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INTRODUCTION
This guide for professionals consist of workshops under the name „Preparation for
independent life“ that includes 8 topics important for starting independent life:
1.
2.
3.
4.
5.
6.
7.
8.

Building a group identity
Looking into the future
My time
My social network
Health responsible behaviour
Personal finance management
Household management
Employment

In creation of this workshops we had in mind the manual “A to Z of Leaving Care” of VOYPIC (Voice
of Young People in Care, file:///C:/Users/User1/Downloads/VOYPIC%2016-19%20v2.pdf) and
competencies needed for successful independent living that were identified during creation of
Okvirko – Handbook for empowering young people in the process of going out of alternative care
(SOS-Children’s Village Croatia, NGO Play and Home for Children Maestral).
Tips for organizing workshops:
Time framework:
This resource pack is meant to last 12 hours, divided in 8 sessions lasting 1,5 hour each. Each session
has been written as a stand-alone module and it is recommended not to have more than 2 sessions
each day.
Group size and structure:
Groups of young people should not be more than 12 participants so that they could actively
participate in all activities.
It would be good for facilitators to have more information about participants within the boundaries
of professional confidentiality, before the group starts. This includes information and guidance
about any:
• Additional learning support required
• Behavioural or emotional issues that require additional support
• Known relationships between the young people
• Known ‘triggers’ or coping strategies already in place for the young person
If facilitators are made aware of potential difficulties, then the programme can be adapted to
ensure that these are taken into account and young people can get the most out of the sessions.
Ground rules:
Before starting a workshop, it is a good idea to set ground rules that everyone, including the
facilitator, is happy to work with. These are different to any rules and regulations set by health and
safety requirements and are an agreement about how the group will work together to get the
most out of the sessions and will form the basis of a behaviour contract that includes any
sanctions put in place.
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Make sure that confidentiality and the need to respect each other’s points of view and experiences
are fully considered and everyone is clear about the boundaries to acceptable and unacceptable
behaviour.
Encourage all members of the group to take part. It is often easier for quieter members to drop out
of sessions rather than challenge the authority of more assertive young people. This can result in a
few strong characters dominating the whole group so ensure that everyone has the opportunity to
speak, but also reserve the right to ‘pass’ if someone finds a topic really difficult to talk about.
Leaving home/care is a big step and it is important that there is support outside of group time for
young people to ask further questions or continue discussions begun during a session.

Facilitator’s freedom and creativity:
Although materials for each session includes PPT, exercises and worksheets examples, facilitators
are invited to create their own examples or to use materials that are available in their county or are
specific to their country (e.g. bank accounts, credits). Also, facilitators are invited to organize
additional workshops on some topics if they find out that some topics require more intense work.
Evaluation
It is suggested that young people are encouraged to participate in a short evaluation at the end of
each session so that they can reflect on their learning and experiences as well as provide feedback
to inform the planning for the next one (a basic evaluation form is in the attachment of this
guidebook, 9.1. attachment).
Also, we suggest that you use pre and post evaluation: at the beginning of the workshops and at
the end. Evaluation form is in the attachment (9.2. attachment).
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Topic
Aims

Competencies

1) Introduction - building a group identity
1. Creation of a physically and emotionally safe and secure
place in which trust can be develop
2. Establish group identity
3. Bonding as a group
After workshop participants will:
● be able to create confidence and empathy among
themselves
● be able to respect group rules
● improve social communication and social awareness

Content

Duration
Work methods
Materials

The workshop includes topics related to a process of forming a
group and building group identity that would help youngsters to
persist in this educational program. Facilitator will introduce a whole
program to youngsters and explain its purpose.
1,5h
PPT, group work, answering questionnaires
Computer, projector, questionnaires
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1. INTRODUCTION
To help members to get to know each other better you can play game “Something special about
me” with them (Shapiro, 2004).
Ask the youngsters to look around at the other group members, noticing ways they
are different and ways they are alike.
Tell them:
Most groups have something in common. For example, in this room
you are all approximately the same age, and you are all learning the
same things as the other youngsters in your grade. Members of a
sports team share an interest in their sport. In a computer club, the
members are all interested in computers. At the same time, the
individual members of these groups have their own interests and
traits. Each one of us is totally unique, even though we have things in
common with the other people in the group.
Distribute paper and writing materials. Ask the youngsters to write a few
sentences focusing on something they think is either special or unique about
themselves—perhaps a talent, a favorite hobby, or a special experience they
have had. At the bottom of their paper, have them write two or three of their
physical traits (e.g., long hair, brown eyes) to make it easier for the others to
guess whose paper is being read.
Put the papers into a basket or shoebox, and have youngsters take turns choosing
a paper to read aloud. As each paper is read, the others try to guess whose it is.
When someone guesses correctly, the “special person” talks more about what
he has written. The other youngsters are given an opportunity to add to the
conversation, relating their own experiences or interests to whatever the
“special person” has focused on.
The person who guessed correctly is the next to choose a paper, and the activity
continues until all the papers have been shared.
Needed material: papers, bowl, pens
Duration: 30 minutes

2. SETTING GROUND RULES
After getting to know each other a little bit better, you start to set some ground rules that will
apply during whole workshops cycles.
Ask the group, “What does it mean to follow rules? What would happen if people didn’t
follow them?” Brainstorm ideas and write them on the blackboard or a large sheet of paper.
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Tell them:
Rules tell us how
to behave. Some rules
should always be followed so that people
don’t get hurt or have something bad happen. “Don’t steal,” “Don’t cheat,” are rules that should
always be followed. In a group like this one, there are certain rules that we follow so that everyone
can get along. If we didn’t have these rules, it would be very hard for us to get along. Other rules
are more flexible. Rules can only be bent if no one gets hurt or suffers as a result. In our group, we
have certain rules that are more flexible too.
Facilitator put rules on the paper or PPT and discuss about them with group members:
which of these rules should always be followed in this group and which can be flexible
(they can discuss this in small groups of 3-4 and then in whole group). Also, do they
want to have some more rules that are not on this PPT slide.
Respect others when they are talking. Do not interrupt them
All questions are okay. It is O.K. to disagree with each other respectfully. Refrain from
personal attacks- focus on topic
● Set your own limits. You have the right to pass.
● Passing on information and ideas should be encouraged but keep personal statements
or experiences confidential.
● Be conscious of body language and nonverbal responses- they can be as disrespectful
as words.
● Be tolerant of differences
● Don’t use bad language
● Be considerate of the feelings of others
● Don’t threaten, hit, or hurt anyone
● Sessions begin and end on time.
After setting ground rules facilitator should present topics of the program (sessions) to the group
members and discuss with them:
●
●

- Do they think these topics are interesting and useful?
- What are their expectations of this program?
Needed material: PPT or flipchart
Duration: 30 minutes

3. BUILDING A GROUP IDENTITY
You do an exercise call THE CIRCLE
Group pushes chairs to the side and forms a small circle (so that their shoulders almost touch)
standing up.
Whenever we have something in common, we come together in a close circle. It works like this:
After facilitator reads the instructions to do group, members are all going to take a step outside of
the circle, making the small circle larger.
Facilitator is then going to read a list of statements out to group member. Each member should
take a second to think about whether or not the statement applies to him/her. If his/her answer is
YES (meaning if it applies to him/her or if they agree with the statement), he/she takes a step
inside the circle. If the answer is NO, he/she will stay in the same spot. After each statement that
is followed with changing position, facilitator will ask group members to go back to their start
position.
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Yes = In,
No = Stay where you are.
Also remember that If a statement applies to me but I’m not ready to share this about myself yet, I
do not have to take a step into the circle but can stay in my place. I’m not forced to disclose
anything about myself and I will neither feel pressured by the members taking a step inside nor
the ones that are staying at the outside circle. I will push myself a little bit but not disclose
anything that makes me feel uncomfortable or unsafe.
You will find statements in attachment (1.1. attachment - The Circle – statements)
After this game is over discuss with group members these questions:
· What did they think about this activity? What do they think was the purpose? Why did we choose
this one?
· How do they feel? What was it like to take steps/not take steps? Was it hard to take a step in?
Was there anything that made it easier to step in?
· What do they take away from it? Was there anything they were surprised about?
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Topic
Aims

Competencies

2) Looking into the future
1.

foster self-reliance and self-management

2.

become aware of the importance of making plans

3.

become familiar with available tools for making good plans

After workshop participants will:
● be able to set future goals
● be able to plan steps for achieving their goals
● increase their self-management skills

Content

Duration
Work methods
Materials

The workshop includes topics related to a process of setting
personal goals and presentation of some tools that can lead to
easier achievement of their goals.
1,5h
PPT, group work, answering questionnaires
Computer, projector, questionnaires
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1. Importance of having a plan
A life plan can help us in achieving our goals and planning the future. Thinking ahead may help us to
stay safe and healthy. It can help us make healthy decisions regarding physical activity, healthy
eating, education, job, relationships, sex and other areas of our life.
Maybe you have some goals for right now and some ideas for the future. That’s where having a “life
plan” comes in.
Exercise:
Ask youngsters to fill template My life – My self (2.1. attachment) and to share it in a group (taken
from web page: https://www.toronto.ca/wp-content/uploads/2017/10/8f1c-tph-pregnancymylifeplan-booklet-2015.pdf
In this part of the workshop, PPT slides from 1 to 4 are presented, preparing youngsters for making
plans and setting goals in life, making them aware of the importance of good planning.
Exercise:
Divide group into pairs and give them paper with Hopes for the future questions (2.2. attachment).
Let them discuss question in pairs for 10 minutes and then share it in big group. Lead the discussion
and comment the answers connecting them to the next part of the workshop (like some fears can
be reduced with good planning e.t.c.)
Duration: 30 minutes
Materials: PPT, papers with exercises

2. Setting goals
For this part of workshop use PPT slides for 5 to 7
The Setting Life Goals (2.3. attachment) worksheet serves as an effective motivation builder,
which can also help to provide direction in life.
Before doing this, you first do exercise Imagine being interviewed at the end of your life (2.4.
attachment). Give each youngsters paper with a question and let them think and share their
thought in pairs for 10 minutes. Then call them back to a group and share their answers with a
whole group. This exercise should help them to easier fulfil Setting life goals worksheet.
You can explain to them what the goals should look like – SMART (Specific, Measurable,
Achievable, Realistic, Timely). Dreaming and fantasising can help us be creative and explore our
wishes, SMART goals will take us there. Now, tell them to go back to their goals and try to make
them “look” SMART.
If they feel good with sharing, ask them to share their goals with a whole group.

Duration: 60 minutes
Materials: PPT, papers with exercises
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Topic
Aims

3) My time
-

To encourage the participants to think about ways in which they
spend their free time

-

Give the participants some new ideas how they can spend their
leisure time

-

Encourage participants to actively engage in the community, to
volunteer

Competencies

After workshop participants will:
-

Gain the motivation to spend their leisure time participating in
activities of greater quality

-

Raise awareness of volunteering as an active inclusion and
community participation as well as free time well spent

Content

Duration
Work methods
Materials

Participants will discuss the topic of leisure time and why it is important.
Also, through a practical exercise, they will become aware of different
ways of spending their free time. Volunteering activities as community
participation and well spent free time will be pointed out to participants.
90 minutes
lecture, exercises
PPT, plain papers, colour pencils
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Encourage participants to talk about the notion of leisure time - how they spend their free time?
How much of it they have? Why is leisure time important?
What is leisure time? Simply put, this is the time we are left with when we finish all of our school
or work and other everyday commitments. It is the time when we are free to do something we
want, rest or have fun, the time during which we will learn something new, extend some existing
knowledge, or simply do nothing. Depending on the activity we choose, we can talk about more or
less quality leisure time. We can do sports, go to nature, attend various courses, learn something
new and so on. If we spend our leisure time doing quality activities, we will feel good, satisfied,
motivated and calm, new ideas will emerge, our creativity will develop and we will be more
satisfied with ourselves. On the other hand, if we spend our free time without a specific goal, by
watching TV or spend much time sitting in coffee houses, we are talking about a lesser quality
leisure time. Although it is not bad to rest or to hang out with friends over coffee during your free
time, we should keep in mind that the proportion of different activities should be beneficial to
those which are more productive.
Exercise: My Pie - How do I spend my (free) time?
Each of the participants draw a "pie“ graph showing how they spend their time during the day.
Give them an instruction to draw a circle first and then mark a "slice" indicating the time spent
sleeping at night. Afterwards, draw a "slice" that indicates the time reserved for school or work
hours, as well as all those other activities during the week such as grocery shopping or house
chores.
Discuss with the participants how much „free“ time they have left during the day. How would they
like to spend it? Keeping in mind the different types of leisure time - apart from structured and
organized leisure time (courses, workshops, organized sport activities etc.) part of the time should
also be reserved for relaxing activities (reading books, listening to music, socializing with friends
and more). Room for spontaneity and improvisation should also be included.

Community participation – Volunteering
Voluntarily investing time, knowledge, skills and energy for the benefit of another individual or
some social group is also good and quality leisure time. Volunteering as such has many advantages
both for the one to whom volunteering is directed, for society in general, but also for the person
who volunteers. If you decide to take part in some volunteer activities you can profit in many
ways:
- your self-esteem will increase
- you will improve your social skills
- you will acquire new knowledge and skills
- you will meet new people
- You will feel satisfied and useful
- You will get the first professional experiences
- You will become more responsible
- YOU WILL SPEND YOUR LEISURE TIME IN A GOOD AND QUALITY WAY
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How to enter the world of volunteers?
Find information about local or regional volunteers' centres in your area. You can get information
on volunteering opportunities and available volunteer positions on the volunteer centre web site,
or get a help first hand if you go to the volunteers' centre in person. Also, if interested, you can
also report directly to non-profit organizations, since they often organize volunteer activities and
programs often.
Areas of interest and possibilities of volunteering are diverse: children, young people, the elderly
and the disabled, people with disabilities, health, environmental protection, animal protection, art
and culture, education, sport, human rights, peace building and democracy. Choose the area you
are interested in and ask about the possibilities of volunteering in volunteers' centres or search for
online associations and institutions that work in this area.

Exercise: „10 years later“1
Ask the participants to imagine themselves for 10 years. Let's first imagine if they have a job and
what it is. Then ask them to focus on how they spend their free time? Do they have some hobbies?
Which activities do they like? Do they volunteer? In which volunteer activities did they participate
in the past 10 years? What were they doing? What kind of people did they meet? What skills and
knowledge did they gain? How did they feel?
Discuss together on what they imagined. Are they satisfied with the picture they got?
Then, let's go back to the present moment. Ask them to take a few moments and write down
expectations of both potential volunteer experiences and the activities they will devote to in their
leisure time: what do they want to learn, who do they want to work with, what jobs and activities
they want to take part in? What skills do they want to improve? What new knowledge do they
want to get?
If someone amongst the participants wants to share his / her wishes and insights, he / she is
welcome to.
At the end of activity, point out to the participants how important it is that they become aware of
their expectations and wishes, and that is possible to choose the activities to take part in in
accordance to those wishes.
It is important how we spend our free time because it shapes the person we are becoming!

1

The idea for the excercise taken from“Generacija za V” volunteering manual for high school students
(Volunteers' center Zagreb, 2014.)
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Workshop
Workshop
objectives

Competencies

4) My social network
1. Participant's awareness of support social network and what
it consists of
2. Introduce participants with types of communication as well
as communication goals
3. Teach participants how to make address book for support
After workshop participants will:
● Be familiar with the types of communication
● Learn the difference between passive, aggressive and
assertive ways of communicating
● Know to identify who the network of support is, which can
be addressed in some situations, how can they expand their
support network

Content

The workshop includes topics related to the types of
communication, as well as the desirable, assertive communication.
In addition, it also includes topics related to the social network of
support, how to recognize, maintain and expand it.

Duration

1,5 h

Methods

PPT, practices (group and individual)

Material

PC, projector, practice materials
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1. INTRODUCTION – TYPES OF COMMUNICATION
As an introductory to workshop related to support network you can do one of these 2
games or you can do some other game with a group if you, as facilitator, find some game
that suits better to your group:
1) „Broken phone“- One person should leave the room together with the workshop
leader. Leader has to read the story from crime section in daily newspapers to that
person. After that, the other person should leave the room and the person who
heard the story should tell it to him/her and go back to the group without sharing
the story. The retelling should continue until the last person hears the story. At the
end, the person who hears the story last has to retell it to everyone. Usually, the
final story is far from the story in the beginning.
2) Communication game - Hand-out one A4 size paper to each participant and tell them
that this is a quick game to prove a couple of facts about communication and that you will
be giving them a series of instructions about what to do with their paper and that you will
be doing the same with yours simultaneously. Ask everyone to hold their paper and close
their eyes. Give the following instructions, pausing after each instruction to give everyone
a chance to catch up:
“Fold your sheet of paper in half”
“Tear off the upper left-hand corner”
“Fold it in half once more and tear off the upper right-hand corner of the sheet”
“Fold it in half again and tear off the lower left-hand corner of the sheet of paper”
Ask participants to now open their eyes and inspect what they came up with.
Discussion and debrief point:
●

Hold your shape up for everyone to see and make the point how different their shapes are
from your shape even though you gave very simple and clear instructions

●

Observe how everyone’s shape is different, point out to the variety of the shapes, even
though you gave the same instructions to everyone.

●

Ask the group how come none of the paper’s resemble yours?

●

Point out the importance of two-way communication which is highlighted by this simple
exercise since it was a one way communication and they didn’t ask any questions.

● The practice in the beginning was important because in this workshop social
support network is discussed and communication is vital for its development. It's
important to know how we communicate, what influences our communication and
how it can be improved.
PPT presentation, slides 2 to 4 should be presented afterwards.
Slide 5 following the slide 6 with practice Halo effect – ask participants to brainstorm the
ideas what do they think about the man and woman on the pictures (are they successful,
do they have a lot of money, husband, wife....)
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After the exercise, a conversation with participants on how often people are evaluated
not only on the basis of their physical appearance but also the information we have
received in advance.
PPT presentation from Slide 6 to 19 should be presented.
Time: 30 minutes
Materials needed: PPT
2. COMMUNICATION TYPES
PPT slides from 20 to 34, explaining three basic communication types - passive, aggressive
and assertive, should be presented to the participants.
Facilitator can them chose one of 2 proposed games:
1. After presentation participants should be divided into groups of 3-5, they will be
given a practice sheet with five situations in which people respond in three
different types of communication and discuss in the little group which types they
recognize. After ten minutes discussion about their observations and reflections is
held with all participants.
2. Role playing: Take a certain communication problem and ask two volunteers to act out the
scenario with ineffective communication. After they complete the role playing, have the
rest of the group assess the areas of poor communication. Have the volunteers perform
the same situation again but this time using the advice from the group to demonstrate
effective communication.

Time: 30 min
Material needed: PPT, practice sheet Five Examples (4.1. attachment)
3. SOCIAL NETWORK BUILDING
Discussion with participants, who is a part of their social support network: friends,
acquaintances, foster parents or someone else. In the situation when they need support
whom would they contact? Among the ones they have listed is there anyone they could
call if they need help with moving, some sort of recommendation, change of bulb, when
they feel sad...
Instruct them of the ways how they can widen their social support network, by
volunteering, joining the sport activities, clubs, associations...
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After the discussion, practice – sheet My Support Network follows (Kusturin et al., 2014),
in the end everyone can see where they can do more.
Concerning that this workshop is more emotionally challenging and refers to some topics
that can be more difficult for young people who come out of alternative care, it would be
desirable to refer them to the possibility of consulting with experts if there are some
emotions they cannot handle.
Time: 30 min
Materials needed: Sheet My Support Network (accepted from Okvirko – Katalog
Kompetencija pages 83.-84.) (4.2. attachment)
Evaluation: 5 min
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Topic
Aims

5) Health responsible behaviour
-

Make the participants more aware of different ways of health
care

-

Point out the addiction for drug use issue and the health dangers
that arise from it

-

Strengthen participants ability to make strong informed decisions
and to say „no“

Competencies

After workshop participants will:
-

learn what are the important things to keep in mind when taking
care of their health

-

become aware of the addictions issue and critically consider the
various aspects of it

Content

Duration
Work methods
Materials

learn how to say “No” to something they don’t want to do

The workshop contains basic information on health care, while paying
special attention to the problem of drug use Through a brief theoretical
lecture and two exercises, the participants will learn what it means to take
care of their own health, they will also critically approach to some myths
regarding the problem of addiction and find out how to clearly and loudly
say "NO" when they do not want something.
90 minutes
lecture, exercises
PPT, printed myths and explanations (5.1. attachment), “Reminder – say
“NO” like you mean it” (5.2. attachment)
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Encourage the participants to talk about the concept of health - what do they mean by that? What
does "healthy life" mean for them? What are the ideas and associations coming to mind?
What do the participant do regarding the maintenance and concern about their own health? discussion
We all like to be healthy, but what does that really mean? Caring for your own health is something
we should all keep in mind, but how can we be sure that we are thinking of everything, that is,
taking into account all the factors that are essential to preserve our own health and to feel good?
The concept of responsibility for one's own health is divided into two parts - the first is to live a
healthy lifestyle (to exercise, to eat healthy, not to smoke, etc.) and the second one is to be "good
patients" (to regularly control our health and to listen doctor's advice).
To make it easier to keep in mind, let's go through the basic factors that affect our health:
1) Personal Hygiene - Personal hygiene maintenance is one of the easiest ways to preserve our
health. Regular hand-washing, brushing teeth and taking showers or baths, covering your nose and
mouth while sneezing or coughing, the use of protection in situations where there is a risk of
infection are all ways of protecting ourselves from dirt, bacteria, viruses and various diseases.
Those are also the ways how to make ourselves feel good in general.
2) Oral Checks - Regular visits to a Dentist is of crucial importance for dental health. Many health
problems are much easier (and cheaper) to deal with and treat effectively when they are caught
early, so do not delay regular and preventive examinations and controls!
3) Sexual Health Checks – girls/women should have regular check–ups once a year with
gynecologist, even if they don't have any problems with reproductive and sexual health. Boys/men
should contact their general practitioner for sexual or reproductive health problems, and he will
refer them to adequate specialist.
4) General Practitioner - If something feels wrong, we go to the GP. He/she will refer us to the
further examinations and do extra tests, and if necessary, send us to a specialist. As in the previous
example, it should not be delayed going to the doctor if something is wrong with us, so the minor
problem would not turn into a bigger one.
5) First Aid Kit - part of taking care of our own health is also to be informed and independent in
situations where we can help ourselves. Occasional headaches or toothaches, minor cuts or burns,
colds or minor virus infections do not have to be a reason for going to a doctor if we have basic
pain medications (analgesics) and medications for lowering elevated body temperature, patches
and wound disinfectant etc. at home.
6) Healthy Nutrition - Food is our body's fuel. And who would want bad fuel for their own body?
We often hear that eating healthy means eating a varied diet as well as eating moderately nutrients from fresh fruits and vegetables, whole grains, nuts, protein and legumes ensure that
our body functions properly. And when our body works well, we are more resistant to disease, we
have more energy and feel much better.
7) Exercise - Regular body activity greatly improves the quality of our lives. Not only do we reduce
the risk of serious illnesses such as diabetes or various types of cancer in the long run, but we are
going through the day with much more energy and in a good mood.
8) Maintaining the cleanliness of the space we live in - alongside the aforementioned body
hygiene, it is also necessary to maintain the cleanliness and hygiene of our home. Although there
is rarely anyone who loves to do house chores, it is of utmost importance to keep the space we
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live in neat and clean. Clean home environment is of great importance for both our physical and
mental health.
Discuss with the participants what can happen if we do not look after our health? Encourage them
to remember and list some potential threats to our health. Introduce them to the addiction topic.
What is addiction?
Addiction is a state of overwhelming need (psychological or physical) for the use of some
substances, behaviours or situations. People can be addicted to alcohol, cigarettes, shopping,
gambling, drugs, video games, ...
We all know, more or less, the definition of addiction, but do we know anything more? We will
check this through the following exercise. What myths about addiction do we believe in? What
prejudices do we have? What are our attitudes about various addiction issues? ...
Exercise: Addiction Myths2
At the opposite ends of the room, place the inscriptions "I AGREE" and "I DO NOT AGREE". Prepare
a set of 7 to 10 claims that contain myths about addictions (5.1. attachment- Addition myths). The
facilitator reads and puts on the board or a wall one statement at the time, and the participants
spread over the room depending on the degree of agreement with the statement. After each
claim, participants are encouraged to explain their position. At the end of the discussion, the
facilitator will present a fact-based explanation and put it underneath each statement. At the end,
participants can be asked if they know any statements or myths that they can discuss together
with the facilitator.
Myth examples:
A person can be addicted to many things, not just drugs.
Yes. Addiction is a condition in which a person cannot stop consuming substances or repeat
patterns of behaviour despite the damaging consequences for mental and physical health.
Addiction may include the use of substances such as alcohol, nicotine, various drugs, or behaviours
such as gambling or playing video games.
A person who is experiencing an addiction problem may have not only physical but also
psychological reactions, unless he or she takes on addictive substance.
Yes. If a person who is experiencing an addiction problem does not take the addictive substance,
he or she gets into an abstinence crisis. Symptoms of abstinence crisis may be psychological (eg
anxiety, restlessness, nervousness, fatigue, decreased appetite, sleep problems, poor
concentration and memory) and physical (eg headaches and dizziness, breathing problems,
irregular heartbeats, nausea, vomiting and digestive problems, stinging muscles, sweating, etc.).
There is something wrong with young people who are taking drugs
No. There are various reasons young people start taking drugs - from peer pressure and the need
to belong to the group, boredom and need for excitement, curiosity and experimentation to low
self-esteem and bad self-image and many others.
Taking drugs can be fun

2

Exercise taken from the "Trenirajmo prevenciju" Manual (Croatian Youth Network, 2010)
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Yes. Like all other addictive substances or behaviours, taking drugs results in a temporary state of
satisfaction and fun. But what remains after that effect may not be fun. Sometimes the use of
psychoactive substances can result in serious and life-threatening conditions or in depression and
an overwhelming desire to repeat addictive behaviour.
Young people who take drugs should be kicked out of school.
No. Not all young people that have experienced drugs have an addiction problem. Some young
people experiment drugs due to several factors, such as peer pressure, want to fit in, curiosity,
boredom, have low self-esteem, etc. But that does not mean that they should be kicked out of
school. For most of them counselling, treatment involvement and other forms of assistance will
help them to not develop an addiction problem or to solve it if that is the case, in order to fulfil
their potential in not only the academic, but all aspects of life.

Moderate cocaine use has no negative consequences.
No. Regardless of frequency, cocaine consumption can have many life-threatening consequences from adverse effects on the bloodstream and increased risk of heart failure, increased risk of
stroke, adverse effects on the gastrointestinal tract and the risk of kidney failure. Dangers to
health are not just physical. People who consume cocaine also have an increased risk of mental
health problems such as depressive anxiety disorder and may also trigger several other potential
mental illnesses and disorders.
People who use heroin or cocaine deserve no help but punishment.
No. If we provide help to the addict, we not only raise the quality of his life, but also positively
influence society as a whole - lowering crime rates, preventing disease and increasing society
productivity. By punishing a person who is experiencing an addiction problem, on the other hand,
very often the opposite effect is achieved.
Part of the drug attraction is that they are not allowed.
Yes. Everything that is forbidden is attractive to young people. The drugs bring us into a state of
relaxation, take off of the brakes, lower our insecurities, and separate us from the real world and
expectation of others - all these are the reasons that sound attractive at first, but the drugs are still
very damaging to our physical and mental health. Additionally, experimenting with drugs is often a
way to rebel against parents, authority etc., which also contributes to the attractiveness of
prohibited substances or behaviours.

What should we do if someone offers us or encourages us to do something we do not want? How
to manage that kind of situation?
Exercise: How to say "NO"?3
Instruct the participants to divide themselves in pairs. The task is to try to persuade one another to
do or say something (whatever they come to mind). They can use all the persuasive ways they can
remember. The task of the other person is that he/she does not agree to the proposal in any way.
Then, the roles change - when the participants finish one round of the game, mix up the pairs,
preferably choose the person they know least.
3

Adapted exercise from the Handbook for a safe and encouraging environment in schools, UNICEF, Croatia
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After the activity, the discussion follows: What role has been easier? How was it different with
different partners? What did they learn from this exercise? Who managed to persuade his/her
idea? How skilled are they in convincing others, and how much are they able to refuse and defend
their position?
Encourage the participants to remember a situation in which they turned off someone's idea or a
proposal. What were the reasons for the rejection? Has it ever happened that they wanted to say
"NO" but they agreed to the proposal of another person for some reason? Why and in what
situations is it important to know how to say "NO"? If someone is able to say "NO" clearly, what
does it says about him/her?
At the end of the workshop, give the participants " Reminder – say “NO” like you mean it" (in
attachment)
- Say it in first person, be clear ("I do not want it!")
- Do not be scared (Stand up straight and look bravely in the eye.)
- Be persuasive (Do not be nervous or start yelling. Calmly say "NO", without hesitation.)
- Go away (If you feel like the conversation leads nowhere, go away.)
- Predict the problem (Prepare yourself for certain situations where you need to make an
important life decision.)
- Stay informed (Decisions are not made just like that. You need to know the facts! Use facts as an
argument.)
- Decide pluses and minuses
- Make a strong decision
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Workshop

6) Personal finance management

Workshop
objectives

1. To give participants an introduction to basic concepts of
bank accounts, how to open them and responsibly use
funds
2. Introduce the types of credit cards and their use
3. Make a monthly budget plan and point to the importance
of responsible planning and disposal of money

Competencies

After workshop participants will:
● Know how to manage the bank account (open, close,
personal banker services)
● Be introduced with the use of ATM and how to keep track
with the account balance
● Be introduced with ways of bills management
● Know how to make a budget for life expenses (food,
clothing, hygienic needs, overhead expenses, free time
expenses, transport...) and how to balance them according
to monthly income
● Be introduced to savings options (residential savings and
depositing)
● Be introduced with ways of borrowing (loans, allowed
minus, default interest, guarantor, coercive, risk)

Content

Workshop includes themes in relation to responsible management
of personal finances which includes management of monthly
budget (income and expenditure), savings, borrowings and bills
management

Duration

1,5 h

Methods

Presentation, practices (group and individual)

Material

PC, projector, practice materials
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1. INTRODUCTION - HOW TO PLAN AND RESPONSIBLY MANAGE FINANCES
In this part of workshop PPT is used, slides 1 to 5 which are prepared in advance.
Participants will be informed why they need a bank account, what kind of bank accounts
exist and how to open them. They will also be introduced with ways of money withdrawal
and how to protect their account. Within PPT there is also a trick question related to safe
usage of identification number.
This short exercise is followed by an introduction to bill paying and management.
Time: 30 minutes
Materials needed: PPT
2. INCOME AND EXPENDITURE
In this part PPT is used, prepared slides 6 and 7. Participants are introduced with the
terms of income and expenditures as well as all that affects the size of the expense.
After the theoretical part, practice „Monthly budget“(6.1. attachment – Monthly budget
sheets) follows, for which you should divide the group into pairs. Their instruction is to fill
the table of monthly budget (income and expenditures). When they finish, a group
discussion follows (what was hard, why...?) and a conversation about their budget, did
they stay within the limit or not.
For the purpose of monthly and daily budget planning they can use a free app like Wally
(for iPhone) or Wally + (for Android), which can help them to know the income, the
expenses and the remaining budget.
For the purpose of moving to the last part we will do another brainstorming exercise with
the theme What are our needs and what are our wishes?? After which PPT presentation
slide 7 and a short discussion is foreseen.
Time: 40 min
Materials needed: PPT, Monthly budget sheets (6.1. attachment), Flipchart, markers
3. SAVINGS AND DEBITS
In this, final part of workshop, PPT prepared slides 8 to 12 are used. Participants are
introduced to main terms regarding savings, account overrun, debts and possibilities of
raising a loan.
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Introduce additional sources of information regarding the personal finances management.
You can use some additional sources of information regarding personal and finance
management, if you have them in your country and if there are some specifics for your
country.
Time: 20 min
Materials needed: PPT
Evaluation: 5 min
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Workshop

7) Household management

Workshop
objectives

1. To introduce participants with practical skills which they
need for autonomous everyday living
2. Teach them some of the practical skills through practice
and lectures
3. Refer them to web pages and services where they can get
additional information and help

Competencies

After workshop participants will:
● Have information regarding types of accommodation and
housing, know to differ between them regarding the
advantages and disadvantages
● Learn how to manage the housing budget and monthly
commissions as well as how to pay them
● Be instructed whom to contact in the situations of
breakage, leakage or something similar
● Recognize types of household appliances, know their
purpose as well as where they can find instructions for use
● Learn how to take care of their clothing
● Be instructed of how to take care of the household
● Learn what do they need for food preparation, kitchen
hygiene maintenance, planned food purchasing

Content

Workshop includes themes related to practical skills which are
important for independent living. Presented themes are related to
acquiring accommodation and housing, household management,
food purchasing and preparation.

Duration

1,5 h

Methods

Presentation, practices (group and individual)

Materials

PC, projector, practice materials

26

1. WORKSHOP INTRODUCTION – PRACTICAL SKILLS
When it comes to independent living, it is necessary to have practical skills. One of the
basic preconditions for independent living is finding accommodation. Participants should
be divided into groups of 3-6 members and given instruction to brainstorm their ideas (on
the flipchart, big paper) concerning the following questions regarding the
accommodation:
How to search for accommodation?
- What you need to know before the accommodation search?
What are my wishes and my opportunities?
You have to decide if you want to stay near your current residence, to live alone or in a
shared household, to live in residential home or to rent a flat or a house, maybe to
buy a flat….
- Advantages and disadvantages of every accommodation type listed
- What influences our accommodation choice (budget, location, longevity of rent …)?
Where to find information?
-

What are the sources of information on possible accommodation?
Who can assist (social worker, foster parents, educator, associations …)?

Group discussion regarding their answers should be held afterwards along with the
additional suggestions of workshop leader (it would be recommended for a leader to be
informed about the possibilities for accommodation listed in the Resource guide
(https://outogether.org/en/resources/).
Now, follows the exercise in which participants have to upgrade their monthly budget
(attachment 6.1) with the item related to rent accommodation amount and to reset their
monthly budget plans if needed.
At the end of this section, participants should be asked if they know who they should
contact in the case of breakage, leakage or fire. Short conversation and lecture regarding
this topic should be held.
Time: 40 minutes
Materials needed: PPT, practice sheet – monthly commission budget
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2. HOUSEHOLD
In the beginning of this part of workshop participants are asked to list (brainstorm) all
types of housework they know how to do or need assistance with (leader or a participant
writes the answers on the flipchart).
While taking care of the household and housework we rely on certain appliances.
Participants should brainstorm which household appliances they know as well as do they
know how to use them, where they can find an instructions and service if the appliance
isn't working properly.
Practice about clothing care instruction and explanation follows (PPT slide 4).
Time: 30 min
Material needed: PPT, practice sheet Clothing Care Instruction (7.1. attachment)

3. FOOD PREPARATION
Worries go down better with soup (Jewish proverb)
Participants should be asked to list their favourite dishes and if they know how to prepare
them. Also, ask them to brainstorm ways of food preparation.
Ask them if they know where they can find ideas for food preparation, on Internet or cook
books? Do they print or write some of the recipes? Do they think men should know how
to cook? (Interesting fact is that most top kitchen bosses are men).
What has to be pointed out when talking about food preparation is kitchen hygiene. Why
is it important and how to maintain it? Brainstorm the ideas on Flipchart with participants
and complement if needed (cleaning agents, clothes - washing, washing of fruits and
vegetables, eggs …)
Conversation about how to make a weekly menu plan so that we know in advance what
we will eat. By doing so we know how much money we will spend so that we can make a
monthly cost projection on a monthly basis that we can include in a monthly budget.
A practice in the groups of 3 participants follows. They should make a weekly menu plan,
what they will cook, what groceries they need, how much money they need?
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When they finish, short discussion and acknowledge (by clapping) the group with the most
ingenious menu.
Time: 30 min
Materials needed: PPT, Flipchart, markers, papers
Evaluation: 5 min
Note: According to budget and equipment you can also organize preparing dinner with
participants. First do a planning, then distribute tasks and let them prepare dinner by themselves.
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Topic
Aims

8) Job search and employment
4. to improve job search skills
5. to create quality job search tools
6. to become familiar with the job interview process

Competencies

After workshop participants will:
●
●
●
●
●
●
●

Content

Duration
Work methods
Materials

become aware of the procedures of active job search
become familiar with sources of useful information related to job
search and sources of available possibilities in their community
become aware of the importance of social network in job search
process
become familiar with key elements of quality job search tools
(job applications and CVs)
get to know online tools for making CV
become aware of their key characteristics and acquired
transferable skills
get to know most common questions on job interviews and
possible answers

The workshop includes topics related to a process of active job search,
search for information and the use of social network. Key elements of
quality job applications and CV as well as available online tools are
presented. The participants will become familiar with the most common
questions on job interviews and potential responses for better selfpresentation.
1,5h
PPT, group work, answering questionnaires
Computer, projector, questionnaires
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1. INTRODUCTION – ACTIVE JOB SERACH AND EMPLOYMENT
With the aim of introducing the participants into the process of job search and procedures that
should be applied as well as possible ways of getting information about potential jobs, you should
divide participants into smaller groups (3-6). Their task is to put on flip chart all possible answers on
2 key questions, by the method of brainstorming:
How to search for job?
-

Which tools do we need?

-

What activities we should undertake?

Where to find information?
-

Which are sources of information about potential jobs?

-

With whom you can talk?

-

Your social network- what is that?

-

Which options do we have when it comes to employment?

After this exercise, you should lead a whole groups discussion about collected answers. You, as a
workshops leader, can also offer more answers if needed. To prepare for this task you should take
a look at PPT, slides for 1 to 7. The goal of this exercise is to become aware of the importance of
active role in the job search process using all available resources in the environment. Also, the
importance of information in the job search process should be emphasised, since more sources of
information means more chances in finding a job.
Needed material: PPT, 2 flip chart papers, markers
Duration: 25 min.
2. JOB SEARCH TOOLS
In this part of the workshop you should use PPT, slides from 8 to 29, with key figures for job
applications and creation of CV. Job application and CV are the most important tools for
communication with potential employers and it is necessary to explain to the workshop participants
all their elements. Prepared PPT will lead you through all the details and you will also find all
necessary tools in the annexes of this workshop. All available examples serve as inspiration so that
participants can create their own tools. For those that show greater interest or want their CV to be
different from standard CVs you can present more tools for creating CV:
●

Prepared templates for creating a resume or CV on the site google sheetsa.
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●

Canva.com – graphic materials development program which includes numerous templates
for making personal CVs.

●

Novoresume.com – brilliant free online tool for making CVs with advanced graphic
possibilities.

●

Spark Adobe – program for making personalized web pages shaped like portofolio.
In order to achieve best possible job seeking opportunities, quality self-assessment is

needed. Quality self-assessment means ability to recognize someone's strengths, relevant
experiences (life, business, educational and leisure) and acquired competencies. For these purposes,
participants are given self-assessment questionnaires (8.1. attachment - General personality traits
inventory) for mapping relevant skills, traits and experiences. Following instruments are used:
●

General personality traits inventory sheet

●

Transferable skills inventory sheet

Because of limited time (this is a last workshop), participants are given a homework to make
a CV and a job application and send it back to facilitator via email to get feedback and inputs for
improvements. Those who already have CV could review it and adjust if necessary.
Materials needed: PPT, CV example, job application example, General personality traits inventory
sheet (8.1. attachment), Transferable skills inventory sheet (8.2. attachment)
Duration: 35 min.
3. BUSINESS COMMUNICATION AND JOB INTERVIEW
In this part of the workshop, PPT slides from 30 to 41 are presented, describing key settings for
successful communication and the job interview process. Participants learn principles of successful
job interview as well as common questions asked during that process. Group discussion is
encouraged by joint search for answers to common questions. After that part, potential job
interview situation is role played. This exercise can be conducted in two methods, depending on the
available time and number of participants. In the first method, facilitator takes a role of an employer
and one participant becomes job seeker, while the rest of the group is observing the interview. If
there is enough available time and the number of participants, participants can be divided into
groups of 3 and everybody will enroll in both roles.
Materials needed: PPT, common questions examples (8.3. attachment), job interview checklist (8.4.
attachment), job ad example.
Duration: 30 min.
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ATTACHMENTS
1) Building a group identity
1.1. The Circle - statements
2) Looking into the future
2.1. My life – My self
2.2. Hopes for the future
2.3. Setting life goals
2.4. Imagine being interviewed at the end of your life
3) My time
4) My social network
4.1. Five examples sheet
4.2. My Support Network sheet
5) Health responsible behaviour
5.1. Addiction myths
5.2. Say NO like you mean it
6) Personal finance management
6.1. Monthly budget sheets
7) Household management
7.1. Clothing care instructions sheet
8) Employment
8.1. General personality traits inventory
8.2. Transferable skills inventory
8.3. Common questions examples
8.4. Job interview checklist

1.1. Attachment
The Circle – statements
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1)
2)
3)
4)
5)
6)
7)
8)
9)
10)
11)
12)
13)
14)
15)
16)
17)
18)
19)
20)
21)
22)
23)
24)
25)
26)
27)
28)
29)
30)
31)
32)
33)
34)
35)

I like chocolate.
I love to sleep in on the weekends.
I’ve had a crush on a movie star.
I’ve been in foster care for more than one year.
I am sometimes shy around people I don’t know well.
Without knowing people well yet, it feels like there are some girls in this group that I think
I’m going to like.
I consider myself to be part of a minority group.
Sometimes I worry about what other people think of me.
I’m both excited and nervous about being in this group.
I like going to the movies.
I’ve been in more than one foster home.
I don’t like people who gossip.
I play a sport.
I’ve been separated from a sibling.
I don’t know how to talk to people at school about being in foster care.
I like to watch MTV.
I’ve experienced things that I don’t like to talk about.
Sometimes I’m scared of taking a step inside the circle because I wonder if I’m the only
one.
I want to go to college in the future.
I have a boyfriend or girlfriend.
My life is different from the lives of most people I know.
I live with a family of a different race than mine. 23. I like going to the mall.
I know what it’s like to have parents who drink a lot or use drugs.
Sometimes I feel caught between my foster parents and my biological parents. 4
I've been skinny dipping before.
It's been a while since I’ve seen my mom and dad.
I like funny movies.
There are things I want to change about myself.
I hope this group can help me with that.
I like it where I am living now.
I care about the upcoming presidential elections.
I like serious movies.
I'm a little scared but I want to give this group a chance.
I have relatives who have been in jail.
I like to eat pizza.

2.1. attachment
35

My Life – My self

2.2. attachment
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Hopes for the future
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2.3. attachment
Setting life goals

2.4. attachment
Imagine being interviewed at the end of your life
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4.1. attachment
Five examples sheet
WORKSHEET – RELATIONSHIPS WITH OTHERS
1. Mark waits for the dentist in the waiting room for two hours, every time he thinks he's
going to call him, the nurse lets someone else in. Marko slowly gets angry. What should
Marko do?
a) Yell at nurse and let her know that he should already be finished
b) Stay silent, keep waiting and become even more angry
c) Tell nurse that he feels like they have forgotten that he is waiting while everyone
comes before him even though they came after him and that he should be received
next
2. Ivana and her friend agreed to go out, but her friend was late for 15 minutes and did not
answer the phone. When she finally came, she acts as nothing has happened. What
should Ivana do?
a) Tell her that she is bothered with her being late and that it would be nice to call and
inform of delay so that she could come later and not wait
b) Pretend that nothing happened
c) Raise her voice, call her stupid because she left her waiting and didn't answer the
phone
3. Ivan asked a friend to help him with the furniture moving to the new apartment he had
rented. They agreed to meet in front of Ivan’s apartment. Ivan waited and waited but his
friend overslept and didn’t come. What should Ivan do?
a) Nothing
b) When he sees him or heard from him next time, yell at him
c) Ivan should tell him that he felt bad because his friend didn't show up and didn't call
and he counted on him and it would be OK not to do that again
4. Maria lives with her roomate Iva with whom she has agreement concerning the household
chores. Part of the agreement is that they empty the dishwasher alternately, but Iva is not
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fulfilling her part since she hasn't emptied it for few days in the row which makes Marija
angry. What should Maria do?
a) Pretend that everything is OK and empty the dishwasher everyday
b) Tell Iva that it bothers her when Iva doesn't respect her part of the agreement
because it's not OK and that she hopes he will do it in the future according to what
was agreed
c) Yell at Iva and said that she has had enough with doing her chores
5. Steve met his friends for a coffee. He wants to communicate with others and is constantly
trying to say something but Jane always interrupts and doesn't let him talk. What should
Steve do?
a) Tell Jane that he is frustrated with that he is trying to say something all the time but
Hrvoje is always interrupting and that makes him angry and that he would like that he
stops doing that so that he can also say what he wants
b) Withdraw and don't say anything
c) Tell Hrvoju that he is an egocentric who doesn't see anyone but himself and that no
one can say anything because of him

4.2. attachment

My Support Network sheet

MY SUPPORT NETWORK
Who can help me fulfil my social
rights?

Who can help me with
accomodation?

1. My social worker

1. My social worker

____________________(
name)

____________________(
name)

____________________(
phone)

____________________(
phone)

2. My foster parent

2. My foster parent

____________________(
name)

____________________(
name)

____________________(
phone)

____________________(
phone)

3. My contact from association

3. My contact from association

____________________(
name)

____________________(
name)

____________________(
phone)

Who can help me in job search?

____________________(
phone)

Who can help me with health
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Who can help me organize my
free time?

Useful services:
1. Hairdresser

1. My contact from association
____________________(

____________________(
name)

name)

____________________(
____________________(

phone)

phone)
2. Beautician

2. Club in my area
____________________(

____________________(
name)

name)

____________________(
____________________(

phone)

phone)
3. ______________________________

3. Organization where I can volunteer
____________________(

____________________(
name)

name)

____________________(
____________________(

phone)

phone)
4.: _____________________________

Who can help me __________?

Who can help me __________?

1. ______________________________

1. ______________________________

____________________(

____________________(

name)

name)
____________________(

phone)

____________________(
phone)

2. ______________________________

2. ______________________________

____________________(

____________________(

name)

name)
____________________(

phone)

____________________(
phone)

3. ______________________________

3. ______________________________

____________________(

____________________(

name)

name)
____________________(

phone)

____________________(
phone)

4. ______________________________

4. ______________________________

____________________(

____________________(

name)

name)
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5.1. attachment
Addiction myths

A person can be addicted on many things, not
just drugs.
Addiction is a condition in which a person cannot stop
consuming substances or repeat patterns of behaviour despite
the damaging consequences for mental and physical health.
Addiction may include the use of substances such as alcohol,
nicotine, various drugs, or behaviours such as gambling or
playing video games.
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A person who is experiencing an addiction
problem may have not only physical but also
psychological reactions, unless he or she takes
on addictive substance.
If a person who is experiencing an addiction problem does not
take the addictive substance, he or she gets into an abstinence
crisis. Symptoms of abstinence crisis may be psychological (eg
anxiety, restlessness, nervousness, fatigue, decreased appetite,
sleep problems, poor concentration and memory) and physical
(eg headaches and dizziness, breathing problems, irregular
43

heartbeats, nausea, vomiting and digestive problems, stinging
muscles, sweating, etc.).

There is something wrong with young people
who are taking drugs.
There are various reasons young people start taking drugs - from
peer pressure and the need to belong to the group, boredom and
need for excitement, curiosity and experimentation to low selfesteem and bad self-image and many others.
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Taking drugs can be fun.
Like all other addictive substances or behaviours, taking drugs
results in temporary state of satisfaction and fun. But what
remains after the effect may not be fun. Sometime the use of
psychoactive substance can result in serious and life-threatening
conditions or in depression and an overwhelming desire to repeat
addictive behaviour.
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Young people who take drugs should be kicked
out of school.
Not all young people that have experience with drugs have an
addition problem. Some young people experimenting with drugs
due to several factors, such as peer pressure, want to fit in,
curiosity, boredom, have low self-esteem, etc. But that does not
mean that they should be kicked out of school. For most of them
counselling, treatment involvement and other forms of
assistance will help them to not develop addiction problem or
solve it if that is the case, in order to fulfil their potential in not
only the academic, but all aspects of life.
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Moderate cocaine use has no negative
consequences.
No. Regardless of frequency, cocaine consumption can have many
life-threatening consequences - from adverse effects on the
bloodstream and increased risk of heart failure, increased risk of
stroke, adverse effects on the gastrointestinal tract and the risk of
kidney failure. Dangers to health are not just physical. People who
consume cocaine also have an increased risk of mental health
problems such as depressive anxiety disorder and may also trigger
a number of other potential mental illnesses and disorders.
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People who use heroin or cocaine deserve no
help but punishment.
If we provide help to the addict, we not only raise the quality of
his life, but also positively influence society as a whole - lowering
crime rates, preventing disease and increasing society
productivity. By punishing addicts, on the other hand, very often
the opposite effect is achieved.
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Part of the drug attraction is that they are not
allowed.
Everything that is forbidden is attractive to young people. The
drugs bring us into a state of relaxation, take off of the brakes,
lower our insecurities, and separate us from the real world and
expectation of others - all these are the reasons that sound
attractive at first, but the drugs are still very damaging to our
physical and mental health. Additionally, experimenting with
drugs is often a way to rebel against parents, authority etc., which
also contributes to the attractiveness of prohibited substances or
behaviours.
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5.2. attachment
Reminder – How to say „NO“ like you mean it

-

Say it in first person, be clear ("I do not want it!")
Do not be scared (Stand up straight and look bravely in the eye.)
Be persuasive (Do not be nervous or start yelling. Calmly say
"NO", without hesitation.)
Go away (If you feel like the conversation leads nowhere, go
away.)
Predict the problem (Prepare yourself for certain situations
where you need to make an important life decision.)
Stay informed (Decisions are not made just like that. You need
to know the facts! Use facts as an argument.)
Decide pluses and minuses
Make a strong decision

-

-

-

Say it in first person, be clear ("I do not want it!")
Do not be scared (Stand up straight and look bravely in the eye.)
Be persuasive (Do not be nervous or start yelling. Calmly say
"NO", without hesitation.)
Go away (If you feel like the conversation leads nowhere, go
away.)
Predict the problem (Prepare yourself for certain situations
where you need to make an important life decision.)
Stay informed (Decisions are not made just like that. You need
to know the facts! Use facts as an argument.)
Decide pluses and minuses
Make a strong decision

Say it in first person, be clear ("I do not want it!")
Do not be scared (Stand up straight and look bravely in the eye.)
Be persuasive (Do not be nervous or start yelling. Calmly say
"NO", without hesitation.)
Go away (If you feel like the conversation leads nowhere, go
away.)
Predict the problem (Prepare yourself for certain situations
where you need to make an important life decision.)
Stay informed (Decisions are not made just like that. You need
to know the facts! Use facts as an argument.)
Decide pluses and minuses
Make a strong decision
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6.1. attachment
Monthly budget sheets

MONTHLY BUDGET:
For month:
Income:
Payment
Scholarship
Additional sources
of income

Total:

Expenditures:
Frequent
Electricity
Water
Utilities
Household
Phone
Internet
Other
Total:
Other expenses:
Food
Clothing and shoes
Hygiene
(personal hygiene and
household hygiene)
Culture
Fun
Health (this category
includes sport
memberships)
Other
Total:

Difference between income and
expenditures
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7.1. attachment
Clothing care instructions sheet

How to read clothing care instructions?
What do following symbols mean:
_______________________________

_______________________________
_______________________________
_______________________________
_______________________________

_______________________
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8.1. attachment
General personality traits inventory
NOTE: On a scale from 1 (not developed at all) to 5 (fully developed), assess each of the general
personality traits listed.
ADAPTABILITY to different requirements and types of tasks, groups,
sudden novelties in work, changes to set plans.

1

2

3

4

5

CREATIVITY and the use of INNOVATION through reflection on new
business ideas, forms of cooperation, services and ways of work.

1

2

3

4

5

COPING WITH PRESSURE and EMOTIONAL STABILITY visible
through appropriate emotional reactions, the ability to control
them, the adequacy of emotional reactions in relation to others, the
ability to function under pressure of work obligations and tasks.

1

2

3

4

5

RESPONSIBILITY visible through conscientiously performing work
activities, understanding of one's own work role, authority and
ability to act.

1

2

3

4

5

OPENNESS TO LEARNING NEW KNOWLEDGE and ACQUIRING NEW
EXPERIENCES through the expressed desire for the continuous
acquisition of new knowledge, skills, further improvement of
personal competences.

1

2

3

4

5

ACHIEVEMENT ORIENTED MOTIVATION through an accentuated
desire for excellence in work tasks, meeting and overcoming set
goals and expecting success.

1

2

3

4

5

RELIABILITY visible through dedication to details, checking work
done, relying of other people on you.

1

2

3

4

5

FAIRNESS and ETHICS visible through the obeying the standards
established in the organization and generally accepted moral
principles.

1

2

3

4

5

PROBLEM SOLVING ORIENTATION visible through efficient time
management, personal resources and dedication to work.

1

2

3

4

5

PROFESSIONALISM visible through work in accordance with the
principles of organization, using professional approach even in
stressed and conflict situations.

1

2

3

4

5

AGREEABLENESS visible through the capacity to cooperate with
others, adopting a general belief in good in people.

1

2

3

4

5
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8.2. attachment
Transferable skills inventory

TRANSFERABLE SKILLS

Fully developed
skill – I use it
often; other
people recognize
me using this skill

I have some
experience in using
this skill – I have
been in situations
where I had to use
it.

I haven’t really developed
this skill – I haven’t used
opportunities that I had to
use this skill or didn’t have
these opportunities at all.

Teaching, transferring knowledge to others.
Communication in a team that promotes the production and sharing of
ideas of all team members.
Communication through presentations, the ability to create an appropriate
presentation adapted to the audience.
COMMUNICA The ability to capture someone else's perspective and recognize other
people's needs.
TION SKILLS
(SOFT SKILLS)
The ability to provide effective feedback.
The ability to perceive nonverbal messages to improve communication.
Use of appropriate language in verbal and written communication, usually
for work related purposes.
The ability to resolve conflicts, acknowledging all conflicting parties,
propose solutions.
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The ability to listen actively, giving enough time to one involved in
conversation, checking acquired information, paying full attention to
involved person.
Providing support and encouragement.
Communication with people of different socioeconomic, educational,
ethnic, religious and other background.
The ability to influence other people and gain support for your own ideas.
The skill of managing other people, taking the lead in a team or
organization, presenting a vision or idea.
Client oriented approach, focus on provision of highest quality services.
The ability of self-organization through efficient use of personal resources,
time, efficient goal setting and realistic progress assessment.
The skill of working under the pressure of set deadlines.
The ability to perform multitasking, the ability to monitor and implement
multiple parallel processes.
ORGANISATI
ONAL SKILLS

Independence in most aspects of implementing a task, effective selfmanagement.
Managing collection and classification of data in a database required in a
particular work-related process.
Planning through setting clear goals and implementing activities needed to
accomplish set goals.
The skill of coordination with numerous tasks and team members.
The skill of prioritizing work tasks by importance and urgency.
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The ability to encourage a good working atmosphere, positive changes in
the team and organization.
Skill of improvisation, finding solution in unforeseen situations and context.
Decision-making skills based on analysis of available data, situation and
assessment of impact.
The ability to make conclusions based on quantitative and statistical
indicators.
ANALITICAL
SKILLS

The ability to recognize and determine the causes and consequences of a
particular process.
The ability to propose a variety of solutions, ideas and methods to solve a
problem.
Skill of thinking outside of predefined boundaries to achieve set goal.
The ability to take positions, shaping your own opinion on a topic.
The ability to use computer programs for text production.
The ability to use computer programs to create spreadsheets, tables.
The ability to use computer programs for making presentations.

The ability to use computer programs for photo editing.
DIGITAL AND
INFORMATION Skill of developing online forms, content sharing, data management "in the
AL SKILLS
cloud".
The ability to produce and manage content on social networks for business
or educational purposes.
Skill of using online or mobile tools, applications, knowledge databases for
business or educational purposes.
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BUSSINESS/TECHNICAL
SKILLS
Specific skills that are
specialized and related to a
particular job, acquired by
education or training.
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8.3. attachment
Common questions examples
MOST COMMON QUESTIONS DURING THE JOB INTERVIEW

Work experience and education
•

In 10 sentences, can you describe your job experiences and academic attainments related
to this workplace?

•

What are your most important business and academic attainments?

•

For you, what is an unpleasant work experience and have you had any similar
experience?

Perception of the workplace
•

In your opinion, this workspace contains what kind of work tasks?

•

What do you find most difficult regarding this workplace?

•

What characteristics are needed for this workplace?

Relations
•

What is your biggest flaw regarding cooperation?

•

In your opinion, what are the main characteristics of an (unsuccessful team?

•

What characteristics of your coworkers you appreciate the most?

Stress and conflicts
•

What situations cause stressful reactions in you?

•

Have you had any conflict situations with your colleagues/associates/professors?

•

How did you resolve that conflict?
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Motivation
•

Why did you apply for this job?

•

What things will give you satisfaction with your job?

•

What motivates the most and demotivates you on your job?

Other
•

What do you know about us?

•

What do you expect regarding your incomes?

•

Rate your desire for getting this job on scale from 1 to 10? What is missing for 10?
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8.4. attachment
Job interview checklist
Job interview checklist – for observers

Fill up during the interview. Write the grade matching observed behavior.
Name of the candidate _______________________
Evaluation elements

Grades
(12 3 4 5)

Additional observations

Entering the room, handshake,
greeting and first impression
Orderliness

Kindness and self-confidence

Distinct speech

Enthusiasm and energy

Quality response on previous job
and work experience questions

Quality response on own strengths
and competencies questions

Motivation for the job

Sincerity and authenticity

Overall impression
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9.1. attachment

EVALUATION QUESTIONNAIRE FOR WORKSHOPS

Questionnaire for participants
In general, what do you, think of ... (
negative; NA= not applicable)

= very positive;
NA

= positive;

What did you like best?

= negative;

= very

What would you change?

... content of
workshop materials

… length of workshop

… usefulness of
contents
What were the positive aspects of workshop? On the other hand, what do you think we
should improve?
Please describe:

What did you like the most / the least? What is your opinion concerning workshop
materials?
Please describe:

Do you have any suggestions for improvements?

9.2. attachment
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PRE AND POST EVALUATION QUESTIONNAIRE

Please evaluate your skills by marking the number that best describes you.
Try to answer questions as you actually are (rather than how you think you
should be).
1 - Poor
2 - Not so good
3 - Good
4 - Very good
5 - Excellent

My planning skills
Number and quality of activities in my free
time
Volunteering actions that I’m engaged at
My knowledge about volunteering
I know how to build my social network
My communication skills
I knowledge about health risk behaviours
Budget management skills
My house hold skills (cooking, repairing,
hygiene in house…)
My job search skills
My career planning skills
Knowing where to ask for help

1
1

2
2

3
3

4
4

5
5

1
1
1
1
1
1
1

2
2
2
2
2
2
2

3
3
3
3
3
3
3

4
4
4
4
4
4
4

5
5
5
5
5
5
5

1
1
1

2
2
2

3
3
3

4
4
4

5
5
5
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