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Contents         Time 

 

Unit AT0 Introduction       60 minutes 

Unit AT1 ICT, e-learning and b-learning    60 minutes 

Unit AT2 Focus on learners: psychology and soft skills  60 minutes 

Unit AT3 Intercultural communication    60 minutes 

Unit AT4 CSR and SD issues      120 minutes 

Unit ATC Consolidation/Mini project    120 minutes 

WORKSHEETS 
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The European Commission support for the production of this publication does not constitute an 
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be held responsible for any use which may be made of the information contained therein.  

 

 

 

 



 
Intellectual Output 7 
Training course for trainers 
In-class training 
Manual for institutional trainers 

 3 

2017-1-PL01-KA202-038501 

 

Unit AT0 

Introduction 

Time: 60 minutes 
 
The Manual for institutional trainers includes the guidelines for running in-class training for 

trainers. It should be run by an experienced professional trainers who are well acquainted 

with the issues of CSR and SD as well as teaching adult learners. 

 

The institutional trainer can be further supported by the Curriculum (IO5) in which all the 

contents as well as learning outcomes are discussed in more detail. 

 

It is advisable that an institutional trainer goes over the whole course for entrepreneurs and 

trainers before starting the training. If an institution has access to Moodle platform a special 

work group can be set up for supporting trainers when they do their online course. 

 

All the instructions accessible in PowerPoint presentations are displayed on the grey 

background. All the worksheets are available at the end of the manual and are photocopiable.  

 

 

 

Activity 1 

The first part of the training is a kind of warm-up / getting to know each other activity – the 

participants have to answer a set of simple questions and form groups. The questions are 

displayed by the trainer one by one, then the groups are formed. 

Estimated time: 20 minutes 

 

Find out what you have in common. 

Raise your hands if you can answer „yes” to the following questions. 

 

Move around the class to form the two groups – those who answered „yes” to the question 

and those who did not raise their hands. 

 

Who… 

… likes holidays at the seaside? 

… has taught adults before? 

… doesn’t like pizza? 

… has a profile on Facebook? 

… has never used Whatsup? 
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Who… 

… has ever run their own business activity? 

… has taught groups of entrepreneurs before? 

… knows what the acronyms CSR and SD stand  for? 

… been to the concert in the last month? 

… is concerned about the environment and ethics of business activity? 

 

Do you remember all people’s answers? 

Who have you been the most often in the same group? 

 

Activity 2 

The second activity is mainly devoted to trainers’ professional experience. They have some 

time to talk about the issues related to their job in order to get to know each other better. If 

there is enough time the participants can discuss more topics. 

Estimated time: 20 minutes 

 

Work in pairs.  

Talk about your professional experience. 

Discuss 2 of the following topics: 

1) The friendliest group you have ever taught/trained. 

2) The group which caused a lot of problems. 

3) The most unusual experience you have had when teaching/training people. 

4) The most pleasant moment in your professional career. 

5) One trainee/student you will never forget. 

6) Something you try to avoid in your teaching practice. 

7) The most interesting conference/training course you have ever been to. 

8) Some educational websites you would definitely recommend to another trainer/teacher. 

 

Activity 3 

The last activity will help the trainers to get acquainted with the material developed in the 

ISORESS project. It is advisable that the trainers have access to computers/Internet or 

mobile devices. They will have ten minutes to look through all the material. Then the 

institutional trainer will display 10 questions in a form of quiz/competition. The trainers will 

try to answer as many questions as they can (they can do it individually or in pairs). The 

institutional trainer can use WORKSHEET AT0 to give cards with A, B and C options. 

Estimated time: 15-20 minutes 

 

Work in pairs. 

You have 10 minutes to go over the material developed for ISORESS project. 
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After ten minutes you will have to answer 10 questions without consulting any resources. 

 

Question 1 

In the Study on specific needs… each chapter related to country specific information does 

NOT include _______. 

A. important numbers/statistics 

B. conditions of setting up and running a business 

C. interviews with entrepreneurs 

 

Question 2 

In the Study on specific needs… about _______ companies filled in the questionnaires. 

A. 20 

B. 60 

C. 100 

 

Question 3 

Most businessmen attended a training course in ________. 

A. Health and Safety 

B. RODO 

C. Business Model Canvas 

 

Question 4 

 Good Practice Guide includes about _________ good practices. 

A. 100 

B. 200 

C. 300 

 

Question 5 

In the templates describing each good practice you will not find information about 

________. 

A. background of the company 

B. number of staff 

C. financial reports 

 

Question 6 

In the Good Practice Guide you will not find _______. 

A. classification of CSR areas 

B. contact person 

C. an index of practices by categories 

 

Question 7 
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In-class training for entrepreneurs is designed for _________ hours. 

A. 4 

B. 8 

C. 16 

 

Question 8 

Online training for entrepreneurs is designed for _________ hours. 

A. 12 

B. 30 

C. 42 

 

Question 9 

The training course for entrepreneurs was developed at Level _____ of the EQF. 

A. 2 

B. 3 

C. 4 

 

 

 

Question 10 

Where can you find Worksheets for Part A of the training course for entrepreneurs? 

 In the _____. 

A. Handbook for trainers 

B. Curriculum for entrepreneurs 

C. Curriculum for trainers 

 

 

The institutional trainer congratulates participants if they get good results of the quiz and 

thanks for this introductory session. 



 
Intellectual Output 7 
Training course for trainers 
In-class training 
Manual for institutional trainers 

 7 

2017-1-PL01-KA202-038501 

 

Unit AT1 

ICT, e-learning and b-learning 

Time: 60 minutes 

 

Activity 1 

Participants work individually, they will share their knowledge regarding different 

methodologies. All of them will be collected on the board, flip-chart or wall. 

Estimated time: 15 minutes 

 

Work individually. 

Think about all different learning methodologies you are familiar with. 

Write each one on each post-it together with a short explanation about how it works. Read 

your statement in front of the rest of the group and then stick your post-it to the flip 

chart/board/wall. 

 

Activity 2 

Working in groups the participating trainers should collect a list of benefits of different 

methodologies. Then all the benefits are presented to other participants and discussed. 

If there is some time left the participants can also think of some potential disadvantages of 

each methodology /mode. 

Estimated time: 15 minutes 

 

Work in groups.  

Think about the benefits of face to face, online and blended learning.  

Present them to other participants. 

 

Activity 3 

The institutional trainer uses WORKSHEET AT1 and gives out handouts with different case 

studies to each group. The participants read the case studies, choose the methodologies, 

present their cases and chosen methodologies to other participants. In case of different 

choices the participants can discuss all options. During the discussion the case studies can be 

displayed on PowerPoint slides. 

Estimated time: 15 minutes 

 

Work in the same groups as before.  

You will be given a case study. Based on the characteristics, please choose the most 

appropriate learning methodology and justify your  choice.  

Present it to other participants. If you do not agree with someone’s choice, discuss it.  
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Activity 4 

Participants work in pairs. They think of some competences which an online tutor should 

have representing different roles. They can write them down on big sheets of paper or A4 

sheets which then they stick to the wall / board etc. In the end all participants look at the 

collected competences. 

Estimated time: 15 minutes 

 

Work in pairs. Think of some examples of competences which an online tutor should have in 

different roles. 

Write them down on sheets of paper. 

 

1. Academic role 

2. Technical role 

3. Guidance role 

4. Social role 

 

The institutional trainer thanks all the trainers for participating in this session and 

encourages to read the corresponding chapter in the Handbook. 
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Unit AT2 

Focus on learners: psychology and soft skills 

Time: 60 minutes 
 

Activity 1 

Participants create 2 lists , then they will be asked to read to the group what they wrote and 

develop 2 final lists regarding common grouping. 

Estimated time: 10 minutes 

 

Work individually. Create a list of some hard skills and soft skills. Then read aloud the 

content of each list and see how many skills you have categorised in the same way. 

 

Activity 2 

In the first part, the institutional trainer hands out a picture WORKSHEET AT2_1 (Picture #1, 

individuals). Participants have 3 minutes to look at the picture, which is then taken away. 

After three minutes they have to write down the names of all the objects they remember. 

In the second part the institutional trainer hands out a new picture to every group 

WORKSHEET AT2_2 (Picture #2, groups). Participants have 3 minutes to look at the picture, 

which is then taken away. After three minutes they have to write down (collectively) the 

names of all the objects they remember. 

 

The concept of the activity is whether participants will work together during the 2nd step , 

whether they will distribute areas of the picture (upper part, right part or only the red 

objects, only the animals etc) and try to succeed in fast memorizing and cooperative work. 

Estimated time: 15 minutes 

 

Part 1 

Work individually: You have 3 minutes to look at the picture with many objects. After 3 

minutes try to write down the names of as many objects as you can, without looking at the 

picture. 

 

 

Part 2 

Work in groups of 3-4. Look at a different picture with many objects as well. 

After 3 minutes try to write down the names of as many objects as possible, without looking 

at the picture. 

 

Activity 3 
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The institutional trainer assigns roles to every group and pays attention to trainees’ reaction: 

whether they feel comfortable when describing a situation they are involved in, whether they 

are empathetic, whether they can read the emotional signs in gestures etc.  

Estimated time: 15 minutes 

 

Work in groups of 3. One is the talker, the second one is the listener and the third is the 

observer. Every person will ‘play” all 3 roles in a row. In every role play, the talker can 

describe an everyday situation, i.e traffic in the streets, a visit to the museum with the kids. 

Then the listener can ask as many questions as he/she likes in order for empathy to arise. 

The observer should be taking notes. 

 

Activity 4 

 

The institutional trainer hands out WORKSHEET AT2_3 with the List of “Keys” on soft skills. 

Using the flip chart create some categories after discussing them with the trainees, i.e 

category related to emotions, self-observation etc  

Estimated time: 15 minutes 

 

Work individually. Read the list with “Keys” on soft skills which you get. Try to classify soft 

skills according to their common elements. The “Keys” should support you with the 

classification. Then present the classification to the group and justify your choice. 

 

The institutional trainer sums up what has been done so far, highlights the important part of 

every activity and thanks all the trainees for participating. He/she also suggests to 

participants to sit back and think about what has been presented during the training. 

Trainees can take pictures of the “Post-it board”, in order to remember the ideas exchanged. 

Estimated time: 5 minutes 



 
Intellectual Output 7 
Training course for trainers 
In-class training 
Manual for institutional trainers 

 11 

2017-1-PL01-KA202-038501 

 

Unit AT3 

Intercultural communication 

Time: 60 minutes 

 

Activity 1 

Participants write on a post-it note their concept/understanding of culture. They will be 

asked to read to the group what they wrote and then to stick their post-it to the 

board/wall/flip chart. 

Estimated time: 10 minutes 

 

Work individually. 

 Write on post-it note, what, in your opinion, culture is. 

 Read your statement to the group and then stick it to the board/wall/flip chart. 

 

Activity 2 

The group is divided in sub-groups of 4 participants. The institutional trainer hands out a 

copy of WORKSHEET AT3_1 and WORKSHEET AT3_2 (per group /cut in pieces) and provides 

a short introduction:  

“The iceberg is a metaphor for culture. When we see an iceberg, the portion visible above 

the water is just a small part of a much larger whole. We can say that culture is like an 

iceberg: in fact, as in the iceberg, only about 10% are the characteristics of a group that we 

can see with our own eyes. But these are simply an external manifestation of the deepest 

and widest components of culture, which is the set of deeply rooted ideas, preferences and 

priorities.” 

The institutional trainer asks each group to discuss which aspects of culture, according to 

them, are visible or invisible and then to place each characteristics above or under the water 

in the Iceberg of culture picture provided. 

Estimated time: 15 minutes 

 

Work in groups of 4 people.  

Using the picture of the iceberg, place each characteristic of culture in one of the 3 

categories:  

• surface culture (above the sea level), 

• unspoken influences (partially below the sea level),  

• unconscious influences (completely below the sea level).  

Activity 3 

The institutional trainer hands out (or projects it using a laptop and a beamer) the picture of 

the Iceberg of culture (completed) WORKSHEET AT3_3 and asks participants to report 

differences / similarities to their own findings and eventually to “defend” their choices. 
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Estimated time: 15 minutes 

 

Work in the same group as before.  

 Look at the whole picture of the Iceberg of Culture the trainer provided you and 

compare it with your own choices.  

 In case of differences, decide to change the position or to “defend” your choices in 

front of the group.  

 

Activity 4 

The institutional trainer hands out the list of potential neighbours WORKSHEET AT3_4 to 

each participant and asks them to put the “neighbours” in their order of preference, where 1 

is the most preferred. The institutional trainer asks each participant to present to the group 

his/her choices, explaining the reasons for the choice. The trainer should highlight how in 

most cases the choices made are based on stereotypes and prejudices and not on real 

reasons and how this can heavily affect intercultural communication. 

Estimated time: 15 minutes 

 

Work individually. 

Imagine that the house next to yours is for sale. 

Look at the list of potential neighbours the trainer provided you with and give each one your 

order of preference (number 1 is the most preferred). 

Present your choices to the group, trying to justify them. 

 

The trainer sums up the class, thanks all the participants for taking part and commitment 

and encourages them to work further on this topic, in particular with the ideas collected 

during the activities. The participants are encouraged to take photos of the poster wall in 

order to remember all the activities and ideas. The institutional trainer should encourage the 

participants to read the corresponding chapter in the Handbook with more examples and 

case studies. 

Estimated time: 5 minutes 
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Unit AT4 

CSR and SD issues 

Time: 120 minutes 

 

Activity 1 

The institutional trainer asks the participants to have a look at Good Practice Guide. If there 

is a Moodle workspace for the group the task can be assigned before in-class meeting. If not, 

the trainers will have about 10 minutes to read some of the examples of good practice and 

find the ones which fulfil task requirements. 

Participants work in groups of four, when they have chosen a good practice they go on to 

part 2 of the activity where they have to answer the questions related to implementation of 

practice in the course. 

Estimated time: 20 minutes 

 

Part 1 

Work in groups of 4. Have a quick look at the Good Practice Guide. Search for one practice 

which, in your opinion, may: 

- be innovative 

- be not costly to introduce 

- have significant influence on stakeholders 

- be controversial 

- be difficult to introduce in some circumstances (what?) 

Try to choose the practices from different categories: 

Environment 

Fair Operating Practices 

Consumer Issues 

Community Involvement and Development 

Human Rights 

Labour Practices 

 

Part 2 

Think of the practice from the training perspective. Why would it be worth mentioning this 

practice to the target group? How can it change entrepreneurs’ attitude or approach to 

some issues? 

Activity 2 

The participants get a set of 17 sustainable development goals taken from the document 

Transforming our world: the 2030 Agenda for Sustainable Development WORKSHEET AT4_1. 

They also need access to Curriculum for entrepreneurs in order to recall the contents of the 
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course. They have to discuss all the topics in relation to sustainable development trying to 

answer the questions from the task. 

Estimated time: 20 minutes 

 

Work in pairs. You will get a set of 17 sustainable development goals from the trainer. 

Have a look at Curriculum for entrepreneurs and read all the contents for online and in-class 

training. 

Discuss the questions 

 Which of the issues discussed in the course are related to sustainable development 

goals? 

 What is the relation between them? 

 Which of the goals can be achieved by running activity at micro and small business 

level? 

 

 

Activity 3 

Topic: Environment 

 

The aim of this activity is to rehearse one of the activities from the course for entrepreneurs. 

The trainers have to experience the role-play and try it out. They will also have a chance to 

discuss potential problems/issues which may arise or unexpected questions which may be 

asked. 

Estimated time: 15 minutes 

 

Work in groups of 3 or 4. Look at Activity 2 of the in-class Course for entrepreneurs (Unit A1 

– Environment). 

Role-play the activity, in each group one participant is the spokesperson, others play the 

role of “entrepreneurs”. After the activity discuss potential problems which may arise or 

surprising questions which may be asked. 

 

 

 

Activity 4 

Topic: Fair Operating Practices 

 

The participants will have a chance to discuss one of the EU regulations related to fair 

operating practices. 

If there is no internet connection or any computers in the classroom, the institutional trainer 

should feel free to present the information with a beamer or to print the relevant paragraphs 

from the EU website in preferred EU language. 
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Follow the link and find detailed information on the key words. The text is available in all 

European languages. WORKSHEET AT4_2 

Estimated time: 10 minutes 

 

Work in pairs. Read the information and follow the link to the European website.  

Then brainstorm with your partner how micro and small enterprises (in several sectors) may 

be affected by these regulations and identify some activities they should avoid (Key words: 

production, prices, markets, exchange with business partners). Summarize your findings 

and present it to the group. 

 

Activity 5 

Topic: Consumer Issues 

This activity has been designed as a fun exercise to sustain the motivation and engagement 

during the in-class training. The aim of this activity is to role-play one of the activities from 

the on-line course for entrepreneurs. WORKSHEET AT4_3 

Estimated time: 10 minutes 

 

Work in pairs. Go to activity 3 of Course for entrepreneurs Part B online - Unit A3 – 

Consumer Issues or use the handouts from the trainer. Read the dialogues and act them 

out. Try to make them as expressive and entertaining as possible. 

 

Activity 6 

Topic: Community Involvement and Development 

 

The institutional trainer divides participants in small groups of 3 people and hands out a 

worksheet with good practices. WORKSHEET AT4_4 Participants have to think about a small 

company located in their area they know and to choose one action. They should describe 

how the activity could be implemented and the benefits it could bring to the company itself 

and to the community.  

Estimated time: 15 minutes 

 

Work in small groups of 3 people. Read the examples of good practices proposed. Think 

about a small company based in your area and choose one activity. Describe how it could 

be implemented and the benefits it could bring to the company and the community. 

 

Activity 7 

Topic: Human Rights 

 

Participants work in groups of 4-5 people. Each participant in the group will be given a case 

study. WORKSHEET AT4_5 The participants have to read the cases, present them to other 
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trainers in the group, who have to guess which human right has been violated. In case of 

doubts they can consult other groups. 

Estimated time: 10 minutes 

 

Work in groups of 4-5 people. Each of you will be given a case study related to human right 

violation. Present the case study to other participants in the group, who have to guess 

which human right is being violated. 

 

Activity 8 

Topic: Labour Practices 

 

In this activity the trainers are divided into two groups – “good” and “bad” employers. The 

way of dividing the participants is up to the institutional trainer. 

Each group has to develop a set of 5 rules for their employees reflecting good and bad 

employee policy. The rules should be related to CSR and SD rather than law. 

The trainers write down the rules on a sheet of paper, then hang the rules and compare 

them. 

Estimated time: 10 minutes 

 

Work in two groups. Each group represents either a “good” or a “bad”, from CSR and SD 

point of view, employer. 

Prepare a set of 5 rules for your employees. Write them down on a sheet of paper, then 

compare with the other group. 

 

The institutional trainer sums up the class, thanks all the participants for taking part and 

commitment and encourages them to work further on CSR and SD issues in particular. The 

institutional trainer should encourage the participants to read the corresponding chapter in 

the Handbook with more examples and case studies. 

Estimated time: 5 minutes 
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Unit ATC 

Consolidation/Mini project 

Time: 120 minutes 

 
Activity 1 

The participating trainers should discuss in groups the target group (entrepreneurs) 

characteristics, taking into account several factors. They will be provided with Worksheets 

containing different types of questionnaires. When they respond to the questionnaires they 

will get a profile picture of their role as a trainer, the course itself and the participants-

entrepreneurs. 

WORKSHEETS ATC1-4 should be used for this activity. The participants DO NOT have to use 

all the worksheets, depending on the pace of work the institutional trainer can hand out 

them one by one. 

Estimated time: 30 minutes 

 

Work in groups of 3 or 4. Think of a potential group of learners/entrepreneurs you are going 

to deliver the training to. 

You are going to prepare a profile of the group, the in-class training course and you as a 

trainer, taking into account such factors as: 

1) Motivation 

2) Social background/issues 

3) Learning styles and strategies, trainer’s and trainees’ beliefs about the course 

4) Training course management issues 

Use the Worksheets provided by the trainer. 

 

Activity 2 

The participating trainers work in the same groups. They have to think of potential problems 

that may arise during course delivery. Each group should present 3 potential issues and 

suggest solutions. The participating trainers will have about 20 minutes for thinking about 

their cases and 20 minutes for presenting troubleshooting solutions. 

Estimated time: 40 minutes 

Work in the same groups. Think of potential problems you may face during the in-class 

training. You can use the questionnaires from Activity 1. Each group should prepare 3 

scenarios and suggest solutions for troubleshooting any issues or problems. 

Activity 3 

The participating trainers work in the same groups. They have to think of one extra activity 

they can prepare for course participants to raise entrepreneurs’ motivation into the topic of 

CSR and SD. 
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The participating trainers will have about 20 minutes for thinking about their activities and 

20 minutes for presenting their activities. 

Estimated time: 40 minutes 

 

Work in the same groups. Invent one extra activity that you could use during the in-class 

training course to raise entrepreneurs’ motivation into the topic of CSR and SD. 

Present it to other participants. 

 

 

 

Closing 
The institutional trainer asks each participant for a short reflection about the course and the 

training (each participant should say 1-2 sentences about the training course). 

 

The institutional trainer sums up the training, thanks all the participating trainers for taking 

part and commitment and encourages to work further on the topics discussed in the course.  

 

Estimated time: 10 minutes 
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WORKSHEET
S 
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WORKSHEET AT0 
 

A A 

B B 

C C 
 
WORKSHEET AT1 
 

CASE 1 

You are providing training to a 

CASE 2 

The group you are training consists 
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group of retired people who are 

quite active and want to start their 

own small business (probably a 

small grocery store). However, 

even if they have a very positive 

attitude, most of them have basic 

level of education, as most of them 

did not have the chance to stud. 

Besides, they are not very familiar 

with ICT. 

of entrepreneurs who have just 

started their business. They are 

very busy people as starting their 

business requires a lot of time and 

effort. They really want to 

integrate CSR in their business but 

they cannot commit to large 

courses and initiatives.  

 

CASE 3 

People you will train belong are in 

their last year of MA course. They 

have chosen to take this course as 

most of them want to set up their 

own business. They are very 

interested in the topic but they are 

quite busy working on their 

business idea and dissertation that 

sometimes it is difficult to get their 

attention and time.  

CASE 4 

A group of migrants have decided 

to start their business. They have 

different backgrounds and even if 

some of them have very good level 

of the national language, others 

face serious difficulties when 

dealing with technical vocabulary 

and get discouraged quite easily. 
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WORKSHEET AT2_1 
 

 
 

 
 
List of objects 
1. Cat 
2. Soccer 
3. Vegetables 
4. Teddy Bear 
5. Couch 
6. Football helmet 
7. Race Car 
8. Alarm Clock 
9. Flowers/Roses 
10. Recycling sign 
11. Easter Bunny/Rabbit 
12. Globe 

13. Light bulb 
14. Bowl of Apples 
15. Tennis 
racket/playing tennis 
16. Frog 
17. Mountains/Hiking 
18. Glasses 
19. Strawberry 
20. Books 
21. Computer Mouse 
22. Cow 
23. Keys 
24. Goose 

25. Racing Flag 
26. Money 
27. Sun 
28. Space rocket 
29. Motorcycle 
30. Dog 
31. Tires 
32. Snowboarder 
33. Raccoon 
34. Fork and Knife 
35. Flashlight 
36. Fire extinguisher 
37. Doctor 

38. Clown 
39. Baseball 
40. Cola 
41. Cookies/Oreo 
42. Laptop/Computer 
43. Piano 
44. Desk lamp 
45. Chef 
46. Tree 
47. Roller blade 
48. Chocolate with heart 
box 
49. Ship/Boat

WORKSHEET AT2_2 
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List of objects 
1. Bowling ball 
2. Wedding rings 
3. Pen 
4. Traffic light 
5. Heart 
6. Broom 
7. Camera/video lens 
8. Sandals 
9. Ice cream cone 
10. Hamburger 
11. Spider 
12. Toilet paper 

13. Cactus 
14. Coffee pot/mug 
15. Sunglasses 
16. Door knob 
17. Mouse 
18. Kangaroo 
19. Panda 
20. Koala 
21. Police car 
22. Scissors 
23. Television 
24. Toilet 
25. Penguin 

26. Socks 
27. Basketball 
28. Doughnut 
29. Cell phone 
30. Mailbox 
31. Cupcake 
32. Newspaper 
33. Ladybug 
34. Drummer/Drums 
35. Santa Claus 
36. Bell 
37. Fire 
38. Snowflake 

39. Football 
40. Lock 
41. Microwave 
42. Weed/Dandelion 
43. Watermelon 
44. Banana 
45. Grapes 
46. Pineapple 
47. Pot of Gold 
48. Bee 
49. Eagle
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WORKSHEET AT2_3 
 
List with “Keys” on Soft Skills 
 

 Key for self-knowledge: introspection. Look inside and observe without 

judging.  

 Key for confidence: remember your worth and value. 

 Key for self-esteem: acknowledge, accept and love yourself integrally. 

 Key for emotional intelligence: acknowledge your emotions and manage them. 

 Key for emotional awareness: observe your emotions without judging them. 

 Key for emotional regulation: create some distance between you and your 

thoughts or emotions and gain some perspective. 

 Key for social skills: communicate in an appropriate, adequate, respectful, 

honest and clear way. 

 Key for good communication: understand what is appropriate in each moment. 

 Key for assertiveness: do not be afraid of expressing yourself. You have total 

right to do so, as long as you respect others. 

 Key for teamwork: communicate often with others, ask for feedback, mobilise 

others, be assertive, deliver your work on time, do not criticise, help others 

and ask for help, and say ‘praise others’ and say ‘thank you’. 

Source  



 
Intellectual Output 7 
Training course for trainers 
In-class training 
Manual for institutional trainers 

 25 

2017-1-PL01-KA202-038501 

 
WORKSHEET AT3_1 
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WORKSHEET AT3_2 
 
WORKSHEET AT3_3 

 

The characteristics of culture 

Fine arts Notions of leadership 

Literature Tempo of work 

Drama Patterns of group decision-making 

Classical music Conception of cleanliness 

Popular music Attitudes to the dependent 

Folk-dancing Theory of disease 

Games Approaches to problem-solving 

Cooking Conception of status mobility 

Dress Eye behaviour 

Notions of modesty Arrangement of physical space 

Conception of beauty Definition of insanity 

Ideals governing child raising Nature of friendship 

Relationship to animals Patterns of visual perception 

Patterns of superior/subordinate relations Body language 

Definition of sin Facial expressions 

Courtship practices Notion about logic and validity 

Conception of justice Patterns of handling emotions 

Incentives to work 
Conversational patterns in various social 

contexts 

Ordering of time Conception of past and future 

Social interaction rate Preference for competition or co-operation 

Roles in relation to status by age, sex, class, 
occupation, kinship, etc. 

Notions of adolescence 
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WORKSHEET AT3_4 
 

Your potential neighbours 
 

 

 
A retired teacher and his wife  2 parents with 5 children 

 
A black family  A newly married couple 

 
A Jehovah witness family  A young couple with a small child 

 
A young Afro-American man  A family from Eastern Europe 

 
A man just out of prison where he 
served his sentence for his crime 

 A Roma family 

 
A very religious Muslim family  A lesbian couple 
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WORKSHEET AT4_1 
Transforming our world: the 2030 Agenda for Sustainable Development 

 

Sustainable Development Goals 2030 

Goal 1. End poverty in all its forms everywhere  

Goal 2. End hunger, achieve food security and improved nutrition and promote sustainable 

agriculture  

Goal 3. Ensure healthy lives and promote well-being for all at all ages  

Goal 4. Ensure inclusive and equitable quality education and promote lifelong learning 

opportunities for all  

Goal 5. Achieve gender equality and empower all women and girls  

Goal 6. Ensure availability and sustainable management of water and sanitation for all Goal 7 

Ensure access to affordable, reliable, sustainable and modern energy for all  

Goal 8. Promote sustained, inclusive and sustainable economic growth, full and productive 

employment and decent work for all  

Goal 9. Build resilient infrastructure, promote inclusive and sustainable industrialization and 

foster innovation  

Goal 10. Reduce inequality within and among countries  

Goal 11. Make cities and human settlements inclusive, safe, resilient and sustainable Goal 12. 

Ensure sustainable consumption and production patterns  

Goal 13. Take urgent action to combat climate change and its impacts* 

Goal 14. Conserve and sustainably use the oceans, seas and marine resources for 

sustainable development  

Goal 15. Protect, restore and promote sustainable use of terrestrial ecosystems, sustainably 

manage forests, combat desertification, and halt and reverse land degradation and halt 

biodiversity loss  

Goal 16. Promote peaceful and inclusive societies for sustainable development, provide 

access to justice for all and build effective, accountable and inclusive institutions at all levels  

Goal 17. Strengthen the means of implementation and revitalize the Global Partnership for 

Sustainable Development 
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WORKSHEET AT4_2 
 
When talking about fair and sustainable partnerships with business 
partners the term “business partner” does not stand for two persons in 
one company but in this case for different businesses that cooperate in 
some degree. Working together with other business partners is not only 
relevant for big companies but also for micro and small enterprises. It is 
part of their daily business to deal in an appropriate way with their 
business clients and suppliers, their competitors and other partners in 
the business. 
 
“The EU has strict rules protecting free competition. Under these rules, 
certain practices are prohibited. If you infringe the EU's competition rules, 
you could end up being fined as much as 10% of your annual worldwide 
turnover. In some EU countries individual managers of offending firms 
may face serious penalties, including prison. EU competition rules apply 
directly in all EU countries - the courts in your country will uphold them. 
These rules apply not only to businesses but to all organisations engaged 
in economic activity (such as trade associations, industry groupings, 
etc).” 
 
https://europa.eu/youreurope/business/selling-in-eu/competition-between-
businesses/competition-rules-eu/index_en.htm 

https://europa.eu/youreurope/business/selling-in-eu/competition-between-businesses/competition-rules-eu/index_en.htm
https://europa.eu/youreurope/business/selling-in-eu/competition-between-businesses/competition-rules-eu/index_en.htm
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WORKSHEET AT4_3 
 
Dialogue 1 
Rabbit: Good morning. Could you tell me where these carrots are grown? 
Fox:  I have no idea. Why do you want to know this? You should be glad that they 

are cheap. 
Rabbit: But I don’t want to eat carrots full of pesticides. 
Fox:  That’s your problem. 
 
Dialogue 2 
Rabbit:  Good morning. Could you tell me where these carrots are grown? 
Bear:  Sure, they come from an organic farm we have been cooperating with for a 

very long time. I can assure you of very good quality and great taste. The 
farmers do not use any chemical fertilizers. It’s all naturally grown. The carrots 
may not be big but they taste really delicious. 

Rabbit:  Thank you very much for all the info. Can I have two kilos please? 
 
Dialogue 3 
Rabbit: Good morning.  
Fox: Good morning. How can I help you? 
Rabbit: I need some broccoli, lettuce, cabbage and carrots. 
Fox:  We have only cabbage. 
Rabbit: That’s too bad. I would like to invite my family to dinner. I cannot make it 

using cabbage only. 
Fox: That’s your problem. 
 
Dialogue 4 
Rabbit: Good morning.  
Bear: Good morning. How can I help you? 
Rabbit: I need some broccoli, lettuce, cabbage and carrots. 
Bear: We have a large selection of lettuce and cabbage and 3 different types of 

carrots. Which would you like? 
Rabbit:  I will take.... 
 
Dialogue 5 
Rabbit:  This bag is so heavy. I am afraid I cannot carry it by myself.  
Bear:  Don’t worry. I will have it delivered to your home free of charge. 
 
 
Dialogue 6 
Rabbit:  This bag is so heavy. I am afraid I cannot carry it by myself.  
Fox:  Take some and then come back to my shop for the rest. Or I can sell you 

another bag. 
 
Dialogue 7 
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Rabbit: I cannot read the expiry date on this yoghurt. Can you help me? 
Fox:  If I were you I would buy reading glasses first and then go shopping. 
 
Dialogue 8 
Rabbit: I cannot read the expiry date on this yoghurt because the print is so small. 

Can you help me? 
Bear:  Sure, it’s 25th August, but remember to store it in the fridge when you take it 

home and eat within 24 hours after opening. 
 
Dialogue 9 
Rabbit: I’d love to try eucalyptus but I haven’t been able to find it anywhere. 
Bear: How much would you like? 
Rabbit: Just one. 
Bear: Mmmm. We do not have it in our store today. I can order it for you although 

that’s not a lot. We should receive it within 24 hours. I will text you as soon as 
we have received the order. Can you give me your phone number? 

 
Dialogue 10 
Rabbit: I’ve been looking for turnip but I haven’t been able to find it in any shop. 
Fox: How much would you like? 
Rabbit: Just one. 
Fox: You must be mad! Do you think I will order just one turnip for you? If I 

wanted to place such orders I would go bankrupt within one month! 
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WORKSHEET AT4_4 
 
Examples of key actions to improve community involvement: 

 

 Participating in local associations with the objective of contributing to the public good 

and the development objectives of communities, 

 Maintaining transparent relationships with government officials free from bribery or 

improper influence, 

 Taking into account the promotion of community development in planning investment 

projects. All actions should broaden the opportunities for citizens, for example 

increasing local procurement and outsourcing to support local development, 

 Considering the impact of investment decisions on employment creation, 

 Giving preference, on a level competitive playing field, to local suppliers of goods and 

services and contributing to the development of local suppliers, 

 Where economically feasible, adopting practices that allow technology transfer and 

diffusion to contribute to long-term local development, 

 Obtaining prior informed consent of the local community for the use of local natural 

resources and respecting the traditional use of natural resources by local populations, 

 Helping to conserve and protect cultural heritage, especially where your operations 

may have an impact on it, 

 Promoting and / or supporting education at all levels and engaging in actions to 

improve the quality of education, to promote local knowledge and to eradicate 

illiteracy, 

 Seeking to minimise or eliminate the negative health impacts of any of your decisions 

/ activities and helping to promote a healthy life-style. 

 

Source: https://www.astoneco.com/sites/default/files/public/downloads/downloads-

smart/sme-guide-book-en.pdf  

 

https://www.astoneco.com/sites/default/files/public/downloads/downloads-smart/sme-guide-book-en.pdf
https://www.astoneco.com/sites/default/files/public/downloads/downloads-smart/sme-guide-book-en.pdf
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CASE 1 
Mark is a trainee who has just started working for the 

company. He is younger than the rest of his colleagues. 
Nobody pays attention to him and employees ignore all his 

proposals, as he has no experience.  

CASE 2 
Rachel is a Human Resources director. She wants to get to 

know everything about the potential employees so she always 
asks about their marital status.  

CASE 3 
The company is facing some difficulties and it was decided to 

relocate the production to Bangladesh. It is very cheap to 
produce there are there are no limitations with regards to 

hours of work.  

CASE 4 
Sarah is currently facing some health problems and she has 

been taking health leave quite often recently. As she has 
gained some kilos, her colleagues started to tell her that there 
is nothing wrong with her health but just some extra kilos and 

they are making jokes about going to the gym.  

CASE 5 
 

Today there are national elections. However, Steve cannot vote 
as the customer service cannot be interrupted.  
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WORKSHEET ATC_1 
 

Questionnaire 1 

Motivation 

 

1. The main reason why they attend the course might be… 

a)  … to manage their companies better. 

b)  ... to raise their awareness on CSR and SD. 

c)  … to improve the skills they already have. 

d)  … because that’s the management’s requirement. 

e)  … in order not to lose their clients. 

f)  … to increase safety at work. 

g)  ... to increase their attractiveness as employers. 

h)  … to improve the image of the company. 

 

2. Answer the following questions: 

1) Have you recognized the complexity of motivation for this particular course? 

2) In what way can you initiate and sustain learner’s motivation? 

3) Are the tasks challenging enough for entrepreneurs to sustain motivation? 

4) Would you involve the learners in setting their goals? 

5) Will you recognise the learners as individuals? 

6) Will you try to build their personal belief in themselves? 

7) Will you try to develop learners’ internal beliefs it means do you make them aware 

that one is the cause of one’s own actions? 

8) How supportive is the learning environment going to be? 
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WORKSHEET ATC_2 

Questionnaire 2 

Social background/issues 

Answer the following questions: 

1. What kind of group age do you expect the learners represent? 

 

 homogenous (+/- 5 years) 

 heterogeneous with minor age differences (+/- 5 to 10 years) 

 heterogeneous with major age differences (10+ years) 

 

2. What gender will the learners represent? 

 all males 

 all females 

 mixed with male dominance 

 mixed with female dominance 

 

3. What social status/jobs will the learners represent? 

 top management / executives 

 middle management 

 workers / employees 

 doctors / medical personnel / lawyers / engineers 

 freelancers / entrepreneurs 

 artists / authors 

 

4. What type of ethnical groups will the learners represent? 

 only local community 

 only minority 

 mixed local community and minority with local community as predominant 

 mixed local community and minority with minority as predominant 

 

5. Tick the statement which reflects the policy of the region in which the course 

takes place. 

 it is directed towards assimilation 

 it tolerates development of ethnic identities 

 it supports development of ethnic identities 

 

6. Are there any special requirements imposed on the trainer or course organiser 

because of ethnic minorities participating in the course? If any, what? 

tradition                  ____________________________________ 

religion                   ____________________________________ 
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culture                   _____________________________________ 

other                      _____________________________________ 
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WORKSHEET ATC_3 
 

Questionnaire 3 

Learning styles / beliefs 

Part 1 

Beliefs about learners 

 

The learners in this course can be characterised as:  

 

 resisters – they do not want to learn but do so because they are made to 

 receptacles – they need to be “filled in “ with knowledge by the trainer, but their 

capacity is limited according to the size of learner’s IQ. 

 raw material – they to be moulded like clay into a fine work of art, the trainer’s role is 

mainly inspirational 

 clients – great emphasis is placed upon the identification of educational needs 

 partners – emphasis is shifted from consultation to negotiation, it is possible that 

relationship is shared and the trainers recognise they are also the learners  

 individual explorers – the trainer’s role is just to facilitate and the learners are able to 

explore knowledge by themselves with minimum prompting by the teacher 

 democratic explorers – the learning group can set its own agenda, decide upon 

learning goals, proffered ways of working and they draw upon the particular knowledge and 

expertise of the teacher. 

 

Part 2 

Beliefs about learning 

What is your general approach to learning? It’s… 

 a quantitative increase in knowledge 

 memorization 

 the acquisition of facts, procedures etc. which can be retained and / or used in practice 

 the abstraction of meanings 

 an interpretative process aimed at the understanding of reality 

 some form of personal change 

 

Tick the sentences you agree with: 

Learning … 

 is a complex process 

 produces personal change of some kind 

 involves the creation of new understandings which are personally relevant 

 can take a number of different forms 

 is always influenced by the context in which it occurs 



 
Intellectual Output 7 
Training course for trainers 
In-class training 
Manual for institutional trainers 

 39 

2017-1-PL01-KA202-038501 

 results mainly from social interaction 

 often needs to be mediated 

 differs from individual to individual 

 is an emotional as well as a cognitive process 

 is closely related to how people feel about themselves 

 is a lifelong process 

 

Part 3 

Trainer’s beliefs about themselves 

 

Choose the personality traits which best describe you as a trainer. 

 ambitious 

 communicative 

 consistent 

 curious 

 demanding 

 easy going 

 friendly 

 hard working 

 intelligent 

 open minded 

 patient 

 persuasive 

 punctual 

 reliable 

 reserved 

 self confident 

 spontaneous 

 stern 

 strict 

 sympathetic 

 trustworthy 

 

Write your characteristics which you think make you a good trainer. 

______________           ______________                  ______________           

 

Write characteristics which you think you lack as a trainer. 

______________           ______________                  ______________           

 

What characteristics would you like to improve to make you a better trainer? 
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______________           ______________                  ______________           

 

 

Part 4  

Trainer’s styles and strategies 

 

Answer the questions. 

1. Which of the statements below do you think make good training? 

 creating a relaxed and enjoyable atmosphere in the classroom 

 retaining control in the classroom 

 presenting work in an interesting and motivating way 

 providing conditions so learners understand the work 

 making clear what learners are to do and achieve 

 judging what can be expected of a learner 

 helping learners with difficulties 

 encouraging learners to raise their expectations of themselves 

 developing personal, mature relationship with learners 

 demonstrating personal talents or knowledge 
(Brown and McIntyre, 1992) 

 

2. Which of these actions, in your opinion, foster the process of learning? 

 creating a sense of belonging 

 making the subject relevant to the learner 

 involving the whole person 

 encouraging a knowledge of self 

 developing personal identity 

 encouraging self-esteem 

 involving the feelings and emotions 

 minimising criticism 

 encouraging creativity 

 developing a knowledge of the process of learning 

 encouraging self-initiation 

 allowing for choice 

 encouraging self-evaluation 
(adapted from Williams, M 2006; 38) 

 

3. How important, in your opinion, are the following processes in teaching 

practice? Rate them from 1 (not important at all)  to 5 (very important). 

 explaining what further relevance the learning experience will have 

1   2   3   4   5 

 developing the ability of setting realistic goals and to plan to achieve them 
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1   2   3   4   5 

 encouraging an internal need to respond to challenges, and to search for new challenges 

in life 

1   2   3   4   5 

 developing a belief in positive outcomes 

1   2   3   4   5 

 encouraging cooperation 

1   2   3   4   5 

 recognition of learners own individuality and uniqueness 

1   2   3   4   5 

 developing a feeling of belonging to a community and culture 

1   2   3   4   5 

 

WORKSHEET ATC_4 
 

Questionnaire 4 

Training course management issues 

 

Answer the following questions: 

1) Have you investigated into learner’s reasons for taking the course on CSR and 

SD as well as their expectations? 

2) Have you taken into account their needs as far as the following aspects are 

concerned…? 

a) … the day of the week 

b) … time of the day 

c) … number of people in a group 

d) … teaching aids / technical support 

e) ... getting to the venue of the in-class training 

e) … learners’ awareness of and attitude to CSR and SD issues 

3) Have you developed a consistent motivational plan? 

4) What are your ideas to support the learning process as far as motivation is 

concerned? 

 

 

 


