Organized Shy

Calm Idealistic Patient Silly

Caring Independent Powerful Smart
Cheerful Ingenious Proud Spontaneous
Clever Intelligent Quiet Sympathetic
Complex Introverted Reflective Tense
Confident Kind Relaxed Trustworthy
Dependable Knowledgeable Religious Warm
Dignified Logical Responsive Wise
Energetic Loving Searching Witty

26 https://en.wikipedia.org/wiki/Johari_window
27 https://www.fearlessculture.design/blog -posts/the -johari -window
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Worksheet 2. List of adjectives

From the following list, choose 5 adjectives that best describe yourself. Be objective and
honest and take only 1 -2 minutes for this task. Once you have finish ed first, then, ask 5 -6
of your colleagues to choose 5 adjectives that they believe describe you better.

Able L] L] L] L] L] L]
Accepting L] L] ] L] L] L]
Adaptable L] L] L] L] L] L]
Bold L] L] L] [] L] L]
Brave [] [] L] L] L] L]
Calm [] [] L] L] L] L]
Caring L] ] L] ] (] (]
Cheerful [] [] L] L] ] ]
Clever [] [] L] L] L] L]
Complex L] L] (] ] L] L]
Confident [] [] L] L] L] L]
Dependable L] ] L] ] L] L]
Dignified [] [] ] L] L] L]
Energetic L] L] L] L] L] L]
Extroverted [] [] L] L] L] L]
Friendly L] L] L] L] L] L]
Giving L] ] L] ] (] (]
Happy L] L] L] L] L] L]
Helpful L] L] L] L] L] L]
Idealistic [] [] L] L] L] L]
Independent L] L] L] L] ] ]
Ingenious L] ] L] ] L] L]
Intelligent L] L] L] L] L] L]
Introverted [] [] L] L] L] L]
Just [] [] L] L] L] L]
Kind L] L] L] L] L] L]
Knowledgeable L] L] L] L] L] L]
Logical L] L] L] L] L] L]
Loving L] L] L] L] L] L]
Mature [] [] L] L] L] L]
Modest [] [] L] L] L] L]
Nervous |:| |:| |:| |:| |:| |:|
Observant [] [] L] L] L] L]
Organized L] L] L] L] L] L]
Patient L] ] ] [l L] ]
Powerful [] [] L] L] L] L]
Proud [] [] [] L] ] ]
Quiet L] L] L] L] L] L]
Reflective [] [] L] L] L] L]
Relaxed [] [] L] L] L] L]
Religious L] ] L] ] L] L]
Searching L] L] L] L] L] L]
Self-assertive [] [] L] L] L] L]
Self-conscious [] [] L] L] L] L]
Sensible [] [] L] L] L] L]
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Sentimental L] L] L] L] L] L]
Shy L] L] L] L[] L] L]
Silly [] [] L] L] [] []
Smart L] L] L] L] L] L]
Spontaneous L] L] L] L] L] L]
Sympathetic L] L] L] L] ] ]
Tense L] L] L] L] L] L]
Trustworthy L] L] L] L] L] L]
Warm L] L] L] L] L] L]
Wise L] L] L] L] L] L]
Witty L] L] L] L] L] L]

You can collect the adjectives chosen by you and your colleagues in the following table
to have them gathered and be helped during the review of them in the following step.
You can also use ¢ olourful highlighters to mark the same adjectives with one colour.

1st 2nd 3rd 4th 5th

118

The European Commission support for the production of this publication does not constitute an endorsement of the
contents, which reflects the views only of the authors, and the Commission cannot be held responsible for any use which
may be made of the information contained therei n. (Project N°.: 612865 -EPR1-2019-1-PFEPPKA3PFFORWARD)

Co-funded by the
Erasmus+ Programme
of the European Union




GII‘OWIhQ o mentortec SAEP

institute of

D) ot

jED  Development

P AKMI

GanNECTTs

Worksheet 3. Filling in the Johari Window

Since you finish the selection of adjectives, you will

directions given to you

r—--n_______—-—-————————————

I ARENA

! § Known self. What you and others
know

1
1
1
I
]
1
1
1
\
1
I
I
\
1
1
I
1
1
|
I
1
1
\
|
I
1

—— oy e T Ty S i RN -

l—---——————_——___—---—-———-—J
‘-----_—----_—---_—---_---_-'l

I MASK !

I
| § Hidden self: What you share of hide !
I \
I \
1 1
1 1
I ]
I I
I 1
I 1
1 1
1 I
I 1
I 1
1 1
1 I
1 1
1 ]
I 1
1 1
1 |
1 1
I ]
1 1
| 1
1 1
I 1
1 1
| I
‘__——___——___’——-_,4---—_—————I
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fill in the matrix according to the

‘-——_———--———‘--————-——_____ﬂ

i BLIND SPOTS !
|' g8 Blind self: What others know about :
i you, but you dondtl
‘| I
H I
i I
] I
H 1
i 1
H I
I I
i 1
i 1
i I
i I
i I
" 1
1 \
" 1
i 1
i ]
i I
1 1
h I
i I
1 1
l—-——————-__—-h-_f_--_-—-——_ﬂl

r——-———---——‘--————---_____"

| UNCONSIOUS

! 5 Unknown self: Neither you or others
know

‘————--___——--‘--_—-—-—‘--

Ed T

P N e ™ T R -
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Personality type tests

Entrepreneurial skill:  Self-awareness and self -efficacy ( ldentify your strengths and
weaknesses )

Duration: 1h

Typology: Psychometric Tests

Objectives:
DZ To help employees to know and understand their personality type
DZ To help your team to manage their energy better and to recognize their
emotions
DZ To better equip them to view other people as being different rather than
wrong
Setting:
§ A psychome tric tool

The activity includes the following five steps:
1. You can suggest to your teams to take online one of the following online free
psychometric tests:
16 Personalities here
Jung Typol char¢ Test E
Character Strengths Test here
Entrepreneurial Aptitude Test (E.A.T) here
Online Psychometric Testing here
You can also ask them to take the GrowlINg Self-assessment tool for
entrepreneurial skills!

3. Finally, you can fix an appointment with each one of them to discuss the test
results.
Remind that self -aware employees do not need supervision; they are more positive and

self-motivated!

N W w w w W

Upon the completi on of this activity, you can ask your team members the following
questions to track the key lessons learnt from this process:

8§ How would you present yourself after you saw the results of the psychometric
tool?

8 Is anything that has impressed you?
§ Is anything that you would like to chan  ge in you?

GO BACK TO THE TABLE >>>
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The freedom diagram

Entrepreneurial skill:  Self-awareness and self -efficacy ( Follow your aspirations;
shape your future )

Duration: 2h

Typology: Mentoring

Objectives:

Dz To help your employees increase their self  -knowledge

Dz To help them self -evaluate their current behaviour and to connect with
their own unique identity

DZ To help them find new ways to interpret their thoughts, actions, feelings,

and conversations that they have with other people in the workplace
Setting:
DZ Worksheet 1. The Freedom Diagram: three concentric circles
Dz Papers, markers, a comfortable room

N

References:
https://bit.ly/3AFyfD2
https://canvas.iastate.edu/courses/77362/modules/items/3275669

If you choose to implement it individually , use the worksheet provided in this activity and
share it with your employee. Ask him/her to complete it and if he/she feels comfortable
he/she come back to discuss it will you.
If you choose to implement it  in a team , invite up to eight people and follow the next
eight steps:

1. Invite your team and present the aim of this meeting.

2. Discuss the definition of self -confidence and self -efficacy and ask your team to
brainstorm in that. Facilitate a discussion for 10  -15 minutes.

3. Distribute the worksheet to the team members.
4. Provide them withsomeguidelines: 1 n the talent circle, they shot

doyounaturallyshine 2?6, in the fun circle O06What do you en
demand OoOWhat can you make money at?éo

5. Give them 5 minutes to self -reflect and fill in the circles in the worksheet.

6. Askthemtofillin the worksheet again. The points at which two circles are b eing
tangent to each other, write_ down the common skills (if any). Give them 2
minutes.

7. Then, ask them to fill in the common skills (if any) in the cent re, where all of the
three circles are being tangent. Give them 2 minutes.

8. Finallyaskthem: 0 What do you observe?é6, O0Are there any
any skill that fits these three criteria?o
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By creating this diagram, you will help them to decide what skill they should focus on, so
they have a higher chance of success.

After the end of this activity, you can ask the following question to your team to debrief
and review the key learning points
8 Did you discover anything new about yourselves?

8 What will you stop/start/continue doing?
GO BACK TO THE TABLE >>>

122
ST Co-funded by the The European Commission support for the production of this publication does not constitute an endorsement of the
* * Erasmus+ Programme . . .
.aa® of the European Union contents, which reflects the views only of the authors, and the Commission cannot be held responsible for any use which
may be made of the information contained therei n. (Project N°.: 612865 -EPR1-2019-1-PFEPPKA3PFFORWARD)



QIKQWIOQ o mentortec SAEP @ #5t.. B AKMI D0R 6

th and Innovatio Development EDUCATIONAL INSTITUTE CONNECTIS
g at the W W TATONAOH

Worksheet 1. The Freedom Diagram: three concentric circles

Many people assume that self -awareness comes easily and naturally, but this sense of
heightened awareness can be har  d to come by. This is why there are several tools to
help people practice this skill. The freedom diagram is one of the fun self -awareness
activities. It is a short and practical guide to help figure out where people should use their
energy.

The Freedom di agram consists of three key components:

§ Talent: It refers to what someone just happen  sto be good at doing
§ Fun:l't i s what somebody wish could do alll t he
to do it
§ Demand: Itis what people in the world need or want, and will pay for.
Fill in the three concentric circles of the following diagram. Creating this guide for you will
help you follow your aspiration and decide what skill you should focus on building so you
have a higher chance of success.

Talent
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Work with your choice of words

Entrepreneurial skill:  Self-awareness and self -efficacy (Believe in your ability)
Duration: Continuous
Typology: Practice

Objectives:
Z To boost the self -awareness and self -efficacy of your team
To make them feel able to realize tasks  successfully
To support them achieve individual and collective goals by having self -
esteem
DZ To make them believe in their abilities and their skills
Setting:
§ No setting necessary

O O O
N¢ N¢ N

References:
https://hbr.org/2018/01/what  -self-awareness -really -isand -how -to -cultivate -it

As a manager or a team leader, you need to increase the productive self -insight of your
team members and decrease unproductive rumination. There are some words you
should choose to use frequently, while you should avoid some other phrases.

For example, what you should say more often is

Tell me more about it!

Thank you!

Here is why.

What do you suggest?

What is your opinion?

| believe you are good at it.

| believe that you can accomplish this task.
This is your strength aspect.

I would like to see how you make it alone here.
I would like to undertake this task.

What you should avoid saying is:

<K K<K<LK<LK<KKKKLK KL

U 1do not have time to deal with this.

U Do not bother me.

U We do not do things like that.
Another useful tip when selecting words is to prefer to ask oOowhatoé instead of
OWhat 6 questi ons hel peagdduurer -tocused. Whyajhegtiens hid more
judgmental behaviours and reactions.

For example, consider an employee of your sis constantly delayed to participate in your
weekly update meetings. This behaviour is bothering you since he seems to be
disrespectful to the rest of the team and you have to repeat what you have already said
at the beginning of your meetings. However, h eis agood and reliable employee. Instead
ofasking 6 Why al ways arrive | agyoecarsask dé Wleameat e ngls&® 6si t uat |
that make you arrive delayed?6.
GO BACK TO THE TABLE >>>
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Emotions in the envelope

Entrepreneurial skill:  Motivation and perseverance (Stay driven)
Duration: 2h
Typology: Workshop

Objectives:
DZ To help employees stay driven and moti  vated at work
DZ To encourage employees to think of the different ways to stay driven
and motivated
Dz To help employees discover how to increase the frequency and
intensity of five main positive emotions.
Setting:
§ Aroom
§ 5 envelopes with positive emotion writt ~ en on each envelope (Hopeful,

Joyful, Peaceful, Playful, Thankful), index cards or post  -it notes, timer and
a whistle.

References:
SessionlLab 05 e n httpst//wvwpwesessionlab.com/methods/five -ful-

envelopes

To help team members to implement this activity, you will need to follow these steps:

1. Invite you r team: Schedule this exercise as a meeting in a relaxed room in the
company.

2. Divide the participants into five teams of a minimum of two ad a maximum of
eight members depending on the size of the group. Teams should be
approximately the same size.

3. Introduce the 5 main emotions and clarify each of them by ask ing participants to
give synonyms and examples of each emotion. Here are some suggestions:

HOPEFUL

Synonyms: assured, auspicious, confident, encouraged, optimistic, promising, sanguine,
trusting, upb eat.

Examples: You are convinced that this activity is going to be extremely interesting, and
your team is going to win; you just participated in a performance review, and you are
confident that your manager is going to promote you to a higher -paying job.

JOYFUL
Synonyms: happy, cheerful, delighted, ecstatic, elated, glad, jubilant, merry.
Example: Your colleagues gave you a big surprise birthday party.

PEACEFUL

Synonyms: calm, centred, collected, content, serene, mellow, quiet, tranquil.

Examples: You take a nap on a deck chair in the shade of an umbrella, listening to the
sound of the ocean and the twittering of birds; you close the laptop after working day
knowing you have completed all the tasks.

125

Co-funded by the
Erasmus+ Programme
of the European Union

The European Commission support for the production of this publication does not constitute an endorsement of the
contents, which reflects the views only of the authors, and the Commission cannot be held responsible for any use which
may be made of the information contained therei n. (Project N°.: 612865 -EPR1-2019-1-PFEPPKA3PFFORWARD)


https://www.sessionlab.com/methods/five-ful-envelopes
https://www.sessionlab.com/methods/five-ful-envelopes

GIFOWIhg @mentoriec SAEP M 3. B AKMI BOE & O

SME's Development EDUCATIONAL INSTITUTE CSNNECTIS
RN

4 Ini
through at t

n
<place

PLAYFUL
Synonyms: amused, fun -loving, antic, comical, frisky, impish, joking, light  -hearted
Examples: You share jokes with your colleague or a client.

THANKFUL

Synonyms: appreciative, indebted, obliged, and grateful.

Examples: Your boss gives you an additional day off af  ter hearing that your child is sick.
A supervisor listens to your needs, and you receive a new faster computer.

4. Distribute the envelopes and index cards/post -it notes to each team (one
envelope per team). Introduce a task to teams 0 explain that the activity requires
teams to brainstorm ideas for increasing both the frequency and the intensity of
each of these positive feelings. These ideas should apply to everyday activities at
work and at home.

5. Ask teams to discuss the positive emotion on the envel ope and to generate ideas
for experiencing this emotion more frequently and more strongly. Tell team
members to write short sentences explaining easy -to-apply suggestions on one
index card/post -it note. Do not forget to set up the time limit for this task, itis usually
5 minutes per round. Explain that the teams' response cards will be evaluated in
terms of both the number and the quality of the suggestions.

6. After the set period passes, blow the whistle, and announce the end of the first
round. Ask eacht eam to place its response card (the index card/post -it note with
the suggestions) inside the envelope and pass the envelope, unsealed, to the next
team. Warn the teams not to open the envelope they receive.

7. Ask teams to review the positive emotion on the envelope they received, but not
to look at the suggestions on the response card inside. Tell the teams to repeat the
earlier procedure and list suggestions on a new response card for achieving this
positive emotion more frequently and more intensely. Afte r the set period, blow the
whistle again and ask teams to place the response card inside the envelope and
pass it to the next team. Conduct two more rounds of the game using the same
procedure.

8. At the last (5th) round, when teams exchange the envelopes, a sk the teams to
open the envelopes and select the top five suggestions from among the response
cards inside the envelope instead of writing their suggestions. The evaluation and
selection can be done by reviewing the individual suggestions on each respons e
card and selecting the ones that can be easily applied to produce significant
results. It does not matter if some of these suggestions are found on more than one
card. Make sure you set the time limit for this task.

9. Once the teams have evaluated and sel ected the top 5 ideas, ask each team to
present their selection to the rest of the group.

Ifimplemented online.  If the activity is done online, the team can be divided into 5 groups

using breakout rooms and each team should work on 1 emotion. Team members should

write their ideas in the prepared online template, platforms such as miro.com
padlet.com , etc. When the time pass, ask the teams to review another emotion. Repeat

until all the teams have reviewed all the emotions. Then, ask each team to present their
suggestions to the rest. After the presentations, a sk team members to select the top 5
ideas for each emotion.
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Conduct a debriefing discussion. Here are some suggested questions:

§ What are the interesting patterns among different sets of suggestions?

§ Can you find similarities among the suggestions for inc reasing different positive
emotions?

§ Which positive emotion was the most difficult one for you to come up with
suggestions? Which one was the easiest? Why?

§ Reflect on your work environment. Which suggestions could you implement
immediately?

Tips: The exercise ideally should be done with a minimum of 10 employees (divided into

5 teams)

If you do not have many patrticipants, you can implement this activity as an individual
game: Give one envelope to each participant and ask them to write suggestions on

the response card and to work through all the steps.

Facilitator can be representative f ~ rom human resources, manager, internal or external

trainer, etc.
GO BACK TO THE TABLE >>>
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Outdoor scavenger hunt

Entrepreneurial skill:  Motivation and perseverance (Be determined)

Duration: 2h

Typology: Outdoor activity

Objectives:
DZzTo i mprove employeeds ability to re
DZzTo i mprove employeebs teamwork and
Dz To i mprove empl oy e eoesxomaohaliengestaridetay t o

committed to the goals
Dz To show employees how scavenger hunt activity can be used to
improve motivation and self  -determination skills at work and personal
life
DZ To help employees stay driven and motivated at work
Setting:
§ Worksheet 1. Scavenger hunt handout

References:

Example of possible activities and types of scavenger hunt:
https://loquiz.com/2016/01/19/funny -scavenger -hunt -ideas -list/
https://www.scavify.com/blog/scavenger -hunt

To help team members to implement this activity, you will need to follow these six steps:

1. Invite you r team: Schedule this activity as an outdoor exercise. Ask team
members to wear comfortable clothes, take a sun hat (if needed) and water.

2. Gather everyone in one spot 0 preferably in a meeting room. Divide team
members into groups. Introduce the team mem bers to the game itself, the
background and examples of this game. Continue with explaining the exercise,
clarify the rules and give them handouts with the task. The rules include:

§ Time limits

Candt sabotage another team

Team members cannot split, all th e tasks/goals have to be done together

Creativity and teamwork are encouraged

Candt wuse the transport such as cars

If the activity requires gathering items d no items can be bought.

Participants have to use creativity to get them

§ As soon as the team has finished all the tasks, they have to be back at the
original meeting place.

, busses

w W W W W

3. Answer the questions from the teams if there are any. Each group has to find a
way to work together to complete these tasks. One person in each group s hould
be responsible for filling the handouts 0 marking the task as done ( please see
worksheet 1).

4. Start the activity 0 let the teams go and implement the tasks/goals.
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5. After the set time has passed and all the teams came back to the initial gathering
place ask each team to present their completed tasks/gathered items.

6. Identify the winning team and award prizes. Congratulate all participants on their
success and good pe rformance.
The winning team is the one that either completed all the tasks/goals or if all teams
completed the tasks/goals, the winner is the wine who took the shortest time to do that.

Debrief the activity by fostering the discussion using these questio ns:
§ Ask each team to describe its method: how did that team go about carrying out
the task?

§ On reflection, did this method work well?

§ Discuss the application of what they have learned.

§ What this game has shown to you? How the lessons f rom the game can be
applied in a professional setting when achieving work goals?

TipssWhen designing the o0scavenger huntdé acti
team and the area they are working in (education, tourism, technologies, etc.) Your

tasks should be tailor -made to fit the team.

The tasks can also be tailored to fit the s pecific project or tasks the employees are
working on.

The activity is usually done in outdoors area/a part of the city, but it can also be

adjusted to be done in a companyds buil di
parking lot. The activity can be al  so adjusted to be done virtually, however it will have
different impact than the one done face -to -face.

Facilitator can be representative from human resources, manager, internal or external
trainer, etc.

GO BACK TO THE TABLE >>>
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Worksheet 1. Scavenger hunt handout

A scavenger hunt is a game, typically played in an extensive outdoor area, in which
participants have to collect several miscellaneous objects, take pictures, or implement
various tasks within a set time limit. Usually , participants work in small teams, a  Ithough the
rules may allow employees to participate.
It is believed that gossip columnist Elsa Maxwell created scavenger hunts as a fun party
event in the 1930s. Since that time, they have become a crazy tradition that many
people enjoy.
The most famous examples of scavenger hunt game S
§ Geocaching is an outdoor treasure  -hunting game in which the participants use
a global positioning system (GPS) receiver or other navigational techniques to
hide and seek containers (called "geocaches" or "caches").
§ A common game at Easter is the egg hunt, where players search for concealed
eggs. Halloween scavenger hunts have been moderately replacing trick -or-
treating.

Teamname: é ééééééééééeeéécéééeéeeeceeeecece

D
D
D
D
D
D
D
D
D

Teammembers: éé éééééééeéeécéééééeéeeeceeéeéeéeeeeeceecéé.

Instructions:
Work as a team to complete as many tasks/goals on this list as you can. A prize will be
given to the team(s) that can find the most items the fastest.

Time Limit:
XX Minutes. You will be given the exact tim e you must return to the main meeting room.

Ground Rules:
w You may not buy the items on the list, or you use the pictures from the internet.
1 You may not use the transport such as cars, busses, etc. (optional)
w You may not negatively influence or affect the work of any other team.
w Creativity and teamwork are encouraged.

The list:

Goal 1

Goal 2

Goal 3

Goal 4

Goal 5
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Goal 6

Goal 7

Goal 8

Goal 9

Goal 10

Photos/videos:
w Bon Appetit! - take a photo of your  entire team sharing the signature item at your
favourite lunch location.

w Living Art - take a photo of a member of your team next to you and imitat e your
favourite statue from around the city.
w How is this look? - go to a clothing store and photograph a team member who

changed into an unflattering outfit.

w Well-read - find a library or bookstore and record members of your team reading
a scene from a Shakespeare play.

w Tell me your story - find a st ranger on the street and ask them to tell you about
their favourite place in the city (record it).

w Lovemyjob -record yourself reciting the companyds mi
w Make a video of the team on a couch singing TV s
w Find two mem es that describe your current mood and your feelings about life in

general.
w Take a five -second video doing the most ridiculous thing you can think of.
w Take a photo of the funniest street or business sign in your town.

Solving riddles and taking picture s of the answers:

w Sometimes | am firm, sometimes | am soft. | can come from the store or even from
a big cardboard box. (Mattress/bed)

w On again, off again, that is all | do. | am not talking about relationships, | am
lighting the way for you. (Lamp)

w If you are planning on going out, put me on first. | will protect your head from the
worst. (Hat/hood)

® Round and round and round | go. Suds and duds and balled up socks, and if | am
not balanced, | will take a walk. (Washing machine)

w It can be a code or a card, or even made of metal and put on a ring. Without
me, you are not getting in, that is a sure thing! (Key)

w Work, work, work, with no time for play. Take a picture of the screen where you
spend most of your day. (Computer)

w |am always running and sometimes f  ind you running behind. | have my hands on
my face and nothing but time. (A clock)

w Good morning to all and all a goodnight. Now ¢
favourite website. (Share your favourite online shopping platform)

w Scrub-a-dub -dub, | am not in the tub, but | do like to splash around. A bowl or a

snack container is where | can be found. (Goldfish - animal OR snack cracker!)
w Look in and out and all around, | do not exist, but everywhere | can be found.
(shadow)
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Visualize your goals
Entrepreneurial skill:  Motivation and perseverance (  Focus on what keeps you
motivated )
Duration: 2h
Typology: Workshop
Objectives:
Dz To introduce the concept of intrinsic and extrinsic motivation
DZ To help employees understand the importance of keeping oneself
motivated 0 finding the right motivation factors
Dz To show employees how vision boards can be used to define goals
and keep oneself motivated to reach them
DZ To help employees stay driven and motivated at work
Setting:
8§ A room, projector, flipchart o r whiteboard, hard paper or poster
board, colourful pens and markers, magazines, other images and text
from artwork, old books, computer printouts, etc. inspirational quotes,
stickers, scissors, glue sticks, etc.
§ Worksheet 1. What is motivation?
§ Worksheet 2. What is vision board?
References:
Kendr a Cherry 0 Wh at i s m:
https://www.verywellmind.com/what -ismotivation -2795378
OExtrinsic & I ntrinsidWhMatdisv atth e n DiEfxfae
https://sprigghr.com/blog/hr _ -professionals/extrinsic -intrinsic-motivation -
examples -whats -the -difference/
Pamel a Li, MS, MBA ol ntr i nsiodcDifferencks & x

Ex ampl| es 0, httpsi/Mnw:parentingforbrain.com/difference -between -
intrinsic -and -extrinsic -motivation/

To help team members to implement this activity, you will need to follow these steps:
1.

Invite you r team: Schedule this exercise as a meeting in a relaxed room in the
company.

Introduce the team members to the topic of motivation and different types of
motivation ( please see worksheet 1 ). Facilitate the discussion among the team
members which extrinsi ¢ vs. intrinsic motivation is better, which type of motivation
they use at their work and what type of motivational factors (maybe a mixture)
should be used at work? Is there or should there be a difference between the
motivational factors used for senior  and new employees?
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3. Introduce the vision board technique and the importance of visualising our goals.
Continue with inviting team members to create their vision board by following
four simple steps ( please see worksheet 2 ).

4. Once team members are done as the volunteers to present their vision boards to
the rest of the group.

5. Ask participants to put their vision boards in the visible place, so they could see
them every day remind them why they want to achieve that goal, thus keeping
them motivated.

Summarize the information that has been presented as well as the feedback and ideas
that came out during the discussion. Challenge the team members to think in what other
areas of their life they cou Id use vision boars.

Tips: During a discussion about motivation, write down all the key responses/ideas
presented on flipchart or whiteboard d it will help team members not to repeat the
same answers and it be easier to summarize what has been said.

For vision boards, bring different handicraft materials, to allow team members to be as
creative with their vision boards as possible.

It would be great to show your own personal vision board as example when explaining
how to make one.

Play relaxing music in the background as team members create their own vision boards.
Not everyone may feel comfortable in sharing their vision boards, thus ask who would
like to volunteer and present it to the rest instead of appointing a person.

Facilitator can be representative from human resources, manager, internal or external
trainer, etc.
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Worksheet 1. What is motivation?

Motivation is the process that initiates, guides, and maintains goal -oriented behaviours.
It is what causes you to act, whether it is getting a glass of water to reduce thirst or
reading a book to g ain knowledge.
Motivation involves the biological, emotional, social, and cognitive forces that activate
behaviour. To put it simpl y, the term "motivation" is frequently used to describe why a
person does something. It is the driving force behind human act ions.
There are many different uses for motivation. It serves as a guiding force for all human
behaviour but understanding how it works and the factors that may impact it can be
important in  some ways. Understanding motivation can:

1 Help improve the efficie ncy of people as they work toward goals
Help people take action
Help people avoid unhealthy behaviours such as risk -taking and addiction
Help people feel more in control of their lives
Improve overall well -being and happiness

= =4 —a -9

Extrinsic and Intrinsic Motiv ation

Over the years, psychologists have proposed different ways of thinking about motivation.
One of the way sis looking at whether motivation arises from outside (extrinsic) or inside
(intrinsic) an individual.

Extrinsic motivation
Simply put, extrinsic motivation refers to the behaviour of employees to perform tasks and
learn new skills because of external rewards or avoidance of punishment. In this case,
you engage in behaviour not because you enjoy it or because you find it appeal ing or
satisfying, but to obtain something of value in return or avoid something unpleasant o for
example trophies, money, social recognition, or praise, etc. Here are some extrinsic
motivation examples:
1 Going to work because you want to earn money
Studying because you want to get a good grade
Helping others because you hope for praise
Volunteering because it looks good on a resume
Going to the same store because you benefit from loyalty programs
Clea ning your apartment because you do not want your partner to get mad
Going to new places because you want to post it on social media
Paying taxes because you want to avoid a fine
Pursuing a certain degree because you want to make your parents proud
Goin g on a business trip because you were ordered by your boss to do so

=4 =4 -8 48 & 8 a8 —a -2

Intrinsic motivation
Intrinsic motivation refers to the act of doing something that does not have any obvious
external rewards. You do it because it is enjoyable and interesting to you, n ot because
of any outside incentive or pressures, like rewards or deadlines. In short, intrinsic motivation
is more about personal growth, a sense of duty, and the recognition of purpose, while
extrinsic motivation is more about financial incentives, statu s, and public recognition.
Here are some intrinsic motivation examples:

9 Staying longer at work because you believe in your work
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U= positive affirmations because you want to change your mindset positively
Investing money because you want to become finan cially independent
Travelling because you want to explore different cultures

Working in a team because you enjoy collaboration

Learning about personal development because you want to improve yourself
Going to the playground with your children because i t makes you happy
Studying because you are curious about the topics

Trying to be a good leader because you want to inspire

=A =4 -8 -8 a8 -8 -8 -9

Several factors promote intrinsic motivation. These factors include:

9 Curiosity. Curiosity pushes us to explore and learn for  the sole pleasure of learning
and mastering.

1 Challenge. Being challenged helps, we work at a continuously optimal level work
toward meaningful goals.

I Control. This comes from our basic desire to control what happens and make
decisions that affect the outco  me.

1 Recognition. We have an innate need to be appreciated and satisf ied when our
efforts are recognized and appreciated by others.

1 Cooperation. Cooperating with others satisfies our need for belonging. We also
feel personal satisfaction when we help others and work together to achieve a
shared goal.

1 Competition. Competition poses a challenge and increases the importance we
place on doing well.

I Fantasy. Fantasy involves using mental or virtual images to stimulate your
behaviour. An example is a virtual game that requires you to answer a question
or solve a problem to move to the next level. Some motivation apps use a similar
approach.

To sum up:
Intrinsic Motivation:
I You are motivated to do the activity because it is internally rewarding. You
choose to do it because it is fun, enjoyable, and satisfying.
1 Your goal comes from within, and the outcomes of your goal satisfy your basic
psychological needs for autonomy, competence, and relatedness.
Extrinsic Motivation:
I You are motivated to do the activity to g ain an external reward in return.
1 Your goal is focused on an outcome and does not satisfy your basic
psychological needs. Rather, it involves external gains, such as money, fame,
power, and avoiding consequences.

Throughout the entire life, everyone expe  riences both types of motivation, and often, the
goal of your motivations can remain the same regardless of whether the outcome is
something internal or external. These extrinsic and intrinsic motivation examples illustrate
this idea:
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Intrinsic Extrinsic

Participating in a sport in order to win a reward or get physicall
Participating in a sport because it's fun and you enjoy it. fit pating P getphy v
Learning a new language because you like experiencing new things. Learning a new language because your job requires it.

_— . : . Spending ti ith by thi furth ial
Spending time with someone because you enjoy their company. pending time with someone because they can furiner your socla

standing.
Cleaning because you enjoy a tidy space. Cleaning to avoid making your partner angry.
Playing cards because you enjoy the challenge. Playing cards to win money.
Exercising because you enjoy physically challenging your body. Exercising because you want to lose weight or fit into an outfit.
Volunteering because it makes you feel content and fulfilled. Volunteering in order to meet a school or work requirement.

Going for a run to increase your chances at winning a

Going for a run because you find it relaxing or are trying to beat a personal record. compstition.

Painting because it makes you feel calm and happy. Painting so you can sell your art to make money.

Taking on more responsibility at work because you enjoy being challenged and feeling ~ Taking on more responsibility at work in order to receive a raise or
accomplished. promotion.

Source: https://sprigghr.com/

Extrinsic vs. Intrinsic motivation: which one is better?

Each person is different, and so our motivations and perspectives of rewards are different

as well. Some are inherently more intrinsically motivated by tasks, while others see the
same activities extrinsically. While both types of motivation can be effective, most agree

with the idea that extrinsic rewards should be used less to minimize the overjustification
effects. This phenomenon refers to the fi  ndings that offering excessive external

Researchers find that when people are intrinsically motivated, the quality of their action S
is better leading to better performance, especially in the long term. They are more
passionate and have a stronger sense of personal commitment. They are more persistent

when facing difficulties. Those people are also more creative and more likely to come

up with novel ideas and solutions.

However, it is important to emphasize that being extrinsically motivated does not mean
anything bad -- extrinsic motivation is just the nature of being a human being sometimes.

Thus, both types of motivation are good. Th e key is to figure out why you and your team

members are motivated to do things and encourag e both types of motivation.
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Worksheet 2. What is a vision board?

A vision board is a visualization tool, which refers to a board of any sort used to build a
collage of words and pictures that represent your goals and dreams.
The purpose of creating a vision board can be a good way for you to find inspiration,
identify and shape your dreams, and keep you focused and motivated. It is not a
guarantee of specific  outcomes but rather a way to channel your efforts towards goals.
Here are some reasons why companies should encourage their employees to create
vision boards:
1 Goals boost motivation and productivity
9 Vision boards serve as a daily reminder and keep employe es motivated and on
track
9 Vision boards are personal and give employee's an opportunity to bring their
personal work goals to life
9 Creating vision boards is fun and makes a great team -building activity

How to make a vision board?
Here are easy steps to fo llow to make a vision board:

1. Gather all the supplies . Make sure you have all the material needed - SCissors,
glue, magazines, printed photos, inspirational quotes, stickers, etc.

2. Define your goal. To be able to visualise your goals, first , you need to know what
they are. Spend some time getting clear on exactly what you aim to achieve in
the upcoming 6 months & ideally, choose one main goal per vision board.

3. Choose visual material.  Once you decide on a goal, find photos or words that
represent why you wan t to achieve this goal 9 both extrinsic and intrinsic
motivation factors. For example, if you want to start riding a bicycle to work
insteadof acar , |l ook for pictures that represent how
well as all the opportunities that wil | be available to you & may be adding a
picture of the new bike representing healthier choices, money (saved from gas
or public transport expenses), new friends you may make after taking up new

bi king hobby, etc. You can al sofddd maat ionaitwioo nlalo
that represent how you want to feel.
4. Create your vision board . Once youdve got al |l your S L

images/affirmation words/inspirational quotes, etc. of both your overall goal and
motivational factors, it is time to create your visio n board in a calm environment.
Besides the chosen images, motivational quotes, etc. you can also add your own
words, doodles, or sketches.

5. Put your vision board on display . If you have created your vision board by hand,
put it in a place you will see ever y day to remind you of your goal and motivate
you to work toward it, for example, the work desk. Take a few moments to
contemplate your vision board every day.
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My resilience plan

Entrepreneurial skill:  Motivation and perseverance (Be resilient)

Duration: 2h30 to 3h

Typology: Workshop and follow up meeting

Objectives:

Dz To introduce the concept and importance of resilience as well as
skills and strengths associated with resilience

Dz To show employees how development of resilience skills can help to
deal with workplace stress

Dz To show employees how development of resilience skills can help
them to cope with unexpected changes/setbacks/failures and
overcome them

Dz To i mprove employeesd ability to g
and o bstacles

DZ To show employees how to develop their own personal resilience
plan based on existing resources

Dz To devel op employeebs professional
DZ To help employees stay driven and motivated at work
Setting:
DZ A room, proje ctor, flipchart or whi te board , pens.
DZ Worksheet 1. What is resilience?
DZ Worksheet 2. Resilience plan
References:
Shonna Waters, PhD oWhy building resi/
https://www.betterup.com/blog/how -to -build -resilience -why -resilience -isa-

top -skilkfor-the -workplace

Li

z Burton OResi | ace Wbat are tie Bénbfiess and/ élowkQan

Busi nesses Dhtpsd/iwwwihighspgeedtbaining.co.uk/hub/resilience -
in-the -workplace/

Dr Lucinda Poole and Dr Hugo Alberts o0 Resi | i ence buil ding

To help team members to implement this activity, you will need to follow these eight steps:

1.

Co-funded by the
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Invite your team: Schedule this exercise as a meeting in a relaxed room in the
company.

Explain the workshop overview to the team members - that in this workshop,
they will explore the concept of resilience A what it is, why it is important, and
how they ¢ an develop it.
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3. Ask whether anyone knows the meaning of the word resilience. Invite team
members to write their ideas on the post -it cards and put them on the
wall/whiteboard. Together discuss the ideas written by the team members.

4. Introduce the concept of resilience, skill set resilient people possess, the
benefits of having a resilient workforce as well as being resilient in personal life
(please see Annex 1). Ask a team member to take a short self  -evaluation quiz
(https://resiliencyquiz.com/index.shtml ) to see how resilient they are. Discuss
the test results & was it surprising, were team members expecting such results,
etc.

5. Continue with introducing the resilience plan to the team members and
explain how it should be filled ( please see worksheet 2 ). Give enough time to
team members to prepare their resilience plan.

6. Pairthe team members and ask them to present their plan to each other, each
providing feedback from their experience. If needed, based on the
suggestion, team members can update their resilience plans.

7. Ask participants to put their resilience plan into action when they leave this
workshop 6i mpl ement oOresourcesoé mentioned in the pl
the challenge.

8. Organise a follow -up meeting to allow team members to evaluate their
resilience plans. During the meeting discuss:

§ How was it for you t o carry out your resilience plan? Did it help you to
overcome the challenge/difficulty?

§ What resources (supporting people/strategies/behaviours/words of
wisdom) were most and least helpful to you? Why?

§ Is there anything you would like to change to your re silience plan?

§ In what other areas of your life could you use your resilience plan? How
might things improve for you?

Tips: Before conducting this activity with team members, it is recommended to test it on
yourself by thinking of an occasion when your resilience was tested, and the different
ways that you overcame it . It is always better to provide examples to team members
from your own experience to make the topic more relatable.

Facilitator can be representative from human resources, manager, in ternal or external
trainer, etc.

GO BACK TO THE TABLE >>>
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Worksheet 1. What is resilience?

In the world of positive psychology, resilience is being able to recover and adapt quickly
from a traumatic event or stressor . In other words, it is a kind of inner strength.
People consider others resilient when they:
1 Have a consistently positive outlook
1 Deal with each difficult situation they face with ease
T Dondt exhibit excessi wengdifficgltadimdgsve emoti ons d
1 Resilience in the workplace can help people recover from challenging
experiences. It can also assist their growth and development.

Why is resilience important?

Given the evolving needs of organizations, growing resilience is a key s trategic priority.

Peopl e wildl perform better i f they arendt just keep
opportunities for growth and self  -learning that come with change will energize them.

For example: Imagine you are in ~ a middle management role, such as a sales manager.

Your team is not performing very well this quarter. It is becoming a challenge for your

mental health, productivity, and general well -being. If you have low workplace, the

resilience you are more likely to crumble under pressure in this situation. This is going to

have a negative impact on workplace culture and employee engagement. It may even

further affect your team performance 0t he managerds | ack of personal

affects team resilience.

A sales manager with a high degre e of psychological resilience will likely overcome such

a challenge with ease.

They will shelter their team from pressures (where appropriate). They will also bring in
further workplace training or procedural efforts to get their team closer to expectation S.

The benefits resilience brings to  the workplace

Having a resilient workforce benefits busines  sesin so many ways, not least of all by making
people more motivated, capable of dealing with change, and less susceptible to
burnout.

Here are nine benefits that resilience brings to the workplace.

1. Better handling of challenges
Resilience can prevent negative emotions and thoughts from clouding judgement,
meaning employees can deal with issues in the workplace more calmly and logically.
When people focus on  solving the problem rather than finding blame, they can reach a
common ground and a constructive solution.

2. Improved communication
Those with good resilience often have better self -assurance and confidence. They are
more likely to actively speak up and con tribute and can express themselves more clearly
and constructively. Idea -sharing in a business is crucial for exploring all options and
encouraging creativity.

3. Reduced burnout and presentism
People become burnt out when they lose that driving passion for their work. This is often
linked to poor resilience. Burnout can then lead to presentism, which is when an
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employeeds mind is not fully switched on at
that spark for their job and bring their whole selves to it.

4. Creating a competitive business
Businessesthat can effectively ride out times of change, and who have employees that
work well together, are the ones that will weather difficult times in their industry. Also,
resilient employees are more likely to stick  around during and after changes. Holding onto
people who know the business inside out and can tolerate necessary changes is
important for the longevity of your organisation.

5. Setting realistic expectations
Conflicting expectations are often due to a lack o f clear communication and boundary

setting. Resilience enables people to better

wor k. R

under s

expectations dondt go beyond peopleds capabilities.

more efficiently and amicably.

6. Better relati onships amongst colleagues
A key aspect of resilience is building strong relationships with others, including colleagues,
which enables better teamwork. Resilience can also prevent friction amongst
colleagues, as it helps you to take things less personally

7. Open to upskilling and developing
Resilience promotes a growth mindset, where the person will actively and openly seek
out development opportunities. Having employees in your team who are willing to grow
in turn pushes the company to grow.

8. Good organisa tion and time management
All workplaces benefit from having organised staff, as they can efficiently manage their
workload and coordinate with others. Resilience can foster a mindset that focuses on the
future and allows them to plan realistically, which p romotes productivity.

9. Willingness to give and receive support
A growth mindset enables openness to feedback, both in terms of giving and receiving.
Resilient employees see the value in reaching out to others, as no one is a one -man -
band. This can help them overcome challenges and receive valuable support during
personal difficulties, which may otherwise have a knock -on effect at work.

Skillset resilient people posse ss

A 2003 study oDevel opment of a n eDavidsoa Rasiiencence sc al

Scal e6 highlights some characteristics that
I Having a realistic sense of control over one's choices

Understanding the limitations over such control

Seeing change as an opportunity or challenge (rather than a setback)

Secure attachments with others and the ability to engage their support

Personal goals

Strong sense of humour

Patience

High tolerance of negative affect

f
f
f
f
f
f
f
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1  Optimistic outlook
1 High level of adaptability

Source: betterup.com

Research shows that resi lient employees engage in three specific behaviours. These help
them remain focused and optimistic despite setbacks or uncertainty:

1. Emotional regulation
This skill involves the ability to watch, recognize, and respond to our emotions effectively,

sotheydondt i mpede our functioning. Devel oping strong

build resilience. It allows us to keep functioning through a wide variety of internal
experiences, including those that are difficult.

For example, having the ability to noti  ce when something a co  -worker says bothers you
lets you pause and decide about how to respond. Taking a few deep breaths and then

calmly and logically addressing the issue is generally better than storming out of the
room.

2. Self-compassion
This behaviour f ocuses on bringing mindful, kind, and forgiving attention to our
experience. It aims to reduce harsh self  -criticism. It can help support resilience because
it helps us soothe difficult emotions and find sources of motivation.
For example, consider the reac  tion you might have if you are denied an internal transfer
to an aspirational role.
Self-compassion allows us to recognize our disappointment, sadness, and insecurity as
normal. We allow ourselves to feel it rather than beating ourselves up for both the fa ilure
and not being over it the next day. This doesndt
and honours our humanness in a way that is ultimately strengthening.
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