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Background of the IGMA femina project  
 

IGMA Femina is a transnational project within KA2 programme of Erasmus+, aimed at 

Cooperation for Innovation and the Exchange of Good Practices and Strategic Partnerships 

for adult education. The project partnership consists of 7 partners representing adult 

education providers, VET providers, civil society and technology. The project duration is 36 

months with start on the 1st of October 2016.  

IGMA Femina stands for Shortening Distance to Labour Market and Education for migrant 

and refugee women through gender-sensitive counselling and local cooperation strategies. 

The aim of this project is to develop counselling for unemployed women with a refugee 

status, or migrant women who are asylum seekers in a, for her new country. The 

development of professional counselling practices would be to feight implicit as well as 

explicit inequality by either adding or developing a gender perspective in the ordinary 

counselling with the aim to shorten the distance to labour market or education. In Igma 

Femina the effort to combat inequality and to shorten the distance to education and labour 

market is suggested to go through combined process of raising awarness of gender biases, 

by gender-sensitive counselling and local cooperation strategies.  

There are three development actions needed to tackle inequality and to improve access of 

migrant/refugee women to labour market through education:   

1) Sufficient career counselling through training of professionals covering the issues of 

gender awareness and gender sensitive counselling;  

2) Efficient gender-sensitive strategy for cooperation within local stakeholder networks, 

dealing with validation/training/job placement to provide services based on 

individual needs and barriers of every woman;  

3) Active involvement of employers as part of the gender sensitive strategy in the local 

stakeholder networks as a key to education to work transition.   

These objectives support the main aim of IGMA Femina project "to improve accessibility of 

migrant/refugee women to adult education and gender-sensitive counselling to enter labour 

market". 
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Dialogue among providers as well as clear division of roles and responsibilities promote 

transparency and quality of provided services and will allow saving money avoiding double-

funding and repetitive measures. Moreover, implementation of IGMA Femina methodology 

for improving and extending the offer of high quality learning opportunities, tailored to 

individual adult learners, through innovative ways of outreach and delivery, is expected to 

lead to promoting empowerment and active citizenship of adult learners in a long-term 

perspective. The long-term unemployment among migrant women does not only cause 

economical losses in the partner countries. It leads to demotivation, loss of self-esteem, 

social isolation, physical and psychological disorders.   
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General introduction to IGMA Femina training curriculum 

 

This document is part of the integral set of documents and online materials, which all 

together form the set of materials to enable trainers to train participants in the IGMA 

methodology. The whole set of materials firstly consists of a methodological handbook 

describing the IGMA 3-levels approach in detail, the professional roles of coaches and case 

managers as well as some back ground theory and practical examples on the usage of the 

model. 

Secondly, the set offers a curriculum description. This description is presented in a very 

flexible way by offering large sets of training exercises to help participants to develop 

awareness, knowledge and skills in the areas of the professional profile. This curriculum 

design will enable trainers to make a proper selection of exercises, which meets best the 

training needs of their participants. 

This document contains the curriculum description: the set of exercises covering the 

professional area of the participants who are interested in working according to IGMA. The 

curriculum description is divided in an introduction part (module 0) and 4 modules. Each 

module contains a set of learning objectives and of exercises, which each time all relate to 

the same main subject of the module. The introduction part focusses on raising the 

awareness regarding tailor made provision, closer collaboration of stakeholders, and on the 

need for more gender sensitive approaches. It sets the stage for the introduction of (parts 

of) the IGMA methodology itself. The first module covers training exercises on the IGMA 

methodology itself. It is about the general way of thinking according to IGMA and what all 

this means for the professional and the network in which the professional is operating. It 

sets the scene regarding the need for gender sensitive counselling. The second module 

covers the area of career guidance and coaching with special attention for raising motivation 

and career awareness and to address coaching and guidance in a gender sensitive way. The 

third module covers the area of assessment: mapping skills and competences as well as 

knowledge based on prior experiences and focusses on gender sensitive aspects within this 

part of the process. It also pays attention to assessment of more general skills and 

competences, which are important for employment and entry to education. The fourth 
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module typically addresses the area of collaboration, more specifically the collaboration with 

employers, to facilitate unemployed females to enter the labour market. In terms of 

potential gender biases, it offers insight in how to support and build up employer support 

and employer relationships, which are able to cross current gender barriers. 

Each module is described in a similar way: starting with an introduction on the module itself 

and the subjects that will be presented in that part of the training. This introduction can be 

used by the trainer in his/her preparation of the session. Each introduction ends with a short 

list of supporting materials, which could be used. 

After this introduction a short overview of all learning objectives is presented, each time in 

two distinguished levels. The first level is the level of gaining awareness and knowledge on a 

certain subject. The second level is on applying that awareness and knowledge in the work of 

the professional working with unemployed females / with employers. 

Next is a listing of the subjects and a description is of two or three exercises which could be 

used to develop awareness, knowledge, skills and competences in accordance to the two 

different levels of expertise as mentioned in the section on learning objectives. Each subject 

has exercises at two different expert levels: one level mainly aiming at knowledge. The 

second level aims at application of this knowledge. Each exercise has a standard lay out: 

tittle, learning objectives, duration, procedure, feedback and supporting materials. Under 

the heading of supporting materials one can find the referral to supporting intro texts, 

templates questionnaire etc. etc. which are made available in a separate annexes document. 

The curriculum ends with an overview of all the learning methods, which are used in the 

different exercises. 
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Fig.1: Lay out of the curriculum 
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Content in short   

 

The table below provides a general overview of the subjects, learning objectives and 

exercises in the modules of the IGMA Femina curriculum: 

Subjects Learning objectives  Exercises  

0. General introductions 

a. Introduction to the 

project 

b. Introduction to the 

IGMA Femina 

methodology 

c. Introduction to the 

training 

 

General 
1. General understanding of the 3 

level IGMA methodology  
2. Able to apply the general 

principles of the methodology in 
the own professional context. 

3. Understanding of client process 
of activation, participation 

4. Awareness of gender biases in 
society and need for gender 
sensitive approaches 

 Introduction to the IGMA 

challenge 

 Introduction to the IGMA 

methodology 

 Reflection on the IGMA 

methodology 

 Introduction to the training 

 SWOT of own organisation 

considering the IGMA criteria 

 Names of exercises on 

awareness raising of Anneli 

Module 1: The IGMA methodology 

 

a. Professional profile; 

b. Stakeholder 

collaboration; 

c. Gradual 

progression; 

d. Case Management 

e. Gender sensitive 

counselling 

 

General 
1. General understanding of the 3 

level IGMA methodology;  
2. Able to apply the general 

principles of the methodology in 
the own professional context. 

3. Understanding of client process 
of activation, participation 

4. Understanding of consequences 
of gender biasing in own 
professional context 

 

Level 1  
1. Able to distinguish different 

professional roles of IA; 
2. Understand the interrelatedness 

of the 3 levels of IGMA; 
3. Understanding of client process 

of activation, participation 
4. Understanding the principles of 

case management and their 
meaning within the IGMA 
approach  

5. Understanding of the gender 
issues in the context of the job 
of a job counsellor 

6.  Able to define own options for 

 Current status of working with 

unemployed Migrant and 

Refugee Women  

 Discussion on the roles and 

responsibilities of a coach 

 Exercise on Covey’s ‘Habits of 

Highly Effective People’ 

 Inventory of (main) learning 

needs/goals 

 Exercise on effective network 

 SWOT of regional network 

fighting unemployment 

 Network communication and 

sharing information 

 Regional network and 

responsibilities of a coach 

 Gradual progression Levels 1-4  

 Gradual progression and the role 

and options of the regional 

network 

 Introduction exercise on case 

management 

 Using the case management 
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Subjects Learning objectives  Exercises  

professional improvement and 
effectiveness. 

Level 2: 
1. Able to improve on own 

professional role and 
responsibilities in relation to 
network 

2. Being able to monitor and 
control the client process, using 
case management. 

3. Able to improve on regional 
collaboration based on using 
IGMA methodology.  

4. Understanding of gender-
sensitive counselling 

5. Able apply measures to assure 
for a more gender neutral 
approach in the professional 
context of the counsellor 

concept 

 Intervene or not to intervene: 

Track and trace 

 Case management 

 Gender Issues. Gender sensitivity 

in working with the target 

audience. Relevance and 

peculiarities of gender-sensitive 

counseling 

 Relevance and peculiarities of 

gender-sensitive counseling 

 

Module 2: Career counselling and coaching according to IGMA methodology 

 

a. Guidance and 

motivation 

b. Guidance and 

communication 

c. Guidance and 

gradual progression 

d. Guidance and 

action planning 

e. Guidance in a 

gender perspective 

 

General 
1. General understanding of career 

guidance, coaching and 
communication according to 
IGMA methodology  

2. Able to apply the general 
principles of the career coaching 
in the own professional context. 

3. Understanding of client process 
of  motivation. 

4. Able to use knowledge regarding 
client motivation to enhance 
effective client progress 

5. Able to provide guidance in a   
gender sensitive way. 
 

Level 1: 
1. Knowledge of general 

principles of career guidance 
and coaching according 
IGMA  

2. Knowledge of role of client 
motivation in career 
guidance 

3. Knowledge of the basic 
principles of communication 
and intercultural 
communication 

4. Understand and describe 

 

 Guidance and motivation  

 Guidance and motivation and 

career dialogue 

 The career dialogue (5 

essentials) 

 The career dialogue (from 

experience to awareness) 

 Exercise on motivational 

interviewing (role-play) 

 Exercise on different types of 

conversation 

 Exercise on talking with clients 

 Exercise on dealing with 

different types of clients 

 Exercise on Hoffman model 

 Exercise on intercultural 

dimensions 

 Designing a progression ladder 

 Short term and long term goals 

respecting the ladder 

 Guidance and gradual 

progression: H-model 

 Guidance and gradual 
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Subjects Learning objectives  Exercises  

gender mainstreaming and 
how it can affect career 
paths 

5. Understand the differences 
and similarities between 
equality and equity and to 
discuss why it is important 
for career guidance 

6. Able to define own options 
for professional 
improvement and 
effectiveness 

 
Level 2: 

1. Able to apply the IGMA 
principles of career coaching 
in own professional context  

2. Able to apply interventions 
to increase client motivation 
in own professional context 

3. Able to apply general 
principles of client 
communication indifferent 
settings and with different 
clients   

4. Able to use the network to 
increase the effectiveness of 
career guidance and 
coaching 

5. Able to apply gender neutral 
counselling practices in 
direct contact with clients 
and network  

 
 

progression 

 SMART action planning 

 Exercise on setting goals 

 Exercise on resources and 

action planning 

 Exercise on sharing information 

 Guidance in a gender 

perspective 

 Exercise on equality and equity 

 Exercise on gender 

mainstreaming 

 Exercise on gender barriers   

 Gender Bias   

 

Module 3: IGMA individual profiling and assessment towards labour market and AVET 

 

a. Key competences 

for entrance to 

employment / AVET 

b. Key competences 

for active 

citizenship 

(inclusion), 

c. Assessing hard and 

soft skills 

d. Assessment in a 

 
General 
1. General understanding of IGMA 

profiling and the use of key 
competences for progressing 
clients 

2. Able to apply the general 
principles of IGMA profiling in 
the own professional context. 

3. General understanding  of active 
citizenship and its related 
competences 

4. Able to apply development of 

 

 ERF Key Competences 

 Exercise on the development of 

key competences 

 Exercise on the usage of regional 

network for development of key 

competences 

 Career learning and coaching 

 ACS as a scale for assessing 

active citizenship and the 

motivation of clients 
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Subjects Learning objectives  Exercises  

gender perspective 

 

active citizenship in own 
professional context and 
network 

5. Able to apply knowledge of 
gender bias of professional and 
client in an assessment 
 

Level 1 
1. Knowledge to distinguish 

different skills and competences 
of clients and how to assess 
them 

2. Knowledge to define and 
differentiate  different 
development opportunities for 
the progression of individual 
clients  

3. Knowledge regarding the use of 
client motivation in assessing 
development opp0rtunities 

4. Knowledge of gender bias in an 
assessment and knowledge 
regarding prevention  measures  

5. Able to define own options for 
professional improvement and 
effectiveness 
 

Level 2 
1. Able to apply knowledge on 

different skills and competences 
of clients in coaching  

2. Able to make use of regional  
opportunities for the 
progression of individual clients  

3. Able to apply knowledge on 
prevention of gender bias in 
assessment and in the 
assessment context 

4. Able to define own options for 
professional improvement and 
effectiveness 
 

 Motivational tools to explore 

motivation 

 Motivational tools to explore 

motivation of women and 

promote progression (1 and 2) 

 Assessing hard and soft 

competences: simple portfolio 

 Assessing hard and soft 

competences and the 

progression ladder 

 Assessing hard and soft 

competences: STARR method 

 Assessing hard and soft 

competences: using the network 

 Assessing hard and soft 

competences: portfolio building 

 Assessing hard and soft 

competences: towards own 

template and routine 

 Gender Sensitive Profiling and 

Assessment LEVEL 1  

 Using a gender perspective 

 Assessment in a gender 

perspective 

 Assessment for additional 

support services 

 Assessment for a job seeking 

Strategy 

 

Module 4: IGMA employer involvement   

 

a. Networking; 

b. Collecting labour 

market information; 

c. Social responsibility 

 
General 
1. General understanding of the 

role of employers in progressing 
clients according IGMA 
methodology  

 

 Employment in your region 

 How to contact employers? 

 Arguments for employer 
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Subjects Learning objectives  Exercises  

and social 

innovation; 

d. Apprenticeship and 

mentorship 

e. Gender awareness 

and the role of 

employers 

 

2. General understanding of 
requirements for effective 
apprenticeship and mentorship 
and communication to 
employers 

3. General understanding of 
principles of social innovation 
and social responsibility  

4. Able to engage employers in 
regional activities according to 
the general principles of the 
methodology (create network) 

5. Able to apply principles of social 
innovation in employer network 
to enhance progress of clients 

6. Able to plan and follow up 
measures to facilitate employers 
recruitment and HRM processes 
in a gender sensitive way 

 

Level 1: 
1. Able to distinguish different 

contributions employers can give 
as well as the related 
requirements 

2. Knowledge of the requirements 
for effective apprenticeship and 
guidance 

3. Knowledge regarding effective 
employer communication 

4. Knowledge of principles of social 
innovation and social 
responsibility and of its relation 
to 3 levels of IGMA 

5. Knowledge of measure re 
gender sensitive recruitment and 
HRM 

6. Able to define own options for 
professional improvement and 
effectiveness 

 

Level 2 
1. Able to develop an employer 

network  
2. Able to design and execute 

actions to engage employers in 
different activities to enhance 
effectiveness of labour market 
entry 

3. Able to organise efficient 

involvement 

 Building long-term relations with 

employers 

 Exercise on employment 

strategies used by integration 

agents 

 Exercise on employer needs 

 Exercise on the benefits of 

employer networks 

 Exercise on Employment 

Engagement 

 Corporate Social Responsibility 

(CSR) and Employment 

 Understanding of Social 

Innovation 

 Case Study on CSR: tackle female 

unemployment 

 Mapping Social Innovation at 

local level 

 Apprenticeship and mentorship 

level 1  

 Apprenticeship and mentorship 

level 2: creating win win 

 Apprenticeship and mentorship 

level 2: arrangements 

 What are stereotypes and 

misconceptions? 

 The danger of a single story 

 How can we combat barriers to 

employing women? 

 How can we reduce barriers to 

supporting women in 

employment? 
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Subjects Learning objectives  Exercises  

apprenticeship and mentorship 
conditions in the network  

4. Able to design and execute 
activities based on social 
innovation and social 
responsibility within employer 
network to progress clients 

5. Able to design and apply 
activities to facilitate employers 
more gender sensitive 
recruitment and HRM 

 

Description of the target group of the training  

 

The training is suited for professionals working with female refugees in the age of 18 – 60 

and who are threatened with exclusion: 

a. Professionals who are trying to support these women in making the proper career 

choices needed and to support them to either directly enter the labour market or in 

finding the entry route through (vet) education and work experience.  

b. Professionals who are part of the network of institutes which has specific 

responsibilities in achieving goals for this particular target group: Labour offices, local 

authorities, NGO’s working with this target group, Adult Education, VET education, 

employer organisations etc.   

The training program distinguishes 2 levels of knowledge and expertise:  

Level 1 focusses on general knowledge of the specific subject in relation to the IGMA 

methodology and the context of the professional.  

Level 2 focusses on a deeper understanding of the methodology as well as on its practical 

application. This level is about being able to use / to apply the awareness and knowledge in 

the professional context by focussing on behavioural changes and approaches, ways ahead 

and case studies in which theory and knowledge have been put into practice. 

This differentiation is found in each of the four modules and in each of the subjects 

addressed in these modules. 
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0. Introduction of the training 
 

The introduction exercises and materials are intended to set the scene of the training and 

create general understanding on IGMA Femina project and a general awareness of the 

gender issue: what is the IGMA methodology about, what is the actual gender issue, how do 

we perceive the activities set up in the current network which is responsible for integration 

of the woman into the labour market, how can professionals improve in their daily work? 

The introduction session focusses on the professional and his/her current role and 

responsibilities in tackling unemployment/lack of integration as well as raise the awareness 

of doing gender in our society. It is their first acquaintance with the IGMA Femina framework 

for participants and this acquaintance intends to provide the trainer of the course with a set 

of exercises to help participants formulate their training and development needs. It is a 

means to fine tune the further content of the training. 

Materials offered help participants to critically look at: 

 Own current professionalism as a coach and collaborator, 

 Effectiveness of the own organization, 

 Effectiveness of the regional network of collaborating organizations, 

 Attention and awareness in ender-sensitive strategies, 

 Level of gender-sensitive counselling within the profession / the organisation/ context of 

the organisation. 

Learning objectives and outcomes 

Introduction 

General objectives: Objectives per Level: 

General understanding of the 3 

level IGMA methodology  

Able to apply the general 

principles of the methodology in 

the own professional context. 

Understanding of client process 

of activation, participation 

Awareness of gender biases in 

 

 

No level differentiation  
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society and need for gender 

sensitive approaches 
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O.A: Introduction to the IGMA Femina project 

0.A.2 Introduction to gender stereotyping challenge 

0.A.1 Introduction to the  IGMA Femina project 

Learning 

objective: 

General understanding of the IGMA Femina methodology 

Duration: 60 minutes  

Procedure: 1. Welcome 
2. Personal introduction of the trainer and the participants 
3. The trainer presents the IGMA Femina context 

a. European migrant female unemployment, recipe for a lost 
generation  
(Results of the national surveys) 

b. Social challenge for multi stakeholder network in fighting with 
female unemployment 

c. Poor results in lots of projects and even bigger loss of money 
d. Need for more effectiveness and efficiency in projects/activities 

4. The trainer presents components of the IGMA Femina project 
a. Methodology/approach 
b. Training 
c. (implementation) Pilots 

Feedback:  The trainer asks for comments and questions 

Supporting 

materials: 

Power point presentation introducing IGMA Femina O.A.1. Annex 1 

0.A.2 Introduction to the  gender stereotyping challenge 

Learning 

objective: 

Knowledge of IGMA Femina methodology and stereotyping challenges 

Duration: 60 minutes 

Procedure: 1. Welcome 
2. Discussion of common gender stereotypes, which challenges it brings 
3. The trainer presents the context of gender stereotyping challenge in the 

framework of IGMA Femina 
a. Female unemployment 

(Results of the national interviews, info from the transnational 
research report)  
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0.B. IGMA methodology 

O.B.1. Introduction to the IGMA methodology 

b. Gender stereotyping challenge for career counsellors  
c.   Pathways of effective gender sensitive communication within 
career counselling for the efficient results 
 

4. The trainer presents the gender stereotypes challenge within 
methodology of the IGMA Femina project and ways to combat it 

a. Methodology/approach 
b. Training 
c. (implementation) Pilots 

Feedback: The trainer asks for comments and questions 

Supporting 

materials: 

Power point presentation introducing IGMA Femina  

gender stereotyping challenge 

O.A.1. Annex 1 

0.B.1 Introduction to the methodology 

Learning 

objective: 

General understanding of the IGMA methodology 

Duration: 30 minutes 

Procedure: - Trainer presents the history of the IGMA methodology (predecessors 1 
and 2) and the ideas of the IGMA approach, and gives an overview of its 
main ingredients 

Feedback: - The trainer asks for comments and questions 

Supporting 

materials: 

Diagram IGMA approach 

IGMA ingredients: key factors for 

success 

0.B.1 annex 1 

0.B.1 annex 2 



 

23  

 

 

0.B.2. Reflection on the IGMA methodology 

0.B.2 Reflection exercise on methodology 

Learning 

objective: 

General understanding of the IGMA methodology 

Duration: 1 hour 

Procedure: The trainer asks participants to reflect on the IGMA ingredients presented 

in handout 2, by asking themselves two questions: 

1. Do I recognise the purpose and the value of this aspect? 
2. (How) Do I use this aspect in my daily work? 

 

The trainer follows the list presented in the annex and makes rounds to 

collect findings on the successive aspects in the 3 domains of orientation 

on the methodology. 

Feedback: The trainer summarizes the findings and refers to the accents which will 

be attended to in the training 

Supporting 

materials: 

IGMA ingredients 0.B.1 annex 2 

0.C. Introduction to the training 

0.C.1. Introduction to the training 

0.C.1. Introduction to the training 

Learning 

objective: 

Able to apply the general principles of the methodology in the 

own professional context. 

Duration: 1 hour 

Procedure:  Trainer presents the lay-out and content of the training 
program 
Target group for the training: coaches working with female at 
the risk of exclusion; 

 Emphasis on most relevant elements in fighting woman 
unemployment and exclusion; 

 Trainer links the program to the project and the methodology; 

 Trainer differentiates between objectives of a training vs those 
of an implementation;  
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 Trainer asks for the participants personal expectations and 
needs; 

 Trainer summarizes the common expectations and needs of the 
group and links summary to lay out of the training. 

Feedback:  The trainer asks for comments and questions 

Supporting 

materials: 

Overview training 

0.C.1 annex 1 

 

0.C.1.2 Reflection on doing gender 

0.C.1.2 Reflection on doing gender 

Learning 

objective: 

Able to reflect on the principles of gender sensitivity in the own 

professional context. 

Duration: 1 hour 

Procedure:  Trainer presents the gender sensitive counselling principle in the 
training program 
Target group for the training: coaches working with female at the risk 
of exclusion; 

 Emphasis on most relevant elements in the issue of woman 
unemployment and exclusion, key methods of solving it; 

 Trainer differentiates between objectives of a training vs those of an 
implementation for effective work with females;  

 Trainer asks for the participants personal expectations and needs in the 
area of gender sensitive counselling; 

 Trainer summarizes the common expectations and needs of the group 
and links summary to lay out of the training. 

Feedback:  The trainer asks for comments and questions 

Supporting 

materials: 

Overview training 0.C.1 annex 1 

 

0.C.2. SWOT on IGMA criteria 

0.C.2. SWOT of own organisation considering the IGMA criteria 

Learning 

objective: 

Able to apply the general principles of the methodology in the own 

professional context. 

Able to identify their own as well as the organizations’ focal points for 
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development 

Duration: 1 hour 

Procedure:  Preparation: participants write a short and sharp (individual) 
description of their own organisation and its role in preventing/fighting 
female unemployment. (tasks/responsibilities, current approach, 
services offered, intake/throughput/output of clients); 

 Participants discuss the critical factors/criteria for success and failure 
given by the IGMA approach and apply them on their own organization; 

 Participants fill in the four quadrants of the SWOT analysis in small 
groups (considering the IGMA ingredients); 

 Groups present and compare their results; 

 Participants distil their possibilities for improvement and learning goals 
Feedback:  The trainer points out the similarities and differences in the SWOT 

results of the different participants. 

 The trainer resumes the focal points in the curriculum, following the 
results of the SWOT analysis. 

Supporting 

materials: 

SWOT analysis 0.C.2. annex 1 
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Module 1: The IGMA methodology  

Short introduction of module 1 

 

In this module the main focus will be on explaining the IGMA methodology in the context of 

fighting migrant and refugee woman unemployment. Basic understanding of the three level 

approach (individual, organisation, network) and the spread of gender barriers throughout 

society as well as in labour entry and allocation processes  is necessary since the knowledge 

and skills trained in this module will be used in the content and exercises presented in the 

other 3 modules. The module elaborates on the first acquaintance with the methodology as 

presented in the introduction session as well as will create awareness of the challenge a 

professional will focus in working in a more gender sensitive way. 

The main reason for development of the IGMA methodology is based on the analysis that 

improvement of work opportunities of unemployed migrant and refugee woman is possible 

by  increasing awareness of and focus on individual needs, timely career orientation and 

guidance, and by increased and more effective collaboration between coaches and 

stakeholders especially employers. Especially for unemployed migrant and refugee woman it 

is essential that they have more opportunities to gain work experience, more opportunity to 

put skills and knowledge into practice and demonstrate to employers their professional 

interest and motivation. In this way they are able to increase their chances for labour market 

entry even in challenging economic conditions. For professionals supporting the progress of 

these women it is important to realise the deep rooted gender biased career paths and 

related approaches in our society at the different levels: the way how gender is constructed, 

the way gender perspectives are rooted at political level as well as in our organisations, in 

the women entering our society as well as in the assumptions and ideas of professionals 

themselves. 

Therefore, apart from this first module on methodology, the whole curriculum of IGMA 

Femina includes 3 other modules covering career counselling and coaching; assessment and 

profiling of women and employer involvement. In each of these issues the gender issue will 

again be further elaborated thus creating new insight and ways of approach for the 

professional.   

 

The IGMA methodology consists of a 3-levels approach:  

The first level is about the professional himself. What exactly is the profile of a professional 

who is working with unemployed migrant and refugee women? Exercises are offered to help 

participants gain  insight in the different roles a professional needs to fulfil to be able to 

work with unemployed migrant and refugee women as well as to work more closely 

together with other organisations and professionals. Also theory and exercises are offered to 
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develop the knowledge of participants on the essences of career guidance as well as on the 

choice processes of a client. The concept of gradual progression is explained as a means to 

focus purpose and effect of coaching, as well as to be able to demonstrate effects of the 

work done. 

The second level of the methodology is about the organisation the professional is working 

for. How can the organisation learn from the everyday experience of the professional to 

improve the services they are offering? Materials and exercises are offered on how to run a 

SWOT analysis of their own organisation, on how to measure impact of their own services 

and to design their services through the concept of gradual progression. Gradual progression 

is also used as a means to demonstrate the results of one’s own efforts. 

The third level is about the regional network as a joint body, responsible for the reduction of 

migrant and refugee women unemployment. Back ground information and exercises will 

analysis the effectiveness of the current network as well as the role of gradual progression 

for a better division of tasks and responsibilities.   

All three levels together are interconnected by the concept of case management: the 

introduction of clear responsibility to one person who has overview of what is going on and 

who is responsible for arranging the proper services at the proper moment.  Information as 

well as exercises are offered on the concept of case management and of its use. 

The focus on (awareness of) gender biases an don dealing with them is covered as a separate 

issue but is by its nature connected to all three levels.  The methodology has been developed 

in a evidence based process: a long history of testing and further development of the 

method on behalf of different target groups especially in the UK, Netherlands and in 

Sweden. This module also offers some example material to help participants understand 

how the methodology is put into practice and what its benefits are. 

 

Materials offered in this module are grouped in four subject categories: 

Professional profile 

Stakeholder collaboration 

Gradual progression 

Case management 

Creating awareness 

 

Supporting material for a general introduction: Methodological Handbook Igma femina. 
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Learning objectives and outcomes of module 1  

 

Module 1. IGMA Methodology 

General objectives: Objectives per Level: 
 

 

General understanding of the 3 

level IGMA methodology  

Able to apply the general 

principles of the methodology in 

the own professional context. 

Understanding of client process 

of activation, participation 

Understanding of consequences 
of gender biasing in own 
professional context 
 

Level 1: 

Able to distinguish different professional roles of IA 

Understand the interrelatedness of the 3 levels of IGMA  

Understanding of client process of activation, participation 

Understanding the principles of case management and their 

meaning within the IGMA approach 

Understanding of the gender issues in the context of the job 
of a job counsellor 
 
Able to define own options for professional improvement 

and effectiveness 

 

Level 2: 

Able to improve on own professional role and 

responsibilities in relation to network / networking 

Being able to monitor and control the client process, using 

case management 

Understanding of gender-sensitive counselling 

Able to improve on regional collaboration based on using 

IGMA methodology 

 

 

1.A. The IGMA methodology 

1.A.1. Professional profile LEVEL 1  

INTRODUCTION  

This subject specifically addresses the different roles a coach needs to be competent in when 

trying to reduce the risk of women unemployment. Exercises can be used to raise awareness 
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on different roles and attitudes of the coach as well as on raising awareness on what kind of 

roles the participants more specifically want to develop themselves.  

EXERCISES  

For this subject the following set of exercises is available: 

1.A.1.1  Current status of working with unemployed Migrant and Refugee 

Women 

Learning 

objective: 

Able to distinguish different professional roles of IA; 

Understand the interrelatedness of the 3 levels of IGMA 

Duration: 1.5 hour 

Procedure: Participants are invited to introduce their current job position and role 
and responsibility of their organisation in reducing (risk) of women 
unemployment. 
Participants visualize requested information through the metaphor of a  
constellation in order to increase visibility and better understanding of 
differences in roles of their team mates as well as responsibility of their 
organisations. They use following markers: 
Constellation name – name of their organization; 
Constellation description – organization mission (general mission and the 
one that directly concerns the target project group) 
One of the stars – role of the participant (job position or responsibilities) 
Number of stars – number of roles of the organization members 
(direction) 
Participants present themselves and their organizations in this way and 
stick their drawings into one big picture. At the end of presentation one 
may see a whole galaxy representing a world where project participants 
will further cooperate. 
It allows to visualize participating organizations and to find common 
grounds as well as opportunities for cooperation at this stage. It enables 
to foresee lacking functions (organizations) for successful work of the 
galaxy.  
Trainer shortly questions the participants on aspects of their work that go 
well and on those that do not go well.  
In order to provide better visualization, a phrase “Black holes” is used as 
metaphor to indicate aspects (functions) with problems. And very bright 
stars shall indicate functions without drawbacks. 
Trainer questions participants on their perception of responsibilities for 
solving these issues .  
Trainer questions participants on who is responsible for achieving an 
actual good outcome: meaning reduction (of risk of) women 
unemployment.  
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Trainer starts discussion on what participants themselves can do. 

Feedback if 

applicable): 

Trainer shortly summarises main issues mentioned.  

 Connects issues with different parts of the training the participants 
will have.  

 Connects discussion to the concept of case management. 

 Connects discussion on issues with the 6 roles of the IA agent 
Supporting 

materials: 

Summary of integration agent (IA) professional profile 1.A.1.1 annex 1 

 

1.A.1.2  Discussion on the roles and responsibilities of a coach 

Learning 

objective: 

Able to distinguish different professional roles of IA;  

Able to improve on own professional roles and responsibilities 

Duration: 1 hour 

Procedure: Exercise in small group of 4 – 5 persons of different organisations. 

Instruction: 

Participants describe their current role and responsibility in working with 

unemployed women at risk of unemployment. 

A well-known model of a six-petal flower «Integration agent professional 

profile» is used for better visualization. Each petal has different colour and 

is signed in accordance with 6 roles (Educator, Expert in career 

information and assessment, Manager of Program and service, Intervener 

and developer of social systems, Counsellor Reflective professional) 

Each participant gets a set of petals for their own flower. Participants go in 

details describing what they particularly do within each of these roles 

using 6 petals. 

Participants discuss which of the 6 roles they mainly fulfil and why. 

Participants discuss whether and how their work could improve by paying 

more attention to one or more of the 6 roles (think about arranging for 

services, transition from one service to another etc.). 

Each group presents findings. 

Feedback if Trainer arranges discussion and feedback on the 6 roles in relation to 
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applicable): current work challenges; 

Trainer provide feedback on how current issues are addressed in the 

IGMA methodology. 

Supporting 

materials: 

The IGMA principles as template for feedback on 

IA-profile 

1.A.1.2 annex 1 

 

1.A.2. Professional profile LEVEL 2 

INTRODUCTION  

In the second part on professional profile participants are guided through a series of 

reflections on their own professionalism and on needs for improvement. The IGMA 

professional profile as well as the participant’s main task at hand is the context for this 

reflection. The concept of the progression ladder is used as an instrument to demonstrate 

the relevance of Covey’s principles on professional effectiveness (from his ‘The 7 Habits of 

Habits of Highly Effective People’) as well as of the basis of IGMA thinking. 

EXERCISES  

For further elaboration of this subject the following exercises are available: 

1.A.2.1 Exercise on Covey’s ‘Habits of Highly Effective People’ 

Learning 

objective: 

Able to improve on own professional roles and responsibilities 

Duration: 1,5 hour 

Procedure: - Introduction on Self-management and personal effectiveness based 
on Covey and its relevance for IA  

- Short explanation of each habit. 
 

Group work 

Preparation:  Participants work in small groups. 

- Each small group chooses one or two Covey’s habits by lot (it depends 

on number of groups). 

- Participants carefully read Summary of their one (two) Covey-habits 

and prepare presentation for a whole group. Their task is to present 

their Covey habit (habits) to the audience as clearly as possible by 

using all their verbal and graphic skills to convey information.  

- Each small group presents findings (5 min per each habit). 
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- Then participants individually reflect on their own habits:  

How do they embody Covey’s habits? 
How do the individual clients score on the various habits?  
What can they specifically learn from habit 2 ‘Begin with the end in 
mind’: as a professional; as effective networks? 
What does this mean for the IA professionals in their work relation with 
clients?  
 
- Plenary presentations and discussion; or exchange and discussion in 

small groups    

Feedback:  

 How is the concept of progression ladder related to habits of Covey?  
 

Supporting 

materials: 

Hand-out: Summary of Covey’s 7 habits I.A.2.1 annex 1 

 

1.A.2.2 Inventory of (main) learning needs/goals 

Learning 

objective: 

Able to improve on own professional roles and responsibilities 

Duration: 1 hour 

Procedure: Preparation: Participants study the 6-role profile and Coveys habits 

Either individually or in small groups:  

 First step of the exercise is to connect Coveys habits to the 6 IA roles 
in pairs to describe do’s and don’ts in terms of professional behaviour. 

 Second step is to compare them individually with participants own 
most important roles and responsibilities to define their most 
relevant aspects for improving their own performance. 

 Third step is individually feedback and growth: provide each other 3 
suggestions for development /training of the most relevant aspects in 
the professional work as well as in the current training. 
 

Participants either present their individually findings and trainer 

encourages elaboration, or results are presented per group, and 

feedback is given from other groups as well as from the trainer. 

Following the presentations, the group works together using 2 glued A1 

sheets of paper (the sheet area is twice the standard size). The trainer 

asks everyone to write down individually findings they liked the most 
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(they shall note not their own individually findings but the ones they’ve 

heard from other participants). In this way, the group creates common 

motivational and inspirational summary that may be useful during 

further trainings. Following the presentations, the group works together 

using 2 glued A1 sheets of paper (the sheet area is twice the standard 

size). The trainer asks everyone to write down individually findings they 

liked the most (they shall note not their own individually findings but the 

ones they’ve heard from other participants). In this way, the group 

creates common motivational and inspirational summary that may be 

useful during further trainings. 

Feedback:  The trainer summarizes the findings written down on the A1 sheets 
and concludes by summarising focal points within the group and the 
attention areas in the training. 

Supporting 

materials: 

IA professional profile 

Summary of Coveys habits 

I.A.1.2 annex 1 

I.A.2.1 annex 1 

1.B. Stakeholder collaboration 

1.B.1. Stakeholder Collaboration LEVEL 1  

INTRODUCTION  

This section addresses the need for stakeholder collaboration as a requirement to be able to 

provide: 

 As a means to create joint and similar focus on objectives and outcomes; 

 More effective and integrated services by combining the services of different 

stakeholders;  

 As an additional means to be able to provide individualised services, meeting the 

needs of the individual; 

 As a means to increase the effectiveness of the network and do more with the same 

amount of resources. 

Exercises aim to raise the awareness on the interrelatedness of the 3 levels of the igma 

approach, on how the current network is operating and on jointly discovering ways to 

improve. The joint discovery essentially is a first way to start working together more closely. 
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EXERCISES  

For this subject the following set of exercises is available: 

1.B.1.1 Exercise on effective network 

Learning 

objectives: 

Understand the interrelatedness of the 3-level approach (and able to 

explain it to others) 

Duration: 1 hour 

Procedure: Preparation: Participants make a list of organizations and people they 

know who are involved in working with unemployed Migrant and 

Refugee Women. 

Group work with participants from different organisations:  

Trainer asks to create a sketch (namely the sketch (draft) for now) of a 

regional “map” of the organizations and people involved in their core 

activity, including the roles they play and relations they have with each 

other and the target group itself.  

Groups present their results one by one with a brief explanation. 

Participants of other groups asks questions, preferably from the clients 

point of view as to sharpen the picture and discover what might be 

missing etc. 

Then the trainer briefly introduces concept of «Customer Journey 

Mapping» and asks participants to organize their map using both this 

approach and the sketch developed in the first part of this exercise. The 

map shall be presented in a way so that it helps the client to understand 

as fully as possible what to begin with, where and why to go further. 

While developing the «Customer Journey Map», the trainer initiates 

discussion on nature of relations and roles of the organization indicated 

on the map. 

* There is no need in final presentation of the map because the whole 

group is working on it. The trainer must keep the final version and 

continue to use it in group work. 

 

Feedback:  The trainer reflects on the variation in contexts, potential gaps  and 
disconnectedness 

Supporting Social map I.B.1.1. annex 1 
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materials: Introduction to Customer Journey 

Mapping 

I.B.1.1. annex 2 

 

1.B.1.2 SWOT of regional network fighting female unemployment 

Learning 

objective: 

Understand the interrelatedness of the 3-level approach (and able to 

explain it to others) 

Duration: 1 hour 

Procedure: Based on «Customer Journey Map» from the previous exercise, 

participants start to analyse their regional network partners in terms of 

strengths and weaknesses, opportunities and threats, using the SWOT 

handout. 

 Important! During this exercise the trainer needs to constantly remind 

participants to look at their regional network partners from the Migrant 

and Refugee Women point of view. 

  0.A.2 annex 1 

 

 

1.B.2. Stakeholder Collaboration LEVEL 2 

INTRODUCTION  

This section deals with setting up stakeholder collaboration by improving the communication 

in the network by: 

 Development of common routines for more effective communication of different 

stakeholders in the local networks; 

 Development of common ways of planning and follow-up individual cases in the most 

efficient way; 

 Appointing the responsible case managers in the network to connect the 

collaboration responsibilities to certain positions to ensure sustainability.  

EXERCISES  

For further elaboration of this subject the following exercises are available 
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1.B.2.1. Network communication and sharing information 

Learning 

objective: 

- Able to improve on own professional role and responsibilities in 

relation to network 

- Able to improve on regional collaboration based on using igma 

methodology 

Duration: 2 hours 

Procedure:  Trainer presents the template for communication and information 
sharing in the network.  

 Participants are invited to fill in the table based on the case study in 
small groups of 4 to 5 people.  

 Participants present their tables to the big group. 

 Trainer leads the discussion regarding the prerequisites of adapting 
such a table to the needs of the local network (practical, legal and 
other aspects of information sharing).  

 Based on previous discussion, the trainer facilitates brainstorming on 
specific ideas of adapting such a table to the needs of the local 
network (practical, legal and other aspects of information sharing).  
Even ludicrous or nonsensical ideas are welcomed since brainstorming 
is used here. After all, in every irrational idea one may always find 
something rational to be easily implemented. 

 Every idea shall be written on the flipchart. 

 Using results of brainstorming, Participants adapt the template for 
information sharing to their local context. Alternative task is to choose 
one common tool for information sharing among those already 
applied in the network.   

 
Feedback (if 

applicable):  

Trainer shortly summarizes main conclusions of the exercise by:  

 Connecting discussion to the concept of case management. 

 Connecting discussion on responsibilities of each professional in the 
network for functioning communication and information sharing.  

Supporting 

materials: 

Template for communication and information 

sharing 

Case study Saad 

1.B.2.1Annex 1  

 

1.B.2.1 Annex 2 

 

1.B.2.2. Regional network and responsibilities of a coach 

Learning 

objective: 

- Able to improve on own professional role and responsibilities in 

relation to network 

- Able to improve on regional collaboration based on using IGMA 

methodology 
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Duration: 2 hours 

Procedure:  Trainer presents the Lulea ladder for stakeholder collaboration and 
explains the role of each organisation and each coach for efficient 
individual progression.  

 Working in a big group, participants develop the ladder for their 
municipality/region. The trainer encourages each participant to justify 
their proposals. Thus all active participants of discussion will much 
better comprehend subject-matter of a quite difficult issue. 

 Trainer leads the discussion on applicability of the IGMA ladder in the 
local network for developing one common transparent picture based 
on individual needs of Migrant and Refugee Women. The main points 
of discussion are: a) short-term objectives as activities of each 
organisation, b) long-term individual objective of the client shared by 
the network, c) “warm transfers” between activities towards a long-
term individual objective of the client, d) delivery of each coach in 
order to support the client to make one step further in IGMA ladder.  

 Participants discuss the possibilities and challenges of introducing the 
IGMA  ladder in the local network for collaboration.  

 
Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting IGMA ladder to the discussion on communication and 
information sharing based on one common vision.  

 Connecting discussion on individual coach responsibilities as a part of 
network collaboration. 

 
Supporting 

materials: 

Lulea ladder  1.B.2.2. Annex 1  

1.C.1. Gradual Progression LEVEL 1 

INTRODUCTION  

Exercises explain how the concept of gradual progression can be of use in working with 

Migrant and Refugee Women as well as in setting up and maintaining relationships. Working 

client-centred means: getting to know your client.  Some Migrant and Refugee Women 

require more time and some require less. The counsellor needs to find a way to become 

more effective and result-oriented.  

EXERCISES  

For this subject the following set of exercises is available:  

1.C.1.1. Gradual progression (1) 
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Learning 

objective: 

 Understanding of client process of activation, participation  

Duration: 2 hours 

Procedure:  

 Participants brainstorm on the meaning of gradual progression based 
on individual client needs. What is the ideal picture of gradual 
progression in career counselling and how the professionals are 
working in reality? Is there a gap?  

 Trainer explains the concept of gradual progression as individual client 
activation.  

 Participants discuss which parts of the theory on gradual progression 
can be implemented in their daily interaction with individual clients 
and how.   

 Individual work. Basing on previous discussion, each participant 
prepares a list of 10 specific steps they can start to implement in 
his/her daily interaction with individual clients from among Migrant 
and Refugee Women using the theory on gradual progression. 

 Once the work is completed, participants discuss their to-do-lists in 
small groups and share their really good ideas (insights). 

 Representative of each group presents the most successful ideas. 
 
 

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions.  

 

Supporting 

materials: 

Vision of gradual progression in career counselling 1.C.1.1. Annex 1 

 

1.C.1.2.  Gradual progression (2) 

Learning 

objective: 

 Unde     Understanding of client process of activation, participation  

Duration: 1 hour 

Procedure:  Trainer presents the concept of ACS to participants.  

 Trainer suggests participants to recall practical (specific) examples 
from their work with migrant and refugee Women and to analyse 
them taking into account the concept of ACS as far as they understand 
it. 

 In the groups of 4 to 5 people, participants choose the correct level of 
individual client´s progression on the ACS scale based on case studies.  

 Trainer leads the discussion of how much investment is needed in 
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terms of time and personal resources in order to guide the individual 
client to the next level of ACS. Clients on the first levels of ACS without 
many social contacts need much more support for strengthening self-
esteem and motivation while those at last stages are more self-going.  

 Participants choose one of the exercises for building-up self-esteem 
and motivation of the individual clients presented in the case-studies. 
EM-kit online tool is recommended as a source for inspiration. 
Participants motivate their choices. The goal of the exercise is to 
highlight individual motivation of the client and the responsibility of 
the individual for own progression.  

Feedback (if 

applicable): 

Trainer shortly summarises main conclusions of the exercise by: 

 Focusing on personal and social integration of an individual client as a 
prerequisite for labour market integration. The focus of the discussion 
is on individual motivation and responsibility for own progression of 
the client.  

 Discussing the interrelation between the IGMA ladder and ACS.  
 

Supporting 

materials: 

Vision of Active Citizenship Scale (ACS) for career 

counselling   

Learner Case study (Hamode), list of questions and 

an exercise for personalized CV 

1.C.1.2. Annex 1 

 

1.C.1.2. Annex 2  

 

1.C.1.3. Gradual progression (3) 

Learning 

objective: 

 Understanding of client process of activation, participation  

Duration: 2 hours 

Procedure:  Trainer asks the participants to write a short essay (no more than one 
A4 sheet) on their own vision of «Migrant and Refugee Women labour 
market entry» (15 min). 
 

 Participants divide into small groups and read their visions to 
colleagues. 

 Trainer conducts reflection (participants sit in a circle and one by one 
or by their will reflect on essays of their colleagues)  

 Taking into account that the group is sufficiently familiar with aspects 
of this topic, trainer asks the participants if they can list general 
prerequisites for the Migrant and Refugee Women labour market 
entry.  

 Trainer leads the discussion on the following group of prerequisites of 
the client: 
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o Knowledge about the labour market  
o Motivation and beliefs to work in an certain branch  
o Capacities and hindrances  
o Informal social networks and labour market contacts  

 The discussion questions are: 
o What each prerequisite means in practice?  
o What prerequisite is the most important one?  
o Examples for each prerequisite.  

 Read Annex to this task and reflect on the importance of the informal 
networking for employment of Migrant and Refugee Women. How can 
professionals support women to enter labour market through formal 
channels and informal networking. Write a list of tips.  

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by:  

 Focusing on labour market integration of individual client through 
formal (PES) and informal channels (Social networks).  
 

Supporting 

materials: 

Some facts about informal networks as a key 

element in the job matching process 

1.C.1.3. Annex 1 

1.C.2. Gradual Progression LEVEL 2 

INTRODUCTION  

This part focuses on practical implementation of the gradual progression concept into work 

of individual coaches and local networks working with Migrant and Refugee Women. 

Exercises introduce the way to work client-centred and goal-oriented, addressing individual 

needs when relevant and using the network capacity in a more optimal way. 

EXERCISES  

For further elaboration of this subject the following exercises are available: 

1.C.2.1 Gradual progression (4) 

Learning 

objective: 

 Understanding of client process of activation, participation 

Duration: 2 hours 

Procedure:  Trainer presents the theory on SMART action planning for improving 
individual coaching in relation to the network as well as to the needs 
and responsibilities of the individual client.  

 Participants develop SMART action plans in pairs where one 
participant is a coach and another one is an individual client. Focus of 
the SMART action plans shall be on the final individual client goal and 
the next activity based on individual needs making this development 
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toward the goal possible.  

 Participants change their roles. 

 Participants present their action plans to the group for feedback on 
two issues: a) relevance of the action plans to individual client´s needs, 
b) usability of the individual action plan for information sharing and 
common delivery by the network.  

 Trainer summarises the feedback and connects it to the theory of 
SMART action planning and sharing responsibilities for planning within 
the network.   

 One more time, trainer encourages participants to give their feedback 
on their work in each role, what caused tension and vice versa what 
was easy. 

 Participants adapt the template for SMART action planning to their 
local needs. Alternative task is to choose one common tool for SMART 
action planning among those already applied in the network.  

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting issues of SMART action planning to gradual progression of 
the individual client in order to demonstrate individual client´s progress 
from the perspectives of both coach and client.  

 Connecting discussion of SMART action planning to the concept of 
communication and information sharing in the network for shared 
picture over the individual needs. 

Supporting 

materials: 

Introduction into SMART action planning  

Template for SMART action planning according to IGMA 

methodology  

1.C.2.1 Annex 1 

1.C.2.1 Annex 2  

 

 

1.C.2.2 Gradual progression and the role and options of the regional network 

Learning 

objective: 

 Able to improve on regional collaboration based on using the IGMA 

methodology 

 Able to coordinate and optimize interventions within the network, 

based on gradual progression 

Duration: 1 hour 

Procedure: Preparation:  

Trainer asks participants to recall exemplary “accidents” of competing 

partners / actions or even competing developments / actions that were in 

each other’s way and thereby hampered the clients’ progress and goal 

achievement. 

The trainers asks two or three participants to present the facts of their 
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example: the situation, the parties and their perspectives involved, the 

actions taken by the parties involved and the (unintended) consequences 

for the client’s development. 

The group analyses the situation(s) by: 

 Asking questions to clarify the situation  

 Pointing out the interests, norms and values at stake (f.e. agreements 
made) 

 Pointing out the alternatives in behaviour for the various partners 
 

After each situation has been analysed, trainer gives 5 minutes for 
individual work and asks participants to make suggestions on how to avoid 
these kinds of accidents. Then trainer asks to choose 2-4 best suggestions 
and present them to a group. 
*Participant reads selected suggestions and if someone has almost the 
same idea they shall raise their hand and avoid repeating it when their 
turn comes. 

 
The trainer invites the owner(s) of the example to evaluate the analysis 

and chooses the most preferred options. 

Exercise can also be done in small groups and findings can be discussed 

plenary later on. 

Feedback:  The trainer zooms out of the examples discussed, to shows how the 
various partners have to keep an eye on the bigger picture, considering 
their own role in relation to the rest of the network as well as to the 
clients’ interest and goal as the dominant criteria for delivering joint 
and better integrated actions. 

 The trainer builds the bridge to the next topic: case management. 
Supporting 

materials: 
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1.D. Case management 

1.D.1. Case Management LEVEL 1 

INTRODUCTION  

“Case management” is a container concept, originating in psychiatry (guidance in 

rehabilitation after clinical admission), to get more/better grip on processes concerning 

people in complex situations, with multiple problems. Such a ‘case’ is likely to involve 

multiple people/parties, inside and outside the organization, with varying roles, 

responsibilities, resources and relationships. It’s not just a process to manage, it is also a lot 

of information to handle and often a lot of costs to justify (preferably with evident benefits 

for clients and society). This concept now is transferred to the world of labour market entry 

and talent and career development  

EXERCISES  

For this subject the following set of exercises is available: 

1.D.1.1 Introduction exercise on case management 

Learning 

objective: 

- Able to define own options for professional improvement and 

effectiveness 

- Understanding the principles of case management and their meaning 

within the IGMA approach (and able to explain it to others) 

Duration: 30 minutes 

Procedure: Group watches video of an architect or a constructor who is responsible 

for building a house and is discussing with client / subcontractors their 

wishes and possibilities. 

Trainer introduces the architect as a metaphor of a “case manager”: 

building a house to the wishes / needs of the client.  

Task: Discuss in groups: 

 What you consider to be the essential tasks and responsibilities of a 
case manager fighting female unemployment? 

 What is main difference between a case manager in building and a case 
manager in the area of activation and integration? 

 

Per group short presentation of findings on tasks, roles and 

responsibilities; 
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During presentation trainer investigates differences between case manager 

acting within one and the same organisation, and one acting also as such 

to external relations. 

Trainer notes all findings on flap over.  

Trainer asks for main difference between architect / constructor and case 

manager.  

(Architect has detailed and approved design of end product. The IA agent 

has more general objective and just an approved process) 

Feedback: Trainer summarizes the role of a Case manager:  

The person who is responsible for the desired client outcome, who 

monitors and controls the client process, and who coaches and guides the 

client throughout this process. He/she …. 

 Develops and sets out the development route of client; acts on behalf of 
client; adjusts the route based on feedback / client knowledge; sets the 
(short term) goals and objective (definition of what is a success); 

 Monitors the development route till (sustainable) success is achieved 
and sustainable; 

 Liaises with the client when needed; 

 Arranges required services / training: what is needed, why it is needed, 
how it is needed: meaning “dealing and negotiating”;  

 Sets up possible (internal) referrals; Informs required (internal) 
providers;  

 Checks service delivery; and arranges development route accordingly; 

 Has control on budget for required services / training  
Supporting 

materials: 

Case management 

How does an architect determine what their client 

wants? www.youtube.com/watch?v=KzgAscjXL4o 

1.D.1.1 annex 1 

1.D.1.1. annex 2 

 

I.D.1.2 Using the case management concept 

Learning 

objective: 

 Able to define own options for professional improvement and 

effectiveness 

 Being aware of your own role and responsibilities in case management 

Duration: 20 + 30 minutes 

Procedure: Group work (each group mix of organisations / departments) 

Task description:  

file:///D:/Nico/Documenten/BenPO/revalento/IGMA%203/Training/www.youtube.com/watch%3fv=KzgAscjXL4o
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- In the local area/ own organisation are we acting according to the 
concept of case management?  

- Who is / should be the case manager? 
- What is the area for improvement inside our own organisation / 

departments; within our local network? What actually needs to be 
improved to move in the direction of working according to case 
management? 

- How could we do this: whose role is it to take the lead; what can you 
do, not necessarily as a case manager acting within the case 
management concept?  
 

Plenary discussion on findings of group work 

Groups shortly present: 

- Extent to which concept is currently used; 
- Who acts or should act as case manager; 
- Main barriers; 
- Potential solutions; progress toward an approach in which case 

management becomes the main and common  concept in the network 
 

(Trainer looks for internal as well as network barriers) 

Feedback: Main achievements: 

 Clear role of case manager 

 Stricter demands on programs offered: from general objective to clear 
outcome thus improving impact and results of the project/program 

 Improved effect on clients. 

 New ways for better collaboration in the network 

Supporting 

materials: 

Case management 1.D.1.1 annex 1 

 

1.D.2. Case Management LEVEL 2 

INTRODUCTION  

Case management is necessary from an organizational point of view when the client’s need 

for support exceeds the regular support offered. A tailor made individual program is part 

(start) of the integral approach and serves as a tool to monitor the case management itself 

too. 
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Case management is unique in the fact that it coordinates all the support based on the 

needs and possibilities of the client. A case manager can only work effectively when this is 

based on a close relation with the client as well as with his/her social network.  

Case management provides coordinated and tailor made actions in a steady central contact 

and derives its value from information and advice in combination with personal support and 

guidance of the client and his/her neighbour. 

EXERCISES  

For further elaboration of this subject the following exercises are available: 

1.D.2.1 Intervene or not to intervene? Track and trace! 

Learning 

objective: 

- Being able to monitor and control the client process, using case 

management 

Duration: 45 minutes 

Preparation: 1.D.1.2 

Procedure: Group work: Trainer forms small groups of participants of different 

organisations / departments. 

Task description:  

Signals for systems revision / improvement often occur due to major (public) 

failures especially when individual clients are involved. Each group looks into 

their own area of responsibility and brings up 1 or 2 cases in which the system 

has demonstrated flaws. Now discuss: 

- How was this noticed? 
- Was it noticed in time? Or when things were clearly wrong? 
- What went wrong? Consequences? 
- Who has noticed this (and is this the person / organisation who should 

have noticed it?)  
- What happened after this came out / was noticed? 
- Who took action / was that part of the natural responsibility? 

 
Now discuss: 

- Looking at the above cases how could we improve the monitoring of 
clients? (Look into organisations role, track and trace of clients, mutual 
contact, responsibilities…) 

- What does it require to be able to work like this in your network? 
(collaboration on information sharing, mutual tuning of services etc.) 

- What could be a start? 
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Trainer collects outcomes of the different groups and discusses main ideas 

and solutions presented with a clear focus on monitoring of progress and 

results achieved.  

Feedback: Trainer reflects on process aspects, signals and relates these to case 

management, gradual progression and a clear and transparent monitoring 

function of IGMA methodology; 

Trainer presents example of imga2 in which the process is monitored through 

stepwise process description and report methodology. 

Supporting 

materials: 
Lulea ladder  1.B.2.2. Annex 

1 

 

1.D.2.2  Case management 

Learning 

objective: 

 Being able to monitor and control the client process, using case management 

Duration: 3 hours 

Procedure:  Each participant makes the list of own responsibilities according to the Lulea 
ladder. All the lists are structured in the chronological order.  

 Participants identify a case manager organisation in the group, meaning the 
organisation responsible for the overall individual progress and financing of 
different activities.  

 Trainer leads the discussion on the responsibilities, the network responsibilities of 
the case manager towards the individual and the network as well as follow-up 
strategies of the network delivery by the case manager. 

 Participants develop a set of quality indicators for each of the Lulea ladder 
activities in order to follow up the network delivery. Participants discuss the 
possible methods for reporting by the network to the case manager regarding the 
individual client´s progression steps they are responsible for. 

 Participants discuss the possibilities and challenges of introducing case 
management theory as well as quality indicators in their local network.  

 
Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting issues of case management to one responsible organisation in the 
network and other stakeholders responsible for different steps of the Lulea 
ladder.  

 Connecting discussion of applying case management to make sure the individual 
client´s needs are in the centre of delivery by the different stakeholders in the 
network. 
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Supporting 

materials: 

The Lulea ladder 1.B.2.2. Annex 1 

1.E. Creating awareness  

1.E.1. Creating awareness LEVEL 1  

INTRODUCTION  

This part is a further elaboration of the awareness exercises on doing gender in our society. 

The participants are guided through a series of reflections on own professionalism and on 

needs for improvement in accordance with the requirements of gender-sensitive counselling 

and their own work context. Participants will try to define in their own professional and life 

experience: 

- Relevance of gender-sensitive counselling nowadays; 

- Gender issues  in the expectations of women with a risk of non-employment; 

- Requirements for the professional and personal qualities of a successful counsellor 

working with a gender-sensitive approach. 

EXERCISES  

For further elaboration of this subject the following exercises are available: 

1.E.1.1 The need for gender-sensitive counselling and understanding its basics. 

Learning 

objective: 

Understanding the gender issues in the job and the context of the job of a 
counsellor. 

Duration: 1 hour 

Procedure: Facilitating the general group discussion of gender issues and the topic of 
the relevance of gender-sensitive counseling nowadays  

Guiding questions: 

-  What counseling can be considered as gender-sensitive? What are its 
integral elements?  

- Why the issue of gender-sensitive counseling is relevant in our time? How 
can we define this relevance? 

- What are consequences of ignoring the need for such counselling? What 
will happen if we, as consultants, will not be gender-sensitive? 
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For each of the issues discussed, the group prepares a joint notebook with 
text and infographics (participants together write their insights with 
markers on a shared piece of poster paper). 

 
At the end of the work participants present their ready-made notes and 
thus sum up the results. 

1.E.1.2  Gender awareness of the target group 

Learning 

objective: 

Understanding the gender issues in the job and the context of the job of a 
counsellor. 

 Duration: 1 hour 

Procedure: Work in small groups, discussing the individual experience of each 
participant. 

 Guiding questions: 

- What kind of requests (pain points) of non-employable women, who 
requires gender sensitivity from a counsellor, do you face in daily work? 

 In your opinion, what are the expectations of these women regarding 
counselling in this context? 

Each group presents the results. 

 Key conclusions of all the groups are made on individual flipchart and 
are relied on in further education. 

 

1.E.1.  Creating awareness LEVEL 2  

INTRODUCTION 

Participants will be invited to dive deeper into the topic of gender-sensitive counselling and 

develop a list of requirements for themselves as a consultant. They will also learn how to 

elaborate an action plan so that one may immediately start improving their own professional 

skills using these requirements. This input can be used for the selection of specific training 

materials from the next 3 modules, or to elaborate exercises with questions regarding doing 

gender. 

EXERCISES  

For further elaboration of this subject the following exercises are available: 

1.E.2.1  Relevance and peculiarities of gender-sensitive counselling. 

Learning 

objective: 

 Understand the professional requirements (knowledge, skills, competences)  for 

gender-sensitive counselling 
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Duration: 1 hour 

Procedure: Coach briefly describes and comments materials generated by the team members 
during the prior exercise. Facilitate the discussion and further consensus on what 
should be the requirements for the professional and personal qualities of a successful 
gender-sensitive consultant. 

Each participant answers individually in writing: "What should be the requirements 
for the professional and personal qualities of a successful counsellor who works with 
a gender-sensitive approach?" 

After that, the participants in groups of 2-5 people discuss their own vision of the 
answer.  

Next, analysing all the above, the group members are determined with their Top 10 
qualities (depending on the number of subgroups it can be both Top-7 and Top-10. 
The most importantly, the total number of qualities that will be selected in total by 
all groups would not exceed 40- 50) 

Each of the qualities the group writes on a separate sheet of format A5 (horizontally), 
and gives the coach. 

  The coach mixes all the sheets and put them on the board. 
 
Further, in a whole group discussion, participants group these qualities and 
create a single "Top 10 qualities of a consultant working with a gender-sensitive 
approach."  

 
Feedback (if 

applicable): 

 

Supporting 

materials: 

  

 

1.E.2.2  Relevance and peculiarities of gender-sensitive counselling. 

Learning 

objective: 

 Understand the professional requirements (knowledge, skills, competences)  for 

gender-sensitive counselling 

Duration: 1 hour 

Procedure: Based on the "Top 10" made during the previous exercise, each participant is offered 
a confidential but honest assessment of the 5-point scale of the degree of severity of 
each of these qualities in their daily work as the consultant (where "5" - I always 
show this quality in full, and "1" - I rarely show this quality)  

After that, each participant creates for himself an individual plan (in a free form) on 
upgrading of each quality from "Top 10" for the next three months, taking into 
account the results of self-assessment of their severity. 
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Participants discuss their planes in small groups. 

Each group presents the results. 
Feedback (if 

applicable): 

 

Supporting 

materials: 
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Module 2: Career counselling and coaching according to IGMA methodology  

Short introduction of module 2 

 

In this module the main focus will be on counselling and coaching competences and skills 

which will help to support the career path of migrant and refugee women.  According to the 

IGMA-methodology a career path is never a straight line from a to b. Careers are less simple 

and clear. Also a  career path actually is already started before most of us are really aware of 

this and gender stereotyping already in early ages is not helping equal opportunities. Not 

only educational choices will influence the career path of migrant and refugee women, more 

importantly is their environment (family, friends, circumstances as well as personal beliefs 

and motivation).  The fact that they have been through a huge change in their life, the 

change of country of residence,  has a major impact on the choices they make and therefore 

on their career path. Also during their working life they will encounter situations in which 

new choices are forced upon them: as part of life as well as a part of being employed. To do 

a really good job, the professional coach and guidance counsellor need to understand that 

the aim of coaching is to teach these women to make their own choices and to facilitate 

their development toward independency. The concept of gradual progression as part of the 

IGMA methodology will help the coach to focus the objectives of coaching and on achieving 

the desired outcome for a particular client. As a coach this means that the professional is 

able to play and switch between the 6 different roles of a professional (see module 1) to 

facilitate the progress of migrant and refugee women towards clarifying and obtaining their 

career objectives in a gender sensitive way.  

In this module the attention will be put on helping these women to find their own power: 

finding out what they really want to be or achieve and where they really are motivated to 

go. As a start the module will explore some theories of career guidance and the process  of 

making a career choice. It will be clarified how this process of choice making is related to the 

6 roles of the professional. Together we will elaborate how these roles are now fulfilled in 

our current day to day work.  

 

In the additional lessons the focus will be on finding the motivational power of migrant and 

refugee women and on how to use this power in the process of making a career choice, on 
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how to recognise the opportunities for having a career guidance conversation as well as on 

the aspects which need to be taken care of when having a career guidance conversation. 

Additionally information will be presented on motivational interviewing and the type of 

client information that is needed to facilitate the career choice process. A second attention 

area will be the communication between coach and client. Communication can be done in 

different ways and with different purposes. Also communication needs to take into account 

different potential biases which might be caused by cultural background, as well as different 

sorts of personalities that a coach needs to be able to work with. Materials and exercises will 

be presented to raise awareness and present suggestions to deal with these. 

A third attention area of this module is linking career guidance and coaching to gradual 

progression. The concept of gradual progression will be elaborated in detail to indicate that 

there are different levels in the process of making a career choice and that these levels are 

directly related to the steps an individual has already made on her career path. Exercises will 

be offered on coaching and on dealing with career obstacles in a clients’ progression ladder. 

The next, fourth attention area is on action planning. For a coach being aware of clients 

required steps to reach a career objective is one aspect of his /her profession. The second 

aspect however is on how to facilitate the client to make each next step and how to 

elaborate on the tasks and responsibilities of the client and those of the coach. Action 

planning is one way of dealing with this issue and for working toward the intended outcome. 

The fifth and final chapter, concerns the provision of guidance in a gender sensitive way. 

Career guidance is not free of gender stereotypes either theoretically or at the applied level. 

It is no coincidence that in the relevant literature women are classified in the "special sub-

groups" along with minorities. In recent decades, research has highlighted the role of gender 

in education and employment, as well as differences between the genders in terms of the 

obstacles they face in developing their careers. During this part the counsellors will learn 

how to recognise those biases in their environment as well as how to facilitate a gender bias 

sensitive approach towards to client.  

 

Materials offered in this module are grouped in four categories: 

 Guidance and motivation 

 Guidance and communication 
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 Guidance and gradual progression 

 Guidance and action planning 

 Guidance in a gender sensitive way 

 

Additional supporting documents for this introduction: Introduction on choice making, 

Introduction on popular theories of career guidance 
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Learning objectives and outcomes of module 2 
General objectives: Objectives per Level: 

 

General understanding of career 

guidance, coaching and 

communication according to IGMA 

methodology  

Able to apply the general principles 

of the career coaching in the own 

professional context. 

Understanding of client process of  

motivation. 

Able to use knowledge regarding 

client motivation to enhance 

effective client progress 

Able to provide guidance in a 

gender sensitive way.  

 

Level 1: 

Knowledge of general principles of career guidance and coaching 

according IGMA  

Knowledge of role of client motivation in career guidance 

Knowledge of the basic principles of communication and intercultural 

communication 

Understand and describe gender mainstreaming and how it can affect 

career choices / paths 

Able to understand the differences and similarities between equality 

and equity and to discuss why it is important for career guidance 

Able to define own options for professional improvement and 

effectiveness 

 

Level 2:  

Able to apply the IGMA principles of career coaching in own 

professional context  

Able to apply interventions to increase client motivation in own 

professional context 

Able to apply general principles of client communication indifferent 

settings and with different clients   

Able to use the network to increase the effectiveness of career 

guidance and coaching 

Able to apply gender neutral counselling practices in direct contact 

with clients and network  

 

2.A.1. Guidance and motivation LEVEL 1  

INTRODUCTION  

This subject specifically addresses the role of motivation in making career choices. To 

understand the role of motivation it will be explained how the process of making a career 

choice takes place. Exercises will be offered on giving insight in the different stages of 
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making a career choice. Additional information will be offered on the 5 pillars which are 

essential for enabling women to make a choice when they encounter a crossroad or obstacle 

in their career path.  

Choice processes are part of each career path of women and of their everyday life. Exercises 

also intend to make participant aware on how they can use a choice problem to facilitate 

women in their thinking about careers and on how to manage them. 

Also part of this subject is the concept of motivational interviewing,  a coaching and 

guidance style which helps women to investigate and develop their own motivation for 

finding, exploring and reaching their career objectives. Information will be presented on 

what motivational interviewing is about. 
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EXERCISES  

For this subject the following set of exercises is available: 

2.A.1.1. Guidance and motivation (1) 

Learning 

objective: 

 Knowledge of general principles of career guidance according to IGMA 
 Knowledge of role of client motivation in career guidance 

Duration: 1 hour 

Procedure:  Participants demonstrate on how they work on guidance and 
motivation of clients in their daily work in a role-play, where one of the 
clients come for the information and the other has a problem to solve. 
Participants work in pairs.  

 Other participants and the trainer give feedback on each role-play.  

 Trainer introduces the theory on Kolb´s cycle for career choice and 
career counselling.  

 Trainer leads the discussion on finding client´s motivation for efficient 
career counselling based on individual needs. The starting point of the 
discussion is how we talk with the clients rather than to the clients.  

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting issues of career counselling and personal motivation.  
 

Supporting 

materials: 

Kolb´s cycle of four steps in career 

choice and career counselling  

2.A.1.1. Annex 1 

 

2.A.1.2 Guidance and motivation and career dialogue 

Learning 

objective: 

 Knowledge of general principles of career guidance according to IGMA 

 Knowledge of role of client motivation in career guidance 

Duration: 1 hour 

Procedure:  Participants work in groups of 4 to 5 people. In each group at least 2 
different organisations are represented. One person in each group 
describes his/her dream job. The goal of the exercise is to find out 
what is realistic and what is not realistic about this dream job and to 
give the individual an advice based on self-knowledge and motivation.  
 
The group leads the individual client through the following career 
dialogue elements: (trainer shortly introduces each one of them) 
 
Affective element and self-knowledge: building up good relationship 
and trust.  
 
Informative element: giving correct and clear information in order to 
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offer a couple of alternatives based on this information.  
 
Reflexive element: building up understanding of the situation and 
individual motives / barriers for taking the job.  
 
Activating element: setting up an action.  
 
Networking element: broadening the contact net and opening of the 
new doors.  
 

 Participants summarise the results of the discussion and give a 
common advice to the individual client.  

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Explaining the relevance of the five elements for a career dialogue and 
to individual motivation for making a career choice.  

 
Supporting 

materials: 

Five elements of career dialogue  2.A.1.2 Annex 1 

 

2.A.2. Guidance and motivation LEVEL 2 

INTRODUCTION  

Once the basic understandings of making a career choice and of having a career dialogue 

have been understood the focus now will be on using this knowledge to evaluate and 

improve one’s own professional skills and competences. Exercises will be offered on giving 

insight in the stages of a career choice. Additional information will be offered on the 5 pillars 

which are essential for enabling migrant and refugee women to make a choice when they 

encounter a crossroad or obstacle in their career path.  

Choice processes are part of the steps on the gradual progression ladder of migrant and 

refugee women. Feedback on the exercises also intend to make participant aware on how 

they can use the different professional roles of being an Integration Agent to facilitate 

migrant and refugee women in this choice process  and to help them become more self-

aware and more self-managing. 

Also part of this subject is the concept of motivational interviewing, a coaching and guidance 

style which helps the immigrant women to investigate and develop their own motivation for 
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finding, exploring and reaching their career objectives. Exercises will be offered on how to 

improve oneself in the different characteristics of motivational interviewing. 

EXERCISES  

For further elaboration of this subject the following exercises are available: 

2.A.2.1 The career dialogue (5 essentials) 

Learning 

objective: 

- Able to apply the IGMA principles of career coaching in own 

professional context 

- Able to apply interventions to increase client motivation 

- Knowing the 5 essential aspects of an effective career dialogue 

Duration: 1,5 hour 

Procedure:  Trainer introduces the 5 aspects of a career dialogue 

 Participants are asked to reflect on their own current career choice 

 Trainer asks participants to reflect on each of the 5 aspects of a 
career dialogue and to check whether these steps have been met 
properly or not 

 Trainer selects one of the presented examples 

 Participants are asked to discuss on how they could advise that 
person to improve each one of the 4 stages of choice making (see 
2.A.1.1) 

 Suggestions are discussed and trainer provides feedback 

 Participants are asked to check whether the choice has been based 
on a career dialogue 

 Trainer asks participants what suggestions could be given to 
enhance the quality of each of the 5 aspects of the career dialogue. 

Feedback:  Inventory of suggestions to increase different sorts of knowing 

 Inventory of suggestion for exploring activities which professional 
could arrange for while using the regional network 

 Inventory of suggestions how professional can use the regional 
network ford development  activities related to making choices 

 Inventory of action options the professional has 
Supporting 

materials: 

Checklist Career Dialogue essentials 2.A.2.1 annex 1 

 

2.A.2.2 The career dialogue (from experience to awareness) 

Learning 

objective: 

 Able to apply the IGMA principles of career coaching in own 

professional context 

 Able to apply interventions to increase clients motivation 

Duration: 75 minutes 
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Procedure: Before starting: Decide to focus either on current job position or on 

next career idea or ambition. 

Preparation: Trainer asks participants to reflect on their own working 

and learning experiences: What do/did you want to become? Why 

do/did you want that particular job/profession? What are (the) decisive 

criteria (in relation with your own character) or decisive 

aspects/notions which are appealing? 

 What relevant work experience are you reflecting on? (f.i. current 
job) 

 What did/do you consider very nice, very interesting, very 
important to DO? 

 What did/do you consider very nice, very interesting, very 
important to LEARN 

 

Group work: 

Trainers asks participants to interview each other in pairs 

 Why did you choose the job you just reflected on? 

 How do those reasons relate to your current ideas about what you 
like, find interesting and important? (what are the changes, how 
and why did/does it change? 

 Consistency over time? 
 

Trainer asks participants to promote their current job/work in a 

commercial or advertisement, stressing the values it represents, fit in 

conditions/circumstances and the joy it gives. 

Feedback:  What is it that motivates you to do what you do and to learn what 
you learn? 

 What hampers and helps you to be aware of that motivation and to 
express it? 

 What are your experiences so far with this kind of motivation and 
awareness of the target group/your clients? 

Supporting 

materials: 

- - 

 

2.A.2.3 Exercise on motivational interviewing (role-play) 

Learning 

objective 

Able to apply the IGMA principles of career coaching in own 

professional context. 

Able to apply interventions to increase client motivation. 
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Duration 60 minutes 

Procedure 1. If necessary, the IGMA trainer circulates copies of the handout on 
the basic principles of motivational interviewing, and goes through 
the text in plenary. Clarify doubts if needed. (15 min) 
 

2. The trainer explains the role-play exercise as described on Role-
play: Exercise on motivational interviewing. Clarify doubts. (5 min) 
 

3. The participants split into groups of three, where one participant 
plays the coach, one is the client, and one acts as an observer. The 
groups carry out the exercise and switch roles within the group 
when ready. (30 min) 
 

4. Discussion: The trainer askes for feedback on groups’ experiences 
with the exercise.  How did it go? Was it easy to motivate? How did 
the counsellor experience this kind of interview? Comments from 
the observer, as well as the client and counsellor.  

Feedback if 

applicable 

 Practice is key. MI is difficult and takes time to learn to use it in your 
professional environment.  

 Can be used for different kinds of topics and situations. 

 Many great online sources with videos and material on MI, as well 
as there are public and private providers who offer courses in MI.  

Supporting 

materials: 

Basic principles of Motivational interviewing  

Role-play: Exercise on motivational interviewing 

Video: example of change talk and employment 

2.A.2.3 Annex 1 

2.A.2.3 Annex 2 

2.A.2.3. Annex 3 

   

 

2.B.1. Guidance and Communication LEVEL 1  

INTRODUCTION  

How we communicate with other people, the style of the conversation we have, what we 

talk about and when we do it, this can vary significantly. Regarding our conversation we 

often have different goals (consciously or unconsciously), such as the way we seek to change 

the other person’s opinion (or even our own). In all these conversations, the relationships 

between the parties involved are very different, e.g. from high respect and openness, to the 

opposite. Aspects such as power, status, background, body language, culture, gender 

stereotyping etc. might again affect these things.  

 As a coach or trainer, it is crucial to be aware of cultural cleavages. They come in many 

forms, and they can affect conversations and the way we relate to one another in both 

hidden and obvious ways. It is crucial to know how to relate to your own biases (we all have 
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them!) and also how to communicate across barriers. In intercultural communication, the 

goal is to map factors that can make communication and interpersonal interaction easier, 

and it is based on good intentions, an open mind and flexibility as a starting point. In order 

to achieve a constructive dialogue between people of different backgrounds, two principles 

are fundamental: 

 Signal mutual respect and understanding for each other's background, i.e. empathy.  

 Ability to see things from different perspectives, i.e. “multi-perspectivity”. 

 

A good dialogue is based on mutual recognition of each other's backgrounds, not necessarily 

that they agree on how everything should be done (Bøhn & Dypedahl, 2009). 

This section of module 2 will focus on the basic principles of communication and 

intercultural communication, and introduce aspects on how awareness about different types 

of conversation and different “types” of people can help the coaches and trainers in their 

communication with the clients.  

EXERCISES  

For this subject the following set of exercises is available: 

2.B.1.1  Exercise on different types of conversation 

Learning 

objective 

 Knowledge of the basic principles of communication and intercultural 

communication. 

Duration 1 hour 

Procedure 1. Group discussions: the IGMA trainer facilitates two plenary group 
discussions (10-15 min. each): 
 

Discussion 1, conversations: What sorts of conversation we have with 

our clients. 

Discussion 2, on intercultural communication: How can cultural 

differences/similarities affect our conversations, and the way we conduct 

them? What are examples of typical situations when cultural differences 

occur? What can we do to work beyond these? Are women more or/less 

affected? Why is that ?  

2. Role-play: based on the discussions, the trainer instructs the 
participants to do two role-plays on how the participants (as coaches) 
would deal with clients who in come to see them: 

 Scenario 1: to get information 

 Scenario 2: to discuss a problem 
In groups of three (coach, client, observer) try both scenarios and 
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switch roles. 

3. Discussion in plenary with observations and feedback. The IGMA 
trainer might ask: 

- How do the participants deal with conversations where information 
is the target, versus when a problem is at the core?  

- How do they reflect upon intercultural aspects in meeting 
participants?  

Feedback, if 

applicable 

For reflection: How can you know that the information or the solution 

you gave was actually understood by the client? 

Is it (help to find) information or (help to find) a solution that the client is 

seeking?  

In either cases, the coach should consider to not simply “give the 

answer”, but through the conversation try to get the client to 

comprehend how or where to find the information he/she seeks, or how 

to deal with the problem.  

If a solution/or information has simply been given to the client, chances 

are greater that he/she will not fully “take it in” as his/her own, despite 

seemingly agreeing and understanding during the conversation. They 

might not follow up on it, because it was not found by themselves, so 

that they therefor do not feel the same kind of “ownership” to it.  

The coach must consider that there might be more behind the 

conversation subject that what is shown in the conversation. Things 

might be more intricate. By trying to get the client to suggest solutions 

and take an active part of finding information, he/she will more likely 

come up with ideas that cover also the hidden aspects of the client’s 

needs.   

Supporting 

materials: 

Bibliography: Jacobs, A. Cross-cultural 

Communication. Groningen: Noordhoff, 2012 

Overview: different types of dialogues 

2.B.1.1. Annex 1 

 

2.B.1.1. Annex 2:  

 

2.B.1.2  Exercise on talking with clients 

Learning 

objective 

Knowledge of the basic principles of communication and intercultural 

communication. 

Duration 45 min 
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Procedure 1. The trainer briefly presents some of the main characteristics of the 
career dialogue, as a specific type of conversation the 
coaches/trainers have with their clients.  

o What is a career dialogue? What is the aim of such a 
conversation? etc. 

2. The trainer, together with participants, makes an inventory about the 
career dialogue, asking the participants about how they would 
connect/relate the following aspects to the career dialogue:  

a) dialogue for identifying problems;  
b) active listening, including techniques such as summarizing, 

paraphrasing, reflection of feelings, empathy;  
c) interview techniques;  
d) tasks and responsibilities of a coach/trainer in the career dialogue; 
e) different roles of coach/trainer in a career dialogue. 

 
The group discusses these aspects in plenary, as a way to reflect upon 

the complexity of the career dialogue, and how many aspects it may 

contain.  

- If needed, the trainer can give the participants the handout on career 
dialogue for support. 

3. Finally, the trainer tries summarizing briefly the key elements that 
the group found to describe the career dialogue as a type of 
conversation.  

Feedback (if 

applicable) 

The career dialogue is a profiling process, made in order to be able to 

make a choice.  Do clients know what they want / what they can? 

Throughout the process, the coaches/trainers need to ask themselves:  

 Do we know enough about the clients to be able to guide and to 
motivate them, to explore own strengths and weaknesses, to explore 
opportunities and use all this to make a choice?  

 What do we actually know and how do we use that knowledge?  
 

Supporting 

materials: 

Career dialogue essentials 2.A.2.1. Annex 1. 

 

2.B.2. Guidance and Communication LEVEL 2 

INTRODUCTION  

In coaching, being able to identify your clients’ type and needs is an invaluable skill. It turns 

your relationship with a client into an opportunity to trace potential problems / threats / 

opportunities and explore ways to handle them. It is one of the building blocks of a 
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professional relationship. Each type has specific needs and the ability to make considerable 

changes. 

Client communication is structurally different from casual or literary communication. It has 

its own principles, objectives, language patterns. As a coach/case manager, you will 

encounter a range of client types. Being able to identify who you are dealing with allows you 

to develop the right strategy to maximize your interactions with him/her. Mastering client 

communication will make you a more effective coach, increase your sphere of influence, and 

help improve counselling efficiency. 

This section of module 2 will focus on the general principles of client communication in 

different settings and with different clients. 

 

EXERCISES  

For further elaboration of this subject the following exercises are available 

2.B.2.1 Exercise on dealing with different types of clients 

Learning 

objective: 

 Able to apply general principles of client communication in different 

settings and with different clients 

Duration: 1,5 hours 

Procedure: In coaching, being able to read people and quickly get a sense of who you’re 

dealing with is an invaluable skill. It turns your encounter with a client into 

an opportunity to catch a glimpse of a potential problem / threat / 

opportunity and how it needs to be handled. It is one of the building blocks 

of a professional relationship. As a coach/case manager you will encounter 

a range of client types. Being able to identify who you are dealing with 

allows you to develop the right strategy to maximize your interactions with 

them. 

The trainer should give a general description on client communication and 

explain that each client has different drives, needs and possibilities, even 

when they belong to the same target group. 

Participants are invited to describe a situation where they had to deal with 

totally different clients and how they handled the situations. They are 

invited to use own experience from their everyday interactions with clients, 

and compare common as well as different approaches and responses. 
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After the brainstorming talk, the trainer hands out “2.B.2.1 annex 1” and 

presents the three typical client profiles (verbally and nonverbally) and the 

way we normally respond to them as a coach / case manager. 

Group discussion on strategies and advice on how to deal with shy clients, 

dominant clients, pleasing clients. The trainer encourages the participants 

to answer the following topics: 

 What are the important conditions to be able to learn more about 

the individual clients? 

 How could IA professional arrange these conditions? 

Trainer explains that agents should have to work client-centred, in relation 

to specific needs and client’s possibilities. 

Feedback (if 

applicable): 

 Feedback and repetition on the different types of clients 

Supporting 

materials: 

Handout: Types of Clients and coaching strategies 2.B.2.1 Annex 1 

 

2.B.2.2. Exercise on Hoffman model 

Learning 

objective: 

 Able to apply general principles of client communication in different 

settings and with different clients 

Duration: 1 hour 

Procedure: The trainer gives a general introduction to the H-model for coaching. H-

model is used for the inventory of the current situation of a client: the 

ambition, the resources as well as the barriers. This helps to make decisions 

on the next relevant and achievable action. 

In order to help participants, understand how the model works, he/she 

hands out “2.B.2.2 annex 1” and “2.B.2.2 annex 2” and divides the group in 

smaller groups of 4 persons. 

Each group is given half an hour to read through the description of the H-

model and the case study. 

The groups discuss the case study given to them and analyse it in 

accordance to the model. They need to discuss barriers, including gender 

barriers, and how to solve them using the H-model. The important aspect is 

to brainstorm on the role of the integration agent in this process. What is 
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the integration agent required to do? 

The trainer facilitates the discussion of all groups and discuss in plenary the 

findings and feedback. 

The trainer summarises: What is the most difficult barrier to overcome 

based on this analysis? 

Feedback (if 

applicable): 

 Short feedback and repetition: the H-model helps the coach to 
systematically analyse the position and options of the client: what the 
client wants, what she needs, what the client already is capable of and 
what should therefore be the next (development) step. 

Supporting 

materials: 

Description of the H-model 

Example case study (Shoriful) 

2.B.2.2 annex 1 

2.B.2.2 annex 2 

 

2.B.2.3. Exercise on intercultural dimensions 

Learning 

objective: 

 Able to apply general principles of client communication in different 

settings and with different clients 

Duration: 1,30 hour 

Procedure: The trainer gives a general introduction on the 5 cultural dimensions of the 

Hofstede model. Hofstede's cultural dimensions theory is a framework for 

cross-cultural communication, describing the effects of a society's culture 

on the values of its members, and how these values relate to behaviour. 

In order to help participants, understand the Hofstede model, he/she hands 

out “2.B.2.3 annex 1” and divides the group in smaller groups of 4 persons. 

The trainer gives 45 minutes as preparation time. 

 In small groups participants map the main cultural differences between 
one or two individual clients coming from another country and the host 
country (It should be included at least one gender bias example) 

 Discussion in a big group if they recognize the described dimensions 
from their own experiences.  

 The trainer facilitates the discussion using the following questions: 
o Analyse the cultural differences between one of your clients 

and your country 
o What are the main differences?  
o Regarding coaching do you think a specific role is more relevant 

for the kind of cultural background? Why? Why not?  
o Summarize how you would communicate an initiative your 

client might benefit from. 
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Feedback (if 

applicable): 

 Feedback and repetition: The Hofstede model does not offer the truth in 
every situation. Integration agents deal with individuals with different 
cultural background. The model demonstrates that sometimes we are 
not aware of the influence our own cultural heritage / wiring has on our 
behaviour and communication. Therefore, it helps to look at people from 
a different perspective offering support and explanations when needed.  

Supporting 

materials: 

Intercultural dimensions  2.B.2.3 annex 1 

2.C. Guidance and gradual progression 

2.C.1. Guidance and Gradual Progression LEVEL 1 

INTRODUCTION  

This subject allows the design of a progression ladder adapted to specificities of diverse 

types of clients and the local stakeholders’ network. The group exercises allow coaches to 

apply the IGMA methodology to concrete profiles that also respond to their professional 

reality. In this way, the knowledge and the implementation of the general principles of 

career guidance are shown in a realistic way.  

The first exercise activates the awareness of the role of the case manager on the three levels 

of IGMA: the professional relationship with the client, the interaction with the different 

organisations of the stakeholder’s network that provides support to the same clients and, 

finally, the management processes inside their own organisation. 

The second exercise enables the case manager to establish together with the client the short 

and long term objectives following the SMART action planning and to measure the level of 

attainment in order to support clients in their progression. 

EXERCISES  

For this subject the following set of exercises is available: 

2.C.1.1. Designing a progression ladder 

Learning 

objective: 

 Knowledge of general principles of career guidance for women 
according to IGMA 

 Knowledge of role of client motivation in career guidance 
Duration: 2 hours 

Procedure:  Trainer welcomes participants and explains briefly the objectives and 
learning outcomes of the exercise.  

 Coaches are invited to introduce their current job position, role and 
responsibility of their organisation in reducing (risk) of female 
unemployment. 

 Trainer starts a discussion in which participants describe different 
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client’s profiles they work with and the type of relationship they keep 
with them as coach / case manager. These profiles are summarised on 
a board or flipchart. 

 Trainer shortly explains the background of progression ladder and its 
main sections. 

 Trainer questions participants about what parts of the progression 
ladder they identify in their daily work with the target group and what 
kind of organisations are responsible for their implementation at local 
level.  

 A brief discussion is initiated about interaction between IA and clients 
in the different steps of the ladder. 

 Trainer makes inventory of subjects mentioned and orders them. 

 Participants, in small groups, design a progression ladder adapted to 
one of the client’s profiles described at the beginning of the exercise. 

 Finally, each group makes a presentation of their progression ladder 
and receives feedback from other groups. 

Feedback (if 

applicable): 

Trainer shortly summarizes main issues mentioned.  

 Connects discussion to general principles of case management and 

counselling according to IGMA.  

 Connects discussion to the concept of client motivation in career 
guidance. 

Supporting 

materials: 

Lulea example of progression ladder   1.B.2.2. annex 1  

 

2.C.1.2  Short term and long term goals respecting the ladder 

Learning 

objective: 

 Knowledge of general principles of career guidance for women 
according to IGMA 

 Knowledge of role of client motivation in career guidance 
Duration: 2 hours 

Procedure:  Trainer welcomes participants and explains briefly the objectives and 
learning outcomes of the exercise.  

 The trainer asks the whole group to define a common profile of client 
they are working with and the kind of techniques they used to get to 
know client’s needs and options. This information is written down on a 
flipchart or board following the scheme of a progression ladder. 

 Trainer introduces the concept of action planning and goal setting 
accordingly to IGMA methodology. 

 With the new input, the whole group proposes changes according to 
IGMA methodology and designs short term and long term objectives 
and actions following the SMART methodology.  

 Finally, the group discuss about how to monitor the level of 
attainment, possible obstacles and how to face them within the 
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guidance process. 
 

Feedback (if 

applicable): 

Trainer shortly summarizes main issues mentioned.  

 Connects issues with different parts of the training the participants will 
have.  

 Connects discussion to career dialogue, types of clients and client 
profiling. 

Supporting 

materials: 

Lulea example of progression ladder 1.B.2.2. annex 1  

Summary of SMART action planning  

Template for making an action plan according to 

IGMA   

1.C.2.1. annex 1  

1.C.2.1. annex 2 

 

2.C.2. Guidance and Gradual Progression LEVEL 2 

INTRODUCTION  

Career choice is developed as a result of one’s surrounding, family, friends, circumstances, 

personal believes, motivation, gender stereotyping etc. All these factors are elements that 

influence a career path. Therefore a career is seldom a straight line. Goals seeming clear at 

the beginning appear to be ambiguous and new ones constantly develop. Again and again an 

individual has to make choices. The labour market forces people in this position more than 

before. Lifetime employment is no longer usual. This requires a different approach to career 

counselling and guidance. 

Exercises address guidance approaches to ensure gradual progression based on individual 

needs and circumstances. This builds on the theory given in the exercises in “Guidance and 

Gradual Progression LEVEL 1”, equipping the counsellor with tools to implement in daily 

work.  

EXERCISES  

For further elaboration of this subject the following exercises are available 

2.C.2.1. Guidance and gradual progression: H-model 

Learning 

objective: 

 Able to apply interventions to increase client motivation 

 Able to use the network to increase the effectiveness of career 

guidance and coaching 

Duration: 0,5 hour 

Procedure:  Trainer explains the concept of H-model.  

 Participants work with H-model in relation to gradual progression. 
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They work in pairs where one of the participants is a coach and the 
other one is a client. The coach leads the discussion for identifying the 
main individual objective according to the progression ladder. The 
coach analyses five areas of H-model identifying the main barriers. The 
exercise finishes with the discussion on how the barriers can be 
overcome and what activities / resources are required for that.   

 Participants reflect on applicability of H model in their daily work for 
planning and ensuring gradual progression of the clients.  

 
Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting H model to the Lulea ladder for ensuring gradual 
progression of clients.  

 
Supporting 

materials: 

Theory on H-model 2.B.2.2 Annex 2 

 

2.C.2.2. Guidance and gradual progression 

Learning 

objective: 

 Able to apply interventions to increase client motivation 

 Able to use the network to increase the effectiveness of career 

guidance and coaching 

Duration: 1,5 hour 

Procedure:  Participants apply H model for collecting client information for 
efficient counselling in the network. They work in groups of 4 to 5 
people with the case study Shoriful. The task is to collect information 
for each “leg” of the H model analysing what is available, what 
potential hinders are there and how they shall be solved. The 
information is documented in the template for communication and 
information sharing.  

 
Some of the support questions in relation to H model: 
 
1. What is an overall individual objective of the client from the 

perspective of the client (based on the available information)? 
2. What is an overall individual objective of the client from the 

perspective of the coach (based on the available information)? 
3. Are these objectives similar? What are the differences?  
4. What is a relevant activity to support the client at this stage?  
5. What does the client do to achieve the overall objective?  
6. Does the client need tailor-made support from the network? 
7. Has the client and the coach managed to formulate the realistic 

goal acceptable by both? What is the difference between this 
goal and the overall objective of the client?  
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8. What information shall be transferred to the next 
organisation(s) in the igma ladder to share the short-term and 
long-term objectives with the network?  

 Participants present their results to the big group and give feedback to 
each other.  

 Participants discuss applicability of H model for information sharing in 
their local network.  

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting H model to the progression ladder for information sharing 
in the network in order to ensure common strategy on intervention.   

 
Supporting 

materials: 

Theory on H-model  

Case study Shoriful  

Template for communication and information sharing 

2.B.2.2 Annex 1  

2.B.2.2 Annex 2 

1.B.2.1 Annex 1 

 

2.D.1. Guidance and Action Planning LEVEL 1 

INTRODUCTION  

This subject introduces the concept of Action Planning and the setting up of goals.  Action 

Planning is a crucial factor for the successful progression of the clients on the progress 

ladder. Therefore coaches should pay attention on how to develop a SMART action plan for 

their clients bearing in mind the skills and priorities of their clients as well as options 

available, and actions required to be implemented within specified time frames. The 1st set 

of exercises aims to develop the knowledge, skills and attitudes of the participants in order 

to develop realistic action plans for their clients.  

Beyond action planning, the setting up of realistic of goals assures that action planning relies 

on achievable goals. Action planning will fail if coaches do not have the capacity to guide 

their clients to setup up realistic goals. S. Covey’s “7 Habits of Highly effective people” will be 

used to raise the awareness of how we ourselves see our own professionality and how we 

can influence our own development and success.  

EXERCISES  

For this subject the following set of exercises is available: 

2.D.1.1. SMART action planning 

Learning  Knowledge of the concept of SMART Action Planning 
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objective:  Knowledge of the main criteria a SMART action plan needs to 
comply with  

 Be able to create a SMART action plan 

 Be able to liaise an action plan with the progress ladder  
Duration: 2 hours 

Procedure:  The trainer makes an introduction to action planning, working 
SMART and their connection to the progress ladder (30´) 

 The participants work in small groups and make a short action 
plan (planning the next action) for one of their clients. For the 
chosen cases the group discusses:  
a. the position of this client on the progress ladder;  
b. barriers which they find by using the H-model systematically 

for describing discrepancies between wishes and achievable 
goal;  

c. current situation (thinking, doing, feeling);  
d. competences of the client;  
e. the potential cultural differences according to the Hofstede 

model and how to deal with them;  
f. combine all the above elements and develop the next 

achievable step;  
g. describe this action in a SMART way, dividing the required 

responsibilities for the client and coach. (60´) 

 The groups shortly present their experiences of this exercise: 
what went well, what was difficult, how could they improve 
themselves? (10´) 

 The participants discuss whether responsibilities laid down in  
the action plan are clear and are divided in a way that they 
indeed stimulate self-management. (20’) 

Feedback if 

applicable): 

Trainer shortly summarizes main issues mentioned.  

The trainer uses one of the Action Plans developed by a group and 

reviews with the participants whether the plan complies with the 

main criteria. 

Supporting 

materials: 

PowerPoint Presentation on Action Planning  

Reading Materials: Smart Action Planning  

Handout: Action Plan Template (with 

explanations of the fields in the template) 

2.D.1.1 annex 1 

1.C.2.1 annex 1 

2.C.2.1 annex 2 

 

 

2.D.1.2. Exercise on setting goals 

Learning  Knowledge of the 7 Habits of Highly Effective People 

 Understand how the 7 Habits improve the setting up and 
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objective: achievement of goals 

Duration: 1 hour & 20 minutes 

Procedure:  The Trainer makes a short introduction on Self-management and 
personal effectiveness based on main points of S. Covey “7 Habits 
of Highly effective people”. (40´) 

 The Participants reflect on their own habits: a) how do they deal 
with those 7 habits? b) What can they learn from this? (use 
Annex 2) (15’) 

 The participants a) evaluate individual clients, discussed in 
exercise 2.D.1.1, how they score on these 7 habits? b) What does 
this mean for the IA professional in their work relation with 
clients? c) What are the main development points for each 
participant? (use Annex 3) (15´)  

 Revision of 7 habits. Watch the video (10’) 
Feedback if 

applicable): 

Trainer shortly summarizes the 7 habits and provides an example of a 

successful person: What were his habits and how these habits have 

led to a successful and fulfilled personal and professional life.   

Supporting 

materials: 

Summary sheet of the 7 Habits  

PowerPoint Presentation of the 7 Habits 

The 7 Habits and how I deal with each one 

The 7 Habits of my client and how this affects my 

work with him/her  

Video: How to be successful in Life? 

https://www.youtube.com/watch?v=ktlTxC4QG8g 

1.A.2.1. annex 1 

2.D.1.2. annex 1 

2.D.1.2 annex 2 

2.D.1.2 annex 3 

 

2.D.1.2 annex 4 

2.D.2. Guidance and Action Planning LEVEL 2 

INTRODUCTION  

This subject focuses on Career Guidance and sharing information. Carrier Guidance Skills 

refer to the ability of the coach to carry a career guidance conversation with a client 

respecting basic communication rules and techniques (i.e. defining time to be allocated and 

purpose of the meeting, using active listening, creating friendly environment etc). 

Additionally, this subject focuses on the notion that Career Guidance/Counselling is about 

guiding the client in making his/her own decisions on his/her careers; it is about talking 

“with” the client and not “to” the client. Information gathered in career guidance sessions 

should also be effectively shared so that the case manager and/or coach/trainer who will 

https://www.youtube.com/watch?v=ktlTxC4QG8g
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undertake the implementation of the next step(s) is well informed. Information and 

therefore time spent with a client should not be wasted as it will contribute to the client’s 

progression/next steps. 

The 1st exercise is practical and aims to highlight/stress through role plays “ dos and don’ts”  

in Career Guidance; the reflection on the role plays identifies the techniques and basic rules 

in Career Guidance. During this exercise sstrategies and advice on how to deal with shy, 

dominant and pleasing clients are also discussed. The 2nd exercise focuses on how the 

information is shared. This exercise aims to underline the importance that information 

shared should be self-explanatory and adequate for the case manager/coach to have a clear 

picture of the clients’ development needs and on what can to be done next. 

EXERCISES  

For further elaboration of this subject the following exercises are available 

2.D.2.1 Exercise on resources and action planning 

Learning 

objective: 

 Be able to apply general principles of client communication in 

different settings and with different clients 

Duration: 1,75 hours  

Procedure:  The trainer facilitates a Group discussion on the kind of 
conversations participants have with their clients. (20´) 

 Focus on career dialogue encountering a crossroad in the career 
path. Participants organize a role-play where some participants 
play clients submitting job applications and fail. Some participants 
play coaches using 6 elements of career dialogue (refer to annex 
2). Role-play and group observation follow by feedback by the 
group and the trainer. (30´) 

 Group discussion on the topic “How do we assure that we talk 
with clients instead of to clients?” (15´) 

 Summarizing some important conditions which relate to dialogue 
for identifying problems as well as giving advice:  

 * Process of making choices  Do clients know what they want / 
what they can? 

 * On the process and aspects of profiling  Do IA professionals 
know enough about their clients to be able to guide and to 
motivate them, to explore own strengths and weaknesses, to 
explore opportunities and use all this to make a choice? What do 
we actually know and how do we use that knowledge?  (refer to 
annex 2 (15´) 

 Discussion on strategies and advice on how to deal with shy 
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clients, dominant clients, pleasing clients. What are important 
conditions to be able to learn more about the individual clients? 
How could IA professional ensure those conditions? (see annex 3) 
(10´) 

 Allow 10 minutes for participants to review Annex 3. (10’) 
Feedback if 

applicable): 

 Feedback and repetition on the topics of: respect, transparency, 
communication, realism in individual choices, achievable goals, 
well-appointed and shared responsibilities in the provision 
network. (15´) 

Supporting 

materials: 

Career dialogue & Basic Conversation Skills 

Types of Clients and Communication Strategy 

Client Profiling 

Guideline for Collecting Client Information 

2.A.2.1 annex 1 

2.B.2.1 annex 1 

2.D.2.1 annex 1 

2.D.2.1 annex 2 

 

2.D.2.2. Exercise on sharing information 

Learning 

objective: 

 Able to apply general principles of client communication in 
different settings and with different clients 

Duration: 1 hour 

Procedure:  In groups of 4-5 participants (preferably representing at least 2 
different organisations) the participants should design a common 
progression ladder for one of the clients they work with, within 
their organisations.  Each one of their individual clients should be 
placed at a concrete step of the ladder. Each group should provide 
evidence of why the specific step is chosen. Then each group 
should describe the challenge in taking the next step on the ladder 
for each of the clients and explain why.  Finally the participants in 
each group should write down what information is officially 
collected by their organizations according to the general current 
procedures. (30’) 

 Ask the participants to communicate their findings using the 
Summary Communication sheet (refer to annex 1) and pass the 
sheet to another group. The other group must present the 
information gathered to the rest of the class. (30’ – 10’ per group).  

Feedback if 

applicable): 

 The participants of each group should provide feedback on 
whether the information gathered is explanatory and adequate for 
them to have a clear picture of the clients’ development needs 
and on what can to be done next. 

Supporting 

materials: 

Summary Communication Sheet 2.D.2.2 annex 1 
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2.E. Guidance in a gender perspective 

2.E.1. Guidance in a gender perspective 

INTRODUCTION  

This subject introduces guidance towards education and employment taking into account 

biases and stereotyping of the individual as well as in the context of the individual. Career 

guidance is not free of gender stereotypes neither theoretically nor at the applied level. It is 

no coincidence that in the relevant literature women are classified in the "special sub-

groups" along with minorities. In recent decades, research has highlighted the role of gender 

in education and employment, as well as differences between the genders in terms of the 

obstacles they face in developing their careers. 

Obstacles that arise as a result of social norms, ideologies, representations, practices, 

policies and institutions contribute directly or indirectly to the perpetuation of women 's 

limited access to resources and chances. However, Careers Guidance is based on some basic 

premise and principals, which then constitute the framework in which the service needs to 

be delivered: 

a. Employment plays a central role in human life, as long as a person is able to acquire and 

highlight skills and choose from a range of career options; 

b. Decisions must be based on a rational match of individual characteristics to those of the 

profession; 

c. Career development is (unrealistically) perceived as a rational linear moving forward, 

leading deterministically the individual to greater responsibility and complexity at work, 

rising to job hierarchy and financial reward; 

d. Talent and hard work are paid; 

e. Employment is considered to facilitate the individual's autonomy, with work their financial 

security and success. 

 

In order to provide guidance focused on preventing gender biased perspectives and 

solutions the professional should be aware of gender mainstreaming theory, tools and 
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procedures, as they have to introduce the gender perspective to all of their activities and 

understand that even when they are dealing with male clients they have to follow the same 

route in order to promote gender equality  and also equity.  In such a way a core 

transformation, related to everyday activities can take place and transform everyday 

activities, and eventually networks and society. 

2.E.1. Guidance in  a gender perspective LEVEL 1 

 

INTRODUCTION  

This part of the module focusses on a better understanding of the concept of equity and 

equality and increase the awareness on how gender mainstreaming is affecting options as 

well as choice processes and as a consequence the career path of immigrant women. 

EXERCISES  

For further elaboration of this subject the following exercises are available 

2.E.1.1. Exercise on equality and equity  

Learning 

objective: 

 Being able to understand the differences and similarities 
between equality and equity and to discuss why it is important 
for career guidance 

Duration: 30 minutes 

Procedure:  Read to the whole group the Aesop’s fable the Fox and the 
Stork.  (5’) 

 Start a discussion using the following questions: 
Were the animals treating each other as equals;  
Did this have good outcomes for both of them;  
If instead of equality there was equity what would the outcome 
be; (10’) 
Read to the participants the statement : "A great challenge in 
the drive to promote equality is identifying and pointing out the 
obstacles and constraints that exist, as well as the opportunities 
to take advantage for everyone, as well as the design of 
interventions and guidance meetings that are  tailored to the 
real needs of any social group that will lead to an equal 
enjoyment effect of the outcome'. And then discuss with the 
participants how this affects their job and what do they do to 
promote equality and equity in their everyday activities  and 
their organisation. (15’) 
 

Feedback if The participants should be able to point out from the fable that 
equity is not the same as equality, however we need both to have 
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2.E.1.2. Exercise on gender mainstreaming  

Learning 

objective: 

 Being able to understand and describe gender mainstreaming 
and how it can affect career choices / career paths 

Duration: 1  hour 

Procedure:  Give the participants a handout explaining gender 
mainstreaming and some time to read it.  (15’) 
Show them the video of the European Institute of Gender 
Equality (EIGE) for the gender mainstreaming as well as the 
video “Sustainable Gender Equality - A film about gender 

mainstreaming” by the Swedish Association of local authorities and 
regions (15’) 
Discuss with them how could gender mainstreaming affect their 
everyday activities? 
What they need to change in their guidance services in order to 
follow the gender mainstreaming? 
What needs to change in their organisation/society/ mass 
media? 
 

Feedback if 

applicable): 

 The participants should come up with many ideas, however 
there may be those that believe that since discrimination is not 
legal it is not taking place, and maybe this is something that is 
taking place in countries where women have fewer legal rights. 
In that case invite them to read the comments of the videos 
that are mostly written by people from western countries with 
established legal rights for women, in order to understand the 
importance of the issue.   
 

Supporting 

materials: 

PDF file “What is gender mainstreaming? (tip 

you may use another handout in your 

language instead of translating it) 

 

2.E.1.2 annex 1 

 Videos about explaining gender 

mainstreaming  

2.E.1.2 annex 2 & 3 

 

applicable): the best results possible. In continuance and through the statement 
they will discuss and come to the same conclusion , with reference 
to their everyday environment. You may also ask them to present 
an example.  

Supporting  

materials 

Aesop Fable : The Fox and the 
Stork 

2.E.1.1. annex 1 
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2.E.2. Guidance in a gender perspective LEVEL 2 

 

INTRODUCTION 

After understanding the importance of equality and equity as well as gender mainstreaming, 

the trainee will now be better acquainted with how a gender perspective may affect their 

job as well as develop their guidance in a gender neutral approach. With the exercises below 

the trainer will have the chance to apply the knowledge acquired in the previous section.  

It is very important to understand that when a woman needs to pass from unemployment to 

employment, it is a very different situation than a man has to face, and is usually 

accompanied with many more barriers related to gender issues in all domains of personal 

life and the professional life.  

The first exercise focuses on how one can “eliminate” the barriers that are preventing 

women from employment and/or education based on their own and their networks’ 

experience and how the barriers can ultimately create opportunities.  

The second exercise is a case study that will intrigue the participant to use both the 

knowledge acquired during this training as well as their professional training and their 

overall education.  

EXERCISES  

For further elaboration of this subject the following exercises are available 

2.E.2.1. Exercise on gender barriers   

Learning 

objective: 

 Being able to understand gender barriers and find ways that 
those may be overcome and or even made useful when 
promoting a woman to employment and education. 

Duration: 2  hours 

Procedure:  Give the participants several post – it notes and ask each of 
them to write down as many barriers as they can think about 
concerning women’s employment and or education. At the 
same time design a matrix on a flip chart or the blackboard with 
several categories like Family , Working hours, Payment gap, 
Sexual harassment, other (feel free to use more).  (10 ‘) 

 The trainer then asks  the participants to put their Post-its 
under the categories that seem to mostly fit the concept (5’) 

 The trainer divides the group into teams of 4-5 persons and 
then selects Posts its from various categories and give those to 
each team. The trainer will then ask each team to imagine they 
had a client with these barriers and asks them to create a 
background story for her, how old is see, what is her name 
what is her history, etc. whatever seems most fit to the team 
(15’) 
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 The trainer then asks the trainees to see how those barriers 
have helped her in developing several competences that she 
wasn’t aware off and develop a progression and action plan 
that is putting those competences to use. (1 hour) 

 Finally all the teams present their story and their plan to the 
rest of the team and receive feedback.  (30’ ) 

  

Feedback if 

applicable): 

 It would be a great opportunity to use the Lulea progression 
ladder in combination with action plan according to IGMA. 

 All the steps should be revealed once the previous one has 
finished, except the last two that have to do with the 
development and presentation     
 

Supporting 

materials: 

Lulea example of progression ladder 1.B.2.2. annex 1  

 Template for making an action plan according 

to IGMA   

 1.C.2.1. annex 2 
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2.E.2.2. Gender Bias   

Learning 

objective: 

 Identifying factors that result in gender bias and propose plans 
to avoid those in the future.  

Duration: 1  hour 

Procedure:  The trainers gives the “Unconscious Gender Bias in a 
Development Organisation” case study to the participants 
and give them some time to study it  (10 ‘) 

 Then the trainer poses the following questions to the team  
1. For the factors identified, discuss which relate more 

directly to practical needs and which to strategic 
interests of female staff. 

Or 
2.  Review the factors identified in the staff survey, and 

discuss the practical and strategic dimensions of each. 
3.  If you were a senior manager faced with the same 
situation, how would you approach it? 
4.  What conclusions and recommendations can you draw 
for the Office of Human Resources, which is monitoring 
gender balance in the organisation.  And facilitates the 
discussion (40’) 

 The trainer compile the results and conclude the 
conversation (10’) 

  
Supporting 

materials: 

“Unconscious Gender Bias in a Development 

Organisation” case study  

2.E.2.2. annex 1  
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Module 3:  

IGMA individual profiling and assessment towards labour market and AVET  

Introduction 

To enable women refugees and migrants to become active citizens and stimulate their 

inclusion in society coaches need to be able to build on the competences and skills of their 

clients as well as on the development possibilities and capacities they have (profiling). It is a 

process in which coaches need to have a good understanding of entrance requirements of 

education, labour market and the society in general, as well as of the woman’s 

competences, skills and prior experiences. The work of the coach is to plan activities and 

follow-up which are able to close the existing gaps between the two.   

In module 2 we have looked into the area of action planning. For good action planning and 

coaching a client along the progression ladder according to the IGMA methodology, a certain 

amount of information on the woman is necessary. This is what this module is all about. The 

intent of this module however is not to turn coaches and case managers into professional 

assessors. If this kind of expertise is required at a certain stage in the woman’s progress, this 

should be subcontracted by specialist services in this area. The objective of this module is to 

make coaches and case managers aware of how to look into certain specific hard and soft 

competences and skills, and on how this information can be used to facilitate progress and 

action planning. A second objective is to make coaches aware of the conditions required to 

have a better understanding of their clients. 

In this module the focus will first be on looking into the general requirements the labour 

market puts on individuals to be able to enter education or to apply for a job, whether it is a 

paid job, starting their own business or entering into voluntary work. This module will also 

address ways of collecting and assessing information regarding clients’ competences, skills 

and prior experiences. Exercises will be offered to gain insight in what employers are looking 

for, what the differences are for entering education, and on how coaches can use this 

knowledge to help raise the awareness and motivation of refugee and migrant women in 

developing themselves. 

The second area of focus is looking at the requirements of our society: a society which has 

put high value on lifelong learning and on self-managing citizens who are able to find their 

way and to make use of the services and benefits our society has to offer. Many of the 

women in our target group are at risk of staying at the fringes of society. The active 

citizenship scale will be introduced as a tool to assess the way these women are connected 

with society and what coaches and case managers can do to support development of 

integration. Working toward more integration will also contribute to the development of 

skills and competences needed for the working life. Exercises will be used to familiarize 

oneself with the ACS scale and how to use it for coaching. 
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The third section of this module is on gaining a better awareness of the hard and soft skills 

and competences of the women, to be able to explore existing gaps and step by step plan for 

achievable action.  Special attention will be given to portfolio building and the use of prior 

acquired knowledge and experiences, and on how this information is related to the use of 

the gradual progression ladder. 

The last section of the module is focussed on how to assess with a gender perspective.  A 

person’s gender remains a significant influence in socio-economic inclusion throughout EU 

countries.  Women continue to face significant obstructions due to their gender in relation 

to meaningful and equal employment and pay.  Women refugees and migrants are especially 

affected by their gender status, both in relation to prevailing attitudes within the host 

country and also within their own communities and families.   

Women refugees and migrants are less likely to have the basic soft and hard skills to gain 

employment, including a less competent level of the host countries’ language skills.  They 

are more likely to have significant family caring responsibilities (children, husbands and older 

members of their families).  

In this section focus will be on gaining knowledge of what a gender perspective involves, and 

how to use assessment tools in a way that not only extracts information, but also supports 

the relationship with the client. 

Materials offered in this module are grouped in four categories: 

a. Individual profiling and assessment toward labour market / AVET 

b. Key competences for active citizenship 

c. Assessing hard and soft skills 

d. Gender Sensitive Profiling and Assessment 

Additional supporting documents for this introduction: Exercise on creating conditions to 

learn more about clients; Intro on key competences for the working life; Example progression  

ladder; exercise on designing a progression ladder; Advice on collecting information. 

Learning objectives and outcomes of module 3 

General objectives: Objectives per Level: 
 

General understanding of IGMA-

Femina profiling and the use of 

key competences for progressing 

clients 

Able to apply the general 

Level 1: 

Knowledge to distinguish different skills and 

competences of clients and how to assess them 

Knowledge to define and differentiate different 

development opportunities for the progression of 

 



 

85  

 

principles of IGMA-Femina 

profiling in their own 

professional context. 

General understanding of active 

citizenship and its related 

competences 

Able to apply development of 

active citizenship in own 

professional context and 

network 

Able to apply knowledge of 

gender bias of professional and 

client in an assessment 

individual clients  

Knowledge regarding the use of client motivation in 

assessing development and planning development 

opportunities  

Knowledge of gender bias in an assessment 

situation and knowledge regarding prevention 

measures  

Able to define own options for professional 

improvement and effectiveness 

Level 2: 

Able to apply knowledge on different skills and 

competences of clients in coaching  

Able to make use of regional  opportunities for the 

progression of individual clients  

Able to apply knowledge on prevention of gender 

bias in assessment and in the assessment context 

Able to define own options for professional 

improvement and effectiveness 

 

 

3.A.1. Key competences for entrance to employment and education LEVEL 1  

INTRODUCTION  

This subject enables coaches to identify most relevant skills required by employers and 

connect them with the Key Competences of European Reference Framework. The exercises 

also support coaches to map the resources available at local level for the entrance of their 

clients in the education system and / or for their accreditation. 

All this knowledge is provided in the framework of the IGMA methodology in order to help 

coaches in raising the awareness and motivation of the refugee women and migrants to 

develop and progress themselves through lifelong learning. 

EXERCISES  

For this subject the following set of exercises is available: 

3.A.1.1 Key competences for employment 

Learning  Knowledge to distinguish different skills and competences of clients 
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objective: and how to asses them. 

 Knowledge to define and differentiate development opportunities for 
the progression of clients. 

Duration: 2 hour 

Procedure:  Trainer welcomes participants and explains briefly the objectives and 
learning outcomes of the exercise.  

 Participants are invited to share their experience regarding working with 
employers and with regard to what skills they value most. 

 Trainer introduces briefly the 8 Key Competences of European Reference 
Framework. 

 Trainer distributes among participants different job vacancies. 
Participants discuss in small groups the competences all these vacancies 
have in common.   

 The whole group makes an inventory on most relevant competences 
required from the perspective of employers, and their relationship with 
Key Competences of ERF.  

 Trainer introduces the Lulea portfolio as model for collecting work / 
voluntary experiences in a systematic way that shows the different client 
skills and competences. 

 Finally a common discussion starts about what resources are available at 
local level and how the clients can acquire or get an accreditation for 
these competences. 

 

Feedback (if 

applicable): 

Trainer shortly summarizes main issues mentioned.  

 Connects issues with different parts of the training the participants 
will have.  

 Connects issues to Lifelong learning and active citizenship. 
Supporting 

materials: 

Lulea portfolio   3.A.1.1 annex 1 

Key Competences leaflet 

https://www.erasmusplus.org.uk/file/272/download 

3.A.1.1 annex 2 

 

3.A.1.2 ERF Key Competences 

Learning 

objective: 

 Knowledge of the ERF competences and on how case managers and 
coaches can address these for better inclusion. 

Duration: 1 hour 

Procedure:  Trainer welcomes participants and explains the objective and learning 
outcomes of the exercise.  

 To start the session a video explaining Key Competences by women is 

https://www.erasmusplus.org.uk/file/272/download
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played. 

 According the total number of participants the participants are divided in 
groups to discuss one or two Key Competences each. The discussion is 
supported by the Key Competences leaflet. 

 The small group discussion is followed by a common discussion in which 
one representative of each group will introduce the correspondent Key 
Competence and explain as to how this key competence can be used in 
counselling and guidance of clients according to the IGMA methodology. 

 The exercise ends with a summary of main findings. 
 

Feedback if 

applicable): 

Trainer shortly summarizes main issues mentioned.  

 Connects issues to skills and competences for employment. 

 Connects issues to Lulea portfolio 

 Connects issues to Lifelong learning and active citizenship. 
Supporting 

materials: 

Lulea portfolio   3.A.1.1 annex 1 

 Key competences leaflet 

https://www.erasmusplus.org.uk/file/272/download 

3.A.1.1 annex 2 

 Video on ERF Key Competences 

https://www.youtube.com/watch?v=RD-

elxXm1lw 

3.A.1.2 annex 1 

 

3.A.2. Key competences for entrance to employment and education LEVEL 2 

EXERCISES  

For further elaboration of this subject the following exercises are available 

3.A.2.1. Exercise on the development of key competences 

Learning 

objective: 

 Able to apply knowledge on different skills and competences of 

clients in coaching 

 Able to use regional opportunities for the progression of individual 

clients 

Duration: 1,30 hour 

Preparation Trainer collects vacancies or uses a standard hand-out 

Procedure:  The trainer makes a general introduction on the 8 European Key 
Competences (ERF) for Life Long Learning. He/she gives the definition 
of each competence and their use for more efficient counselling and 

https://www.erasmusplus.org.uk/file/272/download
https://www.youtube.com/watch?v=RD-elxXm1lw
https://www.youtube.com/watch?v=RD-elxXm1lw
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guidance of individuals. (20’) 
 The trainer collects various and different job vacancies and hands 

them out: participants discuss in groups what competences all these 
vacancies have in common. (40´) 

 The trainer facilitates the discussion by putting the following 
questions:  

o Are these indeed the key competences which people need to 
have to enter labour market / adult education? 

o What competences are important from the view of an 
employer, for getting a job? 

o Discussion on the overlap between ERF and what employers 
will / are looking for. (30´) 

Feedback (if 

applicable ): 

  

Supporting 

materials: 

Hand-out describing the 8 European Key 

Competences 

Handout with various and different job vacancies 

3.A.1.1 annex 2 

 

3.A.2.1 annex 1 

 

3.A.2.2. Exercise on the usage of regional network for development of key 

competences 

Learning 

objective: 

 Able to apply knowledge on different skills and competences of 
clients in coaching 

 Able to use regional opportunities for the progression of individual 

clients 

Duration: 1,30 hour 

Procedure: The trainer reminds the participants on the European Key Competencies: 

their importance for personal fulfilment and development, active 

citizenship, social inclusion and employment and discusses ways to 

recognize them in clients. 

The trainer hands out “Portfolio of Key Competences” identified by the 

employers in the Lulea case. He leads the discussion on what the 

attainment level means for the position of the client on the progress 

ladder in terms of his/her resources. 

 What does this mean for the role of the IA professional? How can IA 
demonstrate to their clients what minimum requirements are? 
Consequences for policy at regional level? 

Participants make inventory on most relevant key competences from the 
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perspective of employers and voluntary work.  

 How can IA professionals check whether they are indeed the most 
relevant ones? How do / can we deal with level of attainment? 

Discussion on the use of network for the progression of clients.  

 Which key skills can clients develop using the network (e.g. learning a 
new language, take entrepreneurial courses). 

The trainer hands out “Case study: Maria”. All the participants discuss 

which are the Key competences Maria has to work on according to the 

European Key Competences and how they can use the regional network to 

develop them. 

 Group discussion on how working on the ERF can help a client to 
improve her/his key competencies as identified in Lulea. 

Feedback (if 

applicable): 

  

Supporting 

materials: 

Hand-out “Portfolio of Key Competences” 

Hand-out “Case study: Maria” 

3.A.2.2 annex 1 

3.A.2.2 annex 2 

 

3.A.2.3 Career learning and coaching 

Learning 

objective: 

 Able to apply knowledge on different skills and competences of 

client in coaching 

 Able to use regional opportunities for the progression of individual 

clients 

Duration: 1 hour 

Procedure: Preparation: Study the handouts 

Trainer asks participants to consider 3 of their clients: one with a poor, one 

with modest and one with a reasonable idea of their employability and 

assess them by using the handout. 

Participants interview each other in pairs on the scores of their exemplary 

clients. 

Participants discuss the possible coaching actions to get their clients one 

step up on each career competence, including how one can make use of 

the regional network. 

The pairs present their suggestions for coaching clients in the development 
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in one or two of the 5 competencies (The number of pairs available will 

decide whether it is possible to cover all 5 competences of the handout).  

The trainer summarizes the findings. 

Feedback: The trainers stresses the value of parallel development in all 5 

competencies 

Supporting 

materials: 

Career competences and their levels; 

Capacities and motivation; 

Exploration of work 

3.A.2.1 annex 1 

3.A.2.1 annex 2 

3.A.2.3 annex 3 

 

3.B.1. Key competences for active citizenship LEVEL 1  

INTRODUCTION  

The concept of active citizenship has a broad meaning, and much broader than most people 

consider. It is based on the notion that active citizens are people who live satisfactory and 

meaningful lives and contribute to society in valuable and sustainable ways, even without 

having paid jobs. This is reflected in the Active Citizenship Scale, through six stages in which 

one can measure a person’s level of involvement in its society and surroundings, both 

personally and professionally. The six stages are explained in behavioural examples that 

express outcomes. The stages are the following: 1) Living Isolated, 2) Going outside, 3) 

Joining in, 4) Voluntary work/practice, 5) Working on professional qualifications, 6) Active 

citizenship.  

In the context of the IGMA methodology, the ACS can be used for empowerment of 

unemployed people, as a way to ensure their meaningful participation in the demanding 

society in which we live. Using the ACS it can help to assess at what stage of active 

citizenship a person is. Although the path to active citizenship is not fixed in any way or 

requiring predetermined amounts of time or measures, the scale can describe different 

stages of activeness and involvement in society. 

The following chapter will take a closer look at the concept of active citizenship and how it 

may be used as a tool to measure progression and inclusion in society. As a tool it is valuable 

also for the case manager or coach’s perspective and interpretation of the IGMA progression 

ladder. The ACS provides knowledge on how to differentiate between different development 

opportunities for individual clients, and suggests activities for action planning and how to 

make use of available development opportunities. 



 

91  

 

EXERCISES  

3.B.1.1  ACS as a scale for assessing active citizenship and the motivation of clients 

Learning 

objective 

 Knowledge of the ACS and how coaches can use the ACS to plan 

for better inclusion. 

 Knowledge to distinguish different skills and competences and 

how to asses them. 

Duration 45 min 

Procedure 1. Trainer introduces the Active Citizenship Scale (ACS) and explains 
how it can be used. (20’) 

2. Trainer provides the participants with the handout sheet “Digital 
storytelling for empowerment and learning ICT”. The trainer goes 
through the handout sheet together with the participants, explaining 
that it is an example of a method they can use to motivate and 
challenge their clients in a creative and different way.  

3. The trainer asks for feedback from the participants regarding the 
exercise.  

o Would it be a feasible way to coach their clients in an 
alternative way?  

o Other suggestions for activities and exercises that could be 
fruitful at that particular stage [3] of the ACS? 

The trainer provides the handout Active Citizenship Scale as supporting 

material, if necessary. 

Feedback if 

applicable 

The point of the exercise is to broaden the participants’ perspectives on 

integration and levels and ways to interact and be “active” in society: 

 The ACS is a way to systematize that there are different levels of 
integration, required to keep in mind when working with different 
types of clients. Coaches are not necessarily always training clients to 
become employed, but training them to relate to society. 

 

Ref: to the IGMA ladder: a tool to map the road each individual client 

will go. The ACS is a way to measure participation and integration and 

the personal network to be able to sustain on our society. It is an aspect 

of the skills and competences of an individual.  

 E.g. although a client may not reach all the way to entering the 
labour market, the ASC can help us see that the participant has 
taken many steps on the way, e.g. taken courses, volunteered in 
local community, acquired a network etc. Steps required to develop 
in the direction of being an active citizen. 
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The ACS can be used for different purposes: 

1. In planning new measures to increase the level of active 
citizenship 

Each AC level provides examples of measures and behavioural indicators 

that will help the coach to assess the level of active citizenship. In 

addition, each level provides information and guidance for planning 

activities aiming at increasing the level of AC. Furthermore, the six levels 

also give detailed information on methods and tools that may help to 

solve the key challenges in each level. 

2. Monitoring / following up on progress 
By determining the level of AC at a given time, the coach can easily also 

measure the effect of the actions taken by determining again the AC 

level of the client after a given time period. The scale can therefore also 

become a simple way of reporting for the coach/trainer.  

The ASC is to be considered as a more general guidance tool. It is not a 

tool many coaches will work directly with, but rather it can be seen as an 

alternative way to look their outcome and plan for actions.  

Supporting 

materials 

Handout: Active Citizenship Scale  

Bibliography: Stage 3 – Joining In 

Handout: Digital storytelling for 

empowerment and learning ICT 

3.B.1.1, annex 1 

3.B.1.1, annex 2 

3.B.1.1, annex 3 

 

 

3.B.1.2  Motivational tools to explore motivation 

Learning 

objective 

 Knowledge to define and differentiate development 

opportunities for the progression of clients. 

Duration 60 min 

Procedure 1. Repetition: The IGMA trainer repeats/asks the participants to repeat 
the main traits of Motivational Interviewing, focusing in particular on 
structure of the conversation and typical example questions.  

 
2. Repetition: The trainer asks for a similar repetition on the main 

elements of the Active Citizen Scale. 
If necessary, use the handouts as guidance/reminders. 

3. Role-play: Participants go into groups of two (or three): coach, client 
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(and observer), and play out role-plays, as described on the handout 
Motivational tools to explore motivation.  
 

4. Feedback: After the role-plays, the group comments and discusses 
how it went (in groups or in plenary). 

 

Feedback (if 

applicable) 

 

Supporting 

materials 

Handout: Active Citizen Scale 

Handout: Motivational 

interviewing 

Role-play: Motivational tools to 

explore motivation 

Handout: Exercise on motivational 

interviewing 

3.B.1.1. Annex 1 

2.A.2.3. Annex 1 

3.B.1.2. Annex 1 

 

2.A.2.3 Annex 2 

3.B.2. Key competences for active citizenship LEVEL 2 

 

INTRODUCTION  

Motivation is the driving force behind any action. Lack of motivation leads to inaction. The 

clients many times fail to connect the dots; meaning that they fail to see that their “needs” 

can be fulfilled if the proper actions are taken, which can lead to Active Citizenship.  

This subject focuses in providing the participants with examples of motivational tools that 

may be used to activate the women refugees and migrants who will form more positive 

stances towards AC. The participants perform two motivational activities in order a) to 

understand and test how the motivational tools should be used, and b) develop the skills to 

create their own motivational tools for their clients. 

Within this subject two motivational tools titled “Role Models” and “My dream job” are 

presented. The first one refers to involving members of the community - who are 

achievers/real role models - in meetings with women who are at stages 4 or 5 on the AC 

ladder.  This activity can be extremely powerful for women who have decided to start their 

education or career path and have the opportunity to meet someone who is already 

successful.  This activity can create the feeling or reassurance that “It is possible!”.  The 2nd 
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motivational tool “My dream job” puts the clients in the process of selecting and writing 

their dream job on a piece of paper without thinking of any obstacles in realizing their 

dream. The class tries to guess who chose a specific job by providing positive characteristics 

of the person. Through this process the clients realize their own “strengths”, find new strong 

sides of themselves and get new ideas.  

EXERCISES  

For further elaboration of this subject the following exercises are available 

3.B.2.1. Motivational tools to explore motivation of women and promote 

progression (1) 

Learning 

objective: 

 Be able to apply knowledge on different skills and 

competences of clients in coaching 

 Be able to use regional opportunities for the progression 

of individual clients  

Duration: 1 hour 

Procedure: 1. Discussion on how participants can explore the level of 
motivation of their clients. Brainstorming (15’). 

2. The trainer presents the tool ”Motivation by Role models and 
contacts with the labour market” (refer to Annex 1)  (15’). 

3. Participants split in groups of 3-4 people and test the tool. 
They take up the role of the women and brainstorm to find 
role models from their own community (10’). 

4. Each group presents 3 possible role models from their 
community. This is followed by a discussion in the class to 
decide: a) who will be the best one they will invite to 
participate and why (what is the role model’s story, how 
inspiring the story will be for the women; b) how they could 
make arrangements for the role model to participate; c) what 
kind of promotion should be done in order to attract more 
women to participate in the presentation of the role model; d) 
if the role model is not self-employed what is the added value 
of inviting his/her employer to participate; e) how could the 
workshop be enriched?  (30’) 

Feedback if 

applicable): 

NA 

Supporting 

materials: 

Motivation by Role models and contacts 

with the labour market. 

Ref: 3.B.2.1 annex 1 
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3.B.2.2. Motivational tools to explore motivation of women and promote 

progression (2) 

Learning 

objective: 

 Be able to apply knowledge on different skills and 

competences of clients in coaching 

 Be able to use regional opportunities for the progression of 

individual clients  

Duration: 2 hours 

Procedure: 1. The trainer presents the tool ”Motivational exercise: my dream 
job” (refer to Annex 1).  (15’)  

2. Now the participants will perform the exercise themselves. Each 
participant writes his/her dream job in a piece of paper. Remind 
the participants that it is important to forget the existing barriers 
like, for example, lack of necessary education or experience. All 
pieces of paper are collected in a bowl and mixed. The first 
participant takes one piece of paper. If it is his/her own paper 
he/she has to take another one. Otherwise he/she has to guess 
whose dream job is written on the paper. He/she has to explain 
why he/she has chosen that person by listing the features and 
characteristics of that person. All participants have to give their 
opinion: if they agree / disagree and why. After this discussion the 
facilitator asks the person in question if this is her dream job. Until 
his moment the person has to keep “poker face”.  If the person in 
question answers no, the participants have to keep looking for a 
right person. You may repeat this for 2-3 participants. (30’) 

3. The trainer facilitates a discussion to evaluate if the exercise has 
helped participants to get new ideas, to find new strong sides of 
themselves, whether the exercise was inspirational etc. (15 ‘) 

4. Participants split in groups of 3 and each group needs to design a 
motivational tool. (20’) 

5. Each group presents its tool in the class. (30’) 
Feedback if 

applicable): 

Trainer and the rest of the participants provide feedback on the tools 

presented. (10’) 

Supporting 

materials: 

Motivational exercise: my dream job   3.B.2.2 annex 1 
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3.C.1. Assessing hard and soft skills LEVEL 1 

 

INTRODUCTION  

During the job application and interview process, employers look for applicants with two skill 

sets: hard skills and soft skills. Hard skills are those that a woman needs to be able to 

perform a particular job. These often vary depending on the type of role one will be 

performing or the industry in which one will be working in. Soft skills on the other hand are 

usually self-taught and self-developed. Unlike hard skills they are not specific to an industry 

or job. As such they are becoming increasingly valuable to all employers, regardless of the 

type of industry they operate in, as it helps them to understand how a woman will fit in with 

their working environment and how you will perform as one of their employees. Exercises 

address assessment techniques for identifying hard and soft competences for building an 

individual portfolio.    

EXERCISES  

For this subject the following set of exercises is available: 

3.C.1.1 Assessing hard and soft competences 

Learning 

objective: 

 Knowledge to distinguish different skills and competences and how to 

asses them 

 Knowledge on building and usage of a portfolio 

Duration: 0,5 hour 

Procedure:  Participants brainstorm on difference between soft and hard 
competences and list examples of both types on the whiteboard.  

 Trainer introduces “Portfolio of key competences” identified by the 
employers in Lulea.  

 Trainer leads the discussion on relevance of Lulea portfolio of 
competences for their work with the clients. What competences are 
required to get a specific vacancy according to client´s needs? What is 
the gap between client´s competences and required competences? How 
can a coach use the portfolio for covering this gap? 

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting theory on “Portfolio of key competences” to theory on 
client profiling.  

Supporting 

materials: 

Theory on client profiling  

Lulea portfolio  

3.C.1.1. Annex 16 

3.C.1.1. Annex 17  

https://www.thebalance.com/what-are-hard-skills-2060829
https://www.thebalance.com/what-are-soft-skills-2060852
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3.3.1.2. Assessing hard and soft competences 

Learning 

objective: 

 Knowledge to distinguish different skills and competences and how to 
asses them 

Duration: 1 hour 

Procedure:  Participants apply “Portfolio of key competences” for collecting client´s 
information. They work in pairs where one of the participants is a coach 
and the other one is a client. The coach collects client´s information 
according to the template. The coach summarises which competences 
and skills the client demonstrates for each activity. The next step is to 
summarise all the identified competences in relation to the client´s 
general objective and the next goal on the IGMA ladder.  

 Trainer leads the discussion on how to introduce the above portfolio of 
key competences (soft and hard) in the network. How to report the 
findings to the case manager and to the network in order to ensure the 
individual capacities are taken into consideration?  

 Trainer summarises the discussion by highlighting the difference 
between soft and hard competences. Why both types of competences 
are important for female labour market entry?  

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting theory on “Portfolio of key competences” to theory on 
client profiling and case management.  

 
Supporting 

materials: 

Lulea portfolio 3.C.1.2 Annex 18  

3.C.1.3.  Assessing hard and soft competences 

Learning 

objective: 

 Knowledge to distinguish different skills and competences and how 

to asses them 

 Knowledge on building and usage of a portfolio 

Duration: 0,5 hour 

Procedure:  

 Trainer presents the STARR method as a working procedure for building 
a portfolio.  

 Trainer leads the discussion on the current methods the participants 
apply in their daily work with the clients in terms of similarities and 
differences with the STARR method. 

 Participants discuss applicability of the STARR method in their daily 
work with the clients.  
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Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting theory on “Portfolio of key competences” to STARR 
method for building a portfolio.  

 
Supporting 

materials: 

Example of working procedure for 

building a portfolio (Annex 19) 

3.C.1.3. Annex 19 

 

 

3.C.2. Assessing hard and soft skills LEVEL 2 

 

INTRODUCTION  

These exercises are built on the previous theoretical part on identification and assessment of 

soft and hard competences of the woman. The main aim is to apply the individual portfolio 

with competences for successful coaching of the woman by individual counsellor and the 

network.  

EXERCISES  

For further elaboration of this subject the following exercises are available 

3.C.2.1.  Assessing hard and soft competences 

Learning 

objective: 

 Able to apply knowledge on different skills and competences of clients 
in coaching 

 Able to make use of regional opportunities for the progression of 
individual clients 

Duration: 1 hour 

Procedure:  Participants discuss existing methods of portfolio development for 
women, applied in their network. How is information from different 
organisations collected and shared in the network? Which information 
is officially stored in each organisation and how is it used to ensure 
individual needs in the centre of the counselling process?  

 Participants apply STARR method for collecting and storing 
information about one of their clients (real case without naming the 
person). How can each organisation contribute to this portfolio from 
its specific perspective? How can information be stored and shared by 
the network?   

 Participants discuss applicability of the STARR method for network 
collaboration around building portfolio of their clients. Alternative is 
development of a strategy for introduction of this method to the daily 
routine for collaboration in the network. Such a routine needs to be 
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“anchored” at the decision-making level of the participant 
organisations. 

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting theory on “Portfolio of key competences” to STARR 
method for building a portfolio by different stakeholders of the local 
network.  

Supporting 

materials: 

Example of working procedure for building a 

portfolio 

3.C.2.1. Annex 20 

 

3.C.2.2.  Assessing hard and soft competences 

Learning 

objective: 

 Able to apply knowledge on different skills and competences of clients 
in coaching 

 Able to make use of regional opportunities for the progression of 
individual clients 

Duration: 1 hour 

Procedure:  Trainer summarises the main conclusions of the theory on client 
portfolio building and collecting information from the point of view of 
the network and the case manager. This is the responsibility of the case 
manager to collect different pieces of information for organising 
meaningful next step in the IGMA ladder towards the individual client´s 
objective. The network provides the case manager with information 
from different perspectives.  

 Participants discuss the importance of the “whole picture” for the case 
manager, meaning all relevant information about the client in order to 
answer 2 important questions: 

 Do I understand what drives my client forward? 

 Why do I plan this next step (activity) for the client? Is it a realistic 
activity? How does it relate to the overall individual objective of my 
client? 

 Participants go through the below areas for creation of the realistic 
picture of the individual client: 

 General information  

 Goal and ambition with employment 

 Prior work and experience 

 Relevant competences, skills and attitudes 

 Ability to read and write  

 Activities on free time and hobbies  

 Engagement for other people  

 Influence over own life 

 Health 

 Self-care 

 Self-image 
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 The above areas give the complete information to establish realistic 
goals and action plan for the client. 

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting theory on “Portfolio of key competences” to gradual 
progression of the client and the role of the coach.  

 
Supporting 

materials: 

TO DO list for gathering client´s information 

Theory on client profiling 

Example of working procedure for building a portfolio 

3.C.2.2. Annex 21 

3.C.2.2. Annex 22 

3.C.2.2. Annex 23 

 

3.C.2.3. Assessing hard and soft competences 

Learning 

objective: 

 Able to apply knowledge on different skills and competences of clients 
in coaching 

 Able to make use of regional opportunities for the progression of 
individual clients 

Duration: 1 hour 

Procedure:  Participants develop a strategy for their network (municipal level) on 
how to make the client´s action plan work by facilitating client´s 
progression. The recommended focus of the discussion is:  

o Mapping and documenting client´s hard and soft 
competences for the client profile and the employment 
objective of the client.  

o Role of the stakeholder network in facilitating client´s 
progression by contributing with relevant information on the 
client´s competences and objectives.  

o Role of the stakeholder network in identifying the mismatch 
in the profile and the gap between the client’s objective and 
the labour market needs.  

 Participants develop a common template and routine for client profiling 
based on the previous exercises. The template shall be presented at the 
decision-making level of the participating organisations for feedback 
and “anchoring” it in the daily routine of the participants.  

 
The recommended discussion questions for this exercise are: 

 Which methods of the igma methodology are relevant to be included in 
the strategy?  

 How does the stakeholder networks make sure that the planning is in 
line with client´s capacities and labour market needs? 

 How the resources of the local stakeholders can be maximized through 
collaboration?  
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Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

 Connecting theory on “Portfolio of key competences” to gradual 
progression of the client and the role of the stakeholder networks.  

Supporting 

materials: 

  

  

3.D. Gender Sensitive Profiling and Assessment 

3.D.1. Gender Sensitive Profiling and Assessment LEVEL 1  

INTRODUCTION  

This section explores how women are, in many different ways, affected by their gender 

status in the world.  It supports coaches to assess competencies, skills, motivations and goals 

of women refugees and migrants in relation to accessing education and work.  It also looks 

at ways that coaches can identify and clarify barriers that may stop these women reaching 

their goals, and how to use this information to best support their clients. 

EXERCISES  

For this subject the following set of exercises is available: 

 

3.D.1.1 Using a gender perspective 

Learning 

objective: 

 An understanding of assessment with a gender-specific focus 

 An understanding of how gender impacts a jobseeker with a refugee or 
migrant background 

 Knowledge to understand how gender impacts women refugee or 
migrant jobseekers on an EU and at a country-level. 
 

Duration: 1.5 hour 

Procedure: Ice Breaker looking at gender and identity: 
             In pairs take turns to talk about: 

o What impact do you think your gender has had on the 

decisions you have made about education and work 

o What messages have you been given in your life about your 

gender and education and work, and from whom 

Feedback and discussion in large group:  

Areas of focus could include: practitioner self-awareness including 
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biases, seeing clients as an individual, not a stereotype 

 
Trainer facilitates key gender sensitivity scenarios, particularly focusing on 
information on how gender can affect a jobseeker with a refugee or migrant 
background. This includes: 

o  Gender roles and the influence of gender on the economic 
power of a jobseeker. 

o Gender roles and the effects on women refugees and 
migrant jobseekers on an EU and country-level. 

o  The barriers women jobseekers face that are unique to their 
gender. 

 
The trainer, with the group, identifies key headings that explain gender-
specific barriers for women refugees and migrants. 

Suggestions include: 
o Socio-economic responsibilities 

o Soft and hard Skills 

o Cultural beliefs and norms of community of origin and host 

country 

o Language and communication barriers 

 
Participants, in small groups, will then assess each identified Gender-
specific barrier, reflecting on: 

o What do you think this barrier could involve, giving 
examples? 

o Think of different ways to find out this information in a job 
broker or IAG setting ie how to assess 

o Consider any challenges / sensitivities you may face trying to 
obtain this information 

 
Participants will review as a whole group with the facilitator. The group will 
discuss ways to assess and challenges involved, and identify key methods / 
modes of assessment which could be mobilised to support gender 
assessment  
 

Feedback (if 

applicable): 

The Facilitator shortly summarizes main conclusions of the exercise 

 

Supporting 

materials: 

Gender-perspective scenarios, Flip 

Chart Paper  and pens 

 

 

3.D.1.2 Assessment in a gender perspective 

Learning  Knowledge of the IGMA-Femina gender-sensitive assessment tools and 
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objective: methods 

 An understanding of how and when to use these methods and tools 
Knowledge on how gender acts as a barrier when seeking employment. 
 

Duration: 1 hour 

Ice Breaker 

In pairs: using prepared scenario, one person is practitioner.  For 2/3 

minutes they use different interviewing styles and techniques to gather 

information from their partner.  The scenario will include information they 

don’t really want to share with the practitioner.  Then swop and do the 

same again.  Discuss in pairs. 

Group feedback and discussion.  Could focus on importance of how and 

when you ask for information, not just what information. 

Procedure: The Facilitator introduces participants to the IGMA-Femina gender 
perspective assessment methods and tools: 
 

 Supports them to apply the gender sensitive knowledge outlined in 

3.D.1.1 to assess skills and competences 

 Can be used alongside other assessment methods in Job brokerage, 

Employment Advice and wider Information, Advice and Guidance to 

support appraisal and support of women with a refugee or migrant 

background. 

 Assessment is holistic and broad, looking at the whole person eg 

their responsibilities, values, knowledge, long term dreams, taboos 

and fears.   

 The Facilitator shares information of the Igma-Femina Assessment 

tools.  

 
In small groups, participants review assessment tools and discuss scenarios 
how they could be used in delivering employment support and wider 
integration services by: 

 The Facilitator hangs 4-5 sheets of flip chart paper on the wall and write 
the following headings: 

o Information, Advice & Guidance 
o Integration 
o Employment support 
o Sustained employment 
 

Each group discusses how they could use the assessment tools within the 
different settings and write their ideas on post-it notes to put on the 
relevant paper.  The settings can be altered based on the participants 
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involved.  
 

Feedback (if 

applicable): 

The Facilitator shortly summarizes main conclusions of the exercise by: 
reviewing each heading and the responses on the post-it notes and 
encourage discussion.  Themes could include: possible barriers to obtaining 
the correct information, when to ask certain things, assessment as an 
ongoing process 
 

 
Supporting 

materials: 

Igma-Femina Assessment, Flip Chart 

paper, Post-it notes 

 

3.D.2. Assessment in a gender perspective LEVEL 2 

INTRODUCTION  

These exercises are built on the previous theoretical part on identification and assessment of 

employment support and wider integration needs of women from a refugee or migrant 

background mobilising a gender perspective strategy.  

EXERCISES  

For further elaboration of this subject the following exercises are available 

 

3.D.2.1 Assessment for additional support services 

Learning 

objective: 

 Able to apply gender sensitive knowledge on assessing needs, skills and 
competences of women refugees and migrants; 
 

Duration: 1 hour 

Procedure:  The Facilitator puts all participants into pairs and distributes a case 
study of an IGMA-Femina type client. The case study is of a real female 
client from a migrant or refugee background seeking employment.  

 The participants’ assign roles: one the Employment Adviser (Job Coach) 
and the other the IGMA-Femina client. The Employment Adviser carries 
out an initial assessment, using IGMA-Femina Assessment methods and 
criteria. 

 At the end of the initial assessment, the pairs discuss the interaction: 
what worked, what didn’t, is any additional assessment needed? 

 The pairs then discuss which support services should be provided to the 

client. 

After the activity, the Facilitator leads a feedback session, where 
participants need to identify the support services. Discussions could 
include: 
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 Which methods of the IGMA-Femina methodology are relevant in the 
support of this client?  

 How did participants find the assessment process 

 What key support services should be provided to the IGMA-Femina 
client? 

 Are there any other support areas that should be considered? 
 

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

Reviewing the outcomes and the IGMA-Femina Gender perspective 
assessment action plan created 

 
Supporting 

materials: 

A case study of an IGMA-Femina 

client. 

 

3.D.2.2 Assessment for a job seeking Strategy 

Learning 

objective: 

 Able to apply gender sensitive knowledge on identifying a client’s 
gender-related barriers when seeking employment. 

 Able to apply gender sensitive knowledge on assessing skills and 
competencies of women refugees and migrants 
 

Duration: 1 hour 

Procedure:  Following the exercise in 3.D.2.1, the facilitator presents a new client 
case study.  

 The facilitator explains how the IGMA-Femina Assessment methodology 
and wider tools and methods can be used to identify barriers a client 
faces when seeking employment. 

 The facilitator places all participants into pairs and distributes the new 
case study of an IGMA-Femina type client. The case study is of a real 
woman from a migrant or refugee background seeking employment. 
This will be a different case study than used in 3.D.2.1 exercise. 

 The participants’ assigns roles: one the Employment Adviser (Job Coach) 
and the other one the IGMA-Femina client. The Employment Adviser 
carries out an IGMA-Femina assessment with the client. 

 At the end of the initial assessment, the pairs discuss the interaction: 

what worked well, what didn’t, is any additional assessment needed? 

 The pairs then discuss and agree an employment seeking strategy most 

suitable for the client. 

 

After the initial activity, the Facilitator leads a feedback session, where 
participants need to identify the employment seeking strategy. The 
discussions could identify the following: 
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 How did participants find the assessment process 

 What category of employment should the client be seeking (i.e. part-
time, full-time, flexible working etc) 

 What industry/employment sector could the client be focusing on? 

 What employment-related skills does the client possess which will assist 
their job hunt? 

 What level of entry into the sector should the client be focusing on? 

 What barriers exist in this industry/sector which could directly impact 
on the client? 
 
 

 
  

Feedback (if 

applicable): 

Trainer shortly summarizes main conclusions of the exercise by: 

Reviewing the outcomes and the IGMA-Femina Gender perspective 
assessment action plan created. 

 

Supporting 

materials: 

 

A case study of an IGMA-Femina 

client. 
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Module 4: IGMA  employer involvement   

Introduction 

This module focuses on the involvement of employers in the guidance process of female 

refugees and migrants in order to improve their employment/education opportunities and 

on the cooperation of a stakeholders’ network that makes it possible. 

The employer must be an active participant in the local stakeholders’ network. To enable 

this a bridge between counsellor1 and employer has to be build up. Both must speak a 

common language or at least interact in a common field in which the women refugees are 

centred. This module helps coaches to do that. 

For effective inclusion of female refugees and migrants into the labour market, counsellors 

need to keep up to date with their understanding of the skills that the market demands. 

They must also have first-hand information about employer’s requirements. This will allow 

counsellors to match the talent and experiences, training and professional development of 

the women they work with to the real needs of the labour market.  

The module will also help to distinguish between the different contributions employers can 

give, along with which tools are needed to engage them to more effectively recruit female 

refugees. These are some of the steps that will allow the careers guidance counsellor to 

develop a stable and long term relationship with the employer.  

Coaches will be supported to acquire the necessary skills to collect relevant information on 

employment in their local environment, and to contact employers successfully. This will 

include information about where clients can gain work and volunteering experience locally.  

In order to strengthen the relationship with employers that can lead to job creation, the 

module also offers basic notions of corporate social responsibility (CSR) and social 

innovation. Fostering local employment development through integrating the enterprises’ 

sense of social responsibility is one of the new types of local development strategies with an 

unlocked potential across the EU. CSR is considered a win-win scenario, whereby companies 

increase their profitability and society benefits at the same time.  

                                                             
1 The terms ‘Counsellor’, ‘Integration Agent, or IA’, ‘Trainer’ and ‘Coach’ will be used interchangeably. 
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This section introduces the counsellor to CSR basic concepts; it will show examples of good 

practice that will suggest new kinds of mutually-beneficial collaboration. 

Next, Social Innovation (SI) is presented as a tool to identify new employment opportunities 

for women refugees and new business opportunities for employers facing societal 

challenges. More specifically, the case of social enterprises as a tool to support employment 

is analysed.  

Understanding of employer involvement, CSR and Social Innovation will give the counsellor a 

new conceptual framework to project their work plans with both the employer and the rest 

of the stakeholders’ network, in line with Igma-femina methodology (third level). 

All of the above mentioned is complemented by specific activities to reinforce and to 

enhance the effectiveness of the mentorship and apprenticeship, bringing the counsellor a 

complete view of different ways of interacting and creating collaboration opportunities with 

the employer.  

Finally, the module will explore the gender awareness of employers while working with this 

client group, first through challenging stereotypes about and prejudices against female 

refugees and migrants, and then by exloring ways of removing barriers to employment. 

Finally, it will bring together the work from the whole module to look at how employers and 

other stakeholders can support clients in sustained employment. 

 

Materials offered in this module are grouped in the following categories: 

a. Networking 

b. Labour market information 

c. Social responsibility and social innovation 

d. Apprenticeship and mentorship 

e. Gender awareness and the role of employers 
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Learning objectives and outcomes of module 4  
Module IGMA Employer involvement, employer engagement 

General objectives: Objectives per Level: 
 

 

General understanding of the role of 

employers in progressing clients 

according IGMA methodology  

General understanding of 

requirements for effective 

apprenticeship and mentorship and 

communication to employers 

General understanding of principles 

of social innovation and social 

responsibility  

Able to engage employers in 

regional activities according to the 

general principles of the 

methodology (create network) 

Able to apply principles of social 

innovation in employer network to 

enhance progress of clients 

Able to plan and follow up measures 

to facilitate employer’s recruitment 

and HRM processes in a gender 

sensitive way 

 

Level 1: 

Able to distinguish different contributions employers can 

give as well as the related requirements 

Knowledge of the requirements for effective 

apprenticeship and guidance’ 

Knowledge regarding effective employer communication 

Knowledge of principles of social innovation and social 

responsibility and of its relation to 3 levels of IGMA 

Knowledge of measures re gender sensitive recruitment 

and HRM  

Able to define own options for professional improvement 

and effectiveness 

 

Level 2: 

Able to develop an employer network 

Able to design and execute actions to engage employers 

in different activities to enhance effectiveness of labour 

market entry 

Able to organise efficient apprenticeship and mentorship 

conditions in the network  

Able to design and execute activities based on social 

innovation and social responsibility within employer 

network to progress clients 

Able to design and apply activities to facilitate employers 

more gender sensitive recruitment and HRM 

 

 

4.A.1. Networking LEVEL 1  

INTRODUCTION  

A common challenge for case managers, coaches, trainers and other service providers who 

work with unemployed people is obtaining and keeping a network of potential employers 

and workplaces they can match with their clients. Some regions may have their own 
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agencies who keep track of the state of the art of the structure and developments of the 

regional labour market, while other may not. But even if this kind of information is available 

at for instance the regional labour office, the service providers must still be able to 

“translate” that information for their own use, in a way that can also benefit and help 

develop the entire network of service providers.  

Finding updated and relevant information concerning the requirements of the labour market 

and finding the specific employers might be difficult, as many sectors are rapidly changing in 

accordance to employment policies, technology developments and up and downscaling of 

businesses and organizations. The service providers need to have a lot of information at 

hand in order to be able to use knowledge and information for the development of an 

individual action plan for their clients. This should consider what positions the employers can 

offer female to help them progress, while also be based on the coach’s knowledge about the 

competence and skills level of the client. 

One way of getting information first-hand is through having direct relations with the labour 

market; in the same way that the service providers need to know their clients, they will also 

benefit greatly if they know how to obtain information about the labour market, and how to 

communicate efficiently with employers. The following section will provide a set of reflection 

exercises which can help case managers, coaches and trainers to become aware of what 

information they do have, and challenge them to be creative about other ways of finding 

information. 

EXERCISES  

For further elaboration of this subject the following exercises are available: 

4.A.1.1  Employment in your region 

Learning 

objective 

 Able to distinguish different contributions employers can give, as 

well as the related requirements 

 Knowledge regarding effective employer communication. 

Duration 1,5 - 2 hours 

Procedure 1. Introduction: The trainer hands out the group work sheet to all the 
participants. In plenary, the trainer goes through the introduction to 
the stakeholder analysis, and the three exercises that follow on the 
handout (exercises 1 – 3). Ensure that everyone in the group has an 
understanding of what a stakeholder analysis is. (15’) 

2. Group work: Participants go into groups of four, representing 
minimum two different organizations. The trainer goes through one 
exercise at a time, according to the work sheet, giving the groups 
time to note down their answers on the work sheet. Brief plenary 
discussion on the groups’ answers after every exercise. (45‘) 

• Exercise 1: Map the main sectors of employers in your region. 
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• Exercise 2: Stakeholder Interest, Influence, Importance Tool 
• Exercise 3: Summary Stakeholder Participation Matrix Tool 

The trainer notes down the main points on a flip over.   

3. Possible plenary discussion points after the exercises:  
 How do the different participants (and their organizations) gain 

knowledge and information about these workplaces?  
 Among the various organizations in the local stakeholder 

network, should one organization be responsible for identifying 
and considering employers (networks)? Could the case manager 
be responsible for this / how to make knowledge usable/ 
accessible? 
 

 What are the main source(s) for finding information about job 
opportunities for the clients in the mentioned sectors? How are 
the experiences in the group in using the different sources? 
Advantages and disadvantages?  

 What kind of employment/local opportunities (typical industries, 
businesses etc.) do you most typically present to your clients? 
 

 How much direct contact do they have with the employers?  
 How can the individual participants link their knowledge of the 

labour market with what unemployed clients can benefit from, 
either as a way to gain knowledge on their own ambitions or as a 
way to let them make a first step and develop some basic skills? 

 

• The trainer notes down the main discussion points and findings in an 
adequate way.  
 

Tip: Use mind maps, lists, tables or other suitable ways to structure 

the full picture of the employment context in your region. 

Feedback (if 

applicable) 

 Remember that the employers are not just there to employ, but can 
also be useful for the clients in terms of skill and competence 
development.  

o Teach clients what/how it is to have a job 
o What skills they need for certain types of jobs  
o How to interact at a working place 
o What are the hard skills and what are the soft skills they 

need?  
 

> E.g. low-skilled individuals might also have little sense of how to 
work and behave, getting up in the morning and staying at a work 
place for 8 hours, or how to respond to authority or co-workers. 
Employers play a role in teaching these practical professional, 
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personal and social competencies.  

- This can also be an employer’s role in a work placement program.  

Other considerations/questions for the trainer, if time: 

Consider the different points of view within the group, do the different 

organizations share the same view on: 

 the regional labour market and its possibilities, 

 the sources for where to find information about it,  

 how they use the information for their clients?  

 Are there any other sources or ways coaches/trainers would benefit 
from using further?  

Supporting 

materials 

Group work: Stakeholder analysis: Mapping of 

regional employment possibilities 

4.A.1.1. annex 1 

 

4.A.1.2  How to contact employers? 

Learning 

objective 

 Able to distinguish different contributions employers can give, as 

well as the related requirements. 

 Knowledge regarding effective employer communication. 

Duration 45 min. 

Procedure 1. The trainer poses a discussion question on the topic of establishing 
contact with, and approaching employers, that are desirable to have in 
an employer network:  

- In which ways do the various participants and/or their organizations 
approach employers to establish contacts and connections on behalf of 
client(s)? - - ---------Advantages and disadvantages to these approaches?  

The group discusses and comes up with one “procedure”/approach they 

believe will work well. The trainer notes down on flipchart. (15’) 

2. As a role-play in groups of three (case manager/coach, employer and 
observer), or as a plenary exercise: 

 Agree on scenario: the employer represents a typical employer in 
the region, while the case manager/coach/trainer is trying to find an 
internship/job for a typical client, or join (longer term) in job 
placement program.  

 Do a role-play in which the group tests the procedure/approach that 
was agreed upon in the discussion, where the coach is trying to 
figure out if the employer is interested in receiving clients(s), as well 
as what the employer can offer.  

3. The observer(s) considers how the coach approaches and communicates 
with the employer, and the group(s) discuss their experiences from the 



 

113  

 

exercise. E.g.: 
- How does the coach present the client/program?  
- How does (s)he enquire about the employer’s needs? 
- What did the (s)he ask for, and how did (s)he figure out what the 

employer really needs? 
- How does the (s)he maintain the “IGMA” thinking, considering both 

the needs of the individual client, and the need of the 
market/specific employer?  

Tip: keep in mind the typical IGMA tools (methods and approaches), such as 

MI, communication with different types of individuals etc.  

4. Show video and discuss the potential of thinking like a “salesperson”. 
Feedback (if 

applicable) 

Approaches to contact employers entails both:  

 through which means you contact them: a phone conversation, direct 
meeting, interview or similar?  

 how you go about speaking to them: which are your selling aspects and 
arguments to get them to want to be involved?  

Argumentation is key. Take into consideration how you present the client, 

but figure out also what the employer needs.  

- Keep in mind: the employers are not only valuable in terms of providing 
employment, but can be useful in terms of skill and competence 
development.  

- Teach clients what it is to have a job / What skills they need for a certain 
job / how to interact at a work place etc. 

The coach could benefit from thinking like a salesperson. Selling a “product” 
[client] to an employer. Would it be possible to teach the clients themselves 
how to approach an employer? 

What about responsibilities?  

- How to start building a network? Who is responsible for the expansion 
of the employer network? Should the local stakeholder network share 
the responsibility for doing it, or should it be the responsibility of one 
organization (case manager)?  

Supporting 

materials 

Video: Starting a 

sales conversation 

4.A.1.2 annex 1 

https://www.youtube.com/watch?v=gXW6BYWtUfw 

(0:20 - 4:58) 

 

4.A.2. Networking LEVEL 2 

INTRODUCTION  

When having established contact with potential employers, how do you ensure their 

involvement? How much can you expect the employer to take part in ensuring that they are 

https://www.youtube.com/watch?v=gXW6BYWtUfw
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meeting with the needs of the clients? How do you convince employers to become involved 

in job placement programs or to get engaged in combating unemployment? What could be 

good arguments? Are there incentives on a government level that can motivate the 

employer?  

If you develop a network with committed employers, this will help the local stakeholder 

network to create creative solutions to develop work experience, training, job and career 

orientation, voluntary work etc. for their clients and thus help them to advance in their 

career path. This part will provide with some examples and tools on how to identify the right 

stakeholders for your network, and how to maintain such connections. 

An essential part of building longer lasting relations in networks is by making sure that 

relevant and necessary information is easily accessible to all, and is updated, and that 

communication is facilitated between those who need it. All parts should have an equal 

possibility to raise issues and be heard. Moreover, depending on the employers’ motivation 

for being in the network of employer contacts, they might have different needs for what 

they want out of such a network. Some might have capacity to be “actively” involved, while 

others might not have such capacities at all. It is thus important for the local stakeholder 

organizations to maintain good relationships with the employer network and make sure they 

can find common ground, where all can benefit. One typical driving motivation for an 

employer to become part of a network of employers in a job placement program is “social 

responsibility”. This is the idea that businesses should balance profit-making activities with 

activities that benefit society; it involves developing businesses with a positive relationship 

to the society in which they operate2.  

How can you keep in touch with the employers in the network? How do you maintain the 

contact in order to have a sustainable relation? Depending on the nature of the employer 

network, employers (individually and in larger networks) can be involved in several ways. 

E.g. through Memorandums of Understanding3, newsletters with information on activities / 

updates / “best practice stories” etc., or through (annual/bi-annual) meetings where 

                                                             
2 Source: http://www.investopedia.com/terms/s/socialresponsibility.asp  
3 MoU is a written agreement between two organizations that helps establish the ground rules for any partnership activities 

you choose to explore. 

 

http://www.investopedia.com/terms/s/socialresponsibility.asp
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employers and other interested stakeholders can update each other (e.g. policy changes, 

results achieved etc.) as well as create a forum where they can network amongst each other, 

see what others are doing and share experiences.  

This work reflects the roles of several integration agents (Reflective professional, Intervener 

and developer of social systems, Program and service manager) and it requires that the 

coach/trainer/case manager both listens and carefully understands the needs of the 

employers she/he meets with, as well as she/he must be clear on what her/his clients need. 

In a sense, the coach/case manager takes on a role as a “salesperson”.  

EXERCISES  

For further elaboration of this subject the following exercises are available: 

4.A.2.1  Arguments for employer involvement 

Learning 

objective 

- Able to develop an employer network. 

- Able to design and execute actions to engage employers in different 

activities to enhance effectiveness of labour market entry. 

Duration 50 min 

Procedure Plenary discussion (15 min) 

1. The trainer asks the participants to identify what they believe are the 
main selling points to get employers involved in a network that is 
committed to help clients get out on the labour market. List the 
suggestions.  
Arguments might be:  
a. government incentives, 
b. personal belief or commitment, 
c. strong qualifications and experiences of the clients the coach 

represents, 
d. previous experiences and good examples of placements, 
e. social responsibility, etc. 

2. The trainer shows the example video of an “elevator pitch” and explains 
the concept. The aim is to practice how to quickly convince someone, by 
being concise and focused.   

3. In groups of two, play out: a coach/case manager meeting with a 
potential employer. The coach makes an “elevator pitch” in 70 seconds 
to convince the employer about getting involved in a job placement 
program, or to consider one of her/his clients.  
Practice argumentation drawing on one or two of the arguments listed in 
the plenary discussion. (15’) 
Switch roles and provide each other with feedback afterwards 
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4. In plenary, share experiences from the conversations done in the small 
groups (15’). Reflect upon:  

- Coach listening  to the needs and terms of the employer  
- Coach representing and “selling” the client(s) with considerations 

their needs/experiences/qualifications etc.  
Feedback 

if 

applicable 

 

Supporting 

materials 

Video: Elevator pitch 

https://www.youtube.com/watch?v=JH0Thez9gvA 

4.A.2.1 annex 1 

 

4.A.2.2  Building long-term relations with employers 

Learning 

objective 

- Able to develop an employer network.  

- Able to design and execute actions to engage employers in different 

activities to enhance effectiveness of labour market entry. 

Duration 45 min. 

Preparation This exercise is based on the results of a previous exercise: 4.A.1.1 

Stakeholder analysis.  

Procedure 1. The trainer asks the participants to find the previous exercise, and to 
use this as point of departure. The trainer hands out exercise 4.A.1.2 
and explains briefly what the Network Audit and Planning Tool is.  

2. In groups with min. 2 different organizations, or individually: 
Using the Network Audit and Planning Tool, do a relationship audit and 

assess which stakeholders you already have relationships with and 

those with whom you do not (based on the previous Stakeholder 

analysis).  

- For those stakeholders with whom you do not have a relationship, 
develop strategies for fostering these relationships.  

- For those you do have relationships with, outline an action plan for 
how you will strengthen/maintain them.  
 

In plenary, go through the work and discuss the results of the groups. 

Combine the main results into one common “plan”. 

Feedback if 

applicable) 

 

Supporting Handout: Stakeholder analysis  4.A.1.1. annex 

https://www.youtube.com/watch?v=JH0Thez9gvA


 

117  

 

materials: Handout: Network Audit and Planning Tool 1 

4.A.2.2. annex 

1 

 

4.B.1. Collecting labour market information LEVEL 1  

INTRODUCTION  

High unemployment rates in some EU countries in combination with cuts in public spending 

in others, have moved the focus of integration on performance measures of integration 

agents. This means that Integration Agents in the area of active labour market policy 

measures need to focus not only on the services they provide (e.g. training, counselling, 

placement) but rather on the outcomes of these services in terms of sustainable 

employment. Integration Agents are increasingly seeing employers as customers, thus 

making employers’ involvement necessary and the satisfaction of their needs critical. To do 

this, Integration Agents must understand the business sector of their target employers as 

well as the business environment they operate in and collect labour market information, 

aiming at the engagement of employers in the whole integration procedure. 

EXERCISES  

For this subject the following set of exercises is available: 

4.B.1.1. Exercise on employment strategies used by integration agents 

Learning 

objective: 

 Able to distinguish different contributions employers can give as 
well as the related requirements; 

 Knowledge regarding effective employer communication 

Duration: 1,30 hour 

Procedure: One of the roles of integration agents is to identify and secure 

employment opportunities for their clients. The trainer therefore 

introduces the participants to the wishes of employers and whether the 

strategies they follow are consistent to what employers want. In the 

challenging job market of the last couple of years, it is now more 

important than ever for integration agents to be aware of and apply the 

most effective strategies in their efforts to assist job seekers to secure and 

maintain jobs. (10’) 

The trainer starts a group discussion using brainstorming to allow the 

participants to share the strategies they use to reach out on employers 

and what they experience to be successful in their career so far. (15’) 

The trainer then divides the participants in 3 small groups of 3-4 people 
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(depending on the size of the group) where each group should identify a 

set of strategies before employment, during the job placement and after 

the placement. (20’) 

The trainer facilitates the discussion of all groups. Before discussing in 

plenary the findings and feedback, the trainer hands out Annex 1. 

The plenary then discusses the findings of each group and the differences 

and similarities with the list they were given. (30’) 

Feedback (if 

applicable ): 

 The indicative list given to the participants is extended by the 
additions of each group. 

Supporting 

materials: 

Hand out - Summary of proposed 

strategies used by integration agents 

4.B.1.1 annex 1 

 

4.B.1.2. Exercise on employer needs 

Learning 

objective: 

 Able to distinguish different contributions employers can give as 
well as the related requirements; 

 Knowledge regarding effective employer communication 

Duration: 1 hour 

Procedure: The trainer opens the discussion on employers needs and requirements 

and how the participants could collect labour market information. (10’) 

Participants are invited to share opinions and experiences on the methods 

they use to gather information on the key skills required by employers. 

(20’) 

Trainer hands out the “employer needs questionnaire” as a tool for 

gathering up-to-date information on the skills that are mostly requested in 

the workplace. The questionnaire is neutral and can be used across many 

sectors as it is not built upon qualifications but attitude, personality, and 

experience. 

Participants discuss on the lay out of the questionnaire and can add/edit 

parts together with the group and the trainer. (20’) 

Feedback (if 

applicable ): 

Trainer shortly summarizes main issues mentioned. (10’) 

 Connects discussion to the concept of IGMA and stakeholders 
network. 

 Connects discussion on issues with the role of the integration 
agent. 
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Supporting 

materials: 

Hand out employer needs questionnaire 4.B.1.2 annex 1 

 

 

4.B.2. Collecting labour market information LEVEL 2 

 

INTRODUCTION 

The material in this part of the training builds on the inventory of regional options to engage 

employers in providing labour market information and options for work placement in a more 

sustainable way. The focus is on marketing the benefits to employers and thus build  a 

network which offers a variety of opportunities for development and progression of women 

refugees and migrants. 

EXERCISES  

For further elaboration of this subject the following exercises are available 

4.B.2.1. Exercise on the benefits of employer networks 

Learning 

objective: 

 Able to develop an employer network; 

 Able to design and execute actions to engage employers in 

different activities to enhance effectiveness of labour market entry 

Duration: 1 hour 

Procedure: The trainer introduces the participants to the basics of employer networks 

and how they offer a mechanism to inspire and engage employers through 

peer-to-peer learning in a tangible business-focused way. Networks 

provide an ideal environment for employers to share ideas, experiences 

and information and experience suggests that they usually coalesce for 

the purposes of accessing a specific skills need. (10’) 

Participants are invited to talk about their own experiences in building 

employer networks as part of their job. (20’) For example, when the 

integration agent is trying to develop networks which will then will be 

used when building a job placement program.  

The trainer shortly questions participants on the benefits of building an 

employer network and engage with the participants in a plenary 

brainstorming and discussion. After the group has concluded its discussion 

the trainer hands out the Annex and ensures that everyone in the group 
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has a full understanding of the list of benefits already included.  

Together with the group, the trainer writes down the additions to the list 

that resulted from the discussion. 

Feedback (if 

applicable ): 

Trainer shortly summarizes main issues mentioned.  

Supporting 

materials: 

Hand out on the benefits of employer networks 4.B.2.1 annex 1 

 

4.B.2.2. Exercise on Employment Engagement 

Learning 

objective: 

 Able to develop an employer network; 

 Able to design and execute actions to engage employers in 

different activities to enhance effectiveness of labour market 

entry. 

Duration: 1,30 hour 

Procedure:  The trainer introduces the concept of employer network and talks 
about building networks. 

 The trainer discusses the benefits of employer networks and how the 
IA agent can match client skills and employers’ needs.  

 Discussion on how networks help firms to recognise skills shortages 
and expand employment in ways which would not otherwise have 
taken place, especially in small firms and their impact of networks on 
employer perceptions. 

 The trainer hands-out “Ladder of Employment Engagement” and 
discusses how participants can build up a network. Discussion on the 
employer’s role, the stages of the relationship and the activities that 
can be organised in the network. 

 Brainstorming on activities to enhance effectiveness of labour market 
entry using the employers network 

 IA agent role on recognising employers and employee’s needs. 
Feedback (if 

applicable ): 

  

Supporting 

materials: 

Hand out “Ladder of Employment 

Engagement” 

4.B.2.2 annex 1 
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4.C.1. Social responsibility and social innovation LEVEL 1 

INTRODUCTION  

The aim of this subject is to provide coaches with  knowledge regarding the subject of 

Corporate Social Responsibility (CSR) and Social Innovation (SI). Secondly to raise he 

awareness on how to connect this knowledge to the potential role of employers in 

supporting the access of clients into the labour market and to create of new types of jobs 

that face societal changes.  

As a preparation coaches are expected to read in advance some basis on Corporate Social 

Responsibility (CSR, definitions, dimensions and scope). Generally, countries have their own 

National Plans on CSR, but failing this, it is suggested to provide participants with at least the 

following chapters of the supporting materials describe in the annex: 

 Green Paper: Promoting a European Framework for Corporate Social Responsibility 

Social: 

I- Introduction, pg. 5. 

II-What is corporate social responsibility? Pgs. 8-9, 13-18 (Corporate Social 

Responsibility: the external dimension) 

 A renewed EU strategy 2011-14 for Corporate Social Responsibility: 

I-Introduction, pgs. 3-4. 

3-A modern understanding of corporate social responsibility, pgs. 6-8. 

EXERCISES  

For this subject the following set of exercises is available: 

4.C.1.1  Corporate Social Responsibility (CSR) and Employment 

Learning 

objective: 

 Knowledge of principles of Corporate Social Responsibility and of its 
relation with creation of employment at local level. 

 Able to distinguish different contributions employers can give as 
well as the related requirements. 

 Knowledge of principles of CSR and of its relation with 3 levels of 
IGMA. 

Duration: 2 hours 

Procedure:  Trainer welcomes participants and explains the objectives and learning 
outcomes of the exercise.  

 The trainer checks the previous knowledge of CSR by a round of 
questions. As a result participants make an inventory of main 
dimensions of CSR. The list is written down a blackboard or flipchart. 

 After that an article or news about CSR is distributed. 
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(http://www.personneltoday.com/hr/how-corporate-social-
responsibility-switched-focus-towards-learning-development/) 

 A joint discussion starts about “what is” and “how” can be implemented 
CSR at local level. Trainer tries to focus discussion on examples that can 
constitute a CSR good practice, how it benefits enterprises and how it 
can create opportunities for improving education or integration of 
clients in the labour market. 

 As a conclusion, the whole group identifies local stakeholders and their 
responsibilities for the implementation of CSR strategy in relation with 
each one of the levels of IGMA methodology. 

Feedback if 

applicable): 

Trainer shortly summarizes main issues mentioned.  

 Connects issues with different parts of the training the participants 
will have.  

Supporting 

materials: 

Commission of the European Communities. (2001). 

Green Paper: Promoting a European Framework for 

Corporate Social Responsibility Social (pdf) 

4.C.1.1 annex 1 

European Commission. (2011). Communication: A 

renewed EU strategy 2011-14 for Corporate Social 

Responsibility (pdf) 

4.C.1.1 annex 2 

Handout retrieved from:  

http://www.personneltoday.com/hr/how-

corporate-social-responsibility-switched-

focus-towards-learning-development/ 

4.C.1.1 annex 3 

 

4.C.1.2 Understanding of Social Innovation 

Learning 

objective: 

 Knowledge of principles of Social Innovation and of its relation with 
creation of employment at local level. 

 Able to distinguish different contributions employers can give as 
well as the related requirements. 

 Knowledge of principles of social innovation and of its relation with 
3 levels of IGMA. 

Duration: 1 hour 

Procedure:  Participants are invited to introduce their current job position and the 
role and responsibility of their organisation in reducing (risk) of female 
unemployment. 

 Trainer introduces Social Innovation, core features and principles.  

 The group reflects on social challenges as opportunities to develop new 
sectors. The integration of women in labour market and new ways to 
tackle these challenges are analysed in this context. Participants also 
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reflect on exploring new forms of business from SI, both on a purely 
private and co-creation. The trainer introduces “Social Enterprises” like 
a tool for social innovation but not as social innovation per se. 

 Trainer focuses group work on how to engage employers in those 
processes that lead to social innovation (co-creation, collaboration, 
design thinking). 

 As a conclusion the whole group elaborates on the relation between 
Social Innovation and the 3 levels of IGMA methodology: 

o How organisations and networks can benefit from social 
innovation processes. 

o Reflection on the effects of social innovation in local market and 
sectors involved. 

To conduct discussion the trainer can facilitate the exchange by presenting 

a piece of news or good practice on SI. 

Feedback if 

applicable): 

Trainer shortly summarizes main issues mentioned.  

 Connects issues with different parts of the training the participants 
will have.  

 Connects discussion to general principles of case management and 
third level to IGMA (stakeholder’s network). 

Supporting 

materials: 

Caulier-Grice, J. Davies, A. Patrick, R. Norman, W. 

(2012). Defining Social Innovation. A deliverable 

of the project: “The theoretical, empirical and 

policy foundations for building social innovation in 

Europe” (TEPSIE), European Commission – 7th 

Framework Programme, Brussels: European 

Commission, DG Research 

Ref: 4.C.1.2 annex 1 

 European Union, Social Innovation eXchange 

(SIX), The Young Foundation. (2010). Study on 

Social Innovation.  

Ref: 4.C.1.2 annex 2 

 

4.C.2. Social innovation and social responsibility LEVEL 2 

INTRODUCTION  

The exercises will help case managers and coaches to transfer Corporate Social 

Responsibility (CSR) and Social Innovation (SI) good practices to local enterprises to increase 

the involvement of employers in the entrance of clients in the labour market and, at the 

same time, to improve the performance of local stakeholder’s network. This part of the 

module elaborates on the knowledge and understanding of CSR and SI as acquired in the 

level 1 section.  
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Case managers and coaches will be able to apply in a practical way the basis of CSR and SI: 

analyse local labour market, detect, select and prospect the potentially relevant local 

businesses to establish contact and propose work plans to collaborate together.  

EXERCISES  

For further elaboration of this subject the following exercises are available: 

4.C.2.1  Case Study on CSR: tackle female unemployment 

Learning 

objective: 

 Able to design and execute activities based on social innovation 
and social responsibility within employer network to progress 
clients. 

 Able to develop an employer network. 
Duration: 2 hours 

Procedure:  Trainer welcomes coaches and introduces the exercise. The goal is to 
transfer one of the practices given in the case study to the local labour 
market and establish the resources and network capable to carry out 
from the case manager point of view. 

 A case study is distributed among participants on Nestlé CSR report 
about how the company has contributed to efforts to tackle female 
unemployment.  

 After reading the handout, trainees are requested to discuss in small 
groups the following questions: 

 How would they transfer such CSR initiatives to SMEs? 

 Can a local SME, with their own means, do the whole program? 

 What kind of support would they need to make it work at local 
level? 

 What types of stakeholders are needed to carry out these 
activities? 

 What is “my own responsibility” (case manager / coach 
responsibility)? 

 For completing the exercise the whole group chooses one initiative 
and design the corresponding employer network to implement it at 
local level.  

Feedback if 

applicable): 

Trainer shortly summarizes main issues mentioned.  

 Connects issues with different parts of the training the participants 
will have.  

 Connects discussion to general principles of case management and 
third level to IGMA (stakeholder’s network). 

Supporting 

materials: 

Handout: Nestlé CSR report on 

Female employment 2015/2016   

4.C.2.1 annex 1 
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4.C.2.2  Mapping Social Innovation at local level 

Learning 

objective: 

 Able to design and execute activities based on social innovation 
within employer network to progress clients. 

 Able to develop an employer network. 
Duration: 2 hours 

Procedure:  Trainer welcomes coaches and introduces the exercise.  

 Participants in small groups carry out a mapping through local 
newspapers, websites and other means to find  those companies and 
local activities which can have a possible connection to social 
innovation (social enterprises, cooperative social-enterprise, 
businesses engaging in social innovation, informal sector, collaboration 
between business, non‐profit organisations and the public sector, etc.). 

 A collective map of businesses and organisations that work with social 
innovation issues at local level is created. 

 Participants choose a company or activity and design a work plan that 
involves both progress objectives of client as well as CSR and staffing/ 
job creation in the enterprise. The work plan focuses on how the 
entity/ies could participate and contribute to the progress of a client 
(improving core skills and soft skills, key competences, mentorship, 
internship, voluntary work, promoting entrepreneurship, etc.).  

 Participants reflect and describe how they could make use of other 
organisations to support the work plan and how to organize it within 
the local stakeholder’s network. 

 Discussion on strategies to introduce social innovation on the network 
to facilitate the collaboration between business and the rest of 
stakeholders. 

Feedback if 

applicable): 

Trainer shortly summarizes main issues mentioned.  

 Connects issues with different parts of the training the participants 
will have.  

 Connects discussion to general principles of case management and 
third level to IGMA (stakeholder’s network). 

Supporting 

materials: 

Caulier-Grice, J. Davies, A. Patrick, R. Norman, W. 

(2012). Defining Social Innovation. A deliverable of 

the project: “The theoretical, empirical and policy 

foundations for building social innovation in 

Europe” (TEPSIE), European Commission – 7th 

Framework Programme, Brussels: European 

Commission, DG Research 

4.C.1.1 annex 1 

 European Union, Social Innovation eXchange (SIX), 

The Young Foundation. (2010). Study on Social 

Innovation. 

4.C.1.2 annex 2 
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4.D.1. Apprenticeship and mentorship LEVEL 1 

 

INTRODUCTION  

The aim of this subject is to introduce professionals with the themes of apprenticeship and 

mentorship as a methods or means for individual development and progression of the 

career path of women refugees and migrants.  

 

This topic will include not only the advantages of each method but will also address their 

limits and restrictions. Much attention will be paid to inform the business properly to be able 

to understand and arrange for the required conditions to enable learning and development 

of clients to take place.  

 

Particular emphasis is put on raising the awareness of the reality of businesses to ensure for 

a better understanding, better collaboration and eventually to be able to create a better 

learning context which is beneficial for both employer as well as client. Real cases are used 

to connect new knowledge to real life situations. Participants together will seek objective 

possibilities for adding apprenticeship and mentorship in the local area as additional learning 

and development routes. 

 

As a result of this training professionals actually will embrace the subject of "Apprenticeship 

and mentorship" and, most importantly, feel enough motivation to better turn all the 

knowledge and skills into reality. 

 

EXERCISES  

For this subject the following set of exercises is available: 

4.D.1.1. The essence and peculiarities of application of "Apprenticeship" and "Mentorship" 

Learning 

objectives: 

 Able to distinguish different contributions employers can give as well as 
the related requirements 

 Knowledge of the requirements for effective apprenticeship and guidance’ 
Duration: 1,5 hour 

Procedure:  Trainer immerses participants into the general context of the topic, 
facilitating the discussion of their existing knowledge and understanding 
the types of learning and integrating of newcomers in the workplace 
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(Method of facilitation «ORID Focused Conversation Method» described in 
details in 4.D.1.1 annex 1) 

 Trainer focuses on a group of the most common ways of learning in the 
workplace as "apprenticeship" and "mentorship" and explains in detail the 
nature of each of those methods. 
(Bibliography with key theory 4.D.1.1 annex 2 and 3) 

 Coach expands the idea of group members on the types of workplace 
learning, showing cutting of film where these processes are well covered. 
(Clip from the film «Gas station Queen» are attached 4.D.1.1 annex 4)   

 Trainer facilitates discussion of the benefits and advantages of each 
method, working with a group in «World Café» format. (facilitation method 
«World Cafe» is described in details in 4.D.1.1 annex 5)  

 Based on the identified strengths and weaknesses of each method, the 
trainer organizes the work in subgroups, on the results of which 
participants will form a check list of selection of the optimal method of 
learning on the workplace, depending on the specific business situation. 

Feedback 

(if 

applicable): 

The process of the exercise is based on ToP-facilitation approaches and 

involves getting feedback from participants on each of the issues raised. 

Supporting 

materials: 

 Facilitation method «ORID Focused Conversation 
Method» 

 Workplace Mentoring Primer  
http://www.askearn.org/wp-
content/uploads/docs/wmp.pdf  

 Taking Advantage of Workplace Training 
http://www.oecd.org/edu/skills-beyond-
school/43898338.pdf 

 Fragments of ”Gas station Queen” 
https://www.youtube.com/watch?v=7jA15rKF2tk 
(12:15 – 28:20) (42:58 – 46:48) 

 Facilitation method World Cafe 

4.D.1.1 annex 1 

4.D.1.1 annex 2 

 

4.D.1.1 annex 3 

4.D.1.1 annex 4 

4.D.1.1 annex 5 

 

4.D.1.2. Instruments for organizing Apprenticeship and Mentorship in different business 

contexts 

Learning 

objective: 

 Able to distinguish different contributions employers can give as well as 
the related requirements 

 Knowledge of the requirements for effective apprenticeship and guidance 
Duration: 2 hours 

Procedure:  Trainer organizes discussion on apprenticeship and mentorship through 
the prism of employer reality who agrees to hire a staff member on such 
terms.  
By means of the already familiar format of «World Café», participants try 
to predict: 

http://www.askearn.org/wp-content/uploads/docs/wmp.pdf
http://www.askearn.org/wp-content/uploads/docs/wmp.pdf
http://www.oecd.org/edu/skills-beyond-school/43898338.pdf
http://www.oecd.org/edu/skills-beyond-school/43898338.pdf
https://www.youtube.com/watch?v=7jA15rKF2tk
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- What concerns the employer feels, agreeing to apprenticeship or 
mentorship in his company? 

- What knowledge he is lack of to organize and implement those 
processes with maximum efficiency? 

- What results he expects to get? 
(facilitation method  «World Cafe» is described in details in Ref: 
4.D.1.1 annex 5) 

 Trainer organizes the work in subgroups where participants, starting from 
ideas about reality of the employer, form a list of issues where they could 
greatly help in a role of experts on employment. Doing this task subgroups 
work in three directions: 
1. How can the anxiety of the employer be reduced, who has no 

experience in the processes of apprenticeship and mentorship in the 
organization, or has negative experience in this regard? 

2. What information blocks are necessary to be prepared in advance to 
provide the employer with the most essential knowledge that he will 
need during the arrangement of learning processes in his 
organization? 

3. How to help the employer to specify his expectations regarding the 
results of the implementation processes of newcomers learning in the 
workplace, as well as remove the exaggerated expectations and avoid 
further frustration from the fact that they were not justified? 

 Trainer summarizes the work done in both exercises and facilitates 
developments "10 commandments of cooperation with employers in the 
context of apprenticeship and mentorship ". 

Feedback if 

applicable): 

The process of the exercise is based on ToP-facilitation approaches and 

involves getting feedback from participants on each of the issues raised. 

Supporting 

materials: 
Mentorship benefits for company 

Effective employer mentoring; Lessons from the 

evidence  

Success factors of best practices in job placements 

 

4.D.1.2 annex 1  

4.D.1.2 annex 2  

4.D.2.1. annex 1 

 

 

4.D.2. Apprenticeship and mentorship LEVEL 2 

INTRODUCTION  

Employer’s involvement is an integral part of successful job placements. This subject 

immerses the participants in the notion of employer’s involvement in job placements as this 

will lead to better results for both the employers and clients; a win-win situation for both 

parties. 
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This subject focuses on the importance of the employers’ involvement in job placements, 

activities in which employers should/could be involved and methods/activities to enhance 

their involvement. The subject analyses the factors that could make job placements more 

appealing to employers and builds on those factors by creating the appropriate strategies by 

linking them with possible activities  

Particular emphasis is also given to the role of the employer during the job placement, and 

more specifically the mentor’s role from within the organization (in coordination with the 

career counsellor and the client) in the development of a tailored activity plan that will fulfil 

the objectives of the placement for all stakeholders (the client, the mentor and the 

employer). 

 

EXERCISES  

For further elaboration of this subject the following exercises are available: 

4.D.2.1. Apprenticeship and mentorship level 2: creating win/win 

Learning 

objective: 

- Be able to design and execute actions to engage employers 
in different activities to enhance effectiveness of labour 
market entry; 

- Be able to organize efficient apprenticeship and 
mentorship conditions in the network 

Duration: 2 hours 

Procedure: 1. The trainer facilitates a discussion on what kind of activities 
employers could be involved that will enhance effectiveness of job 
placements. Ideas are written down.(15’) 

2. The trainer facilitates the discussion on how employers could be 
lured or convinced that time should be spent on these activities. 
Ideas written down (15’) 

3. Trainer introduces the factors of successful job placements 
focusing on what the employers seek out of apprenticeships (win-
win situation is highlighted and what’s in it for me?) (refer to 
Annex 1) (20’) 

4. The trainer highlights the importance of these elements  and 
makes the link with possible activities the employer could be 
involved to improve the results of apprenticeships. What the 
employer seeks ->How the activity fulfils employers’ needs 
(answers the question “what’s in it for me” ) (10’) 
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5. The trainer gives an example of an activity that IA can organize 
and explains how this activity improves the engagement of 
employers and how it can positively contribute to the 
apprenticeships results (directly or indirectly) (refer to Annex 2 for 
an example)(10’) 

6. Group work: Participants split in groups. Each group presents a set 
of activities that could lead to employer’s engagement. Each 
activity should clearly identify what improvement will bring to the 
placement effectiveness and whether it fulfils employer’s needs.   
Each activity is then linked to the Progression Ladder. (refer to 
Handout in Annex 3) (20’) 

7. The rest of the participants evaluate the activities. The output of 
this activity should be in written form. The class should have 
collected at least 1 activity for each stage of the progression 
ladder. (20’) 

Feedback if 

applicable): 

Trainer shortly summarises the activities presented and the class 

provides feedback on how each activity could improve employer’s 

engagement. (10’) 

Supporting 

materials: 

Success factors of best practices in job 

placements 

An activity to Engage Employers – An Example 

Handout: Actions for Employers Engagement 

4.D.2.1 annex 1 

4.B.2.1 annex 2 

4.B.2.1 annex 3 

 

4.D.2.2. Apprenticeship and mentorship level 2: arrangements 

Learning 

objective: 

 Be able to design and execute actions to engage employers in 
different activities to enhance effectiveness of labour market 
entry; 

 Be able to organize efficient apprenticeship and mentorship 
conditions in the network 

Duration: 1 hour and 40 minutes 

Procedure: 1. The trainer presents the General Provisions/Considerations for 
Successful Job Placements (refer to presentation in Annex 1) 
(10’) 

2. The trainer presents the profile of a woman who wishes to 
work in an IT company. The participant is a school graduate 
with no qualifications. The participant loves to setup small 
home/office networks and has gained some knowledge over 
the years by experimenting without attending any formal 
training. (Different profiles may be presented by the trainer or 
selected by the participants – in total 5 profiles should be 
selected) (15’) 



 

132  

 

3. The participants split in 4-5 groups of 3 people. Each group 
selects one profile and must think of a number of organizations 
in its region who could offer the trainee an apprenticeship. 
Each group must justify why they selected those organizations 
taking into account the main provisions presented in step 
1.(15’) 

4. Role play: Once the organizations are selected each member of 
each group takes up one role: the mentor from within the 
company (who knows exactly what the company’s needs are), 
the career counsellor (who knows well the trainee and has the 
capacity to find out more) and the trainee. The mentor (who is 
from the employer site) prepares a list of duties, activities and 
tasks to be performed in a progressive manner during the 
placement. The objectives to be achieved upon completion of 
the placement should also be enlisted. The same task is 
performed also by the counsellor who has the opportunity to 
interview the trainee and to know more about the trainee’s 
knowledge and skills and what his interests and expectations 
are from the job placement. The mentor and career counsellor 
should discuss the activity plan. It is important that the plan 
covers both the needs of the trainee and the needs of the 
employer. So an agreement should be reached via 
consensus.(20’) 

5.  The activity plan is discussed with the trainee to make any 
adjustments that he/she feels could be more achievable and 
would make him/her more comfortable(10’) 

6. The participant who has the role of the trainee from each group 
then presents to the class his/her placement activity plan and 
provides feedback whether this plan will fulfil his needs and 
expectations. (30’) 

Feedback if 

applicable): 

Trainer shortly summarizes main issues mentioned.  

The trainer uses one of the Action Plans developed and reviews 

with the participants whether the plan complies with the trainee’s 

and employer’s needs (10’) 

Trainer links to IGMA methodology and how these alternatives fit 

in. 

Supporting 

materials: 

Presentation: General Provisions / 

Considerations for Successful Job 

Placements 

4.B.2.2 annex 1 
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4.E.1 Gender awareness and the role of employers Level 1 

 

INTRODUCTION 

MISSING: intro text Women, gender, employment, refugees 

EXERCISES 

For further elaboration of this subject the following exercises are available: 

 

4.e.1.1  What are stereotypes and misconceptions? 

Learning 

objective 

To explore and challenge stereotypes and misconceptions about female 

refugees and migrants 

Duration 45 minutes 

Procedure (10 mins) Starter: Participants to hold up fingers according to how far 

they agree/disagree with statements, e.g. 10 fingers completely agree, 5 

fingers 50/50, 0 fingers completely disagree. 

 

‘Women are less likely than men to see the value in working’ 

‘Women are more likely to be responsible for childcare’ 

‘Women refugees are less likely to be skilled than male refugees’ 

‘Women migrants come from areas which are likely to have a higher 

proportion of domestic jobs for women’ 

‘Woman migrant workers have fewer qualifications’ 

Facilitate discussion of each question. 

(15 mins) Challenging what we know by challenging numbers/statistics. 

Look at numbers and guess what they might refer to (these are statistics 

about women refugees and migrants in the UK) e.g. £35 weekly 

allowance for asylum seekers, 14,166, number of asylum seekers granted 

refugee status in 2018 

In groups, participants discuss in which areas they know of female 

refugees/migrants working and make a list according to different 

sectors/positions. Feedback discussion.  Participants explore what local 

statistics mean to their country of origin. 

(15 mins) Case study – For UK Bread and Roses.   Trainers are encouraged 

to review the Bread and Roses case study and source a local relevant case 

study, this can be in any medium (report/YouTube etc). 
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Watch YouTube clip.  Facilitate example discussion questions: 

Range of discussion questions: which different roles are women 

employed in? Which qualifications were necessary? What further training 

did they need? What work needed to be done by careers counsellors so 

that these women could get employed? 

Feedback (if 

applicable) 

(5 mins) Plenary: On a post-it note, write down one statement you would 
use to counter-act a stereotype or prejudice against a refugee woman. 
Discuss as a group.  

Supporting 

materials 

PPT, Bread and Roses YouTube clip, Local statistics 4.e.1.1. annex 1 

 

4.e.1.2 The danger of a single story 

Learning 

objective 

To explore and challenge stereotypes and misconceptions about female 

refugees and migrants 

Duration 45 mins 

Procedure Starter: (10 mins) The danger of a single story: Watch this clip from 

Chimamanda Ngozi Adichie’s TED talk ‘the danger of a single story’ about 

her experience when she came to an American university (Adichie is a 

Nigerian novelist famous for books such as ‘Americah’ and ‘Half a Yellow 

Sun’) 

https://www.youtube.com/watch?v=UqRa7XiWQLY  

How is it relevant to employer attitudes towards refugee and migrant 

women? Does it relate to any experience you’ve had? 

Challenging Propaganda 

(20 mins) Look at these news stories about refugee women and migrants 

and work.  

Create a mind map/fill out a worksheet about the different stories the 

media are telling, and what could the counter-stories be, the stories 

behind the stories? 

(15 mins) How would you communicate these positive stories to 

stakeholders? Discuss in groups and start to draft an action plan 

Feedback (if 

applicable) 

If time, as participants to share their ideas with the group 
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Supporting 

materials 

Worksheet including analysis of news stories and 

action plan template. News stories.  Chimananda 

Ngozi Adichie TED talk on youtube. 

4.e.1.2. annex 1 
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4.E.2 Gender awareness and the role of employers Level 2 

 

EXERCISES 

For further elaboration of this subject the following exercises are available: 

4.e.2.1  How can we combat barriers to employing women? 

Learning 

objective 

To explore ways to combat barriers to employing women refugees and 

migrants 

Duration 45 mins- 1 hour 

Procedure Starter: Look at and share action plans from previous lessons, about 

communicating positive stories about female refugees and asylum 

seekers. What are the benefits of employing these kinds of clients? (10 

mins) 

Optional case study here: following the journey of woman from asylum 

seeker, to refugee job seeker, to employment: which barriers has this 

woman faced? For UK - Syrian Refugees Burden or Bonus to the UK 

economy, Case study to represent country of training e.g. Razan Alsous – 

The Yorkshire Dama Cheese https://youtu.be/RfZLvCsoEi4 

 (15 mins) 

Development: (25 mins) Brainstorm barriers to employing female 

refugees and women. Pick top four barriers and write down on four 

different pieces of sugar paper. 

Each group pick one barrier and brainstorm in one colour why a barrier, 

e.g. ‘Skills/qualifications not recognised’  cannot get job  decreased 

morale  difference in expectations in host country  cost of 

translation/validation 

Pass along the sugar paper and brainstorm solutions to overcoming these 

barriers, e.g.  train on the job  provide funding to translate 

qualification. Annotate with who has the primary responsibility for 

overcoming the barrier. 

 

Feedback (if 

applicable) 

Plenary: Each group feedback their barrier and explain how it would 
relate to their particular area of work.  

Supporting Statistics/facts to support activity.  For UK - Syrian 4.e.2.1. annex 1 

https://youtu.be/RfZLvCsoEi4
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materials Refugees Burden or Bonus to the UK economy - Case 

study to represent country of training – e.g. Razan 

Alsous – The Yorkshire Dama Cheese 

https://youtu.be/RfZLvCsoEi4 

 

4.e.2.2 How can we reduce barriers to supporting women in employment? 

Learning 

objective 

To explore ways to combat barriers to supporting women refugees and 

migrants once they are in employment. 

Duration 1 hour 

Procedure Today we will be exploring how employers can support women refugees 

and migrants once they are in employment.  

Development: (25 mins) Brainstorm barriers female refugees and women 

face once they are employed. Pick top four barriers and write down on 

four different pieces of sugar paper. Try to pick ones which they are more 

likely to be affected by because of their gender.  

Each group pick one barrier and brainstorm in one colour why a barrier, 

e.g. ‘More likely to have been a victim of gender based violence  

trauma  stigma attached to talking about it  lack of training of 

employer  

Pass along the sugar paper and brainstorm solutions to overcoming these 

barriers, e.g.  good safeguarding practices  help with access to 

counselling and support 

 

Feedback (if 

applicable) 

(25 mins) Draft a memo for your organisation gathering together the 

most relevant information from the past four sessions, ‘Toolkit for gender 

awareness amongst employers’ 

 

Supporting 

materials 

Memo template 4.e.2.2. annex 1 

 

 

https://youtu.be/RfZLvCsoEi4
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