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1. Aim of the document
Development of methodological guidance on the possible use of the modules in organized
professional development programs: framing issues, extending training content, adapting training
content to specific audiences, assessment and evaluation, certification, etc.
2. Course description
The course was developed in implementation of the project lint - literacy and numeracy training for
young entrepreneurs with no: 2019-1-FR02-KA205-015974 with the financial support of the
Erasmus+ program of the European commission.
The course is designed for:
- Entrepreneurs - low-skilled young people, who want to start their own business. The training
platform and course developed will allow for better performance of young entrepreneurs and it will
create new employment opportunities for young people.
- Managers, trainers and institutions providing training and education programs in the field of
entrepreneurship.
Entrepreneurial literacy and numeracy are important because too many people who want to start
small businesses lack critical understanding of financial matters including budgeting, taxes,
balancing a checkbook, managing credit cards or lines of credit, and developing sales projections.
Entrepreneurship can bring low-qualified or marginalized youths into the mainstream of economic
activities by providing open education and innovative practices in the digital era including basic skills
development like entrepreneurial literacy and numeracy. The lint project can contribute to
empowering low qualified young people to consider entrepreneurship as their vocation and
pathway to sustainable livelihood.
The course includes the following modules:
 Module No. 1: Effective Speaking
 Module No. 2: Understanding Business Regulations
 Module No. 3: Recognizing the Main Idea (Active listening)
 Module No. 4: Financial Literacy for SMEs
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 Module No. 5: Blogging is all about Literacy (Digital literacy)
 Module No. 6: Improving Writing
 Module No. 7: Computer Skills and Literacy
3. Module Outlines
3.1.

Module 1 - Effective Speaking

3.1.1. Module 1 outline
In the first section of module one will focus on the important relationship between an act of
communication and the concept of Emotional Intelligence. After a brief introduction to the
Emotional Intelligence concept itself, four elements will be presented that everyone should be
aware of if they have the intention of being a better communicator, or if they are looking for
improving her/his effective speaking skills.
The training module will be presented through the work on these four elements, A.1 Selfawareness, A.2 Self-regulation, A.3 Internal motivation and empathy, A.4 Social skills. Along this
activity plan, the intention will be linking all these four elements above the one big concept of
Emotional Intelligence, although it will be done without forgetting that the main goal of the project
is to incorporate these Emotional Intelligence improvements in the way that participants
communicate.
The second section of this module will bring a deeper explanation about one of the elements
previously presented: Social Skills and, particularly, what involves non-verbal communication. In this
part of the chapter it will be pointed out the importance of body language and why is necessary to
know how to read and interpret other’s body language. Also in this second part of the module, it
will be talked about the importance of using body language as a tool that can help us to avoid or
solve problems related to communication misunderstandings.
3.1.2. Training delivery guidelines, unit 1
Introduction

AIM: Contextualize about what is and how works the “Emotional
Intelligence” as a communication strategy.
OBJECTIVES: Considering the 4 specific elements or skills that conform
the Emotional Intelligence, this training module will guide how to train
our participants on those skills and have some practical tools that can
be practical to promote communication skills.
4

LEARNING OUTCOMES
Get aware of how important those elements (skills) are in any
communication process,
and then learn how to promote and train those skills on participants
(practical tools, games)
Introduction process:
Present the aim and objective of the module
Provide a chance to introduce participants and generate group
Facilitate all the learning process
Promote the identification of expectations - and attend them
Preparation

Content:
Extract content from this module (not all but some extracts even a table
that can summarize the main ideas)
Materials:
Ice-breaker: visual cards for presentation
6 colour hats or papers with different colours
markers and panels or a board for possible final conclusions

Implementation/ Here is share the detailed description of activities for a 2 hours training
Instructions

module. It includes the icebreaker and introduction to go forward with
specific activities and then a final break for general evaluation.

15 mins

Ice-breaker activity: In order to get to know each other, one of the
possibilities will be using visual cards.
How:
each participant catch one visual card, maybe some element catch their
attention. They will have 3 mins to think about their expectations, and
then how to connect the card (the imagen, the meaning that this image
has got for him/her), with the expectation on this training.
Each participant will introduce him/her sharing those thoughts.
Why (meaning of the activity): we are promoting the lateral thinking
and also the empathy of how to generate a link among us an a simple
image. At the same time it is a way how to get to know each other in a
different way.

10 mins

Introduction: Provide the key elements of the module:
5

contextualization of Effective Speaking: Emotional Intelligence
Describe briefly the 4 key element to be applied
To invite participants to play, act and learn as learners that will get some
tools to be replicated on other beneficiaries.
20 mins

SELF-AWARENESS: “Me and my challenge”
How:
Participants will be invited to define with concrete words the “fears”
that they have when speaking in front of a group. They will be written
down in post-its and pasted in a panel. Each participant should write at
least 1 post-it, or complement another’s one idea.
Participants will be invited to read all the post-its that partners wrote
or the facilitator can read them aloud.
Then participants are invited to find “solutions” to attend those fear,
strategies, games, ideas to face those situations.
Some of the answers can be red and explained by participants.
Why (feedback): Analysing our fears and how to face them could be a
good strategy to understand that all of us can face some difficulties
when it comes the time for speaking in front of a group, specially if we
have some specific expectations, as finding a job. It we analyse those
fears, and find alternatives to solve them, maybe we can discover that
they are not that big, not that relevant. Self-awareness of our capacity
of communication is a key element to be effective in what we want to
say, avoiding small difficulties and promoting our message and our
voice as speakers.

20 mins

SELF-REGULATION: “6 thinking hats”
How:
The main discussion topic is how to plan a trip for the next weekend
(outdoors, indoors) (this topic is irrelevant, can be changed if wished).
Each participant has to take part in the discussion and some of them (6)
will get an specific role (hat) that will condition they participation into
the discussion. The roles can be replicated if the group is a big one, so
each one can experiment the game itself:
yellow: positive
6

Black: pessimist
Green: Creative
Blue: organizative
Red: emotional
White: neutral
- Each participant will interact, propose, comment in a fluent
conversation, always considering their role. After few minutes, all roles
will twist, so the one who was Pessimist maybe now is optimist or the
creative mind of the group. A different behaviour has to be evident, so
the facilitator has to fix his/her attention of those elements.
- Finally a short evaluation is done by all participants.

Why (feedback): we as speakers have to have the flexibility to adapt our
behaviour and be able to change the point of view, vision, but maintain
our message. This game facilitate us the understanding of how flexible
we can be, or may be, in order to be standing up in front of a group. As
much as we are flexible, as more as we will control the communication
process. So, self-regulation is a key element to be flexible and adapt to
any potential situation.

20 mins

EMPATHY: “My personal object”
How:
Each participant is invited to take a concrete object they have (in their
pockets, in their bag, etc).
They will be invited to take 3 minutes to think about: a) the real use of
this object / element, but then also b), identify a second and more
personal meaning of the object, that has to be linked to something that
brings some emotion to the element.
Example: my object is a small bag where I save personal issues, it is
practical and I always carry it in my bag. The personal meaning: I got it
in a trip to India, that was a personal experience that changed my life,
as I discovered there an impressive country and also meet some people
that are currently very close friends of mine.
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Then, participants are invited to share the object, the use and then the
personal meaning.
Why (feedback): something neutral, provides a neutral for the person
listening. When bringing a personal meaning, feeling to an object, the
message is totally different. The object reminds the same, but the
result/impact is different. It provides more personal information about
the “informant” than before, and put the speaker in a “more equal”
level, where the audience can connect easily (All of us are human).

20 mins

SOCIAL SKILLS: “Same message, different audiences”
How:
in groups of 5, participants have to define 1 role of speaker, and the rest
as audience.
the speaker will have to “convince” his/her audience to assist to a Fair
that will take place next weekend in the city. He/she has to find the
arguments, the reasons why they have to come. The audience can give
feedback, make questions, but always putting some difficulties to be
convinced.
The trick part of the activity is that, the kind of audience will change, so
the speaker will have to “adapt” his/her speech according to it:
1st audience: adults (general)
2nd audience: kids under 10 years old
3rd audience: elderly
4th audience: migrants with language limitation
- the facilitator will make the speakers (all of them) twist the audience
every 3 minutes. The roles among participants can change if they wish,
or the facilitator considers so.
- After, participants can make a balance about how they felt, how
difficult was it, which was their strategies, etc.
Why (feedback): As speakers we have to adapt our message and
arguments according to the audience. We have to be aware of their
needs, expectations, desires and try to get to them throw a concrete
strategy.
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15 mins

General balance: participants will be invited to add comments, ideas,
and analyse together the relevance of the 4 skills developed during this
module.
The facilitator can consider to take notes, post-its with the key elements
to visibilize the main ideas that all participants extracted from the
module.

Reflections

& It is important that the facilitator lives some minutes for the “Why-

Debriefing

feedback” section of each activity, as it provides the real meaning of the
activity/game.
All those activities make participants reflect on the relevance of those
skills described as part of an effective speaking
Any speaker has to train his/her skills and also find new strategies to
reach our audience: the sensible part of our messages can be the strong
point to reach them.
Feelings, empathy and being aware of what the audience expect are
also key elements to assure the success of our communication.

Duration

The total duration of the module are 2 hours, and are distributed
accordingly by each activity (timing). The facilitator can decide to give
longer time to some of the activities according to the development of
them, or according to the size of the group. But always a frame of 15
minutes should be saved in order to make a final evaluation and
conclusion.

3.1.3. Training delivery guidelines, unit 2
Introduction

AIM: Contextualize about the relevance of non-verbal communication
for a more impacting and effective speaking.
OBJECTIVES: considering the diverse elements that conform the Nonformal communication, this training module will guide about how to
train our participants in specific skills related to body language or
negotiation / conflict resolution that can be key elements as
communication skills.
LEARNING OUTCOMES
Understand the relevance of the Non-verbal communication that
complement a communication process
To learn and deal with non-verbal communication tools and visions to
increase the impact of a communication act
9

Preparation

Implementation/
Instructions
15 mins

10 mins

Introduction process:
Present the aim and objective of the module
Provide a chance to introduce participants and generate group
Facilitate all the learning process
Promote the identification of expectations - and attend them
Content: Extract content from this module (some ideas, concepts and
visions to complement theoretically)
Materials:
Ice-breaker: post-its and markers.
white panels to post in the wall and pictures of diverse characters
(famous and no famous ones)
markers and panels or a board for possible final conclusions
Here is share the detailed description of activities for a 2 hours training
module. It includes the icebreaker and introduction to go forward with
specific activities and then a final break for general evaluation.
Ice-breaker activity: In order to get to know each other, one of the
possibilities will be using visual images to represent how they feel, how
they identify themselves.
How:
each participant catches one to 4 post-its and colour markers. They are
invited to describe themselves creatively in a simple way, no words can
be used but images. They can draw just one imagen / picture in each
post-it, and use as many as they want (no more than 4). And those
drawing can represent:
Who they are (like, preferences)
What they do expect from the training module
Each participant will introduce him/her sharing the images in a panel
and the meaning of them. Each new participant can connect his/her
drawings with the previous ones with arrows; so there will be a final
picture of drawings and connection among participants.
Why (Meaning of the activity): considering that we want to learn how
to explain, communicate by other means than words, this dynamic will
allow us to introduce ourselves in a more creative way, connect with
each other and discover the potentiality of other means in spite of
words.
Introduction: Provide the key elements of the module:
contextualization of Non-verbal communication
Describe briefly the 3 elements that will be developed
To invite participants to get the most of the training course as they will
be able to replicate the content or tools.
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BODY-LANGUAGE: “the same message, in diverse shapes”
Role playing
How:
there will be diverse papers with specific messages and small papers
with diverse roles (as for example:
Messages: “Nature is our home and we have to take care of it”, “To
become a good teacher we have to have to trust on life long learning
process”. (messages can be the same, but the roles have to change).
Role: a) Naturist with a very romantic vision of life. b) Leader who things
he/she has got the truth of each word… (etc)
participants in couples will be invited to choose one message and one
role (randomly): and then act as the role and transfer the message.
They have to think about the attitude, movements, body expression,
standing up or not. etc.. They will take 3 mins to decide why they will
do it and how.
teams will expose the message by turns and the rest will attend and
listen and interact somehow.
After eac speech participants will be invited to discover the role behind
each presentation
Finally there will be an evaluation of the activity.
Why (feedback): The same message can be transfer in different ways
according to the role and attitude we take. Attitudes can be defined
clearly by simple elements as the position, the voice, the tone, the way
we talk to people, etc. So this can make our audience receive the
message in a different way, so the effect of the message can also be
different.
Body Language readers.
How:
Participants are organized in teams (2-3 participants),
They will have a poster where to locate all the material they will be
provided.
There will be diverse pictures of profiles of “famous characters” and
others that can be not that known.
The tasks consist in posting the picture and trying to define 2 issues:
Their profile of speaker - attitude
the reasons why they use this profile
Por example: Barack Obama: convincing, with security in his voice
attitude, but open to negotiation… Reasons: he was a politician that
wanted to make a change and do not act from a autocratic point of
view.
Each team will have to “read” at least 4 diverse profiles; they can be
the same or different among groups. If they are the same there can be
a comparative of their interpretation from group to group.
Then team will show and explain their results to the group.
Why (feedback):
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This exercise allow participants to interpret and analyse the attitude of
speakers and understand the reasons behind. We have to be aware of
the fact that each act of communication can have more than one
meaning-goal, and it is important to understand it as we can also use it
as mechanism. Answers and definitions in this dynamic can be very
subjective (according to the perspective,vision, etc.) and that is fine,
the main issue to to exercise our capacity to interpret others.
Negotiation profile
How:
Split participants into 2 groups (if the group is not bigger than 12
people, then 1 group will be fine).
There will be roles to distribute (secretly) in each group. Examples:
“never give the word to others”, “you always sticks on one concrete
idea, and nobody can take you out from it”, “you like speaking even not
arriving to a clear point”, “you like to confrontate”, “you are open to
dabate”, “You like arrive to consensus”...
one person is selected as the moderator and then a conversation has
to start: solve a problem, plan an activity together, etc.. the issue is not
that relevant. Each person has to act as their role indicates and the
Moderator hast o apply diverse strategies to try to arrive to a
consensus, negotiate and try to provide a final resolution after 15
minutes.
If needed the moderator can twist with another participant.
Final evaluation all together.
Why (Feedback):
All participants will assure a role but specially the moderator has to
learn the process of listening, being flexible, adapt and try to provide
answer to all the needs of the group… This situation can represent
“metaphorically” a real situation where diverse positions are
confronted. If we are good communicators we can reach our goals but
at the same time provide understanding and listening to the audience.
Our audience is relevant and we have to adapt our speech to them.
20 mins

Reflections
Debriefing

General balance: participants will be invited to add comments, ideas,
and analyse together the relevance of the diverse issues discussed
understanding the diverse elements of a communication process that
goes together with the words (as body language).
The facilitator can consider to take notes, post-its with the key
elements to visibilize the main ideas that all participants extracted from
the module.
& It is important that the facilitator lives some minutes for the “Whyfeedback” section of each activity, as it provides the real meaning of
the activity/game.
All those activities make participants reflect and analyse elements as
their attitude and what else they do transmit a part from their words
12

Duration

It is important to consider all the capacity that a speaker has got in
order to attend and project the message to the audience, so we have
to be aware of all what we transmit in order not to be contradictory or
assure the arrival of the message.
The expectations of the audicente but also the feeling that we can
transmit with our attitude can be the key elements for an effective
communication.
The total duration of the module are 2 hours, and are distributed
accordingly by each activity (timing). The facilitator can decide to give
longer time to some of the activities according to the development of
them, or according to the size of the group. But always a frame of 15
minutes should be saved in order to make a final evaluation and
conclusion.

3.1.4. Training delivery guidelines, unit 2
Introduction

AIM: Contextualize about the relevance of constructing a powerful
message in order to build our communication strategy.
OBJECTIVES: understand the role that the “message itself” and how we
construct and define it is relevant in order to make an effective
speaking. So it is relevant first to be aware of this reality and then train
and guide participants in how to proceed and which elements should
be considered to improve each one’s communication skills.
LEARNING OUTCOMES
Understand the relevance of the construction of a good message for
our communication strategy
To learn and deal with diverse tips and actions to assure the best
message and how to argument it.
Introduction process:
Present the aim and objective of the module
Provide a chance to introduce participants and generate group
Facilitate all the learning process
Promote the identification of expectations - and attend them

Preparation

Content: Extract content from this module (some ideas, concepts and
visions to complement theoretically)
Materials:
Ice-breaker: post-its and markers.
white panels to post in the wall and pictures of diverse characters
(famous and no famous ones)
markers and panels or a board for possible final conclusions
13

Implementation/
Instructions

Here is share the detailed description of activities for a 2 hours training
module. It includes the icebreaker and introduction to go forward with
specific activities and then a final break for general evaluation.

15 mins

Ice-breaker activity: In order to get to know each other, one of the
possibilities will be using visual images to represent who is each
participant of the team.
Each participant will have a template to be completed individually. It
will include the shape of a face (just the profile with details empty), and
then some bullets to be completed:
1. Draw your face (how you would character yourself)
2. Include your name and profession, organisation, etc.
3. Include 2,3 words about your expectations
4. The dream of your life
Then, each participant can introduce him/herself and then post the
template in the wall so each person can read meanwhile he or she is
explaining (1 min per person).
After few cases, a participant can make reference to coincidences with
previous participants (For example: the dream of my life is also “living
in a forest as xx wrote!).
Why (Meaning of the activity):
This a previous exercise of communication where participants get to
know a bit from each partner and also gets this inspiring moment of
potential connections by small elements. Just an opportunity to
express and define who are we, what are we expecting, etc.

10 mins

Introduction: Provide the key elements of the module:
contextualization of the relevance of the message itself
Elements and tips for assuring a correct message
To invite participants to get the most of the training course in order to
be able to replicate later the tools.
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Short arguments:
How:
The facilitator provides a short introduction to why it is important to
have short and direct arguments for a message
Participants are split in groups of 4-5 persons
Each group will get a topic and then will have to construct short and
specific arguments to defend and specific position
Several groups can have the same issue and then we can compare later
if they have the same arguments
The key elements will be:
you should find at least 5 arguments
they should be named in no more than 15-20 words
they have to be understandable per any person
- An example of topic can be: “Team work is a key element to be a good
entrepreneur”... any other strong sentence can work, participants will
have to look for the arguments.
- in case there is time, the same group can work with another topic
/sentence and find also their arguments.
- Final evaluation where participants can share their opinions,
impressions, etc.
Why (feedback):
The construction of arguments has to be the first step in order to
construct an strong message. They have to be clear, direct and go to a
concrete point. This dynamic provides, in a dynamic way, the
instructions of how to proceed and assure the building up of a concrete
message, done it team work.
it 2 different groups are working the same sentence / issue it would be
interesting to contrast their arguments to check if they are the same,
similar, how it was the building process, etc.

25

The best argument - a good example:
How:
the facilitator will provide some tips about how important are the good
examples to understand specific situations.
Participants will be split in groups of 4-5 and will be provided with an
issue /topic or an argument
Participants have to search for a good and visual example that can
support the argument or idea.
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Then participants will have to represent or defend their idea throw
their example. It has to be: known, or at least very innovative, or
shocking, etc.
Example: Statement: “Social innovation was created to solve the same
problems/need but with different visions”. Then the example could be:
“the table football”, was created to solve a problem: after the Spanish
civil war there were lot of men that could not walk of play football
before they got damaged, so this alternative was a way to provide them
with the tools to keep on playing, even with their hands. A way how to
solve a social challenge: new ways of spare time also to prevent
situations of depression and post-war go down”.
Participants can vote the quality of each example: if it was convincing,
illustrative, inspiring, etc.
Why (feedback):
This exercise is perfect to understand and measure the relevance of
how the examples and the promotion of visual images can be positive
for supporting our arguments and ideas. Practitioners can make use of
as many examples as possible, and complement to each other, so they
can value this element as a communication skill.
Contextualization:
How:
Split participants into groups of 4-5 participants.
there will be diverse “situations” or possible contexts (at least 1 per
group already defined)
there will be a concrete topic to discuss (it can be any topic discussed
during the previous activities or any other one)
Each group will receive randomly a paper where it is defined the
“context” where they have to defend the statement, topic or issue
decided. Then, all groups will have to talk about the same issue, and
possibly with the same arguments, but then changing the attitude, the
style, etc. because of the change of context.
Examples of context: “in a café among partners”, “in a TED Talk”, “in a
conference with high level audience”, “in a university with beginners
into the topic”... diverse examples can be defined.
After the “representations”, participants can share their vision,
impressions, their feelings about how the style can change according to
the situation /context, and what they took in consideration.
Why (Feedback):
Puting participants in the situation of identifying the diverse possible
contexts and how they can affect to the development of a
16

communication event or strategy is important to make potential
speakers understand that those are tips they have to consider to assure
an effective speaking and reach their audiences.
20 mins

General balance: participants will be invited to add comments, ideas,
and analyse together the relevance of the diverse elements analysed.
They can connect those topics with the previous activities and content
blocs son they can identify how different elements are in deed part of
a communication action.
The facilitator can consider to take notes, post-its with the key
elements to visibilize the main ideas that all participants extracted from
the module.

Reflections
Debriefing

& It is important that the facilitator lives some minutes for the “Whyfeedback” section of each activity, as it provides the real meaning of
the activity/game.
It is important to understand by practice all the content that is
provided: the facilitator also has to find chances where to share his/her
vision and a bit of the theory described at the beginning of this module.
The facilitator should also promote the training process itself, and make
participants understand that they have to train themselves and put
themselves into situation in order to be understand and make better
the transfer of information to others.

Duration

3.2.

The total duration of the module are 2 hours, and are distributed
accordingly by each activity (timing). The facilitator can decide to give
longer time to some of the activities according to the development of
them, or according to the size of the group. But always a frame of 15
minutes should be saved in order to make a final evaluation and
conclusion.
Module 2 - Understanding Business Regulations

3.2.1. Module 2 outline
LiNT Module No. 2 “Understanding Business Regulations” aims at providing the necessary skills
and knowledge to young entrepreneurs in the field of regulatory compliance. The latter, also known
as business compliance, refers to any organisation’s obedience to the laws, regulations, and other
rules that govern all organisations. These are collectively called regulatory requirements, or rules
that a government entity imposes on organisations, which govern how they manage their business
and employees and how they interact with customers and business partners, among many other
areas.
Thus, the focus of this module and its content is on the following groups of regulations, which govern
a company’s operations from the beginning of its life to the end:
1.
Regulations at start-up – starting a business, employing workers and getting a location for
business operations;
17

2.
Regulations in getting financing and when things go wrong – obtaining credit and enforcing
contracts respectively;
3.

Regulations in daily operations – paying taxes and trading across borders.

In terms of Module No. 2’s learning objectives, after following this module, training participants
should have an understanding of the key rules and regulations, that govern:








successfully going through the different stages of registering a new company;
preparing and signing contracts with the newly-hired employees;
finding a location for business activities and registering it with the relevant authorities;
preparing the required documentation for applying for a credit;
taking the necessary steps in order to enforce business contracts;
calculating the amounts of and paying the due taxes, related with the business activity;
engaging in international trade.

The skills and competencies that will be improved through the training delivered using the content
of LiNT Module No. 2 include better understanding of the business regulations in the following fields:








register a start-up company;
hire employees;
register property;
apply for a bank loan;
enforce a business contract;
calculate and pay taxes;
trade with companies from abroad.

3.2.2. Training delivery guidelines, unit 1
Introduction

At the beginning of this section’s delivery, the trainer shall introduce
the training participants to the overall aims of the section in order to
create the right expectations regarding the section’s content within
them.
The trainer shall furthermore inform the participants about the way the
training section’s delivery will unfold and how the adopted training
delivery approach will contribute achieving the section’s objectives and
learning outcomes.

Preparation

Finally, the trainer shall ask training participants to shortly introduce
themselves (this is applicable only to the first session of the module).
The following training materials need to be prepared before this
session’s delivery:
-

Implementation/
Instructions

Presentation of the session’s content;
Handouts of the session’s presentation and the assignments
that will be discussed at the end of the session’s delivery.

The following steps shall be followed by the trainer in the process of
delivering this section’s content:
-

Introduction – see the suggestions above;
Presentation of the session’s content;
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-

Reflections
Debriefing

At the end of the presentation initiate a discussion on the basic
concepts introduced during the sessions’ content presentation,
trying to check training participants’ understanding of the
sessions’ key points.
Divide the training participants in teams and give them
assignments/exercises to work on in groups.
Have the results of the training assignments presented by 1
representative of each team and initiate a short discussion.
Close the session.

& Below, several examples of reflective questions are provided, with the
help of which the trainer can verify that the training participants have
grasped the key concepts, introduced in the session:
-

Duration

What are the main stages, that an entrepreneur shall follow
while registering a business start-up?
What are the aims of the probationary period in the relations
between employers and employees?
Why is it important for business start-ups that the regulations
for registering property are efficient, transparent and
affordable?

Given that the overall duration of the module’s delivery shall be max 2
hours, the recommended duration of this session is 30-40 minutes.

3.2.3. Training delivery guidelines, unit 2
Introduction

At the beginning of this section’s delivery, the trainer shall introduce
the training participants to the overall aims of the section in order to
create the right expectations regarding the section’s content within
them.
The trainer shall furthermore inform the participants about the way the
training section’s delivery will unfold and how the adopted training
delivery approach will contribute achieving the section’s objectives and
learning outcomes.

Preparation

The following training materials need to be prepared before this
session’s delivery:
-

Implementation/
Instructions

Presentation of the session’s content;
Handouts of the session’s presentation and the assignments
that will be discussed at the end of the session’s delivery.

The following steps shall be followed by the trainer in the process of
delivering this section’s content:
-

Introduction – see the suggestions above;
Presentation of the session’s content;
At the end of the presentation initiate a discussion on the basic
concepts introduced during the sessions’ content presentation,
trying to check training participants’ understanding of the
sessions’ key points.
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Reflections
Debriefing

Divide the training participants in teams and give them
assignments/exercises to work on in groups.
Have the results of the training assignments presented by 1
representative of each team and initiate a short discussion.
Close the session.

& Below, several examples of reflective questions are provided, with the
help of which the trainer can verify that the training participants have
grasped the key concepts, introduced in the session:
-

Duration

Which are the 2 regulatory areas that determine the access of
small and medium-sized firms to financing?
Why are contract enforcement regulations essential for a
business-friendly environment for small businesses?

Given that the overall duration of the module’s delivery shall be max 2
hours, the recommended duration of this session is 30-40 minutes.

3.2.4. Training delivery guidelines, unit 3
Introduction

At the beginning of this section’s delivery, the trainer shall introduce
the training participants to the overall aims of the section in order to
create the right expectations regarding the section’s content within
them.
The trainer shall furthermore inform the participants about the way the
training section’s delivery will unfold and how the adopted training
delivery approach will contribute achieving the section’s objectives and
learning outcomes.

Preparation

The following training materials need to be prepared before this
session’s delivery:
-

Implementation/
Instructions

Presentation of the session’s content;
Handouts of the session’s presentation and the assignments
that will be discussed at the end of the session’s delivery.

The following steps shall be followed by the trainer in the process of
delivering this section’s content:
-

-

Introduction – see the suggestions above;
Presentation of the session’s content;
At the end of the presentation initiate a discussion on the basic
concepts introduced during the sessions’ content presentation,
trying to check training participants’ understanding of the
sessions’ key points.
Divide the training participants in teams and give them
assignments/exercises to work on in groups.
Have the results of the training assignments presented by 1
representative of each team and initiate a short discussion.
Close the session.
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Reflections
Debriefing

& Below, several examples of reflective questions are provided, with the
help of which the trainer can verify that the training participants have
grasped the key concepts, introduced in the session:
-

-

Duration

Which are the 3 key elements of the burden on small
businesses, associated with the payment of taxes and
mandatory contributions?
How can a single window system improve small firms’
opportunities to offer their products and services on the global
market?

Given that the overall duration of the module’s delivery shall be max 2
hours, the recommended duration of this session is 30-40 minutes.

3.3. Module 3 - Recognizing the Main Idea (Active listening)
3.3.1. Module 3 outline
In this third module, it will be presented the importance of being a good listener and not just a good
talker. As it will be shown, listening is not a minor aspect when it comes to getting a successful
communication act, in fact, we can say that knowing how to listen is as much important as knowing
how to speak effectively.
In order to understand the importance of listening actively and looking to develop our skills as
listeners, in this module we will divide the information into three sections. In the first one, it will be
pointed out which kind of attitudes we should actively done or actively avoid in order to be
perceived by the speaker as good listeners. This non-closed list of attitudes will help listeners in
preventing miscommunication and misunderstandings, and therefore it will create a better
communication act.
The second section will focus on some ideas we must be aware of when we are in a communication
act, and particularly, when we are, as listeners, participating in a conversation. This action-reaction
tips will provide tools in order to avoid conflicts, or, in case that conflicts will appear, it will help both
listener and talker to get a satisfactory way of solving problems.
In the third and last section, it will be a presentation of some attitudes or actions that will be a really
good option if we want to show that we are listening actively. In this last part, we will understand
the importance of giving feedback to the speaker in order to improve the communication
experience.
3.3.2. Training delivery guidelines, unit 1
Introduction
AIM: Contextualize about the relevance of adopting the role of an active
listener.
OBJECTIVES: A communication act also includes the role of the one who
listen. It is relevant not act in a positive way as listener, but also
understand how a listener can act if in my communication act as speaker
I want to reach an specific effect.
LEARNING OUTCOMES
Get aware of the relevance of the listening act.
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Learn about the skills, issues to prevent and to promote in a listening
act.
Introduction process:
Present the aim and objective of the module
Provide a chance to introduce participants and generate group
Facilitate all the learning process
Promote the identification of expectations - and attend them
Preparation

Content: Extract content from this module (not all but some extracts
even a table that can summarize the main ideas)
Materials:
Ice-breaker: post-it and markers
markers and panels or a board for possible final conclusions

Implementation/ Here is share the detailed description of activities for a 2 hours training
Instructions
module. It includes the icebreaker and introduction to go forward with
specific activities and then a final break for general evaluation.
15 mins

Ice-breaker activity: In order to get to know each other, this activity
could be an option:
How:
Each participant will pick 4 post-its that will use in order to describe
him/herself. The issues to describe will be:
Who I am? (it can be focus in his/her profession, his/her passion, his/her
role in the family.. as each person wishes)
What I want in my life: it can be a dream, something related to
professional life, personal life… as each person wishes)
What I expect here: about the training course.
What I will do later: potential use of the content, dynamics, etc.
Each post-it can have a maximum of 3 words, even 1 will be better. Then
participants can take 1 minute to introduce themselves showing the
words they chosen.
Why (meaning of the activity): Another way how to introduce each
person from a quite personal perspective, but with the possibility to
provide a more professional vision. Participants can add comments
related to the others’ profiles and coincidences.

10 mins

Introduction: Provide the key elements of the module:
contextualización of Active Listening
Describe briefly the diverse elements that will be used / applied.
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To invite participants to play, act and learn as learners that will get some
tools to be replicated on other beneficiaries.
25 mins

Me as a listener
How:
There will be a panel where to located colour post-its from all
participants
participants will be split in groups de 2-3 participants to work together,
and think about proposals together
Participants will be invited to include ideas about:
When listening, what is the things that make me lose attention
When listening: what is what attracts more my attention
In my past experiences, which were the characteristics of a speakers that
convince my interest.
- Participants will discuss in small groups and will bring the ideas to the
panel. As many as possible.
- If ideas can be connected one to another, participants can put the postits together, so a quick reading of other ideas should be done.
- Final balance of comments ideas by the facilitator. Participants can
bring comments.
Why (feedback): It is important for this dynamic to recognise our role as
listeners, and try to understand the best and worst of an speaker. If we
want to train ourselves as speakers, we need to know the errors and
success issues. At the same time, we also have to activate our role as
listeners.

25 mins

Preventing the adviser role
How:
This will be a YES / NO panel where to locate what a good listener should
do or not to do. Participants will act individually.
The facilitator will invite participants to think about the “worst listener”
ever, and register in colour post-its the attitudes, behaviours,
comments, that could have in a communication act
The facilitator should support participants and make the write as many
situations, behaviours, attitudes… as possible, it is good to have lot of
examples. Participants can also be invited to remember situations they
have lived or they knew about.
Then, once the panel is completed, participants will be invited to find
how to correct those behaviours, or find the positive alternative… as
many as possible.
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For example: a negative act: “To blame the speaker about something
he/she said that is affecting him/her”. Positive act: “Just listen, or if
providing some feedback, always respecting the situation or just
suggesting that him/her will find the way how to overcome the situation
(support)”.
Final balance of the post-its by all participants.

Why (feedback): trying to provide concrete examples of the most
extreme situations of a bad listening process, will help to understand
how things should be done. So participants, can make the balance
among what they should do and prevent to do when developing the role
of listeners. As it was said before, it is very relevant also for the role of a
speaker to perfectly understand how the active listening process acts.
25 mins

EMPATHY: get to the deeper sense of communication
How:
Participants will be split in groups of 2-3 people
The facilitator will provide some markers and papers where participants
will take notes of their answers,
The facilitator then will explain specific situations of speeches and will
ask participants to try to get the deeper meaning of what the speakers
says. There can be coincidences among the groups or very different
positions.
Then participants will be invited to describe the Correct answer or
attitude of the listeners in front of such speaker.
Example: as the example described in the text: “someone speaking to a
colleague about “I am so tired, too much work at the office today”. So
the understanding can be different, but of course the message can go
deeper than the objective sense of it. And the answer can be: suggesting
to talk to the coordinator, maybe support him/her with some tasks if I
am more free or with less tasks… etc”
Why (feedback): It is relevant to understand that words can have lot of
meanings. When speaking we can always have a deeper meaning to
share, so it is important in the act of Listening to be able to identify those
meanings and act in consequence. So, listening is an active action that
means the will to understand and take some action when we are in front
of an speaker. We have to be responsible also when listening to others.

15 mins

General balance: participants will be invited to add comments, ideas,
and analyse together the diverse activities and visions of the “listening
act” developed.
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The facilitator can consider to take notes, post-its with the key elements
to visibilize the main ideas that all participants extracted from the
module.
Reflections
Debriefing

& It is important that the facilitator lives some minutes for the “Whyfeedback” section of each activity, as it provides the real meaning of the
activity/game.
All those activities make participants reflect on their visions, attitudes
and previous experiences, that can be a supporting point for growing
and learning.
Each participant can identify which can be his/her attitude in the listing
process and also discover new strategies as a speaker.
Feelings, empathy and being aware of what the speaker wants to share
is also important to support the communication act we are part of.

Duration

The total duration of the module are 2 hours, and are distributed
accordingly by each activity (timing). The facilitator can decide to give
longer time to some of the activities according to the development of
them, or according to the size of the group. But always a frame of 15
minutes should be saved in order to make a final evaluation and
conclusion.

3.3.3. Training delivery guidelines, unit 2
Introduction
AIM: Contextualize about the relevance of our attitude on the
communication act when we are the ones listening.
OBJECTIVES: Promote the understanding of how can be affect the
communication process, facilitating it with an pro-active and preventing
conflict position as listeners.
LEARNING OUTCOMES
Get aware of the relevance of our role and attitude as listeners
Learn about diverse tips of how to process to make easier the
communication process and ensure a correct development of the
communication act
Introduction process:
Present the aim and objective of the module
Provide a chance to introduce participants and generate group
Facilitate all the learning process
Promote the identification of expectations - and attend them
Preparation

Content: Extract content from this module (not all but some extracts
even a table that can summarize the main ideas)
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Materials:
Ice-breaker: post-it and markers
markers and panels or a board for possible final conclusions
Implementation/ Here is share the detailed description of activities for a 2 hours training
Instructions
module. It includes the icebreaker and introduction to go forward with
specific activities and then a final break for general evaluation.
15 mins

Ice-breaker activity: In order to get to know each other, this activity
could be an option:
How:
participants will be in a round and will have to introduce themselves and
try to remember the information that the rest of participants are
offering about themselves
Each participar will have to introduce themselves answering the
following questions:
My name
my organisation / or if I come particularly
My passion (what I like best in my life)
1 word that defines your reason why to be here (learning, interest,
motivation, curiosity… )
1 animal and his/her sound
Once all the round is done, the facilitator will indicate randomly a
participant and the rest will have to remember the name and the animal
/sound. This can be repeated few times.
Why (meaning of the activity): Another way how to introduce each
person from a funny way, how to break the ice and then also pay
attention to others’ description, as we have to remember… This is a
good introduction to the role of Listeners that we are going to work with
during the training.

10 mins

Introduction: Provide the key elements of the module:
contextualization of the listening process
Describe briefly the main elements of the contextualization: about the
collaborative communication, prevention of misunderstanding, conflict
resolution, etc.
To invite participants to play, act and learn as learners that will get some
tools to be replicated on other beneficiaries.

25 mins

Collaborative communication
How:
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Participants will work in groups of 2-3 participants
The facilitator will ask them to draw a poster where to define several
issues:
Situations of misunderstanding (when in the communication process
something can go wrong)
Issues that have not to come into a conversation
Issues that we should consider to assure a good communication as
listeners…
- Each topic can be connected one to another: So, after defining concrete
situations of misunderstanding, can be defined which are the issues
according to those experiences that have to be prevented, and then,
finally, define how to make that not happen.
- Each group will present in front of the rest the result of their analysis,
focusing especially in the final question.
- A general balance will extract the references that have been repeated,
that are the most relevant. etc. If considered, participants can vote over
the diverse panels the most relevant points in order to visualize them
most and leave those posters in the room.
Why (feedback): This dynamic allows participants to analyse both sides
of a communication process, the bad and good practices, to increase
awareness of what we have and not have to do for a correct. The final
analysis will assure that participants identify the best tips to improve
their communication processes as listeners.
25 mins

Active listening
Focus in what we agree on… not in what we do disagree.
How:
Participants will be split in groups of 4-5 participants
Each group will receive a paper that describes a situation of conflict.
Participants will distribute them into position A and position B and will
start a discussion trying to argue and make stronger each ones’ position.
After 5 minutes, each group will be indicated to save those positions,
but they will have to find not the disagree points but the points in
common and write them down in a document.
Finally, each group will present to the rest: a) the situation of conflict
and the positions a) and b), and then the agreeing points they decided
to focus on.
Example:
Topic: schedule of work (part time or full day work)
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Position a): preference for full day work
Position b): preference for part time (with 2 hours break)
Why (feedback): participants will experiment the fact of confronting
ideas and positions, and trying to be better that the others, as they are
pressed to win or to convince the other position, and then work for “noconfrontation” but agreement. So the final conclusion is that, it does not
matter the topic, but each situation can always have points in common
that can be the issues to focus on to find solutions instead of problems.
25 mins

WIN-WIN: both side of the moon
How:
Participants will be split in groups of 4-5 participants
Each group will be provided with a concrete situation where they have
to represent by roleplaying. So, there will be at least 2 characters or
more, where there will be an speaker and the 1 or several listeners
First: the situations will represent a conflict, so the listener or listeners
have to decide collectively an then represent, how “bad” things can be
done: so this person has to judge, question, interrupt etc.
Secondly: the listeners will be changing the attitude towards a more
solving and positive perspective. The group collectively will decide what
to do or to express.
Then, group by group will represent the situation by:
a) Describe the situation (1 phrase)
b) represent the situation where the speaker starts sharing the speech
and the the listener(s) will act badly
c) again, but this time the listeners will have a more positive attitude.
- Conclusion will be extracted by the whole group defining in a panel the
main ideas, tips or strategies that allow a positive communication to run.
Why (feedback): with this dynamic participants have to experiment
both sides of the same situation, and they have to act “against” the
other position, but then also trying to find solutions or win-win
proposals. The communication act can be like this, so we can decide to
take a more conflict resolution role or to decide to take our position and
not listen to any alternative. Growing in a communication process
should mean to be open to change our mind, or to reinforce our ideas
throw it. But be open anyway. It does not matter if we are in the role of
the speaker or listener.

15 mins

General balance: participants will be invited to add comments, ideas,
and analyse together the diverse activities and visions of the “listening
act” developed.
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The facilitator can consider to take notes, post-its with the key elements
to visibilize the main ideas that all participants extracted from the
module.
Reflections
Debriefing

& It is important that the facilitator leaves some minutes for the “Whyfeedback” section of each activity, as it provides the real meaning of the
activity/game.
All those activities make participants reflect on their visions, attitudes
and previous experiences, that can be a supporting point for growing
and learning.
Each participant should think about previous situations where thay had
to face possible similar situations and then analyse how was his/her
reaction.
Understanding the meaning of those activities supports a more active
and positive attitude in the communication process.

Duration

The total duration of the module are 2 hours, and are distributed
accordingly by each activity (timing). The facilitator can decide to give
longer time to some of the activities according to the development of
them, or according to the size of the group. But always a frame of 15
minutes should be saved in order to make a final evaluation and
conclusion.

3.3.4. Training delivery guidelines, unit 3
Introduction
AIM: Contextualize about how relevant some elements or acts can
complement the communication act as listeners
OBJECTIVES: Assuring that participants understand some elements they
can develop and promote in order to assure a connection with the
speaker and then promote a more active listening and more successful
communication act.
LEARNING OUTCOMES
get aware of the relevance of our role as listeners and what we can do
Learn some tips and attitudes we can develop to assure the connection
with the speaker and put them into practice.
Introduction process:
Present the aim and objective of the module
Provide a chance to introduce participants and generate group
Facilitate all the learning process
Promote the identification of expectations - and attend them
Preparation

Content:
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Extract content from this module (not all but some extracts even a table
that can summarize the main ideas)
Materials:
Ice-breaker: post-it and markers
markers and panels or a board for possible final conclusions
Implementation/ Here is share the detailed description of activities for a 2 hours training
Instructions
module. It includes the icebreaker and introduction to go forward with
specific activities and then a final break for general evaluation.
15 mins

Ice-breaker activity: In order to get to know each other, this activity
could be an option:
How:
There will be lot of visual images that can represent lot of things, issues
(suggestion DIXIT cards). Each participant will be invited to select one
visual card that attracts his/her attention and that be used to define him
or herself.
all participants will come in a round, and will look at others’ cards and
will select one of them, if they feel some connection, identification with
the card etc.
When it comes to the turn of presentation, each participant will say
simple things about him/her:
Name and organisation, institution..
The meaning of the card that defines him/her
the reason why he/she is in this activity
Then, if another person selected his/her card as connection will come
next to this person and will introduce him/herself with the same
dynamic. Will explain about his/her card but then complement with the
other’s card and connection.
Simultaneously each participant will introduce him or her and make
connections with another person, and then it will be seen if the
connection is telling something similar among participants.
If some persons are identified with the same other’s card, they can
introduce themselves one after the other.
Why (meaning of the activity): Visual cards work with the lateral thinking
and provide another vision and interpretation of ourselves. This work
with imagination and with the capacity we have to provide meaning to
a simple image. This dynamic allows participants to introduce
themselves and at the same time to establish possible connections
about participants that will work together for several hours.
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10 mins

Introduction: Provide the key elements of the module:
contextualización of the role and attitude of a listener
Describe briefly the diverse elements that will be used / applied.
To invite participants to play, act and learn as learners that will get some
tools to be replicated on other beneficiaries.

25 mins

Clarifying the ideas
How:
The facilitator will explain and contextualise how important is to
“follow” the conversation of an speaker and how diverse tips can
support this process, giving help to the person speaking but also making
easier the process of understanding for the listener.
Participants will be invited to work in couples and practice diverse
possible situations that they can create, where one will act as speaker
and the other as listener. They will get the instruction for the listener to
support the speaker by making two comments:
Paraphrasing the content
Asking for clarification
The situations can be personal stories to be narrated, maybe about
professional experiences, etc.
So, 15 minutes will be provided to make this exercise and the facilitator
will accompany to check how it is working.
5 final minutes will be saved to make a general balance about the
results, how it worked if it was easy or not etc.
The roles can be twisted in each couple if there is time enough for that.
Why (feedback): Exercising with personal stories and potential real
situations the act of communication (speaker and listener) will make
easier to understand a practical way how to support the communication
act from the listener perspective, also increasing the understanding and
Empathy within the speaker.

25 mins

Reflecting… understanding the feelings behind
How:
Similar dynamic as the previous one: participants will be split in couples,
they should be different to the ones in the previous activity.
The facilitator will provide a simple explanation about how important is
to really understand the messages that an speaker is transfering.
Then in each couple a participant will act as speaker and the other one
as listener. The Speaker will share a personal story (personal but that
can be shared), and then will expect some feedback from the listener, in
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order to check if the message and the “feelings behing” have been
understood.
The possibilities are that maybe the listener gets the real feelings or not,
but anyway in case of success or error, participants can comment and
discuss the situation.
Then each couple will make a balance about:
How important could be the fact of understanding the feelings of the
speaker
how easy or not that easy os to be confuse and understand false feelings
and how this can affect the speaker.
A final balance will be done with all participants showing the difficulties
and situations.
Why (feedback): Each communication message can have content but
also feelings of the person that it sharing this content. Being able to
connect with the person by the message, understanding the feelings and
situation that this person suffered or is suffering is so relevant in order
to connect, understand and make easier the communication act. We as
listeners, but also as speakers should be aware of this situation to
improve our role in a communication situation.
25 mins

Summeraising: make sure we got the essence
How:
This will be done as a collective activity, so all participants will come to
a round to work together.
The facilitator will provide a short explanation about how important is
to follow an speech by being able to summarize the main content that
has been shared.
So, the facilitator will select some participants, or can leave this as a
volunteer activity. We would need about 5-6 situations that will be
shared.
The new “speakers” our volunteer participants will share a short story
of their life, that can be connected to a concrete topic or be a free topic.
(For example it can be “the most incredible trip ever”). And will take
about 3-4 minutes to share the story and provide as many details as
possible.
Then randomly another participant will be invited to make a super short
summary, mainly in 2 sentences where he/she will share:
The main idea of the trip (where, how, when, who with..)
and the main essence why it was the most incredible..
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- The rest of participant can then give comment, provide other ideas etc.
and the speaker can also conclude if this summarize coincides with the
real feeling he / she has.
- So, the process will be repeated as many times as possible (20 mins).
- A final evaluation will come with all participants.
Why (feedback): Again, it is very practical to put yourself in a situation
in order to understand better the content of theory that has been
shared. In this case, in order to understand how important is to capture
the essence of a conversation and how much this supports the speaker,
and provides more useful information to the listener, the exercise puts
participants into real contexts and situations and challenges them to
show if they can “follow” or not and capture or not the essence of a
message.
15 mins

General balance: participants will be invited to add comments, ideas,
and analyse together the diverse activities and visions of the “listening
act” developed.
The facilitator can consider to take notes, post-its with the key elements
to visibilize the main ideas that all participants extracted from the
module.

Reflections
Debriefing

& It is important that the facilitator lives some minutes for the “Whyfeedback” section of each activity, as it provides the real meaning of the
activity/game.
All those activities make participants reflect on how they would react in
real situations and analyse their own reactions, skills and lack of
capacities.
Participants can understand better the content provided by putting it
into practice in “similar to real” situations, even acting both as speakers
and listeners.

Duration

The total duration of the module are 2 hours, and are distributed
accordingly by each activity (timing). The facilitator can decide to give
longer time to some of the activities according to the development of
them, or according to the size of the group. But always a frame of 15
minutes should be saved in order to make a final evaluation and
conclusion.

3.4. Module 4 - Financial Literacy for SMEs
3.4.1. Module 4 outline
The “Financial Literacy for SME’s” module consists of several parts, including skills, learning
outcomes and actions/tasks. The main areas covered in this module are:
 Budgeting
 Banking and Invoices
 Loans & Credit Cards
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These categories cover most of the areas in life where young entrepreneurs will have to make
informed choices regarding their financial situation, both in present and in the future. The module
fits the needs of young entrepreneurs in all of Europe in today’s society. Per area, a set of required
skills, learning outcomes, actions/tasks and examples are given.
Section

Skills

Learning
outcomes

Action/tasks

Budgeting
Income sources
Type of expenses
Set up and manage a
budget
Financial
planning
Understand income
Understand expenses
Fixed
and
varied
expenses
Essential expenses
Non-essential expenses
Unexpected expenses
Add savings in a budget
Numeracy skills
Look at all sources of
income
Go through expenses,
divide
them
into:
fixed/varied,
essential/nonessential,
possible unexpected
Create a personal
budget

Banking
Pay bills
Use online banking
services
Read an invoice
Understand
the
invoice
Log in/on safely
Set up saving account
Pay invoices
Transfer
money
between accounts
Find an invoice, look
at
the
different
information.
Find the amount
owed, the date the
invoice is due and
what the VAT- IBAN
number is
Use online banking
demos to practice
Practice
transfer
money

Loans/credit cards
Types of loans
Cost of loans
Costs of credit cards
Recognizing
debt
problems
Understand what a loan is
Understand
different
types of loans Understand
difference
between
secured and unsecured
loans Understand interest
and how it affects cost of
loans
Search and check bank
institution to get more
information about loans
Find and compare loan
offers online
Practice filling out loan
forms
Find out what other
documents you need to
apply for a loan

3.4.2. Training delivery guidelines, unit 1
Introduction
To understand the principles of budgeting and use a range of strategies
to calculate a simple budget. The skills addressed during this activity
are:
 Type of expenses
 Financial planning
 Set up and manage a budget
 Income sources
Preparation
Documents “Needs and Wants”, “My First Budget”
Implementation/ Explain to your learners that when setting up a budget, they should
Instructions
take into account the difference between ‘needs’ and ‘wants’. Give
some examples to explain the difference. For example: food is
something you need because you need it to survive, a car is something
you want because it is something you can live without as you can also
take the bus. Then provide your students with a list of different types
of expenses. Ask them to take a good look at this list and have them
indicate whether that expense is either something that they need or
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want. Correct this exercise in group by asking a different student to
answer. Make the learners familiar with the expenses types. After that
use the task page “My First Budget”, to introduce a basic budget.
• Explain the task and some of the language used (as necessary)
• In column1 learners list all the money that they have coming in each
week then add it up to find their total weekly income.
• In column 2 learners list the spending that they cannot avoid each
week then add it up to find their total essential spending.
• Ask learners to compare their answers from columns 1 and 2.
Reflections
& Follow through with open questions for each learner:
Debriefing
– What does it mean if the total in column 2 is bigger than the total in
column 1?
– What does it mean if the total in column 1 is bigger than the total in
column 2?
Bring out the ideas of over-spending and debt for one and money left
over and savings for the other.
Duration
45 inutes
3.4.3. Training delivery guidelines, unit 2
Introduction

Preparation

To understand the principles of online banking and invoicing. The skills addressed
during this activity are:
▪ Use online banking services
▪ Understanding an invoice
▪ Bills payment
Demo versions of online banks, Invoice example

Implementati
on/
Instructions

Let students use the different demo versions of online banks to try themselves.
The time of the activity depends on the knowledge level of the students. It is
suggested that the students get at least 30 minutes to use the demo. After that
show an existing invoice for the entire class and explain to your learners the
different elements of an invoice:
- What is it for?
- Amount to be paid
- Due date
- Company information
- Date
- Invoice number
- (VAT)
- (IBAN)
- Name and address beneficiary.
Online
banking
demo
example:
https://www.santander.co.uk/CsAppsExp/Abbey/Internet/Abbey/demo/olbde
mo/html/index.html
Reflections & Ask a couple of students to present their invoice in front of the whole group.
Debriefing
Ask additional questions after each presentation that relate specifically to their
invoice.
Discuss payment methods.
Duration
45 minutes
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3.4.4. Training delivery guidelines, unit 3
Introduction
To understand the principles of loans and credits. The skills addressed
during this activity are:
▪ Types of loans
▪ Costs of loans
▪ Costs of credit cards
Preparation
Credit card Worksheet, Loan Worksheet
In the 1st part of this activity, the learners will look at different credit
cards and compare the terms and conditions. Pick 3 or 4 major credit
cards in your area/country and have the learners fill in the worksheet
with the information they can find online.
In the 2nd part have the learners look up a bank and what they offer as
different types of loans. Fill in the worksheet with the information
found.
& After finishing the first part have a discussion on what they learned,
which card is cheaper in use, and how they can use a credit card and
not pay any extra money.
After finishing the 2nd part start a discussion about which loan is
cheaper (lower interest rate + costs), which is most expensive (highest
interest rate + costs)? If the learners borrow 10.000 euro – how much
do they have to pay every month? Have the learners look up the cost
of a car they would like to buy. Which option would be the cheapest
(let the learners decide themselves whether or not they already have a
house mortgage and can use that).
60 inutes

Implementation/
Instructions

Reflections
Debriefing

Duration

3.5. Module 5 - Blogging is all about Literacy (Digital literacy)
3.5.1. Module 5 outline
The Module No. 5: “Blogging is all about Literacy (Digital literacy)” is focused on Blogging, effective
writing and Literacy and more specifically on how to create digital writing and business presentation.
The learner will discover how to write well-structured blog article and how to present his business
effectively on the internet in another module they learn how to insert those on a platform like
WordPress.
It aims to support the learner in the creation of online content and digital marketing. The module is
structured in X Sessions which are progressively leading to a fully functional web presence.
The Key points of the module are:
•

How to write well-structured blog article

•

How to present your company on the internet

The general learning objectives are to improve learner’s literacy and bring him to develop wellstructure content as well as to sort out relevant concepts and texts to create meta tags and online
friendly descriptions. The learner will need to synthetize its business core idea to present it well.
On the other hand, more transversal skills are addressed through the fact that the learner needs to
understand the global concept of a structured written page such as a landing front page: What idea
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should be presented there, what is the most interesting concept I need to tell my future customer
etc. As well the learner needs to implement its writings on an already created webpage.
Reference framework: DigComp 2.0 competence areas and competences Competence area
Competences (used by UNESCO to qualify digital skills)
1. Information and data literacy
digital content

1.1 Browsing, searching and filtering data, information and

1.2 Evaluating data, information and digital content
1.3 Managing data, information and digital content
2. Communication and collaboration

2.1 Interacting through digital technologies

2.2 Sharing through digital technologies
2.3 Engaging in citizenship through digital technologies
2.4 Collaborating through digital technologies
2.5 Netiquette
2.6 Managing digital identity
3. Digital content creation
3.1 Developing digital content
3.2 Integrating and re-elaborating digital content
3.3 Copyright and licenses
3.4 Programming
4. Safety
4.1 Protecting devices
4.2 Protecting personal data and privacy
4.3 Protecting health and well-being
4.4 Protecting the environment
5. Problem solving
5.1 Solving technical problems
5.2 Identifying needs and technological responses
5.3 Creatively using digital technologies
5.4 Identifying digital competence gaps
Taking as reference framework indicating the skills and competencies that will be improved through
the training, the DigComp 2.0 framework (Vuorikari et al., 2016) the following competences will be
improved:
1. Information and data literacy
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1.1 Browsing, searching and filtering data, information and digital content
1.2 Evaluating data, information and digital content
1.3 Managing data, information and digital content
2. Communication and collaboration
2.1 Interacting through digital technologies
2.2 Sharing through digital technologies
2.6 Managing digital identity
3. Digital content creation
3.1 Developing digital content
3.3 Copyright and licenses
5. Problem solving
5.3 Creatively using digital technologies

3.5.2. Training delivery guidelines, unit 1
Aims/ Objectives/ Methodology/ Content
Duration
Learning Outcomes
Understand how to Preparation:
2hrs
write a blog article / Make sure that each participant has access to a computer and
webpage
a document editing software such as OpenOffice or Word
Implementation/ Instructions:
Ask the participants to search Blogs and articles they like and
find interesting.
Let them apprehend the sections materials and let them write
their first article or blog post
Then move on with the second section. Learners may need
help to understand and get guidance.
Reflections & Debriefing:
Ask for questions and encourage learners to write even if they
have difficulties

3.5.3. Training delivery guidelines, unit 2
Aims/ Objectives/
Learning Outcomes
Understand how to
present
their
business
on
a
webpage

Methodology/ Content

Duration

Preparation:
2hrs
Make sure that each participant has access to a computer and
a document editing software such as OpenOffice or Word
Implementation/ Instructions:
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Aims/ Objectives/ Methodology/ Content
Duration
Learning Outcomes
Ask the participants to search Business presentations on other
websites they like and find interesting.
Let them apprehend the sections materials and let them write
their first article on their business. Learners may need help to
understand and get guidance.
Reflections & Debriefing:
Ask for questions and encourage learners to write even if they
have difficulties

3.6. Module 6 - Improving Writing
3.6.1. Module 6 outline
Young entrepreneurs today need more than just an entrepreneurial spirit to succeed in business.
The ability to write with clarity, purpose, and impact is a vital necessity. Excellent business writing
skills allow young entrepreneurs to demonstrate the same level of courtesy and professionalism
that they would show in a face-to-face interaction. Business writing helps you create
correspondence that can help them connect more effectively with your clients, customers, and
other stakeholders. Good writing skills for entrepreneurs are just as important for novices as they
are for the established ones. To attract customers, partners, and clients, an entrepreneur should be
able to express their business plans concisely and persuasively. Young entrepreneurs who have topnotch writing skills have the edge over their competitors, especially because more business
communication today is done through writing compared to any other medium of communication.
Entrepreneurs who can communicate through writing flawlessly are also perceived as more credible
and trustworthy.
Effective communicators tend to succeed faster than their contemporaries so young entrepreneurs
definitely need all the competitive advantages they can get. When effective business
communication skills exist, young entrepreneurs can market their brand better. Good writing skills
allow formulating ideas better and expressing more meaningfully. When these writing skills are used
to create concise, clear, and convincing ad copies or business emails, they will be able to capture
the attention of their audience better. Marketing is all about presentation. When you’re trying to
sell a product or a service, you need to be comprehensive and informative so that the readers can
understand your message within the few seconds you have their attention.
Business writing takes many forms each suited to a specific purpose. All business writing must be
clear and concise with simple, straightforward language. Every letter, memorandum, report, or
announcement must be composed for maximum effect and to suit both the purpose and the
intended audience.
Steps to successful business writing
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Prepare

Arrange

Draft

Revise

Proofread

• define purpose, audience and scope
• create order, structure, layout and design
• write first copy from outline
• add/delete information
• polish final copy

There are four general types of business writing. Each category has its overall goal. Based on the
objective, each of the many business documents falls within these four broad segments.
Instructional Business Writing: Instructional business writing provides the reader with the
information needed to complete a task. The task may need be accomplished immediately or it may
be for future reference. This type of document must break down a process into steps that are
understandable to the reader. The written record must account for reader’s knowledge of the area,
the scope of the task while integrating variations or potential problems. Examples: User manual,
Technical documents such as specifications, a memo.
Informational Business Writing: Not all business writing requires action. A large volume of writing
is created for reference or record. This category can include some of the less glamorous but still
essential documents. Recording business information accurately and consistently is important for
marking progress, predicting future work, as well as complying with legal and contractual
obligations. Examples: Reports, financial documents, Minutes.
Persuasive Business Writing: When people think of business writing, they often think of the
persuasive writing category. These documents are generally associated with sales. The persuasive
writing may be direct, with focus on a specific item, or indirect, with focus on developing the client
relationship. The goal is to two-fold: to convey information and to convince the reader that the
presented information offers the best value. The text is written to impress the reader and sway their
decision. Examples: Proposals, sales email, Press release.
Transactional Business Writing: Everyday communication falls under transactional business writing.
The majority of this writing is by email, but also includes official letters, forms, and invoices. These
documents are used to progress general operations. They are also used to convey good and bad
news, often associated with human resource processes. Examples: emails, business notices.
The main areas covered in this module are:
 Writing a business letter
 Writing a business report
 Writing a business email
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3.6.2. Training delivery guidelines, unit 1
Introduction
In this unit you learn how to develop your learners’ skills in writing
formal letters. The activity can also help you expand your learners’
vocabulary.
Preparation
Sample informal letter, Sample official letter, Sample business letter
Implementation/
Instructions

Reflections
Debriefing
Duration

For this activity, put the learners in groups and give each group at least
three different types of letters — a job application, a personal letter
and a letter of complaint. Ask them to identify which of the letters are
personal and which are official, and to mark the differences between
them. Use their feedback to discuss the format of a business letter.
Draw their attention to the particular differences in the format, such as
the date, the salutation, and the subject line and so on. To make them
more familiar with the format of official letters, give them an activity to
do in pairs. Using the sample official letters given to guide them, have
them practice in writing a letter. Give the students information about
the content of a letter they will write with a partner. Case study: John
needed to write a letter to an applicant who did not get into the
companies internship program. To start it off, he gathered information
on the candidate such as their name and address to head the letter. He
kept the tone of the letter as pleasant as possible even though he was
delivering rather unpleasant news. John knew that it was vitally
important in business to keep a pleasant attitude and tone in all
matters to help establish and up keep business relationships. He also
made sure to use correct spelling and grammar, and to personalize the
letter, so that the applicant will feel assured that they may try once
more in the future.
At the end of the activity, have the pairs exchange their draft letters
and make corrections under your supervision.
& Did the students write good formal letters?
Did you complete the activity within the planned time?
Did the students enjoy the lesson?
40 minutes

3.6.3. Training delivery guidelines, unit 2
Introduction

Preparation
Implementation/
Instructions

Development of learners’ skills on how to make good summaries or
reports. The activities can also help you expand your learners’
vocabulary.
Newspaper reports, Annex 2
At this level, your students need not learn the details of writing a
professional report. Practice the skills of report writing by using
newspaper reports as a model. Before you begin, bring to the class a
selection of newspaper reports. Announce that the headlines they
studied were from newspaper reports, and that they are going to learn
how to write a report. With their input, draw up a list of points to
remember while writing a report; for example, include only important
points, use passive structures where possible, keep the important
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points in the correct sequence, avoid personal opinions and so on. For
the activity, divide the class into groups and give them sample
newspaper reports as a guide. Then give them a passage and ask them
to draft a short report on it. Make sure that for half of the groups, the
passage is in list form (a list of important points) (see Annex 2 Resource
1), and for the other half, the passage should be in essay form (see
Annex 2 Resource 2). The first (list) will need to be expanded, while the
second (essay) will need to be shortened. This means that half of the
groups will have an expansion activity, while the other half will have a
contraction activity. This allows you to address both types of report
writing. Once the drafts are ready, have the groups exchange their
drafts with one another, and suggest corrections wherever necessary.
Afterwards, have a class discussion on the suggested corrections to
highlight the different strategies they needed to use while expanding
information from list notes, and contracting information from an essay
format. Again, review the techniques of writing a report that they
discussed before they began the activity.
Reflections
Debriefing

&

Duration

40 minutes

3.6.4. Training delivery guidelines, unit 3
Introduction
The learners will develop their skills in writing business emails
Preparation

Annex 3

Implementation/
Instructions

Let the learners complete the first part of the email exercise found in
Annex 3. After that ask the learners to write two emails on separate
sheets of paper using the situation they created in the first part
(maximum length for each email is 100 words).
Email 1: Write to the person you are going to meet. What do you need
to tell them? Perhaps you need to let them know what you want to
discuss. Do you want them to arrange anything about you?
Email 2: Write an email to all your colleagues. Tell them about your
plans and ask them if they want you to bring back anything.
In the 3rd part of the exercise create pairs. Learners must exchange
email nr1 and read each other’s situation from part 1. Then they shall
discuss by asking and answering questions about their two situations.
In particular they should talk about the kind of reply their partner
expects (they will need this information in the next part).
In part 4 learners should work individually. They have to imagine that
they are the person that their partner is going to meet and write a reply
to their partners email (maximum length 100 words).
In part 5 the learners must work in the same pairs once again. They will
exchange and read the emails.

Reflections
Debriefing
Duration

&

40 minutes
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3.7. Module 7 - Computer Skills and Literacy
3.7.1. Module 7 outline
The Module No. 7: “Computer Skills and Literacy” is focused on Digital Skills and Literacy and more
specifically on how to create a support for digital writings and business presentation. The learner
will discover how to present his business effectively on the internet and how to create a platform
such as a WordPress and make the first outline of a front page or landing page.
It aims to support the learner in the creation of online content and digital marketing. The module is
structured in X Sessions which are progressively leading to a fully functional web presence.
The Key points of the module are:
-

Learning about websites
Creation of a WordPress
Create an attractive front page

The general learning objectives are to improve learner’s digital literacy in the way of effective
website creation. The learner will need to follow a guide to create an online presence for this he
needs to address all different basic digital competences enforcing therefore it’s digital literacy.
On the other hand, more transversal skills are addressed through the fact that the learner needs to
gain in autonomy and responsibility as well the trainee also needs to understand the global concept
of a structured webpage such as a Wordpress: How does the different pages and outings are linked
and to analyze it’s needs and.
Reference framework: DigComp 2.0 competence areas and competences Competence area
Competences (used by UNESCO to qualify digital skills)
1.
Information 1.1 Browsing, searching and filtering data, information and digital content
and data literacy 1.2 Evaluating data, information and digital content
1.3 Managing data, information and digital content
2.
2.1 Interacting through digital technologies
Communication
2.2 Sharing through digital technologies
and collaboration 2.3 Engaging in citizenship through digital technologies
2.4 Collaborating through digital technologies
2.5 Netiquette
2.6 Managing digital identity
3. Digital content 3.1 Developing digital content
creation
3.2 Integrating and re-elaborating digital content
3.3 Copyright and licenses
3.4 Programming
4. Safety
4.1 Protecting devices
4.2 Protecting personal data and privacy
4.3 Protecting health and well-being
4.4 Protecting the environment
5.
Problem 5.1 Solving technical problems
solving
5.2 Identifying needs and technological responses
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5.3 Creatively using digital technologies
5.4 Identifying digital competence gaps
Taking as reference framework indicating the skills and competencies that will be improved through
the training, the DigComp 2.0 framework (Vuorikari et al., 2016) the following competences will be
improved:
1. Information and data literacy




1.1 Browsing, searching and filtering data, information and digital content
1.2 Evaluating data, information and digital content
1.3 Managing data, information and digital content

2. Communication and collaboration




2.1 Interacting through digital technologies
2.2 Sharing through digital technologies
2.6 Managing digital identity

3. Digital content creation




3.1 Developing digital content
3.3 Copyright and licenses
3.4 Programming



4.2 Protecting personal data and privacy

4. Safety

5. Problem solving



5.1 Solving technical problems
5.2 Identifying needs and technological responses

5.3 Creatively using digital technologies

3.7.2. Training delivery guidelines, unit 1
Aims/ Objectives/ Methodology/ Content
Duration
Learning Outcomes
Understand what is Preparation:
1hrs
a website
Make sure that each participant has access to a computer and
has an E-Mail account.
Implementation/ Instructions:
Ask the participants to make a research on what WordPress
is and let them time to discover the universe of the CMS.
Maybe you can talk about Open source tools.
Then move on with the second section. Learners may need
help to understand and get guidance.
Reflections & Debriefing:
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Aims/ Objectives/ Methodology/ Content
Duration
Learning Outcomes
Ask for questions and encourage learners to think about their
domain name.

3.7.3. Training delivery guidelines, unit 2
Aims/ Objectives/ Methodology/ Content
Duration
Learning Outcomes
Create
a
free Preparation:
1hrs
WordPress
Make sure that each participant has access to a computer and
has an E-Mail account.
Implementation/ Instructions:
Let the participants follow step by step the guided creation
process and let them time to discover the universe of the CMS
background before passing to session 3.
Then move on with the section. Learners may need help to
understand and get guidance.
Reflections & Debriefing:
Take the time to have a look on each other’s domain name
choice before validating the whole, ask for open questions and
let the participants follow the most by themselves without
doing it for them

3.7.4. Training delivery guidelines, unit 3
Aims/ Objectives/ Methodology/ Content
Duration
Learning Outcomes
Create a WordPress Preparation:
2hrs
Make sure that each participant has access to a computer
and completed session 2
Implementation/ Instructions:
Ask the participants to make a research on what WordPress
is and let them time to discover the universe of the CMS.
Maybe you can talk about Open source tools.
Then move on with the section. Learners may need help to
understand and get guidance.
Reflections & Debriefing:
Take the time to have a look on each other’s work, ask for
open questions and encourage learners to continue creating
their online presence further more.
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