


Career Coaching Course (CCC)
WDA Implementation Manual for Technical Secondary Schools

Michaela Henn & Aline Umutoni
First DRAFT, January 2019















	


	
	

	Mrs. Michaela Henn
henn@michaela-henn.de
Schwalbach, Germany
	
	Mrs. Aline Umutoni
tonilya2@gmail.com 
Kigali, Rwanda









[bookmark: _GoBack][image: ]

8

[bookmark: _Toc535234115]Forewords
· City of Kigali/ KESC 
· WDA
· GIZ EcoEmploi

[bookmark: _Toc535234116]Acknowledgements 
This manual was developed by Mrs Michaela Henn and Mrs. Aline Umutoni (KESC) in collaboration with 21 pilot coaches and Mr. Gordon Bamwine (WDA). 
· Mrs Evelyne Mutesi, SOS Technical HS Kagugu
· Mr Basomingera Chrispin, SOS Technical HS Kagugu 
· Mrs Nikuze Marie Claire, VTC Umushumba Mwiza/ Bon Pasteur
· Mr Karenga Assumani (Asman), GS AIPER NYANDUNGU
· Mr Mutaganira Fidele, IPRC Kigali Industrial Liaison Officer 
· Mr Epslon James Ngendahayo, IPR Kigali (VTC)
· Mrs Akayezu Delphine, IPRC Kigali (TSS) 
· Mr Nshimiyimana Jean Nepo, TSS Gatenga (Don Bosco)
· Mr Mugabire Apollinaire, SJITC Nyamirambo 
· Mrs Murekatate Julienne, GS / ADB Nyarutarama
· Mr Habimana Jean Pierre GSMK / APACE 
· Mr Uwimana Amani, IPR Kigali (VTC)
· Mr Mugabo Jean Claude, VTC Gacuriro
· Mrs Niyigena Marie Aimee, TSS Gatenga (Don Bosco)
· Mr Karanganwa Ephrem, GS / ADB Nyarutarama
· Mrs Mukaminega Liliane, GSMK / APACE
· Mrs Ruremesha Josette Mutuyubutatu, SJITC Nyamirambo
· Mr Tuyisenge Willi Leonce, VTC Umushumba Mwiza/ Bon Pasteur
· Mr Nsanzimana Vincent, IPRC Kigali (TSS)
· Mr Tuyisenge Jean Paul, GS AIPER NYANDUNGU
· Mrs Christine Niyotwambaza
· Mr Gordon Bamwine (WDA) 
The City of Kigali’s Vice Mayor for Social Affairs, Mrs Hope Tumukunde, supported the development and the piloting of the Career Coaching Course (CCC) in Kigali with human resources and expertise from the Kigali Employment Service Centre (KESC). 
Special thanks goes to Mr Gerard Karamutsa, the ‘godfather of career guidance’ in Rwanda who is responsible for the Workforce Development Authority’s (WDA) first career guidance framework and who has, until his retirement, greatly supported the development and pilot implementation of the Career Coaching Course. 
The CCC is informed by materials and methods developed by GIZ colleagues from two projects in Egypt, the Employment Promotion Project (EPP) and the National Employment Pact (NEP). 
We are thanking GIZ EcoEmploi for the comprehensive technical, organisational and financial support without which the creation of the CCC would not have happened and are wishing all coaches and students happiness and success with implementing this manual!

[bookmark: _Toc535234117]List of Abbreviations
	CCC
	Career Coaching Course

	CG
	Career Guidance

	EPP
	Employment Promotion Project (in Egypt) 

	IA
	Industrial Attachment

	KESC
	Kigali Employment Service Centre

	NEP
	National Employment Pact (Egypt)

	PPT
	PowerPoint Presentation

	TOT
	Training of Trainers 

	TSS
	Technical Secondary School

	VTC
	Vocational Training Centre

	WDA
	Workforce Development Authority 






[bookmark: _Toc535234118]Index
Forewords	2
Acknowledgements	3
List of Abbreviations	4
Index	5
1.	Introduction	7
2.	Principles and Foundations of Career Guidance	8
2.1	Concept of “Career”	8
2.2.	Fundamental Elements Career Guidance	8
3.	Implementation Guide for Coaches (Step by Step-Instructions)	10
3.1	Prelude: Information & Registration	12
3.2	Unit A: Welcome & Orientation (1 session)	13
Session 01	Starting session	13
3.3	Unit B: Clarifying the Participant’s Role in CCC (2 sessions)	16
Session 02	Role of Participants (and of Coach) in CCC	16
Session 03	Role of Participants (and of Coach) in CCC (continued)	17
3.4	Unit C:  Defining Goals from the End (“The Time Travel”)	18
Session 04	Taking participants into an imagined desirable future	18
3.5	Unit D Creating Job Ideas from Work Values (2 sessions)	21
Session 05	What Jobs Attract You? Why?	21
Session 06	Creating Job Ideas	23
3.6	Unit E: Skills Inventory - “The Treasure Hunt” (three sessions)	24
Session 07	What is a Skill? And How can we find them?	26
Session 08	The Treasure Hunt	26
Session 09	Giving and Receiving Feedback	27
HOMEWORK	29
3.7	Unit F: Closing the Self-Awareness Part with a “That’s Me”- Presentation (2 sessions)	30
Session 10	Preparing Posters & Event	30
Session 11	Conducting Event	31
3.8	Unit G: Understanding the Employer’s Perspective (three sessions)	32
Session 12	How do employers look at candidates and applicants?	33
Session 13	How do employers look at candidates and applicants? (continued)	34
Session 14	Tips for Networking and Information Interviewing	35
3.9	Optional Unit H: Preparing clients for visiting events (2 shorter sessions)	36
Session 15	Preparation: Getting participants prepared for the visit	36
Session 16	Reflection: Personal and collective evaluation of results of the visit	37
3.10	Unit I:  Project Work	38
Sessions 17	38
3.11	Unit J:  Reflect IAP Experiences (draft)	39
Sessions 18	39
3.12	Unit K:  The World of Work (three sessions, one homework)	42
Sessions 19	Networking and Information Interviewing (Refresher)	42
Sessions 20	Photo Story	43
HOMEWORK 	Exploring the World of Work	44
Sessions 21	Exhibiting Exploration Results	44
3.13	Unit L:  Exploring Learning Opportunities (3 sessions, 1 homework)	45
Sessions 22	The Joy of Learning	45
Sessions 23	Learning Opportunities	46
HOMEWORK 	Exploring Learning Opportunities	47
Sessions 24	Sharing Exploration Results on Learning Opportunities	47
3.14	Unit M:  Decision Making & Transition Planning (2 sessions, 1 homework)	48
Sessions 25	Looking at ALL options	48
HOMEWORK	50
Sessions 26	Looking at ALL options (continued)	50
3.15	Unit N Closing CCC and continuing career development	51
Sessions 27	Closing Session	51
4.	Annex: Overview of Games, Materials & Methods	52
4.1 Getting to Know Each Other (Team building)	52
4.2 Setting the Classroom & general methods	52
4.4 List of Video Clips used in CCC	52
4.5 Illustrative games	52
4.6 Overview on Working Materials for Coaches	52
4.7 Overview Working Sheets for Students (Kinyarwanda)	52

1. 
2. [bookmark: _Toc535234119]Introduction
This manual is to support trained Career Coaches to implement the Career Coaching Course (CCC) programme in Rwandan Technical Secondary Schools (TSS) in a standardized way.  The course programme supports graduating TSS students to manage transition from school to work. CCC helps TSS students define their individual career development goals, strategies and action plans and helps them acquire employment relevant self-management and soft skills. The course programme is based on implementation experiences by the above-mentioned coaches. 
This manual is in line with WDA’s TOT module Career Coaching Course (CCC). An assessment examination has been developed and tested successfully. A first batch of coaches is trained by the international career guidance (CG) trainer and the national CG expert from the Kigali Employment Service Centre (KESC). All coaches have passed the assessment successfully. 

The CCC programme is developed for TSS students. It is comprised of 14 units or 25 sessions of two hours each. CCC starts in April (S5) and ends one year later in March when participating students proceeded to S6. CCC can be conducted in weekly sessions or in blocks. Examination times should be free of CCC activities. 

Project work assignments (in S5) and Industrial Attachments (IA) should be integrated. The Career Coach supports the respective teacher or officer to help students select and plan their project work assignment and to draw personal career conclusions from his or her experiences. 

Job search and application techniques trained in CCC can be applied before IA. Ideally, the number of students, who find themselves (!) suitable and career goal-related (!) IAs and who apply (!) for them successfully should be growing with every year of implementation and may serve as one success indicator.  

All exercises and activities of the CCC are based on specific methods which differ much from regular teaching. Hence, CCC can only be implemented by trained coaches. 
The manual serves the standardizes implementation and dissemination of CCC provision by qualified coaches and is the reference for future adjustments and its further development.  








3. [bookmark: _Toc535234120]Principles and Foundations of Career Guidance

[bookmark: _Toc535234121]2.1	Concept of “Career”
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Many people think of “career” as a linear upward progression and advancement of a person in a specific occupation or institution. 
In contrast to this, Career Coaches think of career development as circular organic growth process that is shaped by two main forces: The individual with his/ her strengths, capacities, resources and aspirations and the local labour market situation and development trends. A career is perceived as to be more than a job and as usually having a small beginning. 
Career Coaches help clients to discover their individual strengths (skills, attitudes, values, etc.) and to explore real labour market opportunities (professions, companies, work places) as well as services relevant for employment or self-employment (technical trainings, non-formal trainings, placement services, etc.). With this support, clients can develop individual career strategies and general career management skills and determine a few suitable entrance positions that match their values (emotional salary of work) and capacities and which are accessible for them. This is the starting point for career development.  

[bookmark: _Toc535234122]2.2.	Fundamental Elements Career Guidance
[image: ]
The role of the career coach is to provide the framework and a defined series of exercises. Exercises and activities are all dealing with one (or more) out of the three main pillars (self-awareness, opportunity awareness, decision-making) fundamental to all career guidance. Coaches provide detailed instructions and encouraging feedback. Coaches (in contrast to teachers) do not test, assess, nor do they give marks, directions or punishments. They lecture as little as possible. Instead, they ask questions, encourage students to talk their minds, listen well, rephrase statements of participants and challenge their believes and self-concepts with good (open) and unjudging questions. Coaches provide the framework (setting and sessions) within which participants work freely and for their own benefit only. Working results are assessed by (only) participants themselves!

Coaches believe in students (raw) talents and encourage them to translate their talents into skills and to build their careers on strengths. Weaknesses need only to be considered if they hinder participants achieving their goals. Coaches immediately and always feedback positive observations (to strengthen participants’ strengths and to encourage desirable behaviour). If they need to address disruptive behaviour, they use constructive feedback. 


4. 
5. [bookmark: _Toc535234123]Implementation Guide for Coaches (Step by Step-Instructions)

CCC is best provided within a pleasant environment and work atmosphere. Team building measures, self-organisation of the group, flexible seating arrangements and activities inside and outside the classroom are recommended. 

Having an open door-policy is also recommended. Visitors (teachers, parents, employers, school management staff) should be able to drop-in and observe activities any time. Transparency is an asset. 

Exercising (and training) professional time management is useful too. Coaches educate participants to respect the time. 

Each session is planned to have 2 hours with 1,5 hours (net) working time and additional
· 15 minutes in the beginning and 
· 15 minutes at the end of each session
for self-organisation and reflection (-> learning). 
Apart from training, the implementation of the CCC requires some materials and equipment: 
	Materials (consumables)
	Equipment (hardware) 

	· Xxx Moderation cards in five colours
· Xx markers
· 50 sheets of flipchart paper
· 40 sheets of large brown cover paper for the pinboard
· 1 pack of pins (100 needles)
· 2 packs of plain paper (500 sheets)
· 5 packs of crayons
· 5 scissors
· 5 glue
· 25 clipboards (1 per participant)
· 25 portfolio-folders (1 per participant)
· 2 punchers
· 1 set of cartridges and 1 spare black cartridge (printer)
· 2 hard-cover folders
· One for the coach (to collect M&E results, the participants’ attendance log, contact details of collaboration partners, information on events etc.); 
· another one for the collection of information on training providers.

	· 1 beamer, 
· 1 laptop,
· 1 printer,
· 1 flipchart stand (or black board),
· 2 pinboards, 
· 1 A cupboard for storing materials and participant portfolios,
· internet access,
· 1 camera for picture documentation,
· 2 data sticks




Despite this manual trying to give specific and detailed implementation instructions, it is only to be implemented by coaches who have been trained in theory and practice during which they are guided to assume the special role, mind set and code of conduct of a counsellor and who gained substantial experiences with the delivery methodology. Both, the counsellor’s attitude and the methodology differs much from regular teaching. 


5.1 [bookmark: _Toc535234124]Prelude: Information & Registration
Introduction
The first task of the coach is to raise the interest of students by providing accurate, realistic, and comprehensive information to S5-students (ideally also to parental care takers and fellow school staff) about the Career Coaching Course, its objective, working methods, the roles of coaches and participants, and about how parents (and fellow teachers) can support the students’ career development. 
Ideally, students participate on a voluntary basis. Students should not be pressured nor persuaded to take part in Career Coaching. Based on the information coaches provide, students decide whether to sign up for the course, or not. If they register, they should know that they will be able to benefit the more the more they contribute by involving themselves.  Career Coaching is an offer which students take up (or don’t). It is the first decision (of many to come) that students take on their own and for themselves. 
Students, however, should be aware, that enrolling means that they commit themselves to fully attend all sessions and to actively participate. An increasingly tight attendance monitoring should be imposed, not only for monitoring & evaluation, but also to make students increasingly taking on the habit of professional time management.   
In coordination with the school management, coaches assign a room, where the CCC will (usually) take place, and a time slot (rhythm and lengths of sessions). This can be a weekly session of two ours our it can be organised in teaching blocks of up to five hours (including breaks). 
The number of students per coach should not exceed 25 students. A slight drop-out rate is likely (as there are no further incentives for attendance provided) and should be monitored.  
If the CCC is a comparatively new service, it can be useful to organize an assembly or use a bigger event where preferably all S5-students come together and where (potentially) also parental caretakers, other school staff, community members or school partners can be invited to. This gives the school management and coaches the opportunity to inform a broader audience on the new service, if applicable. In a later stage, when the course programme has become an integral part of regular school activities, announcing information on a pin board and hanging out a registration form might suffice. 
Materials
· Information Flyers for students & parents. Including place and dates of CCC (time slots) and contact details and office hours of coach for further information. 
· Recommendable (good practice): Set up a central board with regular announcements on career related activities, office hours, contact details and information about the CCC. Also, an envelope or box can be put up there for students to drop proposals (or complaints). 
· PowerPoint Presentation (PPT) informing about CCC and registration process



5.2 [bookmark: _Toc535234125]Unit A: Welcome & Orientation (1 session)
[bookmark: _Toc535234126]Session 01	Starting session
In the first session, various students of different TVET course programmes come together for the first time. Career Coaching is student-centred. It requires quite some peer-to-peer learning and collaboration. Team building efforts in the beginning (and throughout the CCC) contribute to an open, intense, error-friendly, creative and productive learning and working atmosphere in mutual trust and respect for each other. 
TIPP: Productivity in CCC is also supported when coaches are giving orientation to young participants particularly in the beginning and at the end of each session, when coaches explain purpose and procedure of the session or wrap up its achievements. Structuring sessions clearly and giving precisely phrased instructions (ideally prepared in writing, hung up visible to everyone) is very useful for a quick, smooth, and successful work process of larger groups.
Objective
· Team Building (Getting to know each other by name for a beginning)
· Orientation for Students (what to expect). Information about
· the CCC objective and overview of schedule
· working methods 
· first agreement(s): A poster with a few rules that are essential for productive working atmosphere:
· “We treat each other with respect”: hear each other out, don’t insult or make fun of peers (…)
· “All things said during the CCC is confidential”: no gossiping. 
· “We tidy up the room together after each session”: Leave the space (better) than you found it. Everybody gives a helping hand. Girls and boys alike! 
· “We come 5 minutes before the session”: The session can start on time when everybody is 5 minutes early. 
· “We sign in and out upon arriving and departing”. Explain purpose of attendance sheet. Make sure that participants know that they can apologize and skip a session if they catch up (with peers) and if it is not to often.
· (…)
[image: ]Materials
· (Daily) Attendance Sheet
· Flipchart and markers: One flipchart titled “Agreements” where you collect all rules you set up jointly with the class. 
· Pin board, brown paper, cards, and markers
· Opening Presentation
· Five-Fingers-Feedback Board
Training Methods
· TicTac Name Game
· Sociometric (group) questions
· Collecting and discussing proposals for working agreements. Hang it up visibly for everyone and leave space for later amendments 
· Pin board, cards, & markers
Steps
1. Welcome students as they enter the room & ask them to fill in the attendance sheet, find themselves a place and make themselves comfortable.
2. Introduce yourself.
3. Announce the game and its purpose (getting to know each other by name) and instruct students how to play the TicTac Name Game 
4. For getting to know the group of students better, explain that students should sort themselves across the room according to their answer to your (sociometric) question. Put one or two fun questions and a few career-related and a few fun sociometric questions (but make sure that they will not contribute to group division, but to group cohesion: Focus on uniting commonalities. 
5. Use the template presentation to explain the objective and schedule of the CCC as well as its working methods. 
a. The objective;  
b. non-facilitation: no incentives like food or transport, no certificates;  
c. voluntary participation, but full and active;  
d. schedule/ work plan; 
e. Ask, if there are questions and answer them. 
6. Explain working methods
a. We are starting on time and begin each session with an opening round. This round is to organize ourselves in a way we like to work and to spend time together. If there are concerns, questions, or proposals, you bring them up during the closing 15-minutes of every session and we settle them in the first 15 minutes of the next session (before starting the prepared programme). 
b. Self-organized work environment: We organize the course in a way that makes or working together easy, pleasant and enjoyable for everyone. We can change the room to our comfort, and we tidy up the room together after each session (boys and girls alike). 
c. Some rules are set by us. We can set up additional agreements to easy our communication and collaboration. Coach is referring to the flipchart. 
Discuss the meaning of the first rules with participants and leave space for more rules. Encourage students to make own proposals and explain that they can be added when the group has discussed it and phrased it in a way that is acceptable for all. (Keep discussions short to not spend too much time on it. Getting to the point needs some exercise, but time is limited). 
d. Explain students the compulsory attendance sheet: log-in every session; attendance must be monitored by coaches (and is a success indicator for coaches). If you cannot attend a session, drop a message/ notify the coach. If you miss a session, ask peers to inform you (you are responsible for catching up). If you don’t want to continue thee CCC, unsubscribe with the coach (so that s/he knows that there is a place available for someone else). 
e. At the end of each session we use 15 minutes for wrapping up our achievements. Students give feedback to the coach how they perceived and experienced the session and indicate if there are any questions or concerns. 
f. Ask, if there are questions and answer them
7. Close session by 
a. wrapping up what has been done during the session; 
b. giving an outlook on next session (the CCC approach; roles of coaches and participants) and
c. Explain Five-Fingers-Feedback and conduct it. 
8. Keep and store attendance sheets (M&E 1) of every session (in your folder). 



5.3 [bookmark: _Toc535234127]Unit B: Clarifying the Participant’s Role in CCC (2 sessions)
[bookmark: _Toc535234128]Session 02	Role of Participants (and of Coach) in CCC
Introduction
The role of a coach and a participant differs greatly from the roles of a teacher and that of a student. Also, the CCC working methods are very different from regular classroom teaching. Sessions # 02 and #03 are used to clarify the respective roles in CCC and to exercise the new working methods. 
Objectives
· Clarify what the role of a coach and what the role of the participant is in in CCC (with a focus of the participant’s role)
· First experiences with group working methods
Materials
· PPT “Messages” (Key quotes of CG professionals on Career Guidance: pointed statements in English language to be interpreted by students); 
· Beamer & Laptop (if available) to screen messages (or large printouts, one per working group); 
· One flipchart paper (summary of conclusions for participants); 
· Pin board. 
Training Methods
· Small working groups: Participants are grouped into approximately 5 smaller working groups (of 3 to 6 participants each). 
Implementation Steps
1. Welcome participants to the second / the third session. Invite participants to log in; fill in the daily attendance sheet. 
2. Opening round (of up to 15 min): 
a. Recall last session. Have a look at the Five-Fingers-Feedback of last session.
b. Address issues you see from last session and the feedback. Ask participants if there are more comments, questions, issues and discuss them. Draw conclusions. If appropriate, add to the list of “agreements”. 
c. Give an outlook of the work plan for this second and the third session (that follows the same plan). Allow for questions and answer them.
3. Divide participants randomly into working groups. You may want to use a sorting game. 
4. Select from the list of statements/ quotes up to five to be dealt with during the two sessions of this unit. Note that it will take some time for students to get used to the working method and to understand the statements. It is possible that you manage to cover only two during this and another maybe three to five in the next session. Start with those that you think are comparatively easy to understand. We suggest starting with key statements 4,3,5,13,14,26, and 31. Don’t worry if you cannot cover all of them in the two sessions. Remaining statements can be used throughout the CCC programme as an introduction to the sessions that are dealing with the respective relevant aspects of career guidance/ development. 
5. Screen the first, second, third, and so forth message (or distribute a large printout copy of the quote to each working group). Following these three steps for each:
a. Understanding the statement: 
i. Questions of understanding to ensure all terms are understood. 
ii. What’s the message behind the statement? Help students rephrase it in their own words (in Kinyarwanda)! Simplify the sentence. 
b. Accepting (parts of) the statement: To what extent do you dis-/agree? (sociometric question from “I agree fully” through “partly” to ‘not at all’). Identify the aspects, students do agree with and rephrase accordingly. 
c. Final step is drawing conclusions (from the agreeable aspects of the statement): What does the message imply for you as participant? What does it imply for you to do and to not do? M&E! 2

6. Summarize – as you proceed through the work process across all statements – on a flipchart participants’ conclusions about their role (e.g. participants “seek to gain information on the job-market”, “consider other people’s opinions and advice but have to make up their own mind and to decide for themselves”, “should consider several options”/ “develop career alternatives” … ). Use the original language and wording of the participants (it is not a language class; Misspellings and colloquial terms, youth language is okay if it is not pejorative). 
7. Close the session(s) with wrapping up today’s process and achievements. Announce that this work will be continued for another session and that the 5-Fingers-Feedback is going to be done at the end of next session (for both sessions). Ask participants if they want to say something (e.g. how they perceived/ experienced the session or for proposal what to change for the next session or suggestions for the list of agreements). Hang out poster with results so far. Take a picture of it (for the case that it disappears and for this sharing these work results during professional exchange/ reflection as part of the M&E procedures and reflection sessions for coaches in training).  
8. Take a picture of M&E! 2 and store it to your folder. 

[bookmark: _Toc535234129]Session 03	Role of Participants (and of Coach) in CCC (continued)
Continue with the discussion of statements in session 03. If the process is clear to participants by now, you can divide the class into working groups and give each working group a different quote to speed up processes. Results are shared, though (which also takes 5 to 10 min per group). 
End with a proper Five-Fingers Feedback and give an outlook on session no 4: The Time Travel (just as a teaser to make participants curiously looking forward to the next session). 



5.4 [bookmark: _Toc535234130]Unit C:  Defining Goals from the End (“The Time Travel”)
[bookmark: _Toc535234131]Session 04	Taking participants into an imagined desirable future
Introduction
Students tend to have a very limited time horizon. Career development, however, needs long-term thinking.  
The Time Travel session allows students to look at a desirable (!) future working life that they should imagine in as many details as possible.  
It is important to arrange the room in a pleasant and quite atmosphere without any disturbances (phones, visitors) and to invite students to sit very relaxed and to close their eyes (if they feel comfortable with it). You may seat them in circles with the chairs facing outside. 
It also requires a good, trustful class atmosphere. Not everyone will want to go on that trip. Those who don’t want to join must not disturb and can be assigned an alternative way to accomplish the task ahead (individual quiet work, preferably outside the room. Never as a punishment!). Not participating students are asked to stay on school grounds and to return on own account back to the room in a set time frame (ca. 30 minutes). 
You tell students that they can interrupt/ go out of the exercise immediately when negative/ troubling images or feelings occur. Students should focus on desirable (!) aspects of their future life. If they imagine a desirable future self, they should do so it in any detail they can conjure: How does the future scene smell, look like, feel? What do they hear, see, do? What are they wearing?

Objectives
Participants (…)
· (…) understand the relevance of CCC
· (…) are sensitized for the time horizon for career development and have developed a sense for long-term planning. 
· (…) are encouraged to use their intuition and imagination (as a complement to their rational thinking and planning)
· (…) understand that every individual is different.

Materials
· Relaxing Music
· Laptop and Speakers (for the music)
· The time travel text (instructions) to be read out very slowly with steady and calm voice by coach (to be replaced with a tape/ audio file in Kinyarwanda in due time)
· Alternative task/ instructions (for those who do not join the time travel)
· Paper and crayons

Training Methods
· Guided imagination
Implementation Steps
1. Welcome participants; ask them to log in (sign the daily attendance).
2. Opening round: 
a. Recall last session. Have a look at the results (summary of DOs and DONTs for students in CCC). Check if there are questions. You may congratulate participants for their achievements.
b. Have a look on the Five-Fingers-Feedback of last session and address Discuss and agree (final decision remains with the coach). 
c. Give an outlook of the work plan for this fourth session: “Let’s assume we have a time machine that can take us into the future to see how things will be in 10 years from now if everything goes fine (…)”. Ask participants who wants to join? Allow for questions and answer them. Who does not want to join is informed that this is fine if s/he would not prevent others from making use of this opportunity. Assign them the alternative different task.  
d. You may add to the public list of agreements (jointly established classroom rules) a sentence like “We treat everything we hear and observe in CCC classes confidential”. Explain and make sure that everyone understands the meaning of this agreement. 
3. Rearrange the seating order in a way that participants don’t distract each other and can comfortably and deeply relax. You may, for example, arrange chairs in a circle and have participants leaning back while looking outward. Or you may go outside to a calm place in nature. 
4. If all time travellers are seated (and others are given the alternative task) ask participants to find a comfortable position on the chair (or on the lawn). Ask them to relax. Read out the instructions. Use a very, very slow, steady, and calm voice (low-noise environment provided). Make breaks between sentences. Watch, if participants manage to relax and adjust your speed accordingly (or use the audio-file). Guide them through the time travel and make sure they get in and get back out of the exercise smoothly. 
5. When everyone is back to the classroom, they work individually: Each participant is asked to draw or write or document in some way what s/he saw her-/himself to be and do in ten years from now (10 to 15 minutes)
6. Sharing Results: Participants may (but don’t have to) share results with each other (10 to 15 minutes). Don’t ask students to show it to you (the coach) but encourage them to show it to each other. Ask students to store individual results in their personal portfolio folders. Portfolio

7. Tell participants that imagination and intuition can be valuable sources for important life decisions. This source should be consulted in addition to factual information that is investigated, analysed and exhausted. Also, for setting and achieving goals it is useful to imagine the desired future state in greatest possible details. Let participants know that their dreams and imaginations are no predictions. Visions are going to change over time. Dreaming is okay, can even be useful, particularly in combination with planning and action. ‘Day dreaming’, ‘dreaming away’, or mere ‘wishful thinking’ only, however, might indicate a lack of readiness to meet the challenges ahead. 
8. Ask them to store the result (drawing, flow chart, poetry or however they documented their vision) away into their folders to have a look at them in later stages of the CCC or to show them to other persons (if they wish to). 
9. Ask students to go into a circle (now looking inwards) and close the session with a short reflection round (How was the time travel for you? What do you take home from today’s session?)
10. Do the Five-Finger-Feedback
11. Give an outlook to next session: “We are going to use our imagination for everyone to find out, what really drives him or her. It’s gonna be mysterious!”



5.5 [bookmark: _Toc535234132]Unit D	Creating Job Ideas from Work Values (2 sessions)

Introduction
This unit is comprised of two – rather intense, ambitious and challenging– sessions that need a lot of concentration and intense work in comparatively little time. Depending on how quickly your participants grasp the idea and can handle the exercise it can be done in two times of 2 hours each or might involve some homework after the first session (no. 05). Prepare the instructions well to increase the chance that everybody understands quickly and to avoid confusions and a lot of questions during the work phase. 
Objectives
Participants 
· (…) become aware of their inner drives that motivate their actions and which are different for every individual.
· (…) identify what, exactly, their individual “work values” are. Work values point to areas that participants want their talents, skills, efforts etc. to serve. 
Materials
	Session 5: 
	Session 6: 

	· Work values working sheet for students #1: An individual collection of jobs/ occupations. Note that the selected jobs can be made up of pure fantasy. That doesn’t matter. This session is not about investigating real jobs. It is about values. 
· Worksheet #2: attractors, 
· and #3, the values behind attractive aspects of a diverse set of jobs
· One pencil per participant
· Glue and scissors (one per group of about five participants)

	· Worksheet #4 (diamond ranking)
· Two pieces of plain paper for every participant
· Pencils, scissors and glue (per small working group table)
· If available, a punched pocket would be ideal to store working results in the portfolio for repeated use.




Methods
	Session 5
	Session 6: 

	· Work Value working sheets (individual work)
· Working in small teams of three students each: One note taker, one interviewer, one interviewed. 
	· Brainstorming




[bookmark: _Toc535234133]Session 05	What Jobs Attract You? Why?
Implementation Steps
1. Conduct an opening round as usual (wrap up last sessions process and achievements, talk about ‘issues’ and settle them as possible), but be as quick as possible to save time for this comparatively challenging, intense and time consuming session. 
2. Explain the purpose of the upcoming two sessions (of this unit: “During our next two meetings we will create job ideas based on your work values. Work values refer to aspects of a work that you find important, meaningful or attractive. Today we will focus on identifying what kind of work (or which aspects of different occupations) is fascinating each of you. In the next session we will create individual job ideas out of attractive job aspects. We’ll be using several different worksheets, one for each step”.  
3. Hand out worksheet no 1, explain task, and give a time frame of about 5 minutes. Note that this is not about exploring jobs! It can be pure fantasy jobs! In fact, the less participants know about the actual work behind the occupation, the better this exercise works. Job exploration/ investigation is part of the opportunity awareness sessions (in September). 
4. Hand out worksheet no 2, explain task, and give a time frame of about 5 minutes. Stress that it is important to have an as broad as possible range of various jobs/ occupations. Diversity matters here!
5. Form small working groups of three participants each. Participants may choose their partners (for this exercise. In other cases, it is better to use random selection methods for pairing/ teaming up teams). See to it, that everyone has at least two partners. If class cannot be divided by three, a few participants might have to work in groups of four or in pairs. It takes more time when working in groups of four but is otherwise fine. Working in pairs might be even more time efficient but can sometimes be less effective (not reaching the intended quality outcomes), yet it is possible and okay.
6. Distribute working sheet no 3 and explain its instructions very thoroughly. This exercise is the most challenging. You want participants to be able to continue working on it without your help (after hours with peers or at home with other trusted person/s). So, make sure, everybody understands how to work this sheet properly.
7. Start with the working phase on no 3 until the time of this session is up. Go continuously around the groups to check if it works well. Don’t check on the contents/ work results, but only on the work process. Support, where necessary. Stay available for questions participants might have. Be strict with the time management. The main thing is that students grasp the idea of how to do it. That’s more important than finishing the whole exercise/ producing all results in the short time frame. 
8. Use the last 5 minutes of the session to get the status (how far they proceeded, how much more time they would need). And see if the rest of the exercise can be done as homework. If everybody can finish this task during the week, you may give an outlook to the next session. Otherwise you need to ask for more time/ a longer next session or an extra session. 
9. You might not have time for a proper 5-fingers-feedback and by now, your students would be sufficiently familiar with the method so that you can simply ask their comments (make sure that everybody says something on either one or on several of the feedback’s five topics/ colours in a voluntary/ random sequence). 



[bookmark: _Toc535234134]Session 06	Creating Job Ideas
Implementation Steps
1. Wrap up the last session, see if there are participants who need to finish sheet #03 and allocate time to it (as little as possible and with a very strict time management). Yet, everybody should have had his/ her turn; not everybody needs to have finished the entire exercise. Always encourage participants to continue at home and do CCC exercises every now and then. They can meet their peers or ask friends to work with them and form private ‘Job Clubs’. Anyway, CCC exercises should be used more than once, as career development is – just like learning - a lifelong endeavour.  
2. Hand out worksheet #04 (Diamond Ranking) together with two sheets of paper and one pencil per participant, one scissor per working table (of about 5 participants), and, ideally, together with one punched pocket per participant, if available.
3. Give participants 10 minutes to transfer identified work values into the parts of the diamond. Note that usually we have only a few work values. They may be only three or four. It is not necessary to use all diamond boxes; some, if not most, will stay blank and that is just fine! The boxes and levels of the diamond, however, help to rank work values in terms of priority. 
4. Give participants another 10 minutes to cut boxes out (scissors) and to move them around on the diamond until they find their priorities adequately reflected. Encourage students to do this occasionally as their values might be changing over time. 
5. Explain next task; explain the method of “Brainstorming”
6. Divide participants into working groups of about 5 to 8 participants each. One by one has his/ her turn to taking up to three priority values out of the collection and have the group “combine” them into job ideas. As many as possible. One participant (in turn) with the task of noting all ideas down onto paper. Make sure that participants also consider “entrance positions” (rather than only mentioning high-end ambitious ‘dream jobs’. But don’t prevent the mentioning of dream jobs altogether). After each turn, the presenter gets the list for his/ her consideration and is the note taker for the next round. 
7. Close the working phase by having participants arrange in a circle and having them look at their respective lists. Ask how they see the results. Have there been interesting proposals? Ask what first job (entrance positions) could lead into that job? Different combinations and different participants in brainstorming will shield different results. Encourage them to continue the exercise on a private basis throughout the week until they find some ideas that they would like to further explore in realty and encourage them to do so (exploration) already now. No need to wait until the second part of the CCC (opportunity awareness), that will focus on exploring the world of work. They can do so on their own (individual work), but it is better to include others for the brainstorming part. 
8. Ask for 5-fingers-feedback (or comments) 
9. Announce to settle issues from the feedback in the opening round of the next session and the topic of the next session: “We are going to hunt treasures! Curious? Looking forward to see you next time.”


5.6 [bookmark: _Toc535234135]Unit E: Skills Inventory - “The Treasure Hunt” (three sessions)
Introduction
A skill is something we can do well. Everybody is good at doing something. Everyone has strengths (in different fields) and young people have a huge stock of raw talents, that can be transformed into strengths by making use of them. 
Whether or not a ‘doing’ is met with appreciation depends much on the context. The skill of a student to entertain peers with funny jokes, for example, might be disturbing in class while it might be a valuable resource for negotiators, sales persons, and for many other occupations. The skill of a student of patiently waiting for further instructions, on the other hand, might be useful in a crowded class, but may be misinterpreted as unproductive laziness by an employer. Whether or not a given skill constitutes strength or disturbance depends on the context of its application. Coaches therefore must not ‘judge’ skills, but are open to help students identify and collect all and any skills. 
Skills are acquired not only at school, but in all spheres of life. Schools - in contrast to employers - may even appreciate the ‘knowing’ more than the ‘doing’ and the ‘qualification’ (certificate) more than the ‘competence’ (ability to solve a task)’. Schools often have little means to provide opportunities for students to develop their skills in action. Students, on the other hand, do have a broad range of skills acquired outside school that are not always visible in class. In Career Coaching, all sorts of skills are to be collected and appreciated, including those that might not be very useful in school life. You never know what a given skills is good for (in another context/ setting). Students should be aware of the full range of their potential before deciding which skills they want to focus on for further development.  
Practical skills (how to use a telephone, how to write an email, how to drive a motor, how to serve guests, how to use a computer, …) can be ‘door openers’ to initial employment. Moreover, existing skills may indicate towards a profound (and maybe under-developed) talent, e.g. a potential underneath the surface that is awaiting development. Every single person is born with a unique set of talents that can be developed into profound skills when used/ exercised and when there is an environment where the skill is considered useful. Sometimes it is a matter of just finding the right environment where a given skill is appreciated and can blossom. This is especially true for those skills one loves to apply. If someone is doing something repeatedly and can do so endlessly, this may hint to a profound talent that needs to be found the right environment for. 
Skills are somewhat hiding: They are particularly difficult to be recognized by the holder him or herself (and are rather easily identified by others). To this end, participants are familiarized with the relevance and of reflection and feedback for their personal development. Coaches may use the JOHARI window and explain its meaning for career development. 
Skills are transferable from one context into another. Many skills that we develop in our personal lives can also be transferred to work places. 
In CCC coaches help students find out to identify (and show or use) what they can DO well WELL (receive some appreciation for by some person) and what they ENJOY doing (so that it is not much of a burden for them or that they even forget the time over doing it)! 
Start little. First skills will be typical for young people, e.g. drawing, dancing, playing ball, which is all right. The “treasure hunt” exercises are the starting point for identifying and collecting individual strengths (including skills, knowledge, attitudes, personality traits). Ideally, CCC would not only help participants identify their skills but also give opportunity to make use of them in CCC class (and beyond). By giving students the opportunity to use use their skills, CCC would help students strengthening these already existing skills. 
Coaches always focus on students’ strengths and tend to disregard deficits/ weaknesses. Unless weaknesses hamper the collaboration in CCC class or hinder participants to reach their (!) goals. 

Objectives
· Skills inventory: Students identify (all/ as many and diverse as possible) skills they have (including attitudes and personality traits). Each student starts to document his/ her individual list of skill or ‘skills profiles’ and store them in their individual portfolio-folders). This collection is never finished but needs occasional updating throughout the CCC and beyond. Conclusions from Industrial Attachments can be added any time. Portfolio

· Indirectly also: Strengthen strengths by making use of the identified skills if and as possible during CCC and in regular class. 
· Sensitizing for 
· the value of all skills,
· for the fact that many skills are acquired in out-of-school settings,
· for the ‘transferability’ of skills, and 
· for the difference between self- and foreign assessment.  
· Raise self-confidence of all participants by believing in their strengths (absolutely everyone has talents!) and by making them visible to the bearer. 
· Preparing for feedback as valuable source of information (strengths are often invisible to the bearer and for others easy to see). The CCC shall be full of mutual positive feedback, where people (honestly! No being nice here!) see others doing something well. 

Materials
	Session 7
	Session 8
	Session 9

	· Attribute/ Skills Cards
· Tape 
· Scissor
· Printer (printouts)

	The Treasure Hunt Exercise worksheets: 
· #1 the “Treasure Map”) and
· #2, “My Places”

	· PPT (lecture/ input) on ‘Giving and Receiving Feedback’
· A set of feedback forms (parents, peers, teacher) for every student 



Methods
· Game with Skills Cards hidden all over the place (Introduction)
· Individual work (Treasure Hunt worksheets) during working phase.
· (Peer) discussion in small working groups
· Lecture/ Input (PowerPoint Presentation on Feedback)

Implementation Steps
[bookmark: _Toc535234136]Session 07	What is a Skill? And How can we find them?  
1. Preparation: Coaches print 3 or 4 copies of the skills cards, cut them in pieces (one card per skill) and hide them all over the place (searching for them should be fun for participants).
2. Look at last sessions 5-Fingers-Feedback and settle issues, if there are any
3. As introduction, ask “What is a skill?”: Something one can do (fairly) well. “Where and when do you develop skills?” Whenever we do something (and do it better every time we do it again). Not only (maybe not even primarily) in school but in all spheres of life. Ask students also, if they agree that building careers on skills and talents is better than building them on deficits? “Why?” 
4. Ask students to search the room for little (attribute/ skills) cards. 
5. Ask students why they are hidden? Explain that we need to search for them, because people are usually not aware of them. They may have them, but the skills may seem just too natural and nothing special to them. Stress that everybody (also: every single person in this room) does have skills, talents, strengths. And that CCC is trying to help uncovering them.
6. Go through the collection of cards students have found. Clarify what each skill/ attribute/ personality trait (…) is about, so that they are understood well. Appreciate all of them by asking “In what context would this (particular) skill or attribute be appreciated?” 
7. Let participants stick those cards, they can identify with (because they feel that they have this skill or trait) onto their chests and have them stick those they see in others on the back of peers.
8. Have students look at the cards on their backs. Are they surprised? Do they agree? Explain why feedback is important (as one of only a few existing sources to learn about yourself; social mirror). Encourage students to always and immediately give positive feedback if they see a peer doing something well. You make it a habit in the CCC to exchange positive feedback (possibly add it to the “rules”/ “agreements” poster). 
9. Reflect session with 5-Fingers-Feedback and give an outlook to the next (session no. 8), where the “Treasure Hunt” (= the search for skills and talents) is going to be continued. 

[bookmark: _Toc535234137]Session 08	The Treasure Hunt
1. Prepare one printout of the worksheets “The Treasure Hunt – Collecting Strengths” and “The Treasure Hunt – My Places” for every student. Provide big plain papers (ideally, Din A3 size) and colored crayons. 
2. Settle issues from last session. 
3. Introduction: Remind students of last session, in which you talked about what skills are and students identified some of their skills through self- and foreign (peer) assessment. This session will continue with discovering skills and talents, largely through individual work on working sheets. 
4. Hand out the worksheet “Treasure Hunt – Collecting Strengths”, explain the task, and give participants about 10 minutes time of individual work on this. Questions like “What do you enjoy doing?”, “What can you do well?”, “What can you do for hours without getting tired?” help students think about their strengths. They reflect and collect individually and compile a first list (‘treasure chest’). If they cannot think of (m)any, they can have a look on the list of examples provided. Make sure, the students first think of any themselves before looking on the list. The “Treasure Map” contains more questions to help participants identify even more strength to add to the Treasure Chest-list.
5. Hand out the worksheet “My Places” and ask students to get a paper and some colored pencils or crayons. Note that each of them should have a paper of their own. Explain what “places” you are referring to (give a few examples) and allocate about 15 minutes time. When they finished drawing, they may have a look on their papers of peers (for inspiration and on a voluntary basis). 
6. Go on to Task 2: after having collected all places that are meaningful to them, ask participants to write down (keywords or symbols are okay) all the activities they are doing there and either like doing or receive positive feedback for. 
7. Ask volunteers to hang up and present their papers. Ask everyone else to hang up their posters and invite group for a short exhibition where they can discuss and exchange.  
8. Finally, if participants have been inspired by the exhibition or would like to add a new skill to their treasure chest (or propose skills to peers), give them time to finish it. 
9. Let them know that these map of places and activities is their property and that they can add any time during and after CCC. 
10. End the session with the 5-Fingers-Feedback and an outlook on the next session – the final session (no 09) of this unit. It is dealing with why and how to give and receive feedback. 

[bookmark: _Toc535234138]Session 09	Giving and Receiving Feedback

Background Information (Theory for Coaches)
There are things that we know about ourselves and there are things we don’t know about us. Also, there are things others recognize about us and things that are invisible to others. The better we know ourselves the clearer and easier we can relate to ourselves and to others. The US-American psychologists Joseph Luft (1916-2014) and Harrington Ingham (1016-1995) created a simple matrix which became known as the “JoHari-window”. 
[image: ]It shows four ‘areas’, ‘rooms’ or ‘quadrants’, marked here as A, B, C, and D:  
A is in “the Open”. It is “the Public Arena”, where we reveal parts of our personalities that we are aware of and that are also known to others. This is the place we feel most comfortable in and can act freely without fear and self-control. Good communication and cooperation occur here. 
B is the place, where we hide things to others that we know about ourselves. From a psychological perspective, hiding aspects of ourselves requires a lot of attention and energy, which is exhausting and makes us feel uncomfortable. 
[image: ]C is the so called “Blind Spot”. It comprises behaviours or traits of ourselves that are seen by others, but that we are unaware of. There are certain things, which others understand about us while we do not realize them. This can be positive things, that we fail to utilize or things that affect our relations to others negatively or produce problems we are not prepared to meet. 
D symbolizes unknown territory; things about our personality that is unknown to ourselves and to others alike. This can be deeply rooted fears as well as deeply buried talents.
The quadrants seem to be the same size but are not in reality. Although no one can accurately assess the size of the ‘unknown’, it can be said, that the A-field tends to be rather small in comparison to the C- and the B-field. 
In Career Guidance, Coaches help students to expand field A in three ways:
· Exposing oneself to feedback by others helps reduce the “Blind Spot”. We learn something about ourselves by asking others to let us know) what they see. 
· The hidden aspects of self can be reduced through disclosure, by admitting/ telling other people about our weaknesses and asking for either tolerance or support. 
· Venturing into the “Unknown” means trying something new that one has never tried before and see how it works and what can be learned there. Encouraging people to simply have a go and give it a try helps uncover new talents and opportunities.  

TIPP: If you like you can gain a sense for the technique by visiting the ‘interactive Johari Window’ by Kevan Davis (2006) on the internet (English): http://kevan.org/johari. You will be asked to select 5 to 6 (out of 56) adjectives that you feel describe you best and ask a colleague or friend to also choose 5 to 6 adjectives s/he thinks would describe you best. Then you compare (ideally in dialogue with your partner). 

“Feedback” is a very powerful tool for increasing self-awareness. Young people are anyway very often exposed to (usually unrequested) feedback by parents, teachers, employers, colleagues, peers …. Yet students should know about the value of this information for their own personal development. Moreover, they should know techniques and standards of “good” (“constructive”) feedback. Positive feedback is strengthening strengths. Negative/ corrective feedback must be given in a “constructive” way to unfold its potential for learning. 
1. Ask students to give daily life examples for “feedback” they (recently) received or gave. 
2. Sort it in positive and negative; encourage your class to always and immediately give positive feedback to peers whenever they truly see them doing something well. 
3. Distinguish also between 
· desired/ appreciated and undesired feedback 
· appropriate/ inappropriate feedback
4. Screen the presentation on “Giving and Receiving Feedback”
5. Answer questions of understanding
6. Discuss practical implications and students’ conclusions from the PPT
7. Encourage students to ask for and to carefully listen to feedback and highlight that it is up to them to what extent they accept it (or not). Nothing ventured, nothing gained … 
8. Hand out feedback forms. For every student three types:
· one for peers
· one for parental care takers or another adult person who knows them well and who they trust
· one for a teacher (to be selected by the participant)
[bookmark: _Toc535234139]HOMEWORK 	
Explain, give instructions and make it a homework for participants to bring (at least) 3 filled in feedback forms for the next session. (Who plans to do more than the compulsory three, needs more copies. Categories of feedback-givers can be negotiated and agreed with coach). 
9. Remind students of bringing to the next session: 
· 3 (or more) filled in feedback forms plus
·  their entire work results so far (list of strengths, collection of values, “my places”-poster, feedback forms)





5.7 [bookmark: _Toc535234140]Unit F: Closing the Self-Awareness Part with a “That’s Me”- Presentation (2 sessions)
Introduction
At this stage, participants have undergone a lot of exercises and activities to raise their individual self-understanding and have collected foreign feedback (homework from last session). 
Objectives
[bookmark: _Hlk534548919]Participants (…) 
· Assemble all key results of the entire journey into one piece (overview; wholistic view) by preparing a poster-presentation on themselves
· Reflect on the results (Is all true? Is this really me? Is there more to it? Am I pleased/ content with what I see so far? Is it helpful? What does it imply for me?)
· Apply (and acquire) some hard and soft skills by planning the presentation event.
· Celebrate a milestone/ achievement
· May collect ‘validation’ and even more feedback from invited visitors
· Involve meaningful others in their career planning. 

Materials
· One large poster (e.g. flip chart), 5 packs of crayons, 5 scissors, 5x glue 
· All working results produced so far (portfolio) per participant
· If possible: drinks and snacks for the presentation event
· Cleaning materials (to prepare and tidy up room)
Methods
· Drawing, painting, making collages
· Brain storming and planning (for event)
· Team work (division of labour for event) 
Remark
If possible, give the event an additional extra time slot to save time for preparing the poster in one session and for planning the event in another, which would open the possibility of choosing a time (and a place), when (50 to 70) guest persons can attend in addition to participants for 1 or 2 hours. 
Implementation Steps
[bookmark: _Toc535234141]Session 10	Preparing Posters & Event
1. Check if all participants have their working results with them.
2. Give an overview of the objectives of the next two sessions including the event.
3. Instructions for “That’s-Me-posters”: Every participant draws a silhouette /outline of her-/ himself on the paper and fills the poster with what is important to him/ her and what s/he has found out about her-/himself. For examples the values (could be put in the area where the heart is) and the strengths (what participants can do with their hands, with their brains, in groups) that participants collected through the “Treasure Hunt” exercises, through positive feedback throughout CCC, feedback results from the last session’s foreign feedback), through self-reflection and through your feedback to them. Participants put all these results on the poster and leave some space here and there, where peers, coaches and – later – visitors can add. Don’t let them put their name on the posters (visitors should identify “their” folks just by seeing the set of strengths and values on the posters). 
4. Peers and coaches may add to the collections (in consultation with the owner of the poster)M&E! 3

5. Hang up all posters to the walls. 
6. Ask participants if their posters already sufficiently mirror/ reflect who they are? Remind them that this is a snapshot of what they know about themselves today and that this will certainly never be finished as they will continue to develop their personalities and skills. When participants are sufficiently content with their re-presentations, ask everyone to make a short-list of who they want to invite to the presentation event (up to 3 persons who know them well and whose appreciation and opinion is important to the young participant).  
7. Get the list (no. of invitees). Explain that there is no budget for this event that marks the closure of CCC’s self-awareness parts (before starting with opportunity awareness). The idea is whether the group nevertheless wants to present intermediate results (posters) to persons that are important and supportive to their career planning. It can be fun, too, if posters do not carry names and invitees are asked to find their host by examining the posters. Guests may also have further feedback to share/ to add. 
8. With the help of a mind map collect with participants the objective, time & place, no of guests and add all activities that need to be decided and prepared. Plan the event. Assign (volunteering) participants for specific tasks and give it a deadline. See to it that it is possible without budget. 
[image: ]
9. Draft information / letter of invitation to be distributed by participants to (up to 3) invitees. (Purpose, Date, Time/ Duration)
10. Use the week or the next session (if you can give the event an extra time slot) to prepare the room and get everything ready. 
11. Take pictures of all posters (M&E! 3) for professional exchange.
[bookmark: _Toc535234142]Session 11	Conducting Event
1. Visitors are welcomed by respective host and lead around. 
2. After everyone is sufficiently familiar with the room and the posters, visitors are asked to identify the poster of their host. 
3. Ask visitors to add to the list of their host’s strength and values and to make suggestions as to what profession could be a good match. 
4. Close the event. 

5.8 [bookmark: _Toc535234143]Unit G: Understanding the Employer’s Perspective (three sessions)
Introduction
With this unit the focus is shifts away from understanding oneself and turns toward understanding the world of work. 
Although there is also a conflict of interest between employers and employees, it is also true that employers depend on good staff to be successful in their business. Many entrance jobs have a high staff turnover which forces employers to constantly look for new staff. 
Jobseekers and applicants who understand how employers look at job candidates and how employers go about staff recruitment will it find easier to approach employers, detect opportunities, present themselves in an attractive way and seize opportunities to gather work experiences.  
Unit G is delivered in three sessions the first two of which deal with understanding the employer’s perspective and recruitment strategies. The third session lays out useful strategies for jobseekers. It is possible that the second session of this unit needs a bit more time than 2 hours (and may be finished in the time-slot of the third/ the last session of this unit). 
Ideally, this unit can be offered (possibly in a condensed form) to participants before the Industrial Attachments take place. Students could choose companies and apply for attachments. 
Objectives
Participants (…) 
· understand the employer’s perspective; 
· are familiar with (formal) recruitment and application procedures; 
· know how to make use of public employment services.
Materials
	Session 12
	Session 13
	Session 14

	· Pinboard with a large sheet of (brown) cover paper, cards & markers;
· Beamer & laptop for screening
· video clip with application tips by professional recruiters (provided by GIZ Egypt[footnoteRef:2]), 7min; [2:  Available on the Egypt-at-Work YouTube channel: https://www.youtube.com/watch?v=mb_3UV9-DfY ] 

· video clips with occupational information (GIZ EPP Egypt[footnoteRef:3]) of 9 min each;   [3:  From the same source, occupational information videos on training for being a cook in the Sheraton Hotel: https://www.youtube.com/watch?v=N-AJ7777To4&index=3&list=PLTeCSNjzN3R2Vk7vxsvQH3sM435R2k3ks and on training for being a car mechanic at SMG:  https://www.youtube.com/watch?v=0XHyiIr7LtY&t=0s&list=PLTeCSNjzN3R2Vk7vxsvQH3sM435R2k3ks&index=5 ] 

· optional: list of generic ‘employability skills’ (across occupations) developed by the German industry.

	· the same pinboard with intermediate working results is used in all three sessions of this unit;
· Beamer & Laptop for
· PPT by KESC “Recruitment and Selection” (ideally presented by KESC staff); 
· Four different (real) application forms (used by employers and international organisations in Rwanda);
· Flipchart to collect students’ conclusions (job hunt strategies).

	· PPT on ‘networking and information interviewing’;
· Optional: chart by Dick Bolles on ‘How employers and jobseekers try to fill vacancies’ and related jig saw puzzle (on the difference between classical and CCC-type of job hunting);
· Materials for the ‘no-no-no-game’: 4 to 5 cups/ open cans; 4-5 coins/ stones, tape for marking the floor (if done inside the classroom).



Methods
· Inputs (PowerPoint presentations; video clips), including 
· A guest lecture by representative/ contact person of public employment service centre
· Facilitated group discourse 
· ‘No-no-no-game’
Implementation Steps
[bookmark: _Toc535234144]Session 12	How do employers look at candidates and applicants? 
1. Make participants aware that this unit marks the turning point away from self-awareness into opportunity awareness. Ask: ‘Why is it important for you to understand the employer’s perspective?’ 
2. Elaborate with participants that 
- employers and employees depend on each other;
- there are (entrance) jobs available due to staff turnover. The labour market is tight and for young school leavers sometimes difficult to access. Yet there are many vacancy on the market, most of which are not advertised;
- participants have skills and talents to offer which employers are seeking; 
-  for presenting own capabilities to an employer (in an irresistible way) and for making a good deal (work contract), participants need to know what employers are looking for and how they are looking for it.  
3. Take the large board with a large paper, ask a volunteer to stay in front of it and draw his/ her silhouette (body outline) onto it for the first lesson of this unit: An employer is not assessing the quality of a person but the qualities of a job candidate as a “human resource” with certain abilities and attitudes deemed necessary for getting a certain job done against payment. Participants may undergo tens or hundreds of applications before they get hired. That is normal. It is important that participants understand that a rejection is not a rejection of them as a person. Employers turn a candidate down if they believe they find a better match or a cheaper offer. The silhouette is a symbol to help participants see themselves through the lenses of an employer as ‘human resource’ and to avoid confusing this perception with their identity and dignity as a human being.  
4. Ask participants for attributes of that (silhouette) ‘person’ an employer would look for. Brainstorm. Put each attribute on a card of its own and pin it around the outline to the board. Brainstorm and collect for about 10 minutes. 
5. Announce the first video (application tips by a professional recruiter). Tell participants that you are going to amend this first collection on the board after watching the 8-minute-clip. They may want to take notes. The clip is in Arabic with English subtitles. Participants with excellent English skills might be helpful in getting the messages to everyone in class. 
6. Watch the video and turn the attention back to the pin board. Ask participants to suggest further criteria which they have learned from the video clip that they are important to recruiting employers.  You may need to cluster them into groups and give them each group a title. 
7. Use one (or two – depending on the time you have) videos with occupational information (on the cook or the car mechanic; each with almost 9 minutes duration) and proceed analogue. 
8. By now the board should be full of aspects and criteria employers consider important when hiring new staff. You may have to re-group them together with participants for a better overview. Take a picture of the board (information material for participants).  Portfolio

9. Ask participants to compare how many of these criteria refer to “hard skills” (technical knowledge and know-how) and how many are “soft skills” (and which kind of soft skills are in demand).  Often, employers are looking for ‘attitude’ more than for technical skills, because they can train technical skills required for the job at hand easily and are looking for candidates with the right “attitude”, e.g. a willingness to loyally engage, to perform and to learn. 
10. Close the session by inviting for a short feedback and by giving an outlook to the next session where you continue with the employer’s perspective. Glue the (clustered) cards to the paper and leave it hanging in the classroom for the next session. 
11. As a preparation next session: Invite a guest speaker from the employment office to the next session to present their services for jobseekers and for employers and to present the PPT “Recruitment & Selection”. 
[bookmark: _Toc535234145]Session 13	How do employers look at candidates and applicants? (continued) 
1. Prepare 
a. [image: ]5 pinboard cards (separate colour for headlines/ titles) with “Personal Data/ Contact Information”, “Competence”, “Qualities”, “Professional Appearance”, and “Attitude toward Work”. Prepare a sixth pinboard card (different colour) with “Company & Job”. 
b. (optional) print and cut copies of the jig-saw-puzzle; one for every pair of participants
2. Opening (about 3 minutes): Shortly recap what has been achieved during the last session (and add, if participants feel something missing).
3. Introduce guest speaker from public employment service and today’s programme. 
4. Have the guest lecture on public employment service and on “recruitment and selection” (PPT), which covers both perspectives, that of employers as well as that of job applicants (30 – 40 minutes with questions and answers). 
5. Take the four categories (KESC PPT, slide 6; you have prepared them) and pin them first row on the board. Add “Personal Data/ Contact details” and leave some space for the last headline to be pinned on later. Have participants discuss and sort all cards to match one of the – now five – categories. Note that some would fit under several categories. Don’t worry, no strict “rights” and “wrongs” here; place them where participants feel fit them best and prevent big discussions about it (10 minutes).  
6. Last round of supplements: Sort participants in four groups; give each group one of the four (real) application form/ interview guidelines used in Rwanda. Ask participants to analyse the respective form/ guideline and add to the pinboard if they find some aspects in their respective forms that are not yet covered on the board (10 – 15 minutes). 
7. Add the last headline card (“company/ job”) and explain that the aspects employers attend to are very specific for every job and company. Participants must never use a copy – paste approach when applying for a job but must read the requirements carefully (or research them or take an educated guess) and tailor their application to it. M&E! 4

8. Discuss and conclude recommendations for applicants. They do now know what employers are looking and should find strategies how to show these qualities in a short time (how to prepare, what to do and what to avoid in an application process). 
9. Take a picture of M&E! 4 for professional exchange and store it into your folder.
[bookmark: _Toc535234146]Session 14	Tips for Networking and Information Interviewing 
Note that this session is partly repeated at the beginning of Unit K in session 17 

1. Prepare ground for no-no-no-game
2. Deal with whatever remains from the last session (which was tight and dense). Then introduce this session by giving an overview: The PPT explains how to network and to gather (first hand) information about companies, jobs, vacancies, tasks and requirements. Participants are invited to make it a habit to explore their environment for that sort of background information and, at the same time, make contacts, starting to create a little network for their career development. 
3. Establish/ Highlight the distinction between “informational interviewing” and “application interview” (different; one must not be confused with the other)!
4. Present & discuss PPT; conclude behavioural DOs and DONTs
5. Optional: distribute one copy of the jig-saw puzzle for every two participants and ask them to bring it into the right order. Give model solution and discuss each answer. 
6. End this session (and unit) with the ‘no-no-no-Game’. 



5.9 [bookmark: _Toc535234147]Optional Unit H: Preparing clients for visiting events (2 shorter sessions)
Introduction
Technical secondary schools, very often, offer excursions to events such as IAP fairs, job fairs, (e.g. the annual Job Net organised by KESC), the TVET Expo and company visits. Students/ Participants can benefit much from such visits if they are prepared for the visit and if they reflect on their experiences.  Preparation and reflection are key to learning and making use of these opportunities. 
Career coaches prepare their participants shortly before the visits. Timing is important: This unit can be implemented flexibly responding to the date earlier or later in the CCC programme, ideally (but not necessarily) any time after the networking and informational interviewing session. 
Sessions of this unit (i.e. sessions 15 and 16) may be shorter than the usual 2 hours and may be conducted by teachers in charge for the IAPs (with support of career coaches). 
Objectives
Participants (…) 
· are prepared for the visit: They now where it is, when and how to get there, what to wear and what to bring along (e.g. a few copies of their CV, note pad and pen, contact details, invitation, map …). They have short-listed interview-partners in order of priority, know what they want to learn there and have prepared a few questions.
· postprocess visit: reflect results and draw personal conclusions from it. 
· Share the gathered information (hence enriching the information base for everyone significantly. Everyone can focus on up to three interviews in depths and high quality because peers will do the same with other interview partners)
Materials
· All available information on the event and sources of information (webpage; contacts; experts)
· A set of three moderation cards (red, yellow, green) for every participant
· A flipchart, 1 paper, 1 marker
Methods
· Group work
· Exploration
· Individual work 
Implementation Steps
[bookmark: _Toc535234148]Session 15	Preparation: Getting participants prepared for the visit
1. Ask students what they know about the upcoming event. Collect, supplement and visualize all information available. Give exploration tasks, if crucial information is missing (e.g. let students call a contact person to find out; remind them of the informational interviewing tips which work also on the phone); 
2. Ask students to summarize what they expect from the visit (individual work; 5 minutes)
3. Share and discuss expectations in class; sort in order of probabilities (30 min) (what can be expected, what might happen, what is also possible and what is rather unlikely to happen). 
4. Stress that these events will (most likely) NOT provide visitors with jobs and shift the focus of participants on what can be achieved realistically.
5. Ask participants to draft individual action plans and prepare questions: Every participant should short-list at least three priority interview partners, research information about them (company, jobs/ internships), define what they would like to know about them and phrase questions they plan to ask. Students should use this for their own preparation and may use it during the visit. They shall keep it for a personal evaluation during the postprocessing after the visit. 
6. Encourage them to phrase open-ended-questions which helps interview partners to get into talking. You may want to give examples and support with the re-phrasing of questions from a yes-or-no answer into open-ended formats. 
[bookmark: _Toc535234149]Session 16	Reflection: Personal and collective evaluation of results of the visit
1. . Hand out one green, one red, one yellow moderation card to every participant. Start with collective questions to the group (answers by holding up respective card). Questions may be, for example: 
a. Who did have interviews at the event (green cards for those who conducted interviews and red cards for those who didn’t). Count and note down. 
b. Ask ‘red-card-holders’ why they didn’t have interviews
c. Ask ‘green-card-holders’ how many interviews they did (red for one, yellow for two, green for three, all cards at once for more than three). Count and note down. 
d. Ask them how useful they found the interviews by holding their cards low (for little) or high (for very). Ask them if they are willing to share the information they gathered (on a voluntary basis).
e. Ask everyone willing to get up, one by one (interview) and tell
· With whom they had the interview
· What they found out about the company, the internships/ jobs
· Which of their questions were most fruitful for gaining information. 
· How they felt about the situation
· (in any order)
f. Proceed with information sharing until 15 minutes before the end of the session. 
g. Use the rest of the session for asking all participants which lessons they learned from this exercise (e.g. what to do the same way and what to change if they’d go again for a visit). 
h. Conduct a 5-finger-feedback for the unit. 


5.10 [bookmark: _Toc535234150]Unit I:  Project Work
to be drafted by coaches. My proposal: Assumani (who proposed it) together with Evelyne 
Introduction

Objectives

Materials
· 
· 
Methods
· 
Implementation Steps
[bookmark: _Toc535234151]Sessions 17	
1. (…)


5.11 [bookmark: _Toc535234152]Unit J:  Reflect IAP Experiences (draft)
Introduction
Industrial Attachments (IA) are a compulsory element of technical schooling. They are meant to build a bridge from school into formal employment and provide students with real working experiences. Good IAP providers have a pronounced learning/ training aspect inbuild that is going beyond using students’ (wo-/)manpower of cheap labour.  However, it is possible that students have had some bad experiences during their IAs. It is good to give room to express and share them. But it is likewise important to end on a positive note. Coaches congratulate  participants for completing the attachments (good stock of formally acknowledged work experiences) and help participants find the positive aspects of it (e.g. new skills to add to their portfolios including simple things like managing full and long working days, working under pressure etc.). 
Due to a lack of IA places, not every student will be able to complete the IAs. Participants who didn’t have the chance of IA can benefit from experiences of those who did. 
As it is compulsory, the IAP portfolios/ reports might have become a formal exercise rather than a true and critical reflection of actual experiences. Given their character as bridges into employment, they might be under-used for career orientation purposes. 
Objectives
This unit helps participants to reflect on their actual experiences, to draw conclusions from it for their further learning and career development strategies and to share their experiences with others who might not have had an IA opportunity. 
It also can feed into the orientation and preparation of next batch of students. 
The results of this unit can also be used in an aggregated (anonymous) form to inform IAP-officer about the quality of IA-service providers and about the degree to which intended learning results are achieved. It is a good basis for continued institutional learning and development. 
Materials
· Participants’ IAP-reports
· 1-2 sheets of paper for every participant who did their industrial attachments with  
· set of guiding questions (employer/ business branch; tasks, difficult (“-“) & good (“+”) experiences
· 4 Flipchart papers, 1 marker
· Tape
Methods
· Classroom discourse
Implementation Steps
[bookmark: _Toc535234153]Sessions 18	
1. Prepare three flipcharts (“employer/ business sector”; “typical tasks”; difficult and good “experiences” “-“ and “+”); a fourth flipchart is for “recommendations”. 
2. Divide class in those who did IAs and those who didn’t. Ask participants with IA-experiences if they are willing to share their experiences with other participants and with future generations of students? If so, they may prepare a short input on:  
a. where they’ve worked (and how long)?
b. what their daily tasks were? (typical daily routines)
c. what they liked and what they didn’t like about it?
3. Stress that you don’t want them to advertise for the employer nor the attachment but truly report about how in a straight forward way how it really was like, plain and simple (and beyond marks and records); it’s an informal exchange. Ask other participants to keep confidential what they get to hear (as a pre-condition for taking part and benefitting from other participants’ experiences). 
4. Ask a volunteer to take notes on the flipchart: 1 page for collecting all internship places (companies/ jobs), 1 page for collecting all typical tasks, 1 page divided into “+” and “-“ for good and bad experiences. 
5. Start with volunteers (if there are too many participants who underwent IAP, select only as many as can be handled in one session. Volunteers first; after that random selection (as invitation). 
6. Ask the first question (where they did their attachment) to everyone; notes taken on flipchart. Get an overview about employers, their respective businesses and the attachment-jobs they provided.
7. Put up 1st flipchart on the wall and proceed with the next question (tasks); have them noted down on 2nd flipchart paper. Collect all. If tasks are repeated ask the note taker to mark this with a symbol (e.g. ‘I’, ‘II’, ‘III’, ‘IIII’, ‘IIII’, etc.)
8. Look with participants at typical/ routine tasks; discuss why it is important to accomplish them. 
9. Ask if IA-participants have had chances to learn something entirely new? Invite them to add to their list of skills & strengths (Portfolio), especially those skills they liked using and those that seem to be very useful.  Ask, if they are transferable skills? 
10. Turn to the third flipchart poster with difficult (“-“) and good (“+”) experiences. Start with the negative experiences. Have a short (time bound) round to collect them. Also ask how students how they managed to cope with these difficult aspects. Proceed with positives (and take your time to find them. They are there and need to be stressed for individual and collective conclusions). 
11. Congratulate students who completed IA for their achievements (and thank them for sharing their experiences). They have gained work experiences, worked through partly difficult times and have acquired new skills. For their personal conclusions they should reflect on what was positive for them. What did they like (and why)? What does this mean for their career development? What was difficult for them (and why)? What does it mean for their career development? Participants without IA experiences should be patient and support IA-particpants’ reflecting/ drawing personal conclusions. 
12. Finally, turn to what can be collectively learned from the IAs and what can be recommended to young people prior to their attachments? Take the rest of the session to collect tips for the next generation of students (‘What would I do the same way again and what would I do differently if I had to do it over and what can we recommend the next batch of students to do or to avoid?’). 
13. End with saying that internships are key for a) collecting work experiences and very useful for b) career orientation. For orientation internships don’t need to be long. Longer internships are good bridges into employment. Encourage (particularly students without IA-experiences) to see internships as a valuable opportunity for work-based learning. M&E! x

14. Document results (4 posters) for professional exchange; liaise with IAP Officer on reflection outcomes




5.12 [bookmark: _Toc535234154]Unit K:  The World of Work (three sessions, one homework)
Introduction
This unit is about exploring the world of work using informational interviews (first introduced in session 14). Jobs are everywhere as staff turnover tends to be high. Most vacancies never get advertised. 
Enabling and encouraging participants to explore the vastness and broadness of the  ‘hidden’ labour market, to gather (first-hand) occupational information and to build up networks is the purpose of the upcoming three session. 
Objectives
Participants (…)
· acquire and develop exploration skills and strategies; 
· collect and share (exhibit) occupational information. 
Materials
	Session 19
	Session 20 & Homework
	Session 21 Exhibition

	· Exploration related “messages”
· PPT on Networking & Informational Interviewing (refresher)
· Flipchart
· Pinboard
· (model/ sample) lists of guiding questions
· Paper & pens

	· Clipboards with paper and pen
· List of questions
· Cameras (if available) or participants bring their own devices (cameras, smartphones)
· Large (flipchart) papers, crayons, markers, scissors, glue,
· Printer (for photos)
· Computer (for PPTs)
	· Tape (for fixing poster to the walls)
· Camera
· Flipchart with evaluation form
· A few markers
· Laptop, beamer, data stick 
· A set of cards (1 green, 1 red, 1 yellow) per participant 



Methods
· Classroom discourse
· Small working groups 
· Exploration exercise
· 5-fingers feedback
Implementation Steps
[bookmark: _Toc535234155]Sessions 19	Networking and Information Interviewing (Refresher)
1. Introduction (ca. 10 minutes): 
a. Ask participants: ‘How does the world of work differ from the world of education?’ and help sort the answers (distinct culture, rationale, objective, pace, language, code of conduct, …). Conclude that entering the world of work is like traveling a foreign country and culture; it can and should be explored before transition.
b. Ask participants: ‘How many occupations are there’?  Help students brainstorm beyond stereotypical images of professions and occupations by encouraging them to think of jobs and work places they encounter on a daily basis (e.g. on the way home from school). Help conclude that there is an immeasurable number of diverse occupations and that they are constantly changing over time (some cease to exist, new ones come up; find examples).
c. Ask participants: ‘What does a sales person/ a vendor do?’ Let participants brainstorm typical tasks. Highlight that the job of a vendor might look very different depending on the context (e.g. in a big supermarket, at the greengrocer’s next door, at the market, in the wholesale business, in cross-border trade, small street vendors, family business etc.).  
d. Ask participants: ‘Do you think there is an expert or a library that possibly can provide information on all jobs and occupations that exist in your environment?’ Certainly not. ‘What (else) can we do about it?’ Explore ourselves!
2. Discuss messages for clients #09 and #07 (statements related to exploration; ca. 10 minutes)
3. Screen PPT “Networking & Informational Interviewing” (session 14); go through all bolded parts. Discuss with participants what they mean/ what thy suggest in terms of behavioural DOs and DONTs and other implications (e.g. timing, effort). List them on the flipchart. (ca. 20-30 minutes)M&E! 5

4. Now that you have established HOW to approach working people for information, turn the attention on WHAT to ask. Organize small working groups (of about 5 participants each), hand out 2 sheets of plain paper and a pen to every group.  You may want to assign different tasks to different groups: All are supposed to elaborate a set of guiding questions, but they may focus on one of the following categories: Talking to a professional/ a job holder; talking to an employer; talking to an entrepreneur (about entrepreneurship). They brainstorm and collect questions and note them down on paper. (Roughly 10 minutes)
5. Plenary work: Sharing results (and visualizing results on one flipchart per category). (20-30 minutes); Coach compares with sample solution, adding to the board)Portfolio

6. Ask a volunteer to type the results into the computer and send it to you for printing and disseminating a copy of all working results.   
7. Announce that participants will exercise exploration during the next session: Pairs of two will go out, find themselves a person to interview and present interview results in forms of picture, presentations, poster or story to the classroom. They may want to bring smartphones or cameras to the next session, if available. 
8. Take a picture of M&E! 5 for professional exchange and store it into your folder.

[bookmark: _Toc535234156]Sessions 20	Photo Story
1. Explain Photo-Story task/ objective. Participants go individually or in pairs of two to interview a working person, an employer or an entrepreneur of their choice about their respective careers. They may do so individually or in pairs of two. They bring back information in presentable formats (posters, PowerPoint presentations, stories, role plays) and share them in class. Presentations can be entertaining but main thing is that they are INFORMATIVE. Peers will can ask questions and will rate information content. Only 5 minutes time per presentation! 
2. Have students organize and prepare themselves: find a partner, decide for a (preferred) interview-partner, develop a strategy, note down questions, choose a presentation format and feedback their plan to the coach who sets up a list.  
3. Tell participants that they might need to be flexible and have an alternative plan, if theirs is not working out well in time. They have all week to work on their task and can take materials they need to do their presentation with them. 
4. The next session will be used for presentation (exhibit of exploration results). Only five minutes per participant (unless participants can afford to stay longer). 
5. Answer questions if there are any
6. If possible, have the classroom open during this week for participants to work on their presentations or start the next session an hour early. 
[bookmark: _Toc535234157]HOMEWORK 	Exploring the World of Work

[bookmark: _Toc535234158]Sessions 21	Exhibiting Exploration Results
1. Have room prepared for exhibition/ presentations (laptop, beamer, paper, tape, etc. in place before the session starts). Distribute a set of cards (red, green, yellow) to every participant. Have the evaluation flipchart ready. 
2. Use a random system to select first, second, third, … presenters
3. Announce that peers will be ask for feedback as to how well informed they feel by the presentation.
4. (Randomly) select presenters and let them present one by one. 5 minutes per presentation. Very little time for questions. Take a picture of each presentation. M&E! 6

5. After each presentation a quick group rating: Participants evaluate information value by showing up cards (green for ‘very good’/ ‘good’, yellow for ‘medium’/’okay’, red for ‘little’/ ‘implausible’) and a big applause for the effort and the achieved task!M&E! 7

6. End the session with a short evaluation form (flipchart, use template). 
7. Stress that this was an exercise and that students can refine their art of networking and interviewing by making it a habit to ask people about their work. They may find access to interview partners in working areas of interest to them (who might be less easy to identify and to access). Exploration techniques will help participants create networks and give them access to information and to the hidden labour market. 
8. End the unit with a five-finger-feedback. 
9. Take pictures of M&E! 6 and 7 for professional exchange and store it into your folder






5.13 [bookmark: _Toc535234159]Unit L:  Exploring Learning Opportunities (3 sessions, 1 homework)
Introduction
Young people are creative and have a tremendous capacity for learning they should make use of. This unit deals with what to learn and how to learn 
Objectives
Participants (…)
· recall the joy of learning; 
· are aware of their learning capacity and of the  
· variety of learning methods/ strategies; 
· can transform learning goals into SMART objectives; 
· know about formal, non-formal, and informal learning opportunities (in Kigali); 
· 
Materials
	Session 22
	Session 23 & Homework
	Session 24

	· 2 pinboards
· 60 cards (of 4 different colours) + 4 cards (another colour)
· PPT on SMART goals

	· List of formal and non-formal training providers (drafted during CCC training in November 2015)
· 2 pinboards
· Another 4 cards for career-related learning projects suggested by coach
· A sheet of plain paper and a pen for every small working group (of about 5 participants)
· Access to computer, internet and phone, 
	· Folder for collection of formal and non-formal training providers of the area
· Beamer, laptop
· PPT ’12 common reasons for failing to achieve your goal’
· Pinboard, cards, markers for 5-finger-feedback ending this unit



Methods
· Group work
· Input/ Lecture (SMART goals; 12 reasons for failing to achieve your goals)
· Exploration exercise 
· 5-fingers feedback
Implementation Steps
[bookmark: _Toc535234160]Sessions 22	The Joy of Learning
1. Introduction: Help participants recall the Joy of Learning (for re-gaining it)
a. Remind participants of how babies and little children enjoy skills development;
b. Have participants recall childhood memories; how it felt when they learned something they wanted to learn (e.g. whistling, doing laces, riding the bike, etc.);
2. Ask if there’s something participants always dreamed of learning (can be fun projects)? Collect as many as possible examples; pick four, write them on a card and pin one card on every side of the two pin boards. 
3. Have participants sort themselves to one of the learning projects and give each group a set of about 15 cards (of the same colour). 
4. Instructions: Participants should as many as possible different ways of how to meet the learning goal; write key words in large letters on the card; pin it to the board. They may want to cluster cards into groups of related cards at some point and add to the board until they are running out of ideas (or of cards or of time). 
5. Coach goes around the groups ensuring that participants collect different learning methods/ strategies (as opposed to variations of the same) and for every group to choose a presenter. 
6. Share results by putting all cards (of four different colours) on one board; cluster into groups of similar suggestions. Start with one card and ask presenters if they have similar cards (other group members may add); ask presenter to pin the next card and ask all other presenters if they have a similar card to add (….) until all cards are grouped on the board.
7. Have participants look at it and discuss it. Conclude that learning is not something done exclusively at school. Most skills are acquired in out-of-school settings. Highlight how important is ‘learning by doing’ (riding a bike cannot be learned in theory). Also, different personalities prefer different methods (individual preferences). Discuss ‘formal qualification’ and ‘informal/ non-formal’ learning’ or ‘non-formal learning’.   
8. Coach adds four - more seriously career-related - learning projects (e.g. improving one’s English language skill, sewing, repairing a smartphone, calculating with xls-sheets or the like) which are more complex and less attractive for students.  
9. One technique that might be helpful in achieving learning goals is breaking down big aims in little steps and set oneself “SMART” goals. Input PPT on SMART goals.
10. Ask participants to get back their respective group to transforming learning projects (distributed by coach) into SMART goals (exemplary). 
11. Share results; discuss one or two examples (and improve them, where possible)
12. Keep the pinboard with learning methods for next session. 
[bookmark: _Toc535234161]Sessions 23	Learning Opportunities 
1. Have the pinboard with learning methods visible and prepare a second pinboard with three headline-cards ‘formal’, ‘non-formal’, and ‘informal’ learning opportunities; 
2. Explain the three categories to participants and ask them to help you sort the ‘ways of learning’-cards onto the new pinboard under the fitting category; leave the lower half of the pinboard empty for listing training providers (next step). 
3. Supplement from your list with information on formal and non-formal training providers and training companies (be specific; name of institution, location, website, etc.). Use the lower part of the pinboard to collect them. Cover all VTCs, colleges, universities in reach for your participants, training companies (with traditional and modern apprenticeship schemes/ industrial attachments, internship schemes), cooperatives, incubators, private training providers, public employment services. Also collect with participants examples for informal learning opportunities.
4. The board will soon be full of learning opportunities. It is a starting point for the group to develop a ‘catalogue of learning opportunities’ relevant to them which can be investigated in more depths and details as a homework. 
5. Are some of those on the board relevant/ interesting for some participants? Ask volunteers to find out more about those (one or two providers) that are interesting for them (location, courses, trainers, contents, duration, start and ending time, costs, certificates, contact details, …). Are there more learning goals that are not covered yet? Ask volunteers to take on the task of exploring learning goal related learning opportunities. Every participant should take one exploration tasks as a homework.  
6. Assign tasks (volunteers first) and give every participant a sheet of paper for it. Ask them to put their names and date on it and to also name the source(s) of information. You may need to make the computer/ internet and a phone available to participants. 
[bookmark: _Toc535234162]HOMEWORK 	Exploring Learning Opportunities

[bookmark: _Toc535234163]Sessions 24	Sharing Exploration Results on Learning Opportunities
1. Have all exploration results be presented shortly (2-3 minutes each) and be handed over to you. Ensure that name of participant, exploration date and sources are mentioned before storing it away into the folder. Keep the folder ready for use by participants throughout the course programme. It may grow with every round of implementation. 
2. Share and discuss PPT ’12 common reasons for failing achieving your goal’
3. Invite students to add on their list of strengths/ skills (in their portfolios, self-awareness section) as they have gained exploration, interview and presentation skills. 
4. Wrap up unit (3 sessions, homework results) and conduct 5-fingers feedback; give an outlook to the next unit ‘Decision Making and Transition Planning’


5.14 [bookmark: _Toc535234164]Unit M:  Decision Making & Transition Planning (2 sessions, 1 homework)
Introduction
Participants are by now two terms away from graduation and need to start thinking about what to do after leaving school. Students might not feel yet an urgency to do so, but are likely to feel the relevance to think beyond final examinations and to prepare for what comes after secondary school. 
Objectives
Participants (…) 
· gain an overview of all possible transition routes/ options as well as the 
· PROs and CONs of each option (opportunities and risks of every pathway)
· Investigate (individually preferred) options in depths and detail. 
Materials
	Session 25 & Homework
	Session 26

	· Paper & pens (one per participant) for the session
· 2-3 sheets of paper per participant (for homework)
· Pinboard, ca. 40 cards, 5 markers
· Flipchart and flipchart paper
· Access to phone and internet
	· Camera (M&E)
· Pinboard, cards, markers (5-finger-feedback)
· Printer/ copy machine for making copies of investigation results




Methods
· (individual and collective) Mind-mapping
· Classroom discourse
· Homework (investigation)
Implementation Steps
[bookmark: _Toc535234165]Sessions 25	Looking at ALL options
1. Prepare a pinboard with a card “transition routes”, place it in the middle (for a mind-map).
2. Introduction: Ask participants what they think they’ll be doing in a year from now? Graduation is close and what comes after that? Before making any decision they ought to look at all options there are. 
3. Individual work: ‘What am I going to do after graduation?’ Participants map out all (!) possible options/ potential transition routes they can think of (mind-map), such as studying, marrying, supporting family business, searching for employment, becoming an entrepreneur, being unemployed …). 
4. Ask them to highlight on their individual working papers the two most likely and the two most preferred pathways on their paper. 
5. When done, ask a volunteer to name any of his/ her options and to write in on a card; pin it to the board. Ask all participants who else has picked this option too (hand sign). Ask another participant to name a new option, and so forth. Proceed until all transition routes found by participants (collectively) are on the board. 
6. Ask participants to know mark their most preferred and their most likely options by putting a symbol next to the cards on the board (e.g. O1 and O2 for first and second preferred priority and OA and OB for most likely options). M&E! 8

7. Have participants look at the collective result and ask if something is missing. Make sure that pathways such as marriage (unpaid family work), unemployment, military service, formal and informal work, VTC training, family work and entrepreneurship are included. 
8. Now turn to the implications (i.e. the consequences, requirements, PROs and CONs, positive and negative aspects) of each pathway: What are the opportunities and what the risks of each of the possible pathways? Go through all options and have participants share their thoughts. Make them collect both, positive and negative aspects (and possibly strategies how to deal with the risks). Coaches may ask critical questions (from their knowledge and experiences). Collect on flipchart. 
9. Stress that also combinations are possible (for example studying and working) and 
10. Optional: Coaches may organise a ‘debate’ on the PROs and CONs of pathways such as entrepreneurship, formal/ informal or public/ private employment, Higher Education/ Vocational Training in any combination. Just make sure that participants bring up both, positive and negative aspects (e.g. 5 minutes PROs/opportunities and 5 minutes CONs/ risks) for each topic. (Do not divide into PRO- and CON-teams!)
11. Explain: ‘Now that we know about all possibilities, everybody should shortlist 3 options for investigating them in order of priority and investigate the first as homework for the next session. Exhaust all information available, compile and share them in class for the benefit of all participants as good career decisions need to be informed.
12. Make a list of all investigation projects; ask participants to be specific and to draft an action plan for the week. Have project titles put on the board for a full overview of what is going to be investigated and to be shared in the next session. Participants can ask for peer advice or for the advice of the coach for drafting their action plans. Ask them to consider the SMART categories to make their plans realistic and feasible. Assign tasks to participants who cannot decide which options to investigate. Try to ensure that most of the preferred and some of the likely options are covered. 
13. End the session with
a. telling participants that the information they find might cause them to re-consider their priorities. That is fine! They reflect on why they opted for them in the first place, what the obstacles are that prevent them from pursuing that option and find alternatives to investigate. They should use their explorations skills repeatedly and continue investigating options and alternatives. 
b. They might want to continue doing so after CCC as a group (TSS Career Club? WhatsAPP or Facebook group?) which would allow them to share resources and results. 
c. Encourage participants to apply long-term thinking (as used in the time-travel exercise) when choosing the option(s) for investigation and then think about potential next (little!) steps toward their vision. Every career has a small beginning and the first jobs are going to be entry-level work places that allow for collecting work experiences, for developing and advancing skills, for creating networks. 
d. Finally, ask them to come back with information (verifiable facts rather than conclusive judgements/ opinions) and to share the results in class for the benefit of everyone. 
[bookmark: _Hlk529876470][bookmark: _Toc535234166]HOMEWORK 	
[bookmark: _Toc535234167]Sessions 26	Looking at ALL options (continued)
1. Welcome students and ask how successful they were with the (homework) investigations? (to find out how many presentations you have and to attend to it, that all participants are contributing)
2. Organise result sharing. Allow for questions. If there are information gaps, elaborate with participants how to close them.  
3. Give your feedback, if you have the impression that transition goals are yet too farfetched/ too ambitious for a fresh graduate.
4. Make copies of the investigation results and put them into the folder with training opportunities for everyone to consult. 
5. Close session by saying
a. Decision-making requires both, a well-researched and cross-checked information basis (facts) as well as consulting one’s inner voice and dreams (intuition).
b. If you are not 100% sure which option to follow, you can either follow several or try out any one of them (and see where it takes you) or you choose the one that provides the highest degree of connection options (the broadest scope of alternative actions) that you can afford. 
c. You can (and should) ask for advice. Other people might have more or different experiences. But advice not necessarily needs to be followed as suggested. Listen, find out what facts or experiences formed the advice, consider it in the light of your own career aspirations and resources but never rely only on expert’s or good friend’s advice. The decision you eventually take should be genuinely YOURs! 
6. Conduct 5-fingers feedback. 
7. Invite participants to bring something to eat and drink to the next session (ending CCC training) for a final celebration of achievements.
8. Take a picture of M&E! 8 for professional exchange and store it into your folder.
9. Prepare a feedback of strengths for each and every participant; only positives! It is your fare-well gift to participants (next/ last session). 


5.15 [bookmark: _Toc535234168]Unit N Closing CCC and continuing career development

Introduction
They CCC journey is coming to an end. It provided the learning environment for participants to acquire career management skills that should be expanded by continuously using them for their personal career development.   
Objectives
The purpose of the last session and unit is to
· Recap and celebrate achievements
· To encourage participants to continue using further developing career management skill acquired in the course
· Hand-over of portfolios
· Evaluate course programme (from participants’ perspective)
Materials
· CCC programme
· Portfolio folders
· Snacks 
· Flipchart showing all units/ sessions of the CCC (or PPT, with beamer & laptop) 
· Evaluation sheets (one per participant)
Methods
· Recapturing all steps of the CCC journey
· Participants’ evaluation (a) classroom discourse -> recommendations for the next generation of participants, (b) evaluation sheet
Implementation Steps
[bookmark: _Toc535234169]Sessions 27	Closing Session
1. Recap all sessions of the programme going session by session. Allow for memories to be expressed and comments. M&E! 9

2. Ask participants for the main lessons they learned in each session and what they recommend you keeping like is or what they recommend you change.
3. Give your own feedback to the class how you experienced participants and their contributions. If possible, give every single participant (positive) feedback (on individual strengths) and ask them to take them into their portfolio. (If it is not possible for all, avoid individual feedback, and give only feedback on how you experienced ‘the group’, instead). 
4. Hand over individual portfolio-folders to the respective owners and thank them for their participation and contributions.
5. Celebrate!
6. Make your own notes of your lessons learned from this implementation to consider it for the next round of implementation and for sharing it with other coaches. 
7. Prepare your M&E-folder for professional exchange and reporting.



6. [bookmark: _Toc535234170]Annex: Overview of Games, Materials & Methods
[bookmark: _Toc535234171]4.1 Getting to Know Each Other (Team building)
· Tic Tac Name-Game 
· Sociometric Group Questions (e.g. Who knows already what he or she wants to be in working life? Who knows how to ride a bicycle? Who has working experience?) Invite students to pose a question, if there is enough time. 
[bookmark: _Toc535234172]4.2 Setting the Classroom & general methods 
· Daily Opening and Closing Rounds
· 5 Fingers Feedback
· Agreements
· Mailbox for anonymous complaints, proposals, suggestions
· Mood Meter
· Brainstorming
· Mind mapping
· Sorting games
· Collection of top ten of energizers
[bookmark: _Toc535234173]4.4 List of Video Clips used in CCC 
Standard (compulsory)
· Video Job Profile “Car Mechanic”
· Video Job Profile “Cook”
· Video application tips by professional recruiters
Additional (optional)
· Movie: Sawadogu
· Movie How to get a job with the UN
· Video: Who Moved My Cheese
[bookmark: _Toc535234174]4.5 Illustrative games
· “Crossing the Swamp”
· No-No-No Game
· The Rope
[bookmark: _Toc535234175]4.6 Overview on Working Materials for Coaches
· Time Travel Instructions
· Time Travel Alternative Task: (TimeLine)
· Treasure Hunt Introduction: Attributes
· Yearly Implementation Plan
[bookmark: _Toc535234176]4.7 Overview Working Sheets for Students (Kinyarwanda)
(to be translated) 
· Time Travel instructions (ideally as audio tape)
· Timeline Career Development (Alternative Task Time Travel)
· Work Values work sheets
· Treasure Hunt Worksheet
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