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INTRODUCTION

Project No: 2017-1-RO01-KA204-037242

SETTING THE GROUNDS FOR THE COURSE
DECENT (Digital strategies of Enhancement of the basic skills among adult as a ChancE to
fight agaiNst functional illiTeracy), No.: 2017-1-RO01-KA204-037242, is a project funded by
the EU through the Erasmus+ Programme, Key action 2 (Cooperation for innovation and the
exchange of good practices), Strategic partnership for adult education. It is implemented by 6
partners with significant experience in the implementation of projects: ADES (Romania),
CWEP (Poland), Znam I Moga Ltd (Bulgaria), CARDET (Cyprus), FYG Consultores (Spain) and
CSC (Italy).
The main goal of the project is to increase the effectiveness of the fight against functional
illiteracy among low-skilled adults who are at risk of social exclusion in the six countries. This
goal is achieved through the development of a six modules course "Decent Life without
Functional Illiteracy" and of an eTool/ an e-learning platform to combat functional illiteracy,
that will create an adapted framework for dialogue and cooperation in the eradication of
functional illiteracy with the help of digital instruments.
The low-skilled adults who are at risk of social exclusion (long-term unemployed, people at
risk of poverty, low-educated people) are targeted by the project. At the same time, the
project addresses institutions that support and care for adults at risk of social exclusion (adult
education centres, social care institutions, adult schools, third-age universities, associations
that support the fight against functional illiteracy and social exclusion) and provides them
with a very useful set of tools for their work.
Through the activities of the project, the six partners seek to raise the basic skills related to
“learning to read”, “numerical calculation”, “effective communication”, “use of the modern
technology”, as well as the general understanding and use of texts and numerical calculations
for managing the daily living and employment tasks among the low qualified adults who are
at risk of social exclusion in the partners’ countries. Meanwhile, the activities of the project
will be an awareness raising trigger for the adult educators who will have at their disposal a
set of methods and tools that will allow them to contribute to reduce the functional illiteracy
among the adults.
The six modules of the present curriculum, "Decent Life without Functional Illiteracy", take
into consideration the following issues:
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Module 2.
Let’s manage your Comprehension abilities - practical recommendations for
personal development
This topic will provide practical recommendations for personal development of
comprehension. Comprehension is the ability to understand and get meaning from spoken
and written language. To comprehend, a reader must have a wide range of capacities and
abilities, which include: summarizing; sequencing; inferencing; comparing and

2

Module 1.
Job Seekers!
This topic focuses on aspects that are useful to job seekers, such as time management,
networking and interaction, speed reading for job seekers, writing an effective cover letter
and CV, preparing for a job interview and presenting one’s self (e.g. name, origins, skills,
experience, interests etc.).

contrasting; drawing conclusions; self-questioning; problem-solving; relating background
knowledge; distinguishing between fact and opinion; finding the main idea, important
facts, and supporting details; and knowledge of specific comprehension strategies.

Module 3.
Numerical Calculation in Everyday Life
This topic focuses on aspects of failing to progress in mathematics, commensurate with
chronological age, normal intelligence, and adequate instruction. Even with calculators
persons with low numeracy skills find very hard to or can’t solve simple day-to-day
problems because they don't have enough understanding to interpret problems or analyse
them. Low numeracy is marked by difficulties with: visualization; visual-spatial
perception, processing and discrimination; counting; pattern recognition; sequential
memory; working-memory for numbers; retrieval of learned facts and procedures;
directional confusion; quantitative processing speed; kinaesthetic sequences; and
perception of time.

Module 4.
Let’s Help Each Other: Effective Communication in a Small Community
The main goal of this topic is to show how to communicate with others and between
people, what kind of tools/skills we can use and how to express our needs, feelings and
words in a way that is understandable for the person that is listening. It is crucial to
transfer the information and be sure that it will be received with a proper meaning. In
order to communicate in an effective way, each person needs to know what to
communicate, how, when, to whom and the information needs to be communicated in an
understandable way. Communication is a two-way process and it is not only about
exchanging information, news, ideas or feelings, but it also refers to creating and sharing
meaning. It is a channel through which people have a possibility to connect with each
other.
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Module 6.
Family Literacy
This topic focuses on the way parents, family and community members use literacy at
home and in their communities. Family literacy is a term used to describe parents and
children learning together. Also known as intergenerational literacy, and in some cases,
community literacy, the rationale underlying Family literacy is that parents (and adults in
communities) are children's first teachers; that much learning occurs beyond traditional
school settings, and that learning is a lifelong process. Activity connected to literacy occurs
naturally during the routines of daily living and helps adults and children get things done.
The ethnic, racial, and cultural heritages of families are reflected in the literacy activities in
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Module 5.
IT Matters – Digital Literacy for Beginners
This topic focuses on the ability of adults to fully participate in the digitalization era, i.e.
the use of new technologies to communicate or seek information. Digital literacy is
important because technology around us is changing more rapidly than society. Literacy
implies awareness and understanding of knowledge, whereas technology assists in
boosting literacy. It proves how an individual lives, learns, works and functions in a digital
society. Digital literacy includes: researching, evaluating, creating and communicating
information. Moreover, it is a component of digital citizenship, in which someone who is
responsible for utilizing technology to interact with the world around them. Digital
literacy can concern both online and offline activities.

which they engage. Family literacy can apply to all families and all literacy activities that
take place within the family, not just school like activities.

The curriculum can be used by adult trainers who are working with learners that face
functional illiteracy in any of the fields tackled by the curriculum. The Curriculum Modules
can be used all together or separately and can be adapted to the level of the class. An initial
test is suggested in each module, in order to analyse the needs of the learners. The same test
can be used at the end of the course to observe the improvements.

Each Module contains the following main chapters:
1. Description of the Module
2. Theoretical background
3. Exercises and quizzes
4. Curriculum outline
5. Further reading and further development
6. Annexes – which include Power Point Presentations and other materials that can be used
for providing the training
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At the end of the training process of each Module a Feedback Questionnaire can be used for
receiving feedback about the process from the learners. Please see the next page for a
suggestion for such a Feedback Questionnaire.

Feedback upon the training
Date: _____/_____/______
Title and location of training: ______________________________________________
Trainer: ________________________________________________________________

Instructions: Please indicate your level of agreement with the statements listed below:
1. Participation and interaction
were encouraged.
2. The topics covered were
relevant to me.

3. The content was organized and
easy to follow.
4. The materials distributed were
helpful.

5. This training experience will be
useful in my life.
6. The trainer was well prepared.
7. The time allotted for the
workshop was sufficient.

8. The meeting room and facilities
were adequate and comfortable.

Strongly
Agree

Agree

Neutral

Disagree

Strongly
Disagree

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

o

9. What did you like most about this training?
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________

Thank you for your feedback!
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11. Please share other comments or expand on previous responses here:
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
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10. What aspects of the training could be improved?
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________

Module 1
JOB SEEKERS

ERASMUS+ - KA2: Strategic Partnership | Adult Education
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6. ANNEXES _______________________________________________________________________________________________ 10

1. DESCRIPTION OF THE MODULE
For low qualified adults who are at risk of social exclusion, entering into the job market or for
those who are seeking a job for the first time, searching for a job, applying and going for an
interview can be a hard.

This Module is designed to actively involve the learners in developing the knowledge, skills
and abilities to demonstrate the outcomes of this module. It may be adapted to best meet the
needs of the learners. Learners have difficulties in searching for a job and being prepared for
the interview. Module 1 will create tools for institutions that support and take care of adults
that are at risk of social exclusion. Content developed will help them understand the interview
process and increase the chances of success in getting the job they applied for.

1.1.

What It Is About

A job interview is widely defined as a meeting where the employer attempts to see whether
the person who applied for the job (i.e. the job seeker) is the right one by asking him/ her
various job-related questions. The job seekers of this module, based on the project’s targetgroup, are low qualified adults who are at risk of social exclusion. They are people who apply
for a job and they want to succeed in the interview and get the job. The aim of this module is
to bust learners’ self-confidence by preparing them for an interview and by providing
information regarding the interview process (before, during and after the interview).
Effective preparation for the job interview will make the difference. Learners will learn what
interview strategy is and what it includes.

1.2.

Learners Needs Analyses/ Initial Tests
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Before going to an interview or even apply for a job, an aptitude and/or a personality test may
be taken. Such tests can measure how fit the learner is for the position he/she applies for.
Aptitude tests help the learner assess his/ her current aptitude abilities, whereas personality
tests are designed to find out what the learner is like as a person and provide information
about his/ her work-related personality (e.g. how he/she acts in different situations, how
he/she deals with other people in the workplace, etc.). Such tests are short and consist of
questions and/ or statements that the learner answers/ reacts to, based on his/ her
personality.

1.3.

Learning Outcomes

By the end of this Module, learners should be able to:
1.
2.
3.
4.
5.

understand the purpose of an interview
learn the do’s and don’ts of job interviewing
answer the most important interview questions
practice good job interview skills
learn how to write a cover letter and a CV/Resume

2. MODULE CONTENT

The core information for the specific Module is listed below (for more information see ppts):

2.1.

Section 1: Preparing for a job interview

2.2.

Section 2: Networking and interaction

2.3.

Section 3: Writing an effective cover letter & CV/resume

2.4.

Section 4: Presenting yourself (e.g. name, origins, skills, experience,
interests)

(see more details in ppt 1)
• Research for a job and speed reading for job seekers
• Research for the Interview
• The Do’s and Don’ts of an Interview
(see more details in ppt 2)
• Why networks in the workplace are important
• How I can build networks and how can I interact with other employees and my manager.
• How I can collaborate within teams
(see more details in ppt 3)
• What is a cover letter?
• Different types of cover letters
• What to Include in and what to leave off Your Cover Letter
• Reading sample Cover letters.
• CV/resume
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(see more details in ppt 4)
• Answering common job interview questions.
• Asking Questions
• Negotiating your salary and benefits

3. EXERCISES AND QUIZZES
The tutor may develop any quiz on his/ her own regarding the issues addressed to in this
Module.

4. CURRICULUM OUTLINE

20 minutes

Activity 1: Ice-breaking
The learners are divided into pairs. Each of
the learners should ask questions about
his/her partner and write down any
information regarding him/her. Some of the
questions they may ask are the following:
• What is your name?
• Where were you born?
• Can you tell me about yourself?
• When and where did you work
before?
• What do you want to gain from this
module?
When they finish, they should introduce their
partner to the other learners.
Activity 2: Presentation 1- Building
knowledge I
•
•
•

20 minutes

•
•
•

•

•
•
•

Materials
Flipchart;
Marker;
Pens and
note-taking
materials for
learners;
Markers /or
pens + A3
papers for
learners.
Sticky notes
Projector
and screen;
Laptop

Resource

ppt 1

Research for a job and speed reading
for job seekers
Research for the Interview
The Do’s and Don’ts of an Interview

Activity 3: Move around

The trainer will place different quotes on the
wall (e.g. “Arrive early”, “Show enthusiasm”,
“Outline your achievements”, etc, VS. “Show
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15 minutes

Learning Activities/Advice for Trainer
Introduction: The trainer introduces
learners to the module.
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Time
10 minutes

Materials

The trainer can write key ideas or words on
the flipchart. At the end of the workshop
these words/key ideas can launch further
discussion questions.
Activity 4: Presentation 2; Building
•
knowledge II
•
•
• Why networks in the workplace
are important?
• How can I build networks and how
can I interact with other employees •
and my manager?
• How can I collaborate within
teams?
•
•
•

20 minutes

Activity 5: Reading Comprehension &
Reflection

Resource

ppt 2
Flipchart;
Marker;
Pens and
note-taking
materials for
learners;
Markers /or
pens + A3
papers for
learners.
Sticky notes
Projector
and screen;
Laptop

The trainer invites learners to read the text
‘Introduction to Business Networking’ (see
Module 1-Annex 5).

Leaners are requested to reflect on the most
important benefit from their point of view
and share their reflections with other
learners.
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20 minutes

Learning Activities/Advice for Trainer
Lack of Knowledge About the Company”,
“Leave Your Mobile Phone On”, “Talk About
Salary Unless Asked”, etc., and she/ he will ask
the learners to leave their chairs and walk
around the room reading each of the quotes.
Then she/ he will have them stand by one
quote that resonates well with their personal
views on the do’s and don’ts of an interview.
When all learners have selected a quote (you
can have more than one person by a quote),
they will explain to the group why she/he
chose the specific quote and share his/her
insights.
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Time

•
•

•

Fill in an application form.
What to Include in and what to leave
off Your Cover Letter -Write the
correct cover letter
Reading sample Cover letters.

•
•
•

•

•
•
•

20 minutes

20 minutes

Activity 7: Fill in an application form
online example https://www.jotform.com/formtemplates/simple-job-application-form

Discuss problems you faced and find solution
to those problems with the other learners
and your trainer.
Activity 8: Presentation 4; Common job
Interview Questions- Sample

Activity 9: Role-play
Step 1: Watch the following video
https://www.youtube.com/watch?v=99kFlO
cxgVI (video 6:13 minutes: What Are Your
Salary Expectations? Learn How To Answer
This Interview Question ✓)

•
•
•

•

Materials
Resource
ppt 3
Flipchart;
Marker;
Pens and
note-taking
materials for
learners;
Markers /or
pens + A3
papers for
learners.
Sticky notes
Projector
and screen;
Laptop

ppt 4
Flipchart;
Marker;
Pens and
note-taking
materials for
learners;
Markers /or
pens + A3
papers for
learners.

Step 2: With your partner prepare a dialog
between -employer -employee by trying to
negotiate your salary
Students will demonstrate their interview (role-play)
Assessment (to verify the
using their knowledge, skills and abilities acquired from
increase of knowledge)
this module.
Feedback from learners
Ask learners to fill in the Feedback questionnaire
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Learning Activities/Advice for Trainer
Activity 6: Presentation 3; Building
knowledge III
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Time
20 minutes

5. FURTHER READING AND FURTHER DEVELOPMENT
Hereby links to further reading and a description of the possibilities of using content modules
for further development and integration with other courses are provided:
1. https://www.16personalities.com/personality-types (Personality types in various languages)

2. https://webcache.googleusercontent.com/search?q=cache:F1YDIRLe-YJ:https://www.weber.edu/wsuimages/mollysmith/4990Presentation/Job%2520Interview.p
pt+&cd=2&hl=en&ct=clnk&gl=cy (Power Point presentation: The job interview)

3. https://www.psychometricinstitute.com.au/pre_employment_testing_practice.html (Preemployment testing practice - aptitude and personality tests)

4. https://www.thebalancecareers.com/student-job-interview-questions-and-answers-2063815
(Article)
5. https://targetjobs.co.uk/careers-advice/interview-questions/325225-the-top-nine-trickyinterview-questions-and-how-to-answer-them (Article)
6. https://www.careerbuilder.com/advice/how-to-answer-10-tough-interview-questions
(Article)

7. http://www.nyc.gov/html/sbs/wf1/downloads/pdf/interview_quiz.pdf (Interview Quiz)
8. https://www.cnbc.com/video/2017/09/11/heres-how-to-answer-whats-your-greatestweakness.html (Video)

9. http://www.mycareerquizzes.com/job-interview-test (Job interview test-Self assessment)

10. https://www.psychometricinstitute.com.au/career-one/Free-PersonalityTest.asp?utm_source=careerone.com.au&utm_medium=promosite&utm_campaign=ipc_co_pro
mo (Free Personality Test)
11. https://www.psychometricinstitute.com.au/career-one/Free-AptitudeTests.asp?utm_source=careerone.com.au&utm_medium=promosite&utm_campaign=ipc_co_pr
omo (Free Aptitude Test)

12. https://www.thebalancecareers.com/free-cover-letter-examples-and-writing-tips-2060208
(Sample of cover letters)
13. https://www.youtube.com/watch?v=43hKvrQsjFI&feature=youtu.be (Video: 7 tips for
networking in the workplace – 4.42 minutes)
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15. https://www.thebalancecareers.com/how-to-write-a-job-application-letter-2061569 (Article)
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14. https://www.youtube.com/watch?v=tu7U8T9r414 (Video : #OfficeHours: The Importance of
Networking And How to Network Effectively For Your Job Search – 1 hr)

16. https://www.youtube.com/watch?v=ZPhoEOdQxn4 (Video 13:30 minutes Why Can't I Find a
Job? - 5 Reasons Why)
17. https://www.youtube.com/watch?v=pMRO2dl9z3w (Video 12:21 minutes: Tell Me About
Yourself - Learn This #1 Trick To Impress Hiring Managers✓)

18. https://www.youtube.com/watch?v=J_g7wCHh7q0 (Video 10:24 minutes: What Are Your
Weaknesses? Learn How To Answer This Job Interview Question With This #1 Tip ✓)

19. https://www.youtube.com/watch?v=IYDUXIXSI44&list=PL89VZHIlp_AS0Pqf7SW1TU3T81tBf
F7Wo&index=2 (video 4:49 minutes: What Are Your Strengths? Learn How To Answer This
Job Interview Question ✓)

20. https://www.youtube.com/watch?v=RiKXKYNlwFQ&index=5&list=PL89VZHIlp_AS0Pqf7SW1
TU3T81tBfF7Wo (video 8:11 minutes: Why Should We Hire You? Learn How to Answer This
Job Interview Question with this #1 tip ✓)

21. https://www.youtube.com/watch?v=vPLujGKCTrs&index=7&list=PL89VZHIlp_AS0Pqf7SW1T
U3T81tBfF7Wo (video 6:10 minutes Resume Objective - Learn How To Write The Best Resume
Objective ✓)
22. https://www.youtube.com/watch?v=ihTLSxQBc8&list=PL89VZHIlp_AS0Pqf7SW1TU3T81tBfF7Wo&index=10 (video 6:30 minutes :
What Questions To Ask In A Job Interview? ✓)

23. https://www.youtube.com/watch?v=oHHRI3Qcb8Q&index=12&list=PL89VZHIlp_AS0Pqf7SW
1TU3T81tBfF7Wo (video 7:20 minutes: How To Follow Up After An Interview? [Post Interview
Follow Up] Learn This #1 Tip ✓)
24. https://www.youtube.com/watch?v=g4vU2VAjzXo&list=PL89VZHIlp_AS0Pqf7SW1TU3T81tBf
F7Wo&index=14 (video 2:29 minutes: What To Say At The End of A Job Interview? (How To
End The Interview) ✓
25. https://www.youtube.com/watch?v=j-RZRE1MCRI (video 11:33 minutes: Thank You Email
After The Interview - Learn This #1 Trick To Double Your Chances ✓)

26. https://www.youtube.com/watch?v=99kFlOcxgVI (video 6:13 minutes: What Are Your Salary
Expectations? Learn How To Answer This Interview Question ✓)
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28. https://www.youtube.com/watch?v=qqbekQ7MPEI video 5:10 minutes: Where Do You See
Yourself in 5 Years? Learn How To Answer This Job Interview Question & Get The Job✓)
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27. https://www.youtube.com/watch?v=415mCSfJIjE (video 9:52 minutes: Where Do You See
Yourself in 5 Years? Learn How To Answer This Job Interview Question & Get The Job✓)

6. ANNEXES
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Module 1-Annex 1-Presentation 1 (ppt 1): Preparing for a Job Interview
Module 1-Annex 2-Presentation 2 (ppt 2): Networking and Interaction
Module 1-Annex 3: Intro To Business Networking
Module 1-Annex 4-Presentation 3 (ppt 3): Writing and Effective Cover letter & CV Resume
Module 1-Annex 5: Cover Letter Sample 1
Module 1-Annex 6: Cover Letter Sample 2
Module 1-Annex 7: CV Sample
Module 1-Annex 8-Presentation 4 (ppt 4): Presenting Yourself
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MODULE 1

Preparing for a Job Interview

Overview
What is an interview?
The purpose of an interview
(Re)search for a job
Speed reading for job seekers
(Re)searching for the Interview
The Do’s and Don’ts of an Interview

What is an interview?
 An interview is a private meeting between people.
 The person who answers the questions of an interview is called
the interviewer. The person who asks the questions of the
interview is called the interviewer.
 The purpose of an interview is to get a view of each other or to
know each other.

 An interview is a procedure designed to obtain information from
a person’s oral response to oral inquiries – Gary Dessler
 An interview is any planed conversation with a specific purpose
involving two or more people – Thill and Bovee

Types of interviews
•
•
•
•
•
•
•
•

Behavioral Interviews
Case Interviews
Competency Based Interviews
Exit Interviews
Final Interview
Group Interviews
Informational Interview
Lunch and Dinner Interviews

•
•
•
•
•
•
•
•
•

Mock Interviews
Off-Site Interviews
On the Spot Interview
Panel Job Interview
Phone Interviews
Second Interviews.
Structured Interview
Unstructured Job Interview
Video Interviews

Re(s)earch for a job
Job listing & professional resource sites
&
Socia media

Developing your strategy
As you develop your (re)search strategy, you should:
Create a list of 5–10 organizations with whom you
are most interested in working.
Create a second list of organizations you have
some interest in. Do some research and make some
connections.

Make a list of some employers
and then do your (re)search
Possible Sources:
Websites
Annual reports
Recruiting materials
Marketing materials
Media articles
Databases and other resources
And social media!

DO’S

The Do’s
and Don’ts
of an Interview

-Research the Company
-Prepare Your Answers
-Dress the Part
-Plan Your Route
-Bring Extra CVs
-Arrive Early
-Be Polite
-Provide a Firm Handshake
-Wait
-Make Eye Contact
-Show Enthusiasm
-Outline Your Achievements
-Expand on Your Answers
-Evaluate the Company
-Offer Benefits
-Ask Questions
-Stress Your Desire
-Network
-Say Thank You
-Follow Up

DON’TS

-Use Colourful Language
-Slouch
-Freeze Up
-Be Aggressive or Cocky
-Be Soft Spoken
-Act Desperate
-Negativity
-Pause For Too Long
-Leave Your Mobile Phone On
-Talk About Salary Unless Asked
-Tell Lies
-Smell
-Show Lack of Knowledge About the
Company
-Be Afraid To Ask For Clarification
-Get Too Personal
-Act Like a Window Shopper
-Be a Stalker
-Bring people

References
https://thebusinesscommunication.com/what-is-interview-types-of-interviews/
https://www.jobs.ie/job-talk/the-dos-donts-of-job-interviews/

MODULE 1
Networking & Interaction

Overview
 Why networks in the workplace are important?
 How do I build networks and how do I interact
with other employees and my manager?
 How do I collaborate within teams?

Networking
Networking with your co-workers is important and
beneficial for your career progression.
Jobseekers should understand that networking is all
about building relationship.
Network consists of people you’ve met either in
person or online.

How to build networks
Make your presence noticeable.
Be friendly.
Attend events either online or offline.
Welcome newcomers.
Go to the places that your colleague hang out and try to
connect with them.
Don't take advantages from others but if you can try to help.
Be a good listener.
If you have any question don’t be afraid ASK your colleague or
manager.
Think and wish that your relationship will last long.
Follow up with everyone you connect with.

How do I collaborate within teams?






Get people to work with you on the same goals
Set expectations
Use technology tools
Be open about everything
Set effective team meetings

CAREER QUIZ
What networking type better fits
your personality?
https://www.topresume.com/career-advice/career-quiz-networking-type-personality

References
• https://thebusinesscommunication.com/what-is-interview-types-ofinterviews/
• https://www.jobs.ie/job-talk/the-dos-donts-of-job-interviews/
• https://www.topresume.com/career-advice/5-ways-to-network-with-yourcurrent-colleagues
• https://www.quickbase.com/blog/the-5-best-ways-to-collaborate-with-yourteam
• https://www.topresume.com/career-advice/ways-to-expand-professionalnetwork

MODULE 1 – ANNEX 3. INTRO TO BUSINESS NETWORKING
Business Networking is a really valuable way to expand your knowledge, learn from the success of
others, attain new clients and tell others about your business.
I highly recommend business networking as a way to gain new clients and to build a sustainable
business. Here are the top 9 benefits for business owners of getting involved in networking:
1. Generation of referrals/Increased business
This is probably the most obvious benefit and the reason most business owners decide to participate
in networking activities and join networking groups.
The great news is that the referrals that you get through networking are normally high quality and
most of the time are even pre-qualified for you. You can then follow up on these referrals/leads and
turn them into clients. So you are getting much higher quality leads from networking than other
forms of marketing.
The increase in business from networking is the major advantage, but there are many others as well.
2. Opportunities
With a motivated group of business owners comes an abundance of opportunities! There are always
lots of opportunities that come from networking and in fact this is where the benefits of business
networking are huge!
Opportunities like joint ventures, client leads, partnerships, speaking and writing opportunities,
business or asset sales… the list goes on, and the opportunities within networking are really endless.
Just make sure you are jumping on board with the right opportunities and don’t go jumping into
every opportunity that comes your way. The opportunities that you get involved in should align
with your business goals/vision, otherwise you might find that you are spinning your wheels
chasing after opportunity after opportunity and getting nowhere.
3. Connections
Business networking can benefit your business in so many ways
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Networking provides you with a great source of connections, and really opens the door to talk to
highly influential people that you wouldn’t otherwise be able to easily talk to or find.

1

“It’s not WHAT you know, but WHO you know”. This is so true in business. If you want a really
successful business, then you need to have a great source of relevant connections in your network
that you can call on when you need them.

It’s not just about who you are networking with directly either – that person will already have a
network you can tap into as well. So ask the right questions to find out if the person you are
networking with knows who you want to know!
4. Advice
Having like-minded business owners to talk to also gives you the opportunity to get advice from
them on all sorts of things related to your business or even your personal life and obtaining that
important work-life balance.
Networking is a great way to tap into advice and expertise that you wouldn’t otherwise be able to
get hold of. Just make sure you are getting solid advice from the right person – someone that
actually knows about what you need to know and is not just giving you their opinion on something
that they have no or very little experience in.
5. Raising your profile
Being visible and getting noticed is a big benefit of networking. Make sure you regularly attend
business and social events that will help to get your face known. You can then help to build your
reputation as a knowledgeable, reliable and supportive person by offering useful information or tips
to people who need it. You are also more likely to get more leads and referrals as you will be the
one that pops into their head when they need what you offer.
6. Positive Influence
The people that you hang around with and talk to do influence who you are and what you do, so it is
important to be surrounding yourself with positive, uplifting people that help you to grow and thrive
as a business owner. Networking is great for this, as business owners that are using networking are
usually people that are really going for it, positive and uplifting.
7. Increased confidence
By regularly networking, and pushing yourself to talk to people you don’t know, you will get
increased confidence the more you do this. This is really important as a business owner, because
your business growth is very dependant on talking to people and making connections.
Networking is great for people that aren’t confident as it really pushes them to grow and learn how
to make conversations and lasting connections with people they don’t know.
I was certainly not confident when I started networking, in fact it completely petrified me! But as I
do it more, the more confident I get and the easier it becomes, and the more benefit I get from it.
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I really love helping other people, and networking is a fantastic way that allows me to do this easily.
Networking is full of business owners that have problems or issues within their business that need
solving, and there is great satisfaction from helping someone to solve a problem they have and get a
fantastic result from it.

2

8. Satisfaction from helping others

9. Friendship
Lastly, this one is more personal related rather than business related, but is a big benefit none-theless. Many friendships form as a result of networking because (mostly) you are all like-minded
business owners that want to grow your businesses, and you meet and help each other regularly, so
naturally strong friendships tend to form. Some of my strongest friendships have been started from
networking.
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(http://amazingbusiness.com/top-9-benefits-of-business-networking/)

MODULE 1
Writing an Effective Cover Letter
& CV Resume

Overview
 What is a Cover Letter?
 Different type of cover letters
 What to include in and what to leave off your Cover Letter
 Reading sample Cover letters.
 What is a CV/resume
 Purpose of CV/resume
 What to include in and what to leave off your CV/resume.
 Sample of CV/resume

Networking
Networking with your co-workers is important and
beneficial for your career progression.
Jobseekers should understand that networking is all
about building relationship.
Network consists of people you’ve met either in
person or online.

What is a Cover Letter?
A cover letter is a single-page letter written to the person
or organisation offering the job you're applying for.
A well-written cover letter should introduce you and
encourage the person reading it to read your resume.

Cover Letter
Your cover letter should be designed according to the job you
are applying for and it should not be more than one page.
Before start writing your cover letter, you should research the
company you are sending your letter to.
When you will be informed about the organisation you should
demonstrate in your cover letter your skills and your work
experience and persuade them your skills match the job or
organization's needs.

Different Types of Cover Letters
 Application Letter
 Referral Cover Letter
 Letter of Interest
 Networking Letter
 Value Proposition Letter

What to include in your Cover Letter
 Your name, email address and phone number at the top of the
page on the right
 The name of the business and the contact person's full name on
the left
 The date you wrote the letter on the right
 A reference line
 An address to the reader directly (e.g., "Dear Mr. Moyle" - try
to avoid using "To whom it may concern" if you can)
 An opening statement that briefly introduces you to the reader
 A main body that highlights qualities and characteristics you
have that are relevant to the job
 A closing paragraph asking to arrange an interview

For jobseekers with no work experience
 General skills that help you work in a team and as part of an
organisation
 Personal attributes that will help you learn to work in a
professional work environment
 Key strengths and contributions that show you are a standout applicant
 School work experience or volunteer work that
demonstrates your strengths and attributes
 Any sporting or community club participation (if relevant)
 Any hobbies or interests that are relevant to the job or
demonstrate your professional experience

What not to include in your Cover Letter
 Always spellcheck your cover letter.
 Keep your cover letter short, don’t include your
whole resume.
Don’t use very often the personal pronoun I
“I am …” , “I have” etc.
 Don't mention your other job applications

SAMPLES

Cover Letter Samples
See Module 1-Annex 4: Cover Letter Sample 1
See Module 1-Annex 5: Cover Letter Sample 2

FOR MORE SAMPLES
PLEASE VISIT THE WEBSITE BELOW
https://www.youthcentral.vic.gov.au/jobs-and-careers/applying-for-a-job/what-is-a-cover-letter/sample-cover-letters

What is a CV/ Resume?
 A resume (or "CV") is a document that lists your study,
work and life experiences.
 The purpose of a resume is to demonstrate your skills and
experience to the job you apply for.
 There is no set length for a resume and this is because it
varies in length according to your experience and education.
 If you don’t have a lot of work experience, one or two pages
is fine.

In you CV/ Resume you should demonstrate
 that you are employable
 that you meet your organazation’s needs
 that you have the education
 that you have the right experience and skills

What to include in you CV/ Resume?
 Contact details
 Opening statement
 List of key skills
 List of technical/software skills
 Personal attributes/career overview
 Educational qualifications
 Employment history/volunteering/work placements
 References/referees

What shouldn’t you include
in your CV/ Resume?
 Private information
 Typos or factual errors
 Images and graphics
 Content in headers
 Fancy formatting (good fonts to use are: Verdana,
Arial, Century gothic, Calibri)
 Information in tables
Note: Don’t send your CV/Resume in a PDF version. It’s better in word
format (.doc or .docx).

CV Samples
See Module 1-Annex 6: CV Sample 1
See Module 1-Annex 7: CV Sample 2

FOR MORE SAMPLES
PLEASE VISIT THE WEBSITE BELOW
https://www.youthcentral.vic.gov.au/jobs-and-careers/applying-for-a-job/what-is-a-resume/sample-resumes

References
•
•
•
•
•
•

https://www.youthcentral.vic.gov.au/jobs-and-careers/applying-for-a-job/whatis-a-cover-letter
https://www.youthcentral.vic.gov.au/jobs-and-careers/applying-for-a-job/whatis-a-cover-letter/how-to-write-a-cover-letter
https://www.youthcentral.vic.gov.au/jobs-and-careers/applying-for-a-job/whatis-a-cover-letter/how-to-write-a-cover-letter
https://www.thebalancecareers.com/job-application-letter-sample-2062548
https://www.youthcentral.vic.gov.au/jobs-and-careers/applying-for-a-job/whatis-a-cover-letter/sample-cover-letters/cover-letter-no-work-experience
https://www.youthcentral.vic.gov.au/jobs-and-careers/applying-for-a-job/whatis-a-resume/sample-resumes

MODULE 1 – ANNEX 5. COVER LETTER SAMPLE 1
Joanne Tint
Email: joannetint@xmail.com
Mobile: XXX XXXX XXXX
Mr Allan Moyle
Moyle Retail Solutions
Phone: XX XXXX XXXX
Email: enquiries@moyleretailsolutions.com.au
23 April 2015
RE: Application for Casual Retail Sales Assistant position
Dear Mr. Moyle,
As a highly motivated and dedicated student with strong communication and interpersonal skills, I would like to apply for
the position of Casual Retail Sales Assistant.
As a student I have been extensively involved in my school community, which has allowed me to develop strong
interpersonal skills. My involvement in various events, including drama eisteddfods and sports carnivals, has allowed me
to work closely with my peers while supporting the school community as a whole.
These experiences have allowed me to develop strong time management and organisational skills, which I see as being
very important when seeking to work in casual employment while continuing to study.
Personal attributes that I believe make me suitable for this position include:
• Motivation: Volunteer participation and school results demonstrate high motivation.
• Customer Service: Assisting with the sale of products at community events has allowed the development of
customer service skills.
• Communication: Acting in drama performances and working as an MC for school events has allowed the
development of communication skills.
My teachers and educators have commended me for my willingness to participate and my dedication to helping out
where possible. I enjoy working with others and believe that my strong communication skills will ensure that I can meet
the expectations of this role.
I am aware that you will receive a large number of applications for this job, but I would very much appreciate the
opportunity to demonstrate my capabilities to you in person.
I believe that I have a lot to offer your organisation. I am keen to develop my professional skills and look forward to
discussing my application with you at an interview. I have enclosed a copy of my resume for your consideration. I can be
contacted at all times on the details provided above.
Thanking you in advance for your time,

Joanne Tint

.
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(https://www.youthcentral.vic.gov.au/jobs-and-careers/applying-for-a-job/what-is-a-cover-letter/sample-cover-letters)

MODULE 1 – ANNEX 6. COVER LETTER SAMPLE 2
Joanne Tint
Email: joannetint@xmail.com
Mobile: XXX XXXX XXXX
Mr Allan Moyle
John Smith and Associates
Phone: XX XXXX XXXX
Email: enquiries@johnsmithandassociates.com.au

23 Jan 2017

RE: Application for Trainee Administrative Assistant position
Dear Mr. Moyle,
As a young and motivated individual I am extremely interested in submitting an application for the advertised Trainee
Administrative Assistant position with John Smith and Associates.
In November 2014 I completed my VCE studies and also obtained a Certificate II in Business Administration. This has
given me a range of practical capabilities that will meet the needs of this role.
While completing my VCE studies I worked part-time as a Customer Service Assistant for KSmart. My responsibilities in
this role included providing face-to-face customer service and assisting on the floor with stock movements and visual
merchandising. This position has given me key employability skills while also allowing me to experience working in a
professional and fast-paced work environment.
With regard to my ability to meet the specific requirements of this job:
• Customer Service: Worked for four years in a face-to-face customer service environment providing customer
service at registers, lay-by counter and on the retail floor.
• Reception duties: Responsibilities at KSmart included answering incoming phone calls and assisting
customers with phone-based enquiries.
• General Administration: Certificate II in Business Administration has provided training in the use of skills
including filing, data processing, records management and written communication.
My teachers and employers have commended me for my high level of interpersonal skills and naturally engaging
personality. My motivations include learning new things and the challenge of meeting key objectives. My current and
previous managers can be contacted to provide more information about my ability to meet the needs of this job.
I understand that you will receive a large number of applications for this role. I do, however, believe that my motivation,
commitment and pre-existing skills will allow me to fit into your work environment and immediately start supporting the
needs of your organisation.
I would appreciate the opportunity to meet with you to discuss my application at an interview. I have enclosed a copy of
my resume for your consideration. I can be contacted at all times on the details provided above.
Thanking you in advance for your time,

(https://www.youthcentral.vic.gov.au/jobs-and-careers/applying-for-a-job/what-is-a-cover-letter)
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Joanne Tint

MODULE 1 – ANNEX 7. CV SAMPLE

Jayani Lal

Email: jayanilal@xmail.com.au
Mobile: XXXX XXX XXX

VCE graduate seeking casual employment in a dynamic organisation

Personable and astute student with proven time management and collaboration skills developed from sporting
and volunteer engagements. Strong interpersonal skills enhanced by taking part in theatre activities to develop
confidence and communication abilities. Understanding of general employability skills and the importance of
working as part of a team, learning from others and developing as a professional. VCE graduate looking for firsttime employment in a position that requires a dedicated, young and enthusiastic employee.
KEY SKILLS





Customer Service (phone
and face-to-face)
Problem solving
Cash management
Sales reconciliations







Transaction processing
Sales refunds
Dispute resolution
Data processing
Inventory control







Store-based security
Stock receipting
End-of-day processing
Sales negotiations
Product selection

Software Skills: Microsoft Word ~ Microsoft Excel ~ Microsoft Outlook ~ Firefox ~ Internet Explorer
EDUCATION

All Saints Anglican College
VCE
2013
ATAR: 88.7
Achievements
•
•
•

2013: Class captain (in partnership with one other class representative)
2012: Represented school at National Youth Day events
2012: Recognition award for contribution to the local community and volunteering

PERSONAL ATTRIBUTES




Effective Communication Skills: Articulate communicator with appreciation for the different
communication styles required when working with other team members or with customers.

Honest and Reliable: Strong morals and ethics ensure honesty, reliability and ability to undertake tasks
responsibly.

Flexible: Understanding of need to remain flexible to support last-minute demands and changes.
Comfortable in changing environments and situations, ensuring ability to remain flexible and adaptable at all
times.

STUDENT WORK EXPERIENCE PLACEMENTS
TAYLOR SMITH PARTNERS - RECEPTIONIST (2-WEEK WORK PLACEMENT)

2013

Achievements and Contributions
•
•
•

Customer Service: Responded to incoming calls. Screened telemarketing and direct sales calls while
transferring customer enquiries to appropriate department.

Administration: Typed general communication and letters to customers and businesses as directed.
Ensured accurate development of communication by providing correspondence to supervisor for approval.

Records Processing: Entered customer information into internal records management system. Updated
existing customer records while creating new data files as directed.

VOLUNTEER PLACEMENTS
St Vincent De Paul

2010 - 2013

Provided support during various fundraising activities for local community group. Assisted at events and
gatherings including providing suggestions to help meet fundraising targets. Personally attended various events,
including spending time with homeless youth in Melbourne CBD.

PROFESSIONAL REFEREES
Joanne Boyle
Manager
St Vincent De Paul Society
Phone XX XXXX XXXX
Allan Blue
Maintenance Manager
Melton Community Gardens
Phone: XX XXXX XXX

Jayani Lal |  Email: jayanilal@xmail.com.au |  Mobile: XXXX XXX XXX

MODULE 1

Presenting Yourself

Overview
Answering common job interview questions
Asking Questions
Negotiating your salary and benefits

Common Interview Questions
 Can you tell me a little bit about yourself?
 Why do you want to work here?
 What are your strengths and weaknesses?
 What are your weaknesses?
 What are your skills, interests and experiences in this field?
 What has been your greatest achievement?
 What are your goals?
 Do you have any questions?

SOME
SAMPLE ANSWERS

Sample Answer 1
Q: When you are not working what do you enjoy doing? (e.g.
working, travelling, dancing, sleeping, etc.)
A: When I’m not working, I like to spend time exploring with my
dogs. I take them hiking, visiting historical sites, or even just
walking around town. A surprising number of people are drawn to
dogs, and I always enjoy talking with who I meet. I feel that
communication is one of the most important aspects of my
professional life as well. When talking with people, being able to
guide the conversation in a particular direction is one of the ways
I’ve been successful in different situations at the office.

• I love being outdoors—I do a lot of day hikes with my dog, and I
enjoy going on camping trips with my friends and family. I find being
outside is a great way to de-stress. It is also a great way to spend
quality time with my friends and family, away from our phones and
computers and busy lives.
• One of my hobbies is playing club sports. I currently play on a local
soccer team, and I also play on a roller hockey team. I love activities
that allow me to meet new people and work with others.
• I love reading novels—it is something I try to do every day, even if it
is only for a few minutes before bed. Reading novels helps relax me,
and also helps me think more creatively. I just finished reading
Jhumpa Lahiri’s The Namesake, and am currently looking for a new
book. I heard that your office has an informal book club, which I love!

Sample Answer 2
Q:"Tell me about your dream job?"
A:What I look for in a job, and what I love about this customer
service representative position, is the ability to utilize my
communication and customer service skills. I love interacting with
customers and quickly and effectively problem solving with them.
Down the road, after becoming an expert in your product line and
developing strong relationships with your customers, I would love
to work in sales.

• My dream job involves an extensive amount of teamwork, such as
regular staff meetings and group projects. I love that this job
emphasizes communication among colleagues and between
management and staff. My previous job was 50% team projects, and I
am excited to continue that kind of teamwork and open
communication here.
• My dream job would allow me to develop web content for a variety of
companies. I love getting to know different clients and developing
content to suit their unique needs. For example, in my last job, I
worked for clients in industries ranging from healthcare to education
and received praise for my work with a variety of companies. I love
that this job would allow me to work with a range of clients.

Sample Answer 3
Q: What Is Your Greatest Strength?
A: I have an extremely strong work ethic. When I'm working on a
project, I don't just want to meet deadlines. Rather, I prefer to
complete the project well ahead of schedule. Last year, I even
earned a bonus for completing my three most recent reports one
week ahead of time.

• I have extremely strong writing skills. Having worked as a copy
editor for five years, I have strong attention to detail when it
comes to my writing. I have also written for a variety of
publications, so I know how to shape my writing style to fit the
task and audience. As a marketing assistant, I will be able to
effectively write and edit press releases and update web content
with accuracy and ease.
• I am a skilled salesman with over ten years of experience. I have
exceeded my sales goals every quarter, and I've earned a bonus
each year since I started with my current employer.

Sample Answer 4
Q: What Is Your Greatest Weakness?
A: Organization hasn’t always been my strongest point. I’ve always
been inclined to prioritize tasks that directly impact the bottom line,
and maintaining a pristine desk or an organized inbox didn’t seem
to truly move the needle in terms of my output. Over time, I’ve
learned that keeping a clean workspace — both physically, and
digitally — does support my ability to focus and enhance the
efficiency of my workflow. I’ve implemented a time management
system that enables me to stay organized without encroaching on
my other responsibilities."

• "When I'm working on a project, I don't want just to meet
deadlines. Rather, I prefer to complete the project well ahead of
when it is due. While this means I never miss a deadline, it also
means that sometimes I can find myself rushed when I’m
working. I’ve since learned to slow down, be more patient, and
give each project the careful attention it deserves."

Sample Answer 5
Q: "Do You Work Well With Others?“
A: Working on a number of team projects has allowed me to develop
my ability to communicate clearly with others, and mediate conflicts
between team members. For example, on a recent project, two of my
teammates were having trouble coming to an agreement about how to
approach an element of the project. I listened to each of their concerns
and got everyone to sit down and come up with a solution that would
make everyone happy. Because of my ability to listen to others and
mediate conflict, we were able to finish our project ahead of schedule,
and even received commendation from our employer for the high
quality of our work.

• I am a patient listener and clear communicator, which is essential
to being a sales representative. Customers often call me with
complaints and concerns, and my ability to patiently listen and
empathize makes them feel appreciated. I then work with them
to come up with creative solutions to their problems. I believe
my people skills are the reason I won best sales representative
three years in a row at my previous company.

Asking Good Questions
 Prepare questions before the interview
 They should be thoughtful and relevant
 Address the position, skills, qualifications, etc.
 Avoid salary benefits and/or personal topics

Asking Questions
 What Are Your Short- and Long-Term Goals With the Company?
 Are You Satisfied With Your Current Responsibilities?
 Do You Feel You’ve Had Adequate Training to Fulfill Your Job
Duties?
 What Are You Working on That I Can Help You With?
 Do You Have the Support You Need?

Negotiating your salary and benefits
“As we discussed, it has been [amount of time] since [“my last
significant salary adjustment” OR “since I was hired”], and I
would like to revisit my salary now that I’m contributing much
more to the company. I’ve been researching salaries for [job
title] in [industry] industry, and it looks like the mid-point is
around [mid-point from your research]. So I would like to
request a raise to [target salary].”
https://www.glassdoor.com/blog/salary-negotiation-scripts-for-any-job/

References
•
•
•
•
•
•

https://www.thebalancecareers.com/tell-me-about-yourself-job-interview-question-2060956
https://www.thebalancecareers.com/job-interview-question-what-are-your-hobbies-2060979
https://www.thebalancecareers.com/tell-me-about-yourself-job-interview-question-2060956
https://www.thebalancecareers.com/what-is-your-greatest-weakness-2061288
https://www.glassdoor.com/blog/quiz-is-now-the-right-time-to-re-negotiate-your-salary/
https://www.glassdoor.com/blog/salary-negotiation-scripts-for-any-job/
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1. DESCRIPTION OF THE MODULE
1.1.

What It is About

This topic will provide practical recommendations for personal development of
comprehension. Comprehension is the ability to understand and get meaning from spoken
and written language. To comprehend, a reader must have a wide range of capacities and
abilities, which include: summarizing; sequencing; drawing conclusions; comparing and
contrasting; self-questioning; problem-solving; relating background knowledge;
distinguishing between fact and opinion; finding the main idea, important facts, and
supporting details; knowledge of specific comprehension strategies.
Adults who will benefit from this Module might experience some of these problems:

•
•
•
•
•
•
•
•
•

Meanwhile, as the personal growth is the on-going process of understanding and developing
oneself in order to achieve one's fullest potential, the Module will also address this topic.
Personal development is a vital part in a person's growth, maturity, success and happiness. It
is the foundation of emotional, physical, intellectual, and spiritual health.

3

•

Read and don't remember
Fall asleep when reading
Get confused after reading several pages
Find it difficult to explain things
Don't remember what people have told them
Answer the wrong questions on tests
May have difficulty in maintaining relationships because they don't understand or
communicate well
Can't pass qualifying tests because of the reading comprehension portion. They may do
quite well on the math, science or financial portions.
Find it difficult to make presentations at work
Can't keep up with the reading for their industry
See themselves getting passed up for promotion because of poor memory or
communication skills
Feel out of step in conversations that move quickly
Find it hard to participate in casual conversations because they can't read and
remember newspaper and magazine articles easily
Struggle to get advanced degrees because of the reading load
Have difficulty in writing clear reports
Have difficulty making presentations of complex material
Feel frequently frustrated that they can't 'break through' no matter how many things
they've tried.
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1.2.

Learners Needs Analyses/ Initial Tests

An initial test is given to the learners to identify the level of the group. Forty-five minutes
should be enough for the learners to complete the test. The test and the answer sheet are
given in “Module 2 - Annex 1. Initial Test”.

1.3.

Learning Outcomes

By the end of this Module, learners should be able to:

1. Understand the need for reading comprehension development
2. Use different strategies for reading comprehension

2. THEORETICAL BACKGROUND
2.1.

Background Information

•

•

•

•

Phonemic awareness - Phonemes are the smallest units making up spoken language.
Phonemes combine to form syllables and words.
Phonics - Phonics is the understanding that there is a predictable relationship between
phonemes (the sounds of spoken language) and graphemes (the letters and spellings
that represent those sounds in written language). Readers use these relationships to
recognize familiar words and to decode unfamiliar ones.
Vocabulary development - Vocabulary development refers to the knowledge of stored
information about the meanings and pronunciations of words necessary for
communication. Vocabulary development is also a primary determinant of reading
comprehension. Readers cannot understand the content of what they are reading
unless they understand the meaning of the majority of words in the text.
Reading fluency, including oral reading skills - Fluency is the ability to read words
accurately and quickly. Fluent readers recognize words and comprehend them
simultaneously. Reading fluency is a critical factor necessary for reading
comprehension.
Reading comprehension strategies - Reading comprehension is the culmination of all of
the reading skills and the ultimate goal of learning to read. The purpose of mastery of
each of the four previous skills is to enable comprehension. Likewise, reading
comprehension facilitates mastery of the other four skills. Comprehension is an active
process that requires an intentional and thoughtful interaction between the reader and
the text that can be explicitly taught through text comprehension instruction.
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Comprehension is one of the five key components of essential reading instruction
(Source: http://www.readingrockets.org/article):

Many may even be able to identify strategies that good readers use to understand
(comprehend) what they read. But comprehension goes further. Comprehension involves
constructing meaning:
•
•
•

from reading traditional text in print form (books, papers, magazines),
from listening to others read or
from viewing text in one of the many media available in our world today.

Comprehension is an essential part of successfully developing 21st century literacies. It is a
vital tool for reading in our modern age, a vehicle through which we:
•
•
•
•
•

gain meaning from the words someone else has constructed,
learn something new, to confirm something we think,
understand another’s viewpoint,
to relax and, yes,
even to escape from the everyday pressures of life.

There are many purposes to reading but each ties back to cognition, to thinking. Without
“thinking, wondering, and pondering,” reading becomes simply word calling. That type of
“reading” has little or no benefit to the reader or those that might listen to him/her.
Reading words aloud, pronouncing them properly does not constitute this essence of reading.
Neither does reading at a certain pace nor speed although all of these skills contribute. A
person can do all those things well and still not understand what the words mean.

Comprehension is the ultimate goal of reading. Comprehension is the process of
simultaneously extracting and constructing meaning through interaction and involvement
with written language. The words extracting and constructing are important. By extracting
meaning, a reader attempts to get at the meaning an author wished to convey. By constructing
meaning, a reader creates a mental representation based in part on prior knowledge and
experience. The constructive element of comprehension guarantees that each reader will
come away with a unique idea of what a particular text conveys.
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Reading difficulties may appear in many different forms and range from an inadequate
vocabulary building to medical conditions, such as dyslexia and Attention Deficit
Hyperactivity Disorder (ADHD). (Source: https://www.universalclass.com/articles)
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Recognizing that there are different levels of thinking behaviours that are important to
learning, Bloom, Engelhard, Furst, Hill, and Krathwohl (1956), developed a classification of
levels of intellectual behaviours, known as Bloom’s Taxonomy. This taxonomy contains three
domains: the cognitive, psychomotor and affective. The cognitive domain has six levels:
Knowledge (finding out), Comprehension (understanding), Application (making use of
knowledge), Analysis (taking apart the known), Synthesis (putting things together
differently), and Evaluation (judging outcomes). “Module 2 – Annex 2. Bloom’s Taxonomy”
presents some of the characteristics of Comprehension.

Dyslexia, broadly defined, is an inability or difficulty in learning to read and write by
otherwise intelligent children and adults who are engaged in, or have had, adequate
education. There is no known direct cause or causes of dyslexia, but it is generally understood
that one of the most recognizable symptoms of dyslexia seems to involve the reversal of
letters or numbers. In addition, dyslexia also causes the inability of the individual to break
words into individual sounds, or the inability of the individual to remember what words
sound like.
Contrary to popular belief, dyslexia is not a vision problem. Additional symptoms that often
accompany dyslexia are poor short-term memory skills, or problems processing the spoken
language. Generally considered to be a reading disability, dyslexia is a condition that cannot
be reversed. However, many individuals successfully develop strategies that help to
compensate for reading difficulties through remedial instruction.

Unfortunately, many teachers and parents believe that any learner who is a slow reader, or
one who does not seem to advance as quickly as his or her peers, is dyslexic, which is certainly
not true. As with any reading difficulty, experimenting with different reading methods may
help to improve both speed and fluency. “Module 2 – Annex 2. Dyslexic Achievers” displays an
inspiring sample of some self-compensated famous and successful dyslexics. But just
remember — for every famous or well-known dyslexic, there are thousands and thousands
more who have made it, despite their disorder. Unfortunately, there are millions that have not
— that could have!

ADHD, also known as attention deficit hyperactivity disorder, is a very familiar term within
school districts around the world. While attention deficit hyperactivity disorder is more
common in boys than girls, ADHD is often blamed for children's poor behaviour or grades in
school.

Children as well as adults diagnosed with attention deficit disorders often find it difficult to
understand instructions given in school or the workplace. Difficulty focusing and maintaining
attention to specific activities and tasks is a major challenge and failing to complete tasks or
activities is very common.
ADD, attention deficit disorder, is similar to ADHD, without the hyperactivity issues. In some
individuals, the hyperactivity may be present without any deficits in attention levels.
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Adults should seek to develop their literacy and numeracy skills, as well as their intellectual
behaviour in order to gain access to information, give voice to their opinions and ideas, take
action to solve problems and create future opportunities in the form of further qualifications.
Achieving the purposes they set for themselves enables adults to effectively fulfil their roles in
society as workers, family members and community members.
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NOTE: Keep in mind that any reading disorder or difficulty needs to be properly examined
and assessed by a professional! Just because a learner has difficulty memorizing vocabulary,
or may have continued difficulty grasping comprehension and concepts when it comes to
reading or writing does not mean that he/ she has a reading or learning disability.

2.2.

General Strategies for Reading Comprehension

The process of comprehending text begins before children can read, when someone reads a
picture book to them. They listen to the words, see the pictures in the book, and may start to
associate the words on the page with the words they are hearing and the ideas they represent.

In order to learn comprehension strategies, adults need modelling, practice, and feedback.
There are different methods used by trainers to help adults to better comprehend the text
they are reading or listening. Some comprehension strategies are described below
(Source: https://www.readnaturally.com/research/5-components-of-reading/comprehension#programs).
•

Predicting

When adults make predictions about the text they are about to read, it sets up expectations
based on their prior knowledge about similar topics. As they read, they may mentally revise
their prediction as they gain more information. You can use the second column of “K-W-L
Chart” presented in Chapter 2.4. for explaining this strategy.
•

Visualizing

Studies have shown that adults who visualize while reading have better recall than those who
do not (Pressley, 1977). Readers can take advantage of illustrations that are embedded in the
text or create their own mental images or drawings when reading text without illustrations.

Comprehension means understanding what you read. Some people can read words faster
than they can construct meaning. Understanding flows from the words that are read and the
mental images created or awakened by the words. Weak mental images are tied to poor
understanding, low vocabulary, weak sequencing, missing main idea, little capacity of drawing
conclusions and poor critical thinking skills.
You can clearly hear when someone reads aloud poorly. Unfortunately, you hear nothing and
you see nothing when an individual has problems generating mental images to create
meaning as they read. Please see “Module 2-Annex 4-Visualizing” for a simple exercise you
can start with when introducing Visualizing.

Mental images construct meaning and organize thoughts. Think of the meaning of surprise or
anger or joy. Yes, you can define those concepts in words, but you also SEE expressions and
body language that are core to your understanding. Please see “Module 2-Annex 4Visualizing” for a simple exercise you can use when discussing about face expressions.
A cognitive approach also referred to as “reading beyond the lines”, it involves finding a
personal connection to reading, such as personal experience, previously read texts, etc. to
help establish a deeper understanding of the context of the text
•

Questioning

7

Connecting
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•

Asking and answering questions about text is another strategy that helps adults focus on the
meaning of text. Trainers can help by modelling both the process of asking good questions
and strategies for finding the answers in the text.

Learners need to remember that good readers are ALWAYS thinking and wondering. By
actively reading, learners will develop a better understanding of the text. Learners should be
aware of the difference between “thin” and “thick” questions. The definition of thin questions
is that the answer is right in the text (you can actually point to the answer in the text). An
example of a thin question is “Who is the main character?” The definition of thick questions is
that the answer is supported by the text. An example of a thick question is “What is a possible
lesson that can be learned from the story?”

Questions for learners to think about while actively reading a text: Who? What? Where?
When? Why? How?
•

Clarifying

Identifying the main idea and summarizing requires that adults determine what is important
and then put it in their own words. Implicit in this process is trying to understand the author’s
purpose in writing the text. You can use the third column of “K-W-L Chart” presented in
Chapter 2.4. for explaining this strategy.
•

Evaluating

Learners evaluate the author’s writing style. When learners state specifically what they did or
did not like about the text, they are encouraged to think critically and to analyze the author's
writing techniques.
Questions for learners to think about while noticing the author's craft:
•
•
•

2.3.

What part of the text did you like the most? The least?
Did the author use figurative language, humor or suspense?
Would you read more books by this author?

Strategies for Reading Comprehension: Narrative Text
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Narrative text tells a story, either a true story or a fictional story. There are a number of
strategies that will help adults understand narrative text.

•

Story Maps

Story Map

Title: ________________________________

Settings
When and where the story takes
place (which can change over
the course of the story).

Characters
The characters in the story,
including the protagonist
(main character), whose
motivations and actions drive
the story.

Problem
What set events in motion? What problem arose, or what
were the key players after?

Important events

The key steps or events that capture the progress of
the situation.

Outcome

How was the problem solved? Was the goal attained?

Theme
The larger meaning or importance, the moral, the "so
what?".
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o Setting: When and where the story takes place (which can change over the
course of the story).
o Characters: The people or animals in the story, including the protagonist (main
character), whose motivations and actions drive the story.
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Trainer can explain the story grammar diagram of the text to raise learners’ awareness of the
elements the author uses to construct the story. Story grammar includes:

o Plot: The story line, which typically includes one or more problems or conflicts
that the protagonist must address and ultimately resolve. It can be split into
three boxes: Problem, Important events, Outcome.
o Theme: The overriding lesson or main idea that the author wants readers to
glean from the story. It could be explicitly stated as in Aesop’s Fables or inferred
by the reader (more common).

See “Module 2-Annex 4-Story Map Example” for a very simple Example of Story Map, for the
generalized diagram and for a diagram to be filled in by the learners.
•

Retelling

Asking learners to retell a story in their own words forces them to analyse the content to
determine what is important. Trainers can encourage learners to go beyond literally
recounting the story to drawing their own conclusions about it.
•

Prediction

Trainers can ask learners to make a prediction about a story based on the title and any other
clues that are available, such as illustrations. Trainers can later ask learners to find text that
supports or contradicts their predictions.
•

Answering Comprehension Questions

Asking learners different types of questions requires that they find the answers in different
ways, for example, by finding literal answers in the text itself or by drawing on prior
knowledge and then inferring answers based on clues in the text.

2.4.

Strategies for Reading Comprehension: Expository Text

Expository text explains facts and concepts in order to inform, persuade, or explain.
•

The Structure of Expository Text

Expository text is typically structured with visual cues such as headings and subheadings that
provide clear cues as to the structure of the information. The first sentence in a paragraph is
also typically a topic sentence that clearly states what the paragraph is about.
Cause and effect – see “Module 2-Annex 5. Cause and Effect Examples”.
Problem and solution
Compare and contrast
Description
Time order (sequence of events, actions, or steps)

Teaching these structures can help learners recognize relationships between ideas and the
overall intent of the text.
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Expository text also often uses one of five common text structures as an organizing principle:

•

Main Idea/Summarization

A summary briefly captures the main idea of the text and the key details that support the main
idea. Learners must understand the text in order to write a good summary that is more than a
repetition of the text itself.
K-W-L Chart
K
What I Know

Stonehenge is big.
It’s a monument made of
stone.
The stones are arranged
in a circle.
The stones line up with
something
Some of the stones are
curved.

Title: Stonehenge

W
What I Want to Know

Where is Stonehenge?
Who built Stonehenge?
When was Stonehenge
built?
Why was Stonehenge
built?
What do the stones line up
with?

L
What I Learned

Stonehenge is in southern
England.
Nobody is sure who built
Stonehenge.
Stonehenge was built
thousands of years ago.
Stonehenge may have
been a place healing the
sick and injured or a
shrine to the dead.
Stonehenge lines up with
the path of the sun on the
longest and shortest days
of the year.

Categories of Information I Expect to Use

The purpose of Stonehenge
The history of Stonehenge
The structure of Stonehenge
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1. What I Know: Before learners read the text, ask them as a group to identify what they
already know about the topic. Learners write this list in the “K” column of their K-W-L
forms.
2. What I Want to Know: Ask learners to write questions about what they want to learn
from reading the text in the “W” column of their K-W-L forms. For example, learners
may wonder if some of the “facts” offered in the “K” column are true.
3. What I Learned: As they read the text, learners should look for answers to the
questions listed in the “W” column and write their answers in the “L” column along
with anything else they learn.
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There are three steps in the K-W-L process (Ogle, 1986):

After all of the learners have read the text, the trainer leads a discussion of the questions and
answers.
•

Graphic Organizers

Graphic organizers provide visual representations of the concepts in expository text.
Representing ideas and relationships graphically can help learners understand and remember
them. Examples of graphic organizers are:
o Diagrams that represent categories and hierarchies

Manager
Assistant
Staff

Technical
Manager

HR Team

Manager
Assistant
Staff

o Tables that compare and contrast data

HR
Manager

Manager
Assistant
Staff

Plan category

What insurance
company pays

What you pay

Bronze

60%

40%

Gold

80%

20%

Silver

Platinum

70%
90%

30%
10%
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Financial
Manager

Technical
Team
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Finance
Team

CEO

o Time-driven diagrams that represent the order of events
Adult
frog

Eggs

Life Cycle of
a Frog
Froglet

Tadpole

o Flowcharts that represent the steps of a process
Look at
menu

Really
hungry?

Yes

Order
Appetizer

No

Salad
included?

No

Order
Entree

Yes

Choose Salad
Dressing

Teaching adults how to develop and construct graphic organizers will require some
modelling, guidance, and feedback. Trainers should demonstrate the process with examples
first before learners practice doing it on their own with trainer’s guidance and eventually
work independently.

3. EXERCISES AND QUIZZES

•

A fun way to learn the other learners’ names, perfect for a group of people who meet
each other for the first time, good “brain warm up”, as it requires some concentration
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As an icebreaking exercise for the beginning of the training activity the trainer can use the
following activity or any other icebreaker he/she is confident with:
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“Module 2-Annex 5-Additional tests” presents three more tests that can be used during the
programme of developing the comprehension abilities of the learners.

and mnemonic skills: Learners and the trainer should stand in a circle facing each
other. The trainer should start by saying out loud his/her name, and associating it to a
simple body gesture (raising a hand, moving a foot, shaking the head, etc.). Now, in a
clockwise order, all the members of the circle should try and repeat the names and
gestures of the people before them, as well as their own name and their own gesture
for the next person to add to the list. And so on until the circle is closed. Once the
round is finished, learners can give themselves a round of applause and go back to
their seats.

4. CURRICULUM OUTLINE

Learning Activities/Advice for Trainer

Materials

Resource

A
welcoming
flipchart
paper

Icebreaker
described at
Chapter 3

45 min

• Welcoming the learners
• Icebreaker
• Rules of the training session – agree the
rules everyone should respect during the
training (phones on silent, ask questions,
no question is silly, be constructive, it is OK
to disagree with others, disagreement is
not to be taken personally or as an attack,
have fun and enjoy yourself etc.), write
them on a Flipchart paper and ask
everyone to sign.
• Initial test

Module 2Annex 1-Initial
test

30 min

• Importance of reading comprehension

Initial tests
copies for
all learners
(do not
include the
Answer
Sheet)
Videoprojector

Flipchart
paper
Markers

14

Module 2Annex 9-Power
Point
Presentation
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Recommended Time
45 min.

120 min

Materials

• Strategies for reading comprehension:
Story Maps:
o Introduce the Story Map diagram
through a simple story example
o The generalized diagram in Chapter
2.3. is concluded together with the
learners
o Learners build their own Story Map:
the group is divided in small groups
of 3 learners. A generally known
story is retold by the trainer and the
learners are asked to develop the
Story Map on big Flipchart paper. The
papers are displayed on the wall and
a discussion is conducted by the
trainer.
o Depending on the level of the group,
an option for the small group exercise
can be that each small group selects
its own story.
• Cause and Effect Organizing Principle:
o Introduce the Cause and Effect
organizing principle
o Complete the exercises in Module 2Annex 5

Module2Annex 6
copies for
all learners

• KWL Chart:
o Introduce the Cause and Effect
organizing principle
o Depending on the level of the group,
trainer brings a suitable text to be
distributed to each learner. The
group is divided in small groups of 23 learners and they develop the KWL
chart. The Flipchart papers are
posted on the wall and a discussion is
facilitated by the trainer.

Resource
Module 2Annex 6-Story
Map Example

Flipchart
papers
Markers

Module 2Annex 5copies for
all learners
(do not
include the
Answer
Sheet)
Copies of
the
selected
text for all
learners

Module 2Annex 5-CauseEffect
Examples
KWL Chart
example in
Chapter 2.4.

A suitable text
for KWL Chart
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60 min

Learning Activities/Advice for Trainer
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Recommended Time
240 min

Recommended Time
120 min

Learning Activities/Advice for Trainer

Materials

Resource

• Other graphic organizers:
o Introduce other graphic organizers
o Depending on the level of the group,
assigns different tasks for completing
different graphic organizers. The
results are presented by each group.

Copies of
the
examples
to be used
during the
small
group
exercise
Copies of
text to be
used
during the
visualizing
exercise for
all learners

Graphic
organizers in
Chapter 2.4.

Examples to be
used during the
small group
exercise
Module 2Annex 4Visualizing

• Visualizing:
o Discuss the visualizing importance
o Conduct the exercise in Annex 4
o Depending on the level of the group,
Texts for
trainer selects a text that be used for
visualizing
a personal visualizing exercise. Each
exercise
learner is given the text and asked to
read it and to describe (short bullet
point description) the way he/she
visualize the respective text. Pairs are
formed and learners share their
description with the partner. A
discussion is then facilitated by the
trainer.
60 min
Copies of
PPT with
• General strategies for reading
ppt for all
General
comprehension:
learners
strategies for
o Present different strategies from
reading
Chapter 2.2. and revise all the topics
comprehension
discussed during the course
Assessment (to verify the
Conduct an assessment using “Module 2-Annex 8-Module
increase of knowledge)
Assessment test”
Feedback from learners
Ask learners to fill in the Feedback questionnaire
120 min

•

•

European Declaration of the Right to Literacy (Full Version in English) http://www.elinet.eu/fileadmin/ELINET/Redaktion/user_upload/European_Declaration_of_the_Right
_to_Literacy2.pdf
European Declaration of the Right to Literacy (Short version in
English) http://www.elinet.eu/fileadmin/ELINET/Redaktion/user_upload/Decl._lit._rights_for_printing_ENG1.
pdf
European Declaration of the Right to Literacy (Short version in EU member state
languages) http://www.eli-net.eu/about-us/literacy-declaration/
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•
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5. FURTHER READING AND FURTHER DEVELOPMENT

•
•

http://www.literacyconnections.com/whatiscomprehension-php/
http://www.colorincolorado.org/article/reading-comprehension-skills-englishlanguage-learners

6. ANNEXES
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Module 2-Annex 1-Initial test
Module 2-Annex 2-Bloom Taxonomy
Module 2-Annex 3-Dyslexic Achievers
Module 2-Annex 4-Visualizing
Module 2-Annex 5-Cause-Effect Examples
Module 2-Annex 6-Story Map Example
Module 2-Annex 7-Additional tests
Module 2-Annex 8-Module Assessment test
Module 2-Annex 9-Power Point Presentation
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•
•
•
•
•
•
•
•
•

Annexes
ERASMUS+ - KA2: Strategic Partnership | Adult Education

MODULE 2 – ANNEX 1. INITIAL TEST
Please, read carefully the following text and resolve the Exercises.

ALTERNATIVE ENERGY SOURCES: WIND, SOLAR, GEOTHERMAL, AND HYDROELECTRIC
POWER
Source: https://www.k5learning.com/sites/all/files/worksheets

There are many reasons to use alternative energy sources. One
reason is to reduce pollutants and greenhouse gases. Alternative or
renewable energy sources help to reduce the amount of toxins that
are a result of traditional energy use. These alternative energy
sources help protect against the harmful by-products of energy use
and help to preserve many of the natural resources that we
currently use as energy sources.

There are many alternative energy sources: wind power, solar power, geothermal power, and
hydroelectric power are some examples.
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Solar Power. Solar energy is used for heating, cooking, making
electricity, and even taking salt out of saltwater so the water
can be drinkable and used for additional purposes that do not
need the salt. Solar power uses sunlight that hits the solar
thermal panels to convert the sunlight to heat either air or
water. Other methods of using solar power include simply
opening up blinds or shades and letting the sunlight pass into the room or using some type of
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Wind Power. Wind power is the ability to capture the wind in a way
to propel the blades of wind turbines. When the blades rotate, this
movement is switched into electrical current with the help of an
electrical generator. In older windmills, wind energy turned
mechanical machinery to do the physical work like crushing grain to
make bread or pumping water to get water. Wind towers are built on
wind farms, and usually there are several towers built together. In
2005, the worldwide use of wind-powered generators was less than
1% of all of the electricity use combined. There are several advantages of this energy source:
there is no pollution, it never runs out, farming and grazing can still take place on the same
land as the wind turbines, and wind farms can be built anywhere. One disadvantage is that
you need a consistent wind to get enough power. If the wind speed decreases, less electricity
is produced. Large wind farms can also have a negative visual effect for people who live
nearby.

mirror to heat water and produce steam. One advantage of solar power is that it is renewable.
As long as there is sunlight, you will be able to harness the power from it. There is also no
pollution and it can be used efficiently to heat and light things. You can see the benefits of
solar energy in heating swimming pools, spas, and water tanks in many cities across the
country.

Geothermal Energy. Geothermal means “earth
heat”. This energy captures the heat energy
under the Earth. Hot rocks under the ground
help to heat water to produce steam. If holes are
dug in this area of the ground, then the steam
shoots up and is purified and used to drive
turbines, which in turn gives power to electric
generators. The advantages of this type of
energy is that there are no harmful by-products, it is self-sufficient once the geothermal plant
is built, and the plants are generally small so there is no negative visual effect on the area
surrounding the plant.
Hydroelectric Energy. The power that comes from the potential
energy of water that is dammed up supplies energy to a water
turbine and generator. Another example of this energy is to make
use of tidal power. Today, electric generators can be powered by
hydro power that can run backwards as a motor to pump water
for later use. An advantage is that you can control the use of the
energy by controlling the water. You can also generate water all
the time as there are no outside forces that prevent this from happening. Furthermore, there
is no pollution in using this type of energy. In fact, you can reuse the water that is used for
hydroelectric power. The disadvantages are that dams are expensive to build and maintain.
There also needs to be a powerful enough supply of water in the area to produce energy.
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Source:
http://theearthproject.com/
renewable-energy-sources101/
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In Conclusion. In your lifetime, there will be more advances made in the field of energy. Your
generation will need to value the natural resources that human life needs on this earth. You
will need to be part of the on-going and individual application of alternative energy sources so
the Earth stays healthy and our resources stay renewed.

Exercise 1. Use each word in a sentence. Underline the word used.

renewable ______________________________________________________________________________________________

propel ___________________________________________________________________________________________________

consistent _______________________________________________________________________________________________

efficiently ________________________________________________________________________________________________

Exercise 2. Word Search. Find the alternative energy sources in the word search: wind, solar,
geothermal, and hydroelectric.

J
W
E
R
D
N
I
W
Z
Z
D
B
G
G
H

C
I
R
T
C
E
L
E
O
R
D
Y
H
E
U

Y
J
D
Y
V
T
X
V
I
A
Z
A
H
O
D

G
E
S
F
Z
T
C
W
C
G
P
V
K
T
R

R
X
X
S
B
X
E
K
D
H
R
U
Y
H
L

E
T
E
R
X
O
D
U
A
I
C
M
K
E
N

N
B
T
J
A
A
Z
X
O
K
K
N
A
R
S

E
O
Y
G
W
L
R
J
W
G
N
Z
S
M
R

A
X
E
K
U
D
O
J
Z
G
G
K
U
A
K

T
T
V
F
C
M
W
S
K
U
I
L
A
L
T

Exercise 3. Multiple-Choice Questions (Put an X in front of the correct answer.)

1. What are some examples of alternative energy sources?
 a. wind power

 b. solar power

 e. all of the above
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 d. hydroelectric power
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 c. geothermal power

2. Which type of power means “earth heat”?

 a. coal

 b. minerals

 c. geothermal

 d. hydroelectric

Exercise 4. Definitions (Write the meaning of each word as it is used in the text.)

1. toxins _________________________________________________________________________________________________

____________________________________________________________________________________________________________
2. propel _________________________________________________________________________________________________

____________________________________________________________________________________________________________
3. switched ______________________________________________________________________________________________

____________________________________________________________________________________________________________

Exercise 5. Extended Response (Answer in complete sentences.)

1. What is one reason cited in the text to use alternative energy sources?

____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
2. Reread the last paragraph of the text. What does the author encourage the readers to do to
keep the earth healthy and to renew resources?

____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
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____________________________________________________________________________________________________________
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____________________________________________________________________________________________________________

3. Fill in the chart with at least one advantage and one disadvantage for each alternative
energy source:
Advantages

Disadvantages

Wind

Solar Power

Geothermal
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Hydroelectric

ANSWER SHEET
Exercise 3.
1. e
2. c

Exercise 5. Extended Response (Accept reasonable answers.)

1. Using alternative energy sources helps to reduce pollutants and greenhouse gases.
(Mention at least one reason.)

2. The author tells the readers that they need to value the natural resources that we need on
Earth. They need to use alternative energy sources so the Earth’s resources are protected.
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3. See text for advantages and disadvantages of each energy source so the chart can be
completed accurately.

MODULE 2 – ANNEX 2. BLOOM’S TAXONOMY
According to Chaffee (2003), critical thinking is “Making sense of the world by carefully
examining the thinking process, as well as to clarify and improve our understanding.” Critical
thinking is going beyond rote memory and multiple choice questions and encourages the how
as well as the why forms of thinking.

Bloom's Taxonomy was created in 1956 under the leadership of educational psychologist Dr
Benjamin Bloom in order to promote higher forms of thinking in education, such as analyzing
and evaluating concepts, processes, procedures, and principles, rather than just remembering
facts (rote learning).
Recognizing that there are different levels of thinking behaviors that are important to
learning, Bloom, Englehart, Furst, Hill, and Krathwohl (1956), developed a classification of
levels of intellectual behaviors. This taxonomy (classification) contains three domains: the
cognitive, psychomotor and affective. The cognitive domain had six levels: knowledge,
comprehension, application analysis, synthesis, and evaluation.

Creating

Synthesis

Evaluating

Analysis

Analysing

Application

Applying

Comprehention

Understanding

Knowledge

Remembering

Fig. 1

Fig. 2
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Evaluation

1

The original cognitive domains (which have nouns listed as their titles) are noted in Fig 1.
During the late 1990's, a new group of cognitive psychologists, lead by Anderson and Sosniak
(1994), updated the taxonomy reflecting relevance to the 21st century. The comparison
graphic (Fig.2) represents new language associated with the Bloom's Taxonomy. The primary
modifications were changing items from their original noun form to verb forms.

The second domain is Understanding [Comprehension]. This domain involves being aware of
the literal message contained in communication and being able to show a grasp of the
relationships between each of these elements in your subject. The components of
understanding include self-regulation, interpretation and extrapolation.

This may involve the use of self-regulation behavior that is best exemplified by restating the
problem in the students’ own words, making the information personal or modifying the
information to something which is more meaningful, such as changing a step-by-step process
into a flow diagram.
Gluck said it best when he said that the learner of the 21st century needs to develop new skills
and that the three Rs - reading. 'riting and 'rithmetic - are no longer enough. We must add the
three Cs - computing, critical thinking and capacity for change. (Gluck 1992 in Peters 1994 p
259).
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A syntetic presentation of Bloom’s Taxonomy is given below:

Application
(making use of
Knowledge)

Analysis
(taking apart the
known)

Synthesis
(putting things
together
differently)

Evaluation
(judging
outcomes)

Bloom’s
Definition

Remember
previously learned
information

Demonstrate and
understanding of
the facts

Apply knowledge to
actual situations

Observation &
recall of
information facts.
Knowledge of
dates, places,
events, major ideas,
concepts, terms,
principles. Mastery
of subject matter,
methods &
procedures

Use/apply
information
Use methods,
concepts &
theories in new
situations
Solve problems
using required
skills or knowledge
Construct charts
and graphs

Useful verbs

Name, list, define,
tell, describe, relate,
select, identify,
label, show, quote,
name, find, write,
locate, state, who,
when, where,
outline, match

Understanding
information,
principles
Grasp meaning
Translate
knowledge into
new context
Interpret charts,
facts, compare,
contrast
Order, group, infer
Predict
consequences

Compile
component ideas
into a new whole or
propose alternative
solutions

Make and defend
judgments based on
internal evidence
or external criteria

Skills
Observed
& displayed

Break down objects
or ideas into
simpler parts and
find evidence to
support
generalizations
Seeing patterns
Organisation &
identification of
components &
parts
Recognition of
hidden meanings
Distinguish
between fact &
inferences
Assess relevance
Analyse structure
Compare, collect,
select, explain,
infer, analyse,
distinguish,
separate,
investigate,
contrast, connect,
arrange, categorise,
advertise, classify,

Design, imagine,
improve, create,
plan invent, devise,
design, formulate,
reconstruct,
generate, modify,
review, combine,
integrate,
compose,

Translate, explain,
give examples,
predict, rewrite,
describe, outline,
convert,
summarise,
interpret, discuss,
predict, distinguish,
restate, associate,

Construct,
complete, classify,
solve, show, use,
illustrate, apply
calculate,
examine,
demonstrate,
modify, relate,
change, predict,

Re-present old
ideas to create new
ones
Relate/integrate
knowledge from
several areas
Predict, create,
draw conclusions,
propose, produce
original work

Compare &
discriminate
between ideas
Assess value of
theories,
presentations
Make choices
based on reasoned
argument
Verify/ appraise
value of
evidence/ work
Recognise
subjectivity
Judge, interpret,
grade, conclude,
assess, rank,
justify, debate,
argue, assess,
determine, rate,
verify, recommend,
select, discriminate,
support, prioritise,
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Comprehension
(understanding)
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Knowledge
(finding out)

Knowledge
(finding out)

Comprehension
(understanding)

Application
(making use of
Knowledge)

Analysis
(taking apart the
known)

Synthesis
(putting things
together
differently)

Evaluation
(judging
outcomes)

produce, compute,
classify, discover,
manipulate,
operate
Complete a timeline Retell in own words Make a scrapbook
Retell a story
Illustrate the main
Create a revision
Make an acrostic
idea
game
A story profile
Summary report
Construct a model
A list of information A cartoon strip
A map
A facts chart
A collage
A set of
A flowchart/mind
Instructions
map
A puzzle

break down,
diagram,
differentiate

formulate,
reorganise,
substitute, what if?

appraise, compare,
conclude, criticise

Books, diagrams,
film, CDs,
models, events,
media

Report, survey,
graph, diagrams,
chart,
questionnaire

extend, estimate,
differentiate

Possible
activities
& products

Cartoons, trends,
tables,
consequences,
charts

Illustrations,
sculpture, models,
diary, photos,
collection

Create a new
product
Sell an
idea/concept
Design a better …
A composition
A TV
advertisement
A unique
idea/concept
Short story, poetry,
inventions, puppet
show, article,
radio/TV show

Develop a criteria
Prepare a case
Recommend
change
A debate
A critical review
A proposal
Self-evaluation,
letters, survey,
allusions, court
trial, discussion
panels
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Adapted from: Hawker Brownlow Education. (____). Teaching thinking skills in the primary years. Hawker Brownlow: Australia.
Bloom, B. (1956, 1964). Taxonomy of Educational Objectives. New York: Longmans Green.
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Use

Design a
questionnaire
Construct a graph
Create a play
A jigsaw puzzle
A matrix chart
A report

Samples of questions for each of the domains are presented below, The tutors can integrate
these questions into their proverbial tool kit, in order to enhance cognitive growth and critical
thinking.
Remembering Domain

Questions a tutor can pose to enhance critical thinking skills include:
Define __________________; What information is given?; What are you being asked to find?; Locate
where ______________ is; When did the event take place?; List the _____________; and Name the
__________________.
Understanding Domain

Questions tutor can pose to enhance critical thinking skills include:
Explain the concept of ________________; Give me an example of______________; Describe in your
own words what _________ means; and What did it lead to ________________?
Applying Domain

Questions tutor can pose to enhance critical thinking skills include:
What would happen to you?; Is there a relationship between ________ and _________?; What
would you have done when _______________________ happened?; and If you were there what
would you have done?
Analyzing Domain

Questions tutor can pose to enhance critical thinking skills include:
Compare and contrast ______ to _____; What is important about ________?; What information
supports your explanation?; and What other ways could _____ be interpreted?
Evaluating Domain

Questions tutor can pose to enhance critical thinking skills include:
What changes would you make to improve __________________?; Can you elaborate on
_____________________?; and Can you provide an alternative to ___________?
Creating Domain

Questions tutor can pose to enhance critical thinking skills include:
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Do you agree with _______________________?; What is your opinion of __________?; How would you
prove or disprove the following ______________?; What data was used to make your conclusions
____________________?

MODULE 2 – ANNEX 3. Dyslexic Achievers
Since dyslexia is often a self-compensating disorder that can often be overcome with time,
effort understanding — and especially treatment, it is crucial to provide dyslexics with
success stories of well-known individuals so that they don’t give up — and indeed persevere.
Thus, for example, there have been many dyslexics that have made tremendous contributions
to mankind. They include famous entertainers, designers, architects, writers, athletes, jurists,
physicians, scientists, political and business leaders.

These successful dyslexics learned to overcome or sidestep their hidden and frustrating
barriers, permitting them to accomplish their dreams and desires. In fact, their disorder was
often found to be a catalyst for success — forcing them to develop and utilize hidden talents.
Often, their most crucial “life-saving” characteristics were determination and perseverance
along with a desperate need to prove that they were not as dumb as they inwardly felt. As a
result, they never gave up no matter how difficult the task before them seemed. Their
successful lives, despite dyslexia, show us that “compensatory miracles” can be accomplished
so long as dyslexics are encouraged by loving parents, caring teachers, and “healers” to
believe in themselves.
An inspiring sample of some self-compensated famous and successful dyslexics follows:

Albert Einstein - a German-born theoretical physicist. He developed the general theory of
relativity, one of the two pillars of modern physics (alongside quantum mechanics). Einstein’s
work is also known for its influence on the philosophy of science. Einstein is best known in
popular culture for his mass–energy equivalence formula E = mc2 (which has been dubbed
“the world’s most famous equation”). He received the 1921 Nobel Prize in Physics for his
“services to theoretical physics”.
Leonardo da Vinci - Primarily a painter accomplishing the famous Mona Lisa,
however Da Vinci was skilled in many other areas including mathematics, sculpting and as an
inventor.

Pablo Picasso - One of the most renowned artists of all time with his ability to paint unusual
abstract art. Many believe it was his dyslexia that inspired his extraordinary painting ideas.

John F Kennedy, George Washington & George W Bush - All of these Presidents of the United
States of America were believed to be dyslexic.
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Tom Cruise - Blockbuster action film actor Cruise was diagnosed with Dyslexia age 7 but that
didn’t stop him. “I’d try to concentrate on what I was reading, then I’d get to the end of the
page and have very little memory of anything I’d read”. Tom Cruise grew up and succeeded
despite poverty, frequent relocations, inadequate schooling and dyslexia. No doubt he was
saved by his gifted acting ability as well as his dogged determination to overcome and thrive.
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Orlando Bloom - Hollywood actor most commonly known for his starring roles in Pirates of
the Caribbean and Lord of the Rings. When he was discovered as dyslexic at school his mother
encouraged him to take art and drama classes.

He eventually adopted unique techniques in order to learn his lines and went on to be a multi
award winning Hollywood star!

Jim Carrey - The two-time Golden Globe-winner rose to fame and leading roles in Ace Ventura,
Dumb & Dumber and The Mask established him as a bankable comedy actor.

Whoopi Goldberg - Comedian, political activist but more recently talk show host. Whoopi is
one of a handful of people to win an Oscar, a Grammy, a Tony and an Emmy.
Steven Spielberg - One of the most influential film personalities in the history of film, Steven
Spielberg is perhaps Hollywood's best known director and one of the wealthiest filmmakers
in the world. Winner of 3 academy awards, 3 Golden Globes, 4 Emmy Awards, and the list
goes on!
Walt Disney - An American icon who built the Disney Empire with his brother and is
responsible for the growth of animation production.
John Lennon - Lead singer of the Beatles in the 1960’s and singer songwriter

Jamie Oliver - Professional Chef, bookseller and TV personality. He initially left school at 16
without any qualifications, however working his way up the kitchen ladder, he rose quickly to
head chef.

Richard Branson - founder and chairman of London-based Virgin Group, didn’t breeze
through school. In fact, school was something of a nightmare for him. His scores on
standardized tests were dismal, initially pointing to a similar future. Despite the difficulties
and challenges posed by his acknowledged dyslexia, his gifted interpersonal and business
talents drove him to succeed.
Many other CEO’s have also acknowledged their dyslexia, including Bill Gates, Charles
Schwab, Ted Turner, Henry Ford etc.

There are many other personalities didn’t let dyslexia stay in the way of their success, among
which:
•
•
•

Sports: Mohammad Ali, Magic Johnson
Designers: Tommy Hilfiger
Inventors: Thomas Edison

• Political and Military Leaders: George Patton, King Carl XVI Gustaf

Sources:
• https://www.helenarkell.org.uk/about-dyslexia/famous-dyslexics.php
• https://www.dyslexia.com/about-dyslexia/dyslexic-achievers/all-achievers/
• http://www.dyslexiaonline.com/basics/famous_dyslexics.html
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•
•

Actors and singers: Keanu Reeves, Kiera Knightley, Vince Vaughn, Cher, Harry
Belafonte, Nigel Kennedy
Research Scientists: Michael Faraday, Pierre Curie
Writers: Agatha Christie, F. Scott Fitzgerald, Gustave Flaubert, Hans Christian
Andersen, William Butler Yeats
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MODULE 2 – ANNEX 4. Visualizing
Please read the word in the box:
Now, look within your mind and you’ll see that you have a mental picture of “frog”. What does
your “frog” look like? Stop briefly, describe it to yourself.
You may have mentally pictured a green frog on a lily pad …
… or a brown toad in the grass,
… or a stuffed toy frog,

… or the frog on Sesame Street …

Now, let’s look at how you use your mental images to understand ideas …
Please read the next sentence as it’s presented:
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Did you see the frog move when you read the word “hopped”?
Did the setting change when the idea of a building was introduced?
Did you see the door?

Please name the expressions you can connect to the following images:

1.

2.

3.

4.

5.

Page
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6.

ANSWER SHEET

3

Anger
Disgust
Fear
Joy
Sadness
Surprise
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1.
2.
3.
4.
5.
6.

MODULE 2 – ANNEX 5. CAUSE-EFFECT EXAMPLES
Example
Cause:
The window
was open

Effect:
The cold air
rushed into
the house

Exercise 1. Match the cause to the effect
Cause

Effect

1. The car ran a red light. _______

A. The horses were thirsty.

3. The students were quiet in class. _______

C. She was hungry at lunch.

2. Ben stayed up late. _______
4. It rained. _______

5. Lydia skipped breakfast. _______
6. It was very hot outside. _______

7. Lucy’s shoes weren’t tied. _______
8. The boat had a leak. _______

9. The puppy chased its tail. _______

10. There was too much water in the pot. _______

B. She fell down.

D. He was sleepy the next day.
E. It boiled over.

F. Everyone laughed.
G. It sank.

H. Chris got wet.

I. The teacher gave them a reward.
J. Another car hit it.
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Have you ever thought about what makes a volcano erupt or what
happens afterward? The book “Danger! Volcanoes” by Seymour Simon
describes many cause-and-effect relationships. When the temperature
rises deep under the Earth’s crust, it becomes hot enough to melt rock
and turn it into magma. Sometimes this melted rock blasts through the
Earth’s surface, which causes rock, ash, and deadly gases to fly into the
air. The lava that flows out of the volcano can knock down trees and destroy houses and even
whole towns. Although volcanoes can cause lots of destruction, the volcano’s eruption also
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Exercise 2. Please, read carefully the following text and resolve the Exercise.

creates new land. Many times this new land forms an island in the ocean. You might even live
on land created by a volcano!
Fill in other effects of the volcano eruption.
Cause

Effects
Rock and ash are blasted out
Hot, melted lava shoots out

Volcano erupts

Exercise 3. Read each sentence below. Write what you think might be the cause on the
second line.
1. Cause: ____________________________________________________________________________
Effect: Jane fell down the stairs.

2. Cause: ____________________________________________________________________________
Effect: The family bought a new car.

3. Cause: ____________________________________________________________________________
Effect: The cat scratched Mitch.

4. Cause: ____________________________________________________________________________
Effect: The lights went out.

5. Cause: ____________________________________________________________________________
Effect: The train arrived late.

6. Cause: ____________________________________________________________________________
Effect: Josh won the spelling bee.

8. Cause: ____________________________________________________________________________
Effect: Clara laughed out loud.
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Effect: The chair fell over.

2

7. Cause: ____________________________________________________________________________

ANSWER SHEET
Exercise 1.
Cause

Effect

1. The car ran a red light. ___J____

A. The horses were thirsty.

3. The students were quiet in class. ___I____

C. She was hungry at lunch.

2. Ben stayed up late. ___D____

B. She fell down.

4. It rained. ___H____

D. He was sleepy the next day.

5. Lydia skipped breakfast. ___C____

E. It boiled over.

6. It was very hot outside. ___A____

F. Everyone laughed.

7. Lucy’s shoes weren’t tied. ___B____

G. It sank.

8The boat had a leak. . ___G____

9. The puppy chased its tail. ___F____

H. Chris got wet.

10. There was too much water in the pot. ___E____

I. The teacher gave them a reward.
J. Another car hit it.

Exercise 2.
Cause

Effects
Rock and ash are blasted out
Hot, melted lava shoots out
Roads may be destroyed

Trees are knocked down

3

Hardened lava forms new land
Page

Volcano erupts

Houses are destroyed

Exercise 3.
Learners’ answers will vary. Examples of correct answers
1. Cause: ____________Jane’s sister left a ball on the stairs._________________
Effect: Jane fell down the stairs.

2. Cause: ____________Mr. Johnson had a car wreck._______________________
Effect: The family bought a new car.

3. Cause: _____________Mitch teased the cat._______________________________
Effect: The cat scratched Mitch.

4. Cause: _____________There was a bad storm last night.________________________________
Effect: The lights went out.

5. Cause: ______________Snow blocked the railroad track._______________________
Effect: The train arrived late.

6. Cause: _______________Josh studied his spelling words carefully._________________________
Effect: Josh won the spelling bee.

7. Cause: ________________He jumped up from the table.______________
Effect: The chair fell over.

8. Cause: _______________Clara’s sister told a joke.________________________
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Effect: Clara laughed out loud.

MODULE 2 – ANNEX 6. STORY MAP EXAMPLES
Story Map

Title: Goldilocks and the Three Bears
Characters

Settings

Goldilocks
Papa bear
Mama bear
Baby bear

Once upon a time
House in the forest

Problem
While the bears are away, Goldilocks goes into the bears’
house
Important events
1. Goldilocks ate a bowl of porridge
2. Goldilocks sat on a chair and broke it
3. Goldilocks laid down in a bed and fell asleep
4. The bears came home and found empty bowl, the
broken chair, and Goldilocks in bed.
Outcome
Goldilocks runs away and never comes back.

Theme
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You should respect other people’s property.

Story Map

Title: ________________________________

Settings
When and where the story takes
place (which can change over
the course of the story).

Characters
The characters in the story,
including the protagonist
(main character), whose
motivations and actions drive
the story.

Problem
What set events in motion? What problem arose, or what
were the key players after?

Important events

The key steps or events that capture the progress of
the situation.

Outcome
How was the problem solved? Was the goal attained?
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Theme
The larger meaning or importance, the moral, the "so
what?".

Story Map

Title: ________________________________
Characters

Settings

Problem

Important events

Outcome
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Theme

MODULE 2 – ANNEX 7. ADDITIONAL TESTS

1. DOWN THE RABBIT HOLE - CAUSE AND EFFECT TEST
Source: https://www.k12reader.com/

Lewis Carroll wrote “Alice’s Adventures in Wonderland” in 1865. It’s the story of a girl who
follows a rabbit and has some amazing adventures. Below is a passage from the book. Alice is
sitting with her sister near a river.
“So she was considering in her own mind (as well as she could, for the day made her feel very
sleepy and stupid), whether the pleasure of making a daisy-chain would be
worth the trouble of getting up and picking the daisies, when suddenly a
White Rabbit with pink eyes ran close by her.
There was nothing so very remarkable in that, nor did Alice think it so very
much out of the way to hear the Rabbit say to itself, “Oh dear! Oh dear! I shall
be too late!” But when the Rabbit actually took a watch out of its waistcoatpocket and looked at it and then hurried on, Alice started to her feet, for it flashed across her
mind that she had never before seen a rabbit with either a waistcoat-pocket, or a watch to
take out of it, and, burning with curiosity, she ran across the field after it and was just in time
to see it pop down a large rabbit-hole, under the hedge. In another moment, down went Alice
after it!”

1. Name the cause: Alice wasn’t sure she wanted to get up to pick daisies. Why was she feeling
this way?

____________________________________________________________________________________________________________

2. Name the effect: The White Rabbit had a watch and was wearing a coat. What effect did

that have on Alice?
____________________________________________________________________________________________________________

3. Name the cause: Alice follows the White Rabbit. What was she feeling that made her follow
the rabbit?

Page

1

____________________________________________________________________________________________________________

ANSWER SHEET
Learners’ answers will vary. Examples of correct answers.

1. Name the cause: Alice was feeling sleepy.
2. Name the effect: She started to get up.
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3. Name the cause: She was “burning with curiosity.”

2. ABIGAIL ADAMS: PERSUADING HER HUSBAND
Source: https://www.k12reader.com/

Abigail Adams (1744-1818) was the wife of Founding Father John Adams. While he attended the
Continental Congress in Philadelphia in 1776, Abigail wrote to her husband often. Below is part
of her letter from March 31, 1776.
“I long to hear that you have declared an independency. And, by the way, in the new code of
laws which I suppose it will be necessary for you to make, I desire you would remember the
ladies and be more generous and favorable to them than your ancestors. Do not put such
unlimited power into the hands of the husbands. Remember, all men would be tyrants if they
could. If particular care and attention is not paid to the ladies, we are determined to foment a
rebellion, and will not hold ourselves bound by any laws in which we have no voice or
representation.
That men are naturally tyrannical is a truth so thoroughly established as to admit of no
dispute; but such of you as wish to be happy willingly give up the harsh title of master for the
more tender and endearing one of friend. Why, then, not put it out of the power of the vicious
and the lawless to use us with cruelty and indignity with impunity? Men of sense in all ages
abhor those customs which treat us only as the vassals of your sex; regard us then as beings
placed by Providence under your protection, and in imitation of the Supreme Being make use
of that power only for our happiness.”
What is Abigail trying to convince her husband to do? Give two examples of how she attempts to
persuade him.
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
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ANSWER SHEET
Actual answers will vary. Example of correct answer:
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Abigail Adams wants to convince her husband to include better treatment of women in the
laws of the new country. She tries warning him of the results if “particular care and attention
is not paid to the ladies.” The women will start their own rebellion. She also appeals to his
common sense by saying “Men of sense in all ages abhor those customs...”

3. CHURCHILL’S SPEECH: WE SHALL FIGHT ON THE BEACHES
Source: https://www.k12reader.com/

Great Britain’s Prime Minister Winston Churchill delivered a speech to the House of Commons on
June 4, 1940. Churchill explained that the British effort in World War II was not going well and
that a German invasion of Britain was possible. A gifted orator, Churchill knew he must convince
the British people that victory would come someday. When Churchill gave his speech, the U.S.
had not yet entered World War II. He references his hope that “the New World,” meaning the
U.S., would join the war. Below is the end of his speech.
“I have, myself, full confidence that if all do their duty, if nothing is neglected, and if the best
arrangements are made, as they are being made, we shall prove ourselves once again able to
defend our Island home, to ride out the storm of war, and to outlive the menace of tyranny, if
necessary for years, if necessary alone.
At any rate, that is what we are going to try to do. That is the resolve of His Majesty’s
Government - every man of them. That is the will of Parliament and the nation.
The British Empire and the French Republic, linked together in their cause and in their need,
will defend to the death their native soil, aiding each other like good comrades to the utmost
of their strength.
Even though large tracts of Europe and many old and famous States have fallen or may fall
into the grip of the Gestapo and all the odious apparatus of Nazi rule, we shall not flag or fail.

We shall go on to the end, we shall fight in France, we shall fight on the seas and oceans, we
shall fight with growing confidence and growing strength in the air, we shall defend our
Island, whatever the cost may be, we shall fight on the beaches, we shall fight on the landing
grounds, we shall fight in the fields and in the streets, we shall fight in the hills; we shall never
surrender, and even if, which I do not for a moment believe, this Island or a large part of it
were subjugated and starving, then our Empire beyond the seas, armed and guarded by the
British Fleet, would carry on the struggle, until, in God’s good time, the New World, with all its
power and might, steps forth to the rescue and the liberation of the old.”

Why does Churchill repeat the phrase “we shall fight” over and over? How does it support the
main purpose of this speech?
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
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ANSWER SHEET
Actual answers will vary. Example of correct answer:
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Churchill uses the repetition of the phrase “we shall ﬁght” to add emphasis and to show
conviction. At a dark time of World War II, Churchill must state clearly that the British
government is determined to win the war, no matter the cost. By making the commitment to
ﬁght in every possible place, he is making it clear that Britain will never surrender.

MODULE 2 – ANNEX 8. ASSESSMENT TEST
Please, read carefully the following text and resolve the Exercises.

SUSTAINABLE ENERGY SOURCES
Source: https://www.k5learning.com/sites/all/files/worksheets

What are sustainable energy sources? Sustainable energy sources
are often regarded as including all renewable sources (naturally
replenished) such as sunlight, wind, rain, and geothermal heat.
Included in this definition is electricity and heat generated from
solar, wind, ocean, hydropower, biomass (energy from plants),
geothermal (energy from inside the earth), and biofuels and
hydrogen derived from renewable resources. These resources
usually also include technologies that improve energy efficiency.
Fossil fuels are not considered sustainable energy sources because human consumption of
fossil fuels creates a decrease in this type of fuel, not a constant or continual growth.

Solar Energy. The Latin word for sun is “solar” and thus solar energy is a powerful source of
energy coming from the sun. For billions of years, the sun has produced energy. It is
estimated that the sunlight that shines on the Earth for one hour is capable of meeting the
energy demands of the whole world for an entire year! Can you imagine that?

Solar energy can be converted into other forms of energy, most commonly heat and
electricity. John Herschel, a British astronomer in the 1830s, used a solar collector box to
cook his food while on an African expedition exploring differing terrain. Today, people use
solar energy as an integral part of their lives and for all sorts of things ranging from heating
water in homes to space heating in buildings, from drying farm products to generating
electrical energy, and even heating their swimming pools!
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The drawbacks to solar energy are the large area required for collection and the manner in
which it comes to the surface of the earth.
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Photovoltaic is the process of using solar energy directly to make electricity using specific
devices. Electricity can also be produced indirectly from steam generators which use solar
thermal collectors in heating a working fluid. How does solar energy actually work? The
sun’s light is harnessed by passive solar systems for heating or cooling buildings, flat plate
solar collectors, and solar concentrator power systems. The sun’s heat is used to create steam,
which then turns a turbine to produce electricity.

Wind. Wind is classified as sustainable because wind will continually be produced as long as
there is the sun shining on the Earth in orbit. Wind is caused by the uneven heating of the
earth’s surface by the sun. Today, wind energy is used to generate electricity.

The modern use of wind turbines originated in the 17th century when the Dutch used wind
power to recover hundreds of thousands of acres of land by draining the Rhine River Delta.
For the next 300 years, this design was used to pump water, grind grain, and to saw wood.
Now, through advances in the fields of aerodynamics and composite materials, modern
electric power generating turbines was invented. These machines vary in size from as small
as one meter to a hundred meters in rotor diameter, and from 100-1000 kilowatts in power
output.
Wind energy cost is determined by the cost of installing the wind turbine and the amount of
energy produced. The use of wind-generated electricity is growing around the world.
Biomass. Organic material which has stored sunlight in the form of chemical energy is
considered biomass. This type of fuel includes wood, wood waste, straw, manure, sugar cane,
and additional by-products from a variety of agricultural processes.
By undergoing the process of photosynthesis, the chlorophyll in plants with the help of the
energy of the sun converts the carbon dioxide from both the water and air from the ground
into carbohydrates (complex compounds composed of carbon, hydrogen, and oxygen). When
these carbohydrates are burned, they change back into carbon dioxide and water to release
the sun’s energy.

In addition to the typical process of burning, biomass can be changed into liquid fuels or
cooked in a process called “gasification” to make combustible gases. Scientists are exploring
which crops in these contemporary times are best suited for energy generation. More
efficient and cleaner ways to use biomass are also being studied.
Hydropower. Hydropower is a clean, renewable energy source which converts kinetic energy
from water (acting as potential energy that is stored) into electricity by turning a turbine.
The amount of available energy in water is determined by the flow of the water and the fall of
the water. This is one of the oldest sources of harnessing a source of energy by humans. In
fact, water wheels were used over 2000 years ago.

Geothermal Energy. Geothermal energy, heat from the earth, is used as an efficient heat
source in small applications like greenhouses. This heat energy can be found almost anywhere
from the dirt in our own backyards to remote wells in countries like Indonesia.
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Most of these have a disadvantage. Specific to note are the river-based hydroelectric dams
that have been known to upset the natural wildlife of the region. Tidal-based hydroelectric
plants can cause widespread wildlife problems as the time span between low and high tides is
disrupted, and boats are left stranded in low tides.
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Electrical power can be generated from the oceans in the forms of tidal power, wave power,
ocean thermal conversion, ocean currents, ocean winds, and salinity gradients.

In most cases, mineral water is heated from the earth. Using geothermal energy is affordable,
sustainable, and a good choice for the environment.

Exercise 1. Use each word in a sentence. Underline the word used.

terrain ___________________________________________________________________________________________________

____________________________________________________________________________________________________________

orbit _____________________________________________________________________________________________________

____________________________________________________________________________________________________________
contemporary __________________________________________________________________________________________

____________________________________________________________________________________________________________
remote ___________________________________________________________________________________________________

____________________________________________________________________________________________________________
originated _______________________________________________________________________________________________

____________________________________________________________________________________________________________

Exercise 2. What does the Latin root “terr” mean in the beginning of the word “terrain” found
in the text, and in other words like terrestrial, territory and terrace?

____________________________________________________________________________________________________________

Mercury, Venus, and Mars are terrestrial planets because they are closest to the Earth in
density and composition

 a. The sudden change in temperature during the day.
 b. The clouds moving in circles in the atmosphere.
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1. What causes wind?

3

Exercise 3. Multiple-Choice Questions (Put an X in front of the correct answer.)

 c. The uneven heating of the earth’s surface by the sun.
 d. All of the above.

2. According to the text, solar energy is used for all of these reasons except:
 a. heat for homes

 b. space heating in buildings
 c. drying of farm products
 d. heating saunas

 e. heating swimming pools
3. According to the text, biomass includes:
 a. wood and wood waste

 b. straw, sugar cane and manure
 c. lake, stream and river water

 d. by-products from agriculture

Exercise 4. Extended Response (Answer in complete sentences.)

1. Select one form of sustainable energy described in the text. Write a summary of this type of
energy. Include a definition and the advantages/disadvantages
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
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____________________________________________________________________________________________________________

2. Why is sustainable energy so important?

____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
3. Look up the word “sustainable” in a dictionary. What types of things are sustainable
besides energy? Explain your answer:
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
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ANSWER SHEET
Exercise 2.
The Latin root “terr” means earth

Exercise 3.
1. d
2. d

3. a, b, d

Exercise 4. Extended Response (Accept reasonable answers.)
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1. The learner selects one form of sustainable energy, summarizes this type of energy
(including a definition, and advantages and disadvantages).
2. Sustainable energy is important to maintain as there is always a constant source of energy
available which can be tapped when needed.
3. The learner researches the word “sustainable” and then writes other things besides forms
of energy that are sustainable.

MODULE 2

LET’S MANAGE YOUR COMPREHENSION ABILITIES - PRACTICAL
RECOMMENDATIONS FOR PERSONAL DEVELOPMENT

Adults should seek to develop their literacy and
numeracy skills, as well as their intellectual behaviour
in order to gain access to information, give voice to
their opinions and ideas, take action to solve problems
and create future opportunities in the form of further
qualifications
Achieving the purposes they set for themselves enables
adults to effectively fulfil their roles in society as
workers, family members and community members.

Comprehension
• Ability to understand and get meaning from
spoken and written language:
•
•
•
•
•
•
•

• distinguishing between fact
summarizing
and opinion
sequencing
• finding the main idea,
drawing conclusions
important facts, and
comparing and contrasting
supporting details
self-questioning
problem-solving
• knowledge of specific
comprehension strategies
relating background
knowledge

Reading Strategies
Predict

Visualize

Connect

Try to figure out what
might happen next

Picture the people, places
and events being described

Connect what you are
reading to other texts and
the real world

Question

Clarify

Ask questions about the
material you are reading

Investigate. Identify main
points and summarize.

Evaluate

Judge the story and the
actions of the characters.

Story Map
Settings

Characters

Problem

Important events

Outcome

Theme

Cause and Effect Principle
Cause:
The
window
was open

Effect:
The cold
air rushed
into the
house

K-W-L Chart
K
What I
Know

W
What I
Want to
Know

Categories of
Information I Expect
to Use

L
What I
Learned

Graphic Organizers
Finance
Team

Financial
Manager

Manager
Assistant
Staff

CEO

Technical
Team

Technical
Manager

Manager
Assistant
Staff

Categories and Hierarchies
HR Team

HR
Manager

Manager
Assistant
Staff

Graphic Organizers
What you pay

Bronze

What
insurance
company pays
60%

Gold

80%

20%

Plan category

Silver

Platinum

70%

90%

40%

Compare and Contrast data

30%
10%

Time-driven diagram

Adult
frog

Eggs

Froglet

Tadpole

Graphic Organizers
Look at
menu

Really
hungry?

Yes

Order
Appetizer

No

Salad
included?

No

Yes
Choose Salad
Dressing

Flowcharts - steps of a process

Order
Entree

Visualizing
frog
The frog
hopped
into the building
when the doors opened.

Reading Strategies
Predict

Visualize

Connect

Try to figure out what
might happen next

Picture the people, places
and events being described

Connect what you are
reading to other texts and
the real world

Question

Clarify

Ask questions about the
material you are reading

Investigate. Identify main
points and summarize.

Evaluate

Judge the story and the
actions of the characters.
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1. DESCRIPTION OF THE MODULE
1.1.

What It Is About

This topic focuses on aspects of failing to achieve in mathematics, commensurate with
chronological age, normal intelligence, and adequate instruction. Even with calculators
persons with low numeracy skills find very hard to or can’t solve simple day-to-day problems
because they don't have enough understanding to interpret problems or analyse them. Low
numeracy is marked by difficulties with: visualization; visual-spatial perception, processing
and discrimination; counting; pattern recognition; sequential memory; working-memory
for numbers; retrieval of learned facts and procedures; directional confusion; quantitative
processing speed; kinaesthetic sequences; and perception of time.

All the listed above problems are a syndrome or collection of characteristics that are marked
by underachievement in math in spite of good ability in speaking, reading, and writing.
Sometimes dyscalculia occurs with other learning difficulties.
People with math skills deficit often lose track when counting; has trouble memorizing and
recalling addition and multiplication facts, as well as math procedures and rules. They tend to
practice and learn math, but quickly forget, and typically do poorly on tests. Inconsistent math
memory causes frustration, avoidance, and anxiety.
Math skills deficit has characteristic symptoms that can manifest and be noticed accordingly
in both working and home environments. Here's a short list of symptoms:

Monetary transactions, DIY (Do It Yourself) projects, or even a friendly game of pick-up
football may be sidelined by math deficit. At home, symptoms might include:

•
•
•
•
•
•

Even if your job doesn’t directly involve math, you may still be confronted with it at work. If
you have math skill deficit, symptoms in the workplace may include:
•

Gets anxious at the thought of having to do math unexpectedly at work
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•
•
•

Trouble doing mental math; gives incorrect change, for instance, or needs a calculator
to figure out a tip
Frequently late, occasionally missing important events altogether
Finds it difficult to remember names
Often drives too fast or too slow, or vastly misjudges how long it will take to drive
somewhere
Needs to write down a phone number immediately to remember it
Gets lost easily; misplaces objects around the house frequently
Struggles to keep score in games; often loses track of whose turn it is
Slow to tell time on an analog clock
Poor memory for anything number-related, like dates or facts
Struggles to learn dance steps or anything involving motor sequencing
Page

•

•
•
•
•
•
•
•
•
•

Trouble handling money or keeping track of finances
Frequently runs out of time while doing a task, or fails to plan enough time for all the
things that need to be done
Trouble understanding graphs or charts
Finds it hard to understand spoken math equations, even very simple ones
Skips numbers or transposes them when reading a long list or spreadsheet
Finds it difficult to use Excel formulas
Uses fingers to count or marks pages with tally marks to keep track of numbers
Often gets several different answers to the same math problem; needs to check work
over and over again
Unable to remember math rules or times tables

It should not be forgotten that in some cases there are moments of sudden exacerbations of
the state, which is equally dangerous at home and working environment. All these symptoms
can be connected with dyscalculia which does not imply a progressive cure or attenuation of
the problem, but dyscalculia is not a topic of our study.

1.2.

Learners Needs Analyses/ Initial Tests

•

•

Creating an environment of sincerity
Careful monitoring and readiness to assist in conducting the test(s) - Dyscalculation is
often combined with dyslexia or dysgraphia, or both, which further hinders the
recognition moment as well as understanding of the questions. For this reason, timely
help, personal attitude and empathy are keys to tests that will later be your basis for
individualizing methods to limit the negative impact of mathematical skills deficit.
Our recommendation is that if the learners have not participated in the tests of the first
two modules of the methodology, you are advised to provide these tests with them. In
this way you will have a complete picture of the learner and you will be able to
recommend a set of measures.
In the annexes you will find links to online tests, use them in case you have the
necessary technical facilities and the learners have good knowledge of ICT and English.
Have in mind that time is also a measurable dimension during the test.
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•
•
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During the implementation of the math skills deficit methodology, several features have to be
taken into account that have a direct impact on the results sought for the end of the module.
We will list some of them, but depending on the composition of the learner group, educational
level, social adaptability, age specificity, it is possible to consider additional features
depending on personal experience in conducting trainings:

1.3.

Learning Outcomes

Each module of the methodology sets ambitious goals:

1. Introduce the learners to the substance of the problem under consideration, its
possible manifestations and the risks it carries
2. To be able to individually determine its presence with sufficient accuracy
3. To propose a system of measures for limiting the negative impact of math skill
deficit.

2. THEORETICAL BACKGROUND
2.1.

Some More Info about Math Skills Deficit

The reasons for inadequate math skills may be the result of poor or insufficient school
education, which has worsened over the years. In rare cases, they may be hereditary. This
condition is independent of the level of intelligence of the child and to the teaching methods
used. The difficulty is centred around the ability to interpret numeric symbols and
arithmetical operations like adding, subtracting, multiplication, and division. A person that
suffers from dyscalculia will confuse numbers and signs, and cannot do mental math or work
with abstract ideas. These people have a hard time completing assignments and numerically
connected tasks.
Different studies show that, on average, 25% of adults experience serious problems with
mathematical actions, without gender division. At the same time, the flow of numbers in daily
life is increasing - household bills, taxes, discount, interest etc. Work increasingly requires
comparisons in graphs or diagrams. Many adults experiencing such problems underestimate
them or vice versa – are ashamed about them. During the training, take into account the
results of the preliminary study in the project and its findings, especially those related to the
desire of men to participate in general, and in particular the fact that they acknowledge
problems related to both the subject of this Module and the principle of life .

Focus (concentration): Skill related to the pattern of cognitive deterioration. The structural
deficit in these connections of neural networks is also related to inhibition, which affects the
mind's sharpness, making it more difficult for the person to use math and leading to
difficulties in estimation.

Divided attention: This skill is important as it allows for multitasking. Adults with math
disabilities present problems when responding to a stimulus because they are unable to focus,
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Different Manifestation of the Math Skills Deficit
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2.2.

they get distracted with irrelevant stimuli, and they tire easily. Also problems with rational
thinking can occur.

Working memory: This cognitive skill refers to temporary storage and the ability to
manipulate information in order to complete complex assignments. Some difficulties as a
result of this may be trouble following directions, forgetting instructions and tasks, low
motivation, incomplete memories, being easily distracted, not remembering numbers, and
delayed mental arithmetic.
Short-term memory: The capacity to retain a small amount of information during a short
period of time. This mental deficit explains the inability to carry out math assignments. The
problems present themselves when they calculate or attempt math problems. This is also
related to the inability to remember numbers or multiplication tables.
Naming: Implies the ability to recall a word or number and use it later. Adults have difficulties
remembering numbers because their ability to process information is deficient.

Planning: Low levels in this cognitive skill implie difficulties in planning and making sense of
numbers and exercises. This inability to anticipate events or outcomes prevents the student
from correctly completing the exercise.

Processing speed: This corresponds to the time it takes for our brain to receive information (a
number, a mathematical equation, a problem…), understand it, and respond to it. There are
adults that do not have any learning difficulties to complete this process quickly and
automatically, while others who have speed deficit processing need more time and energy in
order to process the information.

2.3.

Types of Maths Skills Deficit

The symptoms can be grouped in 5 main types.

Verbal math deficit: It is characterized by a difficulty naming and understanding the
mathematical concepts presented verbally. Adults with this type of dyscalculia are able to
read or write numbers, but have a hard time recognizing them when presented verbally.
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Lexical problem: Trouble reading and understanding mathematical symbols and numbers, as
well as mathematical expressions or equations. An adult with lexical problem can understand
the concepts when spoken, but may have trouble writing and understanding them.
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Practognostic problem: This type of math skills deficit is characterized by a difficulty
translating an abstract mathematical concept into a real concept. These adults are able to
understand mathematical concepts but have trouble listing, comparing, and manipulating
mathematical equations.

Graphical problem: Difficulty writing mathematical symbols. Adults with this type of
dyscalculia are able to understand the mathematical concepts but do not have the ability to
read, write, or use the correct corresponding symbols.
Ideognostical problem: Difficulty carrying out mental operations without using numbers to
answer math problems and understand mathematical concepts. They may also have a hard
time remembering mathematical concepts after learning them.

Operational problem: Presents itself with a difficulty to complete written or spoken
mathematical operations or calculations. Someone with operational problem will be able to
understand the numbers and the relationships between them, but will have trouble
manipulating numbers and mathematical symbols in the calculation process.

2.4.

Combating Math Skills Deficit

In this module, we are not aiming to catch up with learning gaps, but with a combination of
exercises we can limit the negative effects of a math skill deficit. Opportunities in today's
environment are many and we will hardly be able to offer even a small part of them. In the
exercises on the other modules that we recommend you review, you can also find the
appropriate modules for this module. Combinations are possible as well as you can prepare
exercises yourself. The suggestion is only a guideline and does not exhaust the subject. The
duration of the exercises is also exemplary and depends on the size of the learner group,
possible problems they will encounter in their implementation. Sometimes avoiding a math
deficit is a matter of skill in using assistive devices or replacing them.

3. EXERCISES AND QUIZZES
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Running this training is based on a non-formal learning principle, giving you great freedom in
choosing time, place, group selection(s). The task of limiting math deficit requires several
consecutive time-sessions - preferably one in a week, 4 in a row, where the complexity of the
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As we have already explained, we can not talk about treating math skill deficits of adults but
just about limiting the negative effect, as well as about different approaches and attempts to
eliminate learning gaps over the years. During the training you will have the opportunity to
continue and deepen your observations over the learners. We recommend that you make a
record of everyone in which you can record the results of the preliminary tests and the results
of the proposed exercises. Do not forget to maintain trusted and sincere relationships at a
high level - for this purpose energizers will be helpful, better if not related to the topic. Some
of the exercises may happen to be too easy for some of the learners if the work is not
individual.

tasks gradually increases and progress/regression is observed for each of the learners
individually. Do not forget that in some cases of combination of different skill deficits other
problems can occur - speech problems, difficulty remembering names and faces.

Before starting the main activity, we recommend that you make a short energizer/icebreaker.
However, besides the goal of the learners to know their names, there is also a diagnostic and
therapeutic goal requiring concentration and mnemonic skills. Place the learners in a circle
facing each other. The trainer clearly and sufficiently strongly says his name. In the
clock/counter-clockwise direction, the other learners repeat the names of all previous ones
until the circle closes. Carefully observe and listen to all learners as for you as a trainer, this is
not just an energizer. Add remarks in your record book. In the next training, besides
remembering the names at the beginning, include other elements for remembering - gesture,
movement, color chosen by everyone. No materials are required to run it, and the time
depends on the number of learners, but we do not recommend you to be more than 10
minutes, it may happen that the last one in the circle may have a more severe form of
dyscalculia and this exercise will be quite complicated for him/her, and can put him/her in an
embarrassing situation or even isolate him.
Another fun energizer/icebreaker - usually used in the middle of the training adding some
physical activity and associated with the visual memory and the concentration of the learners.
Again, the learners are in a circle (they are supposed to have remembered their names, but
they may not be). The trainer selects one of those standing against him, hands him a ball, and
both turns back to the group, the trainer tells the peculiarities of the person to whom he
throws the ball - color of the hair, type and color of the clothes, etc. The ball recipient tries to
tell the same details about the person who throws him the ball. To accomplish this exercise,
you need a ball regardless of its size.
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Another good exercise for math disorientation is connected to drawing or writing under
dictation. Each learner is given a piece of paper and the trainer starts dictating what to be
drawn under dictation. For example: 1. Divide the sheet of paper in 4/6 equal parts. 2. In the
upper part draw a small square in the left bottom corner. 3. Above it draw a big circle. 4.
Below it draw a small triangle. And so on and so on. It is up to the trainer to decide what kind
of dictation to perform. Instead of figures the trainer may decide to use numbers. Or to
complex the exercise with colours too (for example, write 12 in blue; then above write big 4 in
red and etc.).
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Another exercise for concentration is the "Color mess" exercise. On a sheet of paper there are
written 20 rows of different colors. But the words do not match with the colour. The learner
must say the color with which the word is written, not the color he sees. The exercise must be
made in rows, not in columns. For this exercise, you need to prepare a sheet (preferably a
larger format) with the color names written in different colors. Give possibility to everyone to
try him/herself. Start the exercise yourself and deliberately make a mistake and wait for the
audience to react.

A good exercise for concentration and observation is the following. The learners are placed in
two rows and in front of each learner there should be another one. For some minutes (it is up
to the trainer to decide how long depending on the level of learners, age and mental abilities)
each learner looks the person in front of him. Then they turn around with their backs and
should change one thing in their appearance. They can use additional materials or borrow
some stuff from their neighbours. After the change they turn again face to face and should
guess the change. That one who is quicker gains a point. After a minute or other time decided
by the trainer a new round takes place. But this time each learner should change two things in
his appearance. Then again turning face to face and guessing the changes (with the increasing
of the number of stuff changed the increasing in time for guessing also changes). The trainer
decides when the game stops and how many items to be changed.
The exercises listed below are basic, can be complicated or simplified individually if you see
that the group has a great variety of types and level of math skill deficit. For most of them, you
can also predict homework, especially for those related to ICT and various applications.
Making any progress is a positive result and encourag learners to continue to work actively by
sharing with the group their progress on previous training. Take special care to those who
have recurrences, you may need to have additional individual training and, in severe cases,
direct them to a neurologist.

You can also use popular tasks with different symbols using collection, subtraction,
multiplication and division.
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Calculator - It is necessary for the trainer to decide whether the calculator can be
of assistance to a person with math deficit. The use is appropriate in case of
impossibility of perception and graphic design of two, three, etc. numerical
numbers and memory deficiency. The use of the calculator is impossible when
numerical overwrite errors are predominantly optical. In this case, mistakes
correlate with errors when writing. Using a calculator is not shameful. The
Calculator feature is available on all mobile phones and devices. It can save a lot of
time and nerves. You can use two or even more approaches in this exercise - tasks
are pre-written on paper or on the board, or read them to the trainees. These two
approaches involve different perceptions - visual and auditory, responsible for
different math deficit skills. Pay particular attention to calculating percentages this mathematical effect usually confuses many adults. Visualize 50% (half), 30%,
and so on.
10-(-3)+2=?
5-3+2+3+1+6=?
2.5x2+3-(-1)=?
(2-3+2+1)x2=?
2-3+2+1x2=?
Page

3.1.

or more complex

or

etc …

It is Black Friday – check if the offer corresponds to reality. The discount
percentage is 23%. The old price was 525 – what should be the new one?

3.3.1. 2048 is a challenging number puzzle for kids and adults
(http://2048game.com) . The object is to join the numbers to get the 2048 tile. Use
your arrow keys to move tiles. When two tiles with the same number touch, they
merge into one! The game have several difficulty levels. Suitable for home training.

3.3.2. Tetris – suitable for the development of spatial thinking and orientation. You
can create a racing environment by asking learners to play in person. Together,
select one of all possible Tetris to make the terms the same for all
3.3.3. The number race – enough clutter, but enough diagnostic play. It requires
installation, it is good to demonstrate and exercise during the training by
individually observing each of the learners. The game has an English interface but
at a low enough level (http://www.thenumberrace.com)
3.3.4. The number bonds – although with the kid's interface, the game again has a
strong diagnostic feature, has a variety of tasks and is online, making it
comfortable to use in leisure time. The game has an English interface but at a low
enough level (https://www.mathplayground.com)
3.3.5. A platform with a variety of logic games on various topics. Depending on the
composition of the group, you can choose the appropriate one for each and follow
his or her results (https://www.vgames.bg)
3.3.5. Sudoku - Sudoku is one of the most popular puzzle games of all time. The
goal of Sudoku is to fill a 9×9 grid with numbers so that each row, column and 3×3
section contain all of the digits between 1 and 9. As a logic puzzle, Sudoku is also
an excellent brain game. If you play Sudoku daily, you will soon start to see
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3.3.

Developing spatial orientation in artificially created by human limited space - On a
sheet of paper following the instructions of the trainer, defining a top-down-leftright writing in a sequence of different conventional mathematical symbols (+, -, 1,
9, 20, 96) in rows and/or columns. Example: In the left top corner in a column
write five times 96, in the left down corner in a row 1+9+6+3=(result).
Computer - the meaning of this term are all devices that allow the use of OER
(Open Education Resources), part of them online, others can require the
installation of educational therapy programs.
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3.2.

Your municipal tax is 388, if you pay until the end of April the whole amount you
will get 5% discount – calculate the discount?
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3.5.

Page

3.4.

improvements in your concentration and overall brain power. The game have
online versions (suitable for homework), we recommend to use same paper
versions for all the learners in a competitive mode. Have in mind that some of
them can be unfamiliar with the rules, and additional explanations with examples
can be needed.
Navigational devices and Apps
3.4.1. There is a huge variety of navigation devices and applications. In most of
them, voice functions are integrated that could help in cases of disorientation or
loss. It is possible that your learners have never used navigation programs. Pay
attention to the theoretical part by showing on screen the functionalities of each
button, and the sequence of actions. Use real examples of possible routes and ways
of travel. Do not forget the satellite image, which provides additional landmarks monuments, churches, famous places, and so on. It is very important for the
trainer to encourage students not to panic at this moments. If you think learners
have a good knowledge of ICT, then you can start with more complex tasks
(described below), if you do not - you have to split the group into two and initially
get to grips with the more unprepared with the applications , (better for smart
devices which are always sub-handed) - current location, address setting, travel
selection, etc. Only then can you apply the next step.
3.4.2. Divide the group into threes/fours - the "first" invites the second guest by
writing to him how to reach him, but without an exact address. The "second"
writes with/without the help of a navigation device or application and explains to
the "third", which demonstrates his arrival to the home of the first with
approximate address. Mark the start and final point on the application. Compare
results, comment on and search for cause of error in case of one. It is desirable that
this happens in front of the audience, the others observe but have no right to help
(“Third” have to be out of the training room until the moment he is told how to
reach the final destination). Alternative routеs can be discovered even for the first.
Give some homework for everybody with different type of transport – from home
to work with public transport and back home by bike or walking. Stimulate the
home work inside the learners – they explain to each other by phone haw to get
their homes and the “visitor” must say the approximate address, time to reach the
final destination etc.
Practical exercise outside – run this exercise in real conditions. Be careful you have
to accompany the „visitor”. Try to find places not well known by him/her and use
different type of transport.
IMPORTANT: Enter the important addresses of the learner in the navigation
program - home, work, and so on.
Analog clock exercises – don’t forget about the existence of digital clocks – both
wrist or wall/table ones.

3.6.

3.5.1. Enough elementary exercise for individual work, which is indicative of a type
of math deficit (http://elasnas.bg/flash/clocks/index.html). The exercise can also
be performed with a large wall clock. Complicate the exercise as the learners set
the clock by looking at the image in a mirror.
3.5.2.
Pre-prepared
flash
cards
with
analog
clock
set
time (https://www.youtube.com/watch?v=IBBQXBhSNUs). Exercise can be made
more complicated by asking the learners to record the time in a particular place on
a pre-prepared sheet - for example the result of the first flash card in the top right
corner of the sheet (combination with spatial orientation)
Mental Arithmetic - The attendance of an online course and the exercises offered in
them contribute to the simultaneous development of both hemispheres,
concentration, visual and muscular memory, in a totally different way the
elementary mathematical actions are processed in the brain, resulting in a
different than the usual negative or unsatisfactory result.

4. CURRICULUM OUTLINE

x(20-25)
min
x(40-45)
min

Warm up/Icebreaker
Spatial orientation
Advice: Use both dictation and writing on the
board, take notes about every learner
Calculator
Advice: Reminding theory about the function
buttons. Use both dictation and writing on the
board, take notes about every learner. Follow the
results, encourage, do not raise the complexity if
you have learners with problems
Computer
Advice: Be sure that all learners have basic ICT
skills or facilitate with starting, downloading and
installing (if needed).

Materials

Resource

Depending on
the choice of
exercise
Sheet of paper,
pencil, rubber
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Sheet of paper,
pen, calculator
or device with
calculator

3.1.X

Any desktop or
notebook,
tablet or smart
phone

3.3.X

3.2
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20-25 min

Learning Activities/Advice for Trainer

Page

Recommen
ded Time
10-15 min

Recommen
ded Time
20-25
theoretical
part
60-90 min
practical
part
30-45 min

Learning Activities/Advice for Trainer
Navigation
Advice: Spent as enough time as needed for the
theoretical part. For many adults the intuitive
buttons are not understandable enough. Try
virtual routs for common, well known places –
monuments, churches, sightseeing etc.
Analog clock
Advice:

Assessment (to verify the
increase of knowledge)
Feedback of learners

Use Annex 2 self assessment test

Materials
Navigation
application,
Notebook
(smartphone,
computer,
Multimedia
projector,
internet, paper
Big analog
clock, flash
cards or model
of the clock,
mirror

Resource
3.4.X

3.5.X

It is important to give learners the opportunity to give feedback
on the training sessions, to allow them to evaluate their learning
experience and learning outcomes.

In Annex 3 you can find a Power Presentation of the Module.

5. FURTHER READING AND FURTHER DEVELOPMENT
5.1.

Implementation possibilities
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Problem of improving qualifications of adults is crucial, indisputable and precisely this is why
the main target group of DECENT project are low qualified adult individuals who are at risk of
social exclusion (long-term unemployed, threatened by poverty, poorly educated). People at
risk of poverty or social exclusion according to Eurostat (2016): RO-35%; PL – 24%; BG -37%;
CY – 30%; ES -34%; IT -30% of adults. Very often their main problem is (unaware) fact that
they should be classified to a group of persons affected by functional illiteracy. Problems with
understanding different texts, the use of simple mathematical operations, lack of learning
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The content of this module, with its possible enrichment or simplification, can be used alone
or in combination with the other modules depending on the desired effect, the composition of
the trained group. Again, we recommend there to be not a single, but several training sessions
during which to monitor progress, increase complexity, not forgetting the individual
approach. Keeping a diary will make it easier for you to individually observe the learners,
prepare individual assignments to maintain their interest in the course. Do not forget to
encourage out-of-course training, encourage learners to share their problems, but also their
successes.

skills often affect many educational failures, in labor market, and perhaps at in private life. All
project activities will be geared towards solving main problems and improving the situation
of this group.

Furthermore, the project is also a response to priority “Extending and developing educators'
competences” and will create tools for institutions which support and care for people with
functional illiteracy, such as: adult education centers, schools for adults, third age universities,
associations which support the fight against functional illiteracy, education departments in
local and regional government as well as individual adult educators.
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MODULE 3 – ANNEX 1. MATH SKILLS DEFICIT TEST
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Symptoms assessment
1.
Do you have difficulties with time, directions, recalling schedules, sequences of events?
Difficulty keeping track of time. Frequently late?
2.
How often you have mistaken recollection of names. Poor name-face association.
Substitute names beginning with same letter.
3.
How often you have inconsistent results in addition, subtraction, multiplication and
division. Problems at financial planning and money management. Too slow at mental math to
figure totals, change due, tip, tax.
4.
When writing, reading and recalling numbers, how often these mistakes occur: number
additions, substitutions, transpositions, omissions, and reversals.
5.
How often you have inability to grasp and remember math concepts, rules, formulas,
sequence (order of operations), and basic math facts (+-x/).
6.
How often you have cases of poor memory (retention & retrieval) of math conceptsmay be able to perform math operations one day, but draw a blank the next! May be able to do
book work but then fails tests.
7.
How often you could not imagine or "picture" mechanical processes. Poor ability to
"visualize or picture" the location of the numbers on the face of a clock, the geographical
locations of states, countries, oceans, streets, etc.
8.
How often you have poor memory for the "layout" of things. Gets lost or disoriented
easily. May have a poor sense of direction, may lose things often, and seem absent minded.
9.
How often you have difficulty grasping concepts of formal music education. Difficulty
sight-reading music, learning fingering to play an instrument.
10.
How often you have difficulties with motor sequencing, noticeable in athletic
performance, difficulty keeping up with rapidly changing physical directions like in aerobic,
dance, and exercise classes. Difficulty with dance step sequences, muscle memory, sports
moves.
11.
How often you have difficulties remembering how to keep score in games, like bowling,
cards, etc. Often loses track of whose turn it is. Limited strategic planning ability for games
like chess.
12.
Do you often experience anxiety during math tasks?
13.
Do you often use fingers to count? Lose track when counting. Cannot do mental math.
Adds with dots or tally marks.
14.
Do you feel from time to time that numbers and math seem like a foreign language?
15.
How often do you find it difficult to do mental math, often giving incorrect change or
calculating a wildly inaccurate tip?
16.
How often do you hear complaints that you drive too fast or too slowly — even though
you feel like you drive at a normal speed?
17.
How often do you forget phone numbers or addresses, even just a few moments after
they were said to you?
18.
How often do you have trouble telling time on an analogue clock?
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QUESTIONS:
Possible answers yes (frequently) and no (rarely)

19.
How often do you arrive late to events or appointments?
20.
How often do you have trouble estimating how long it will take you to get somewhere,
even if you’ve made the trip before?
21.
How often do you forget math facts that everyone else seems to know, like times tables
or common formulas?
22.
How often do you find it hard to stick to a budget or keep track of your finances?
23.
How often do you skip numbers or read a few of them backward when reading a long
list?
24.
How often do you have difficulty reading graphs or charts?
25.
How often do you run out of time when completing tasks on deadline, or find that
much more time has passed than you had originally thought?
26.
How often do you misplace objects around the house or get lost in familiar areas?
27.
How often do you get anxious when you know math-related tasks are coming up — a
meeting where you’ll have to discuss your company’s latest quarterly figures, for example?

Note: Some of the questions can be transformed using the negative suggestion. BUT if there is
a combination with dyslexia the results can be wrong.
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Scoring:
Up to 30% answers rarely – ok
Between 30 and 45 % rarely – mild form of math deficit
Between 45 and 60% rarely – moderate form of math deficit
Higher than 60% rarely – severe form of math deficit

MODULE 3 – ANNEX 2. SELF-ASSESSMENT TEST
Practical exercises
http://app.educational-psychologist.co.uk/screening/dyscalculic/
1.
Fill the missing numbers
1, 2, ____, 4, 5, 6,____, 8, 9, 10,____
3, 6, 9, ____,____, 21, 24,____
1, 5,____,15,____,____, 25,____,____
50, 45,____,____, 30,____,____, 10

2.
Write down backwards in a column starting from the right top the numbers from 115
to 101
3.
Fill in the missing numbers and symbols
7 + 2 = ___ – 4 = ___ + 6 = ____
____ + 3 = 9 + ____ = 11 + ____ = 16
4 + ____ = 7 + 3 =____ – 6 = ____
5 ___ 3 = 8 ____ 2 = 6 ____ 5 = 11
4.
Circle the 6’s.
9669669969696
6696996996969
9969966696966

5.
Copy the following numbers on the lines below.
6 12 9 6 9 21
___ ___ ___ ___ ___ ____
6.
Add 3 to each of the above numbers.
___ ___ ___ ___ ___ ____
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8.
Read the following word problem. Write and solve the math problem.
Rob, Mike and Jane were picking apples. Rob picked 6 apples, Mike picked 4 apples and Jane
picked 2 apples. How many more apples did Rob pick than Jane? How many apples did the
children pick all together?
9.
Look at the following number sequence. Cover it up and then write it on the line.
3 8 4 __________
5 2 6 9 ___________
7 4 8 3 1 _____________
6 7 8 3 4 5 ______________
10.
Repeat the following number sequences backwards:
8 5 2 _______
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7.
Subtract 2 from each answer above.
___ ___ ___ ___ ___ ____
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9 7 4 1 _________
6 3 8 2 8 __________
9 7 4 5 6 2 ____________
11.
What time is: https://www.thatquiz.org/tq-g/ (you can adjust according to your skills)
12.
What time is if the small arrow is almost at III and the big one at IX? _______
13.
What time is if the small arrow is at XII and the big one covers it? _______
14.
How many minutes are between 12:50 and 17:35? _______
15.
On the board you can see map of your city and two marked destination. Imagine you
have to explain to a friend of yours how to get from position 1 to position 2. Try alternative
route for the back path.

MODULE 3
NUMERICAL CALCULATION IN EVERYDAY LIFE – WHAT
ARE ALL THE NUMBERS ARROUND US FOR

Numbers, numbers, numbers((
Many people face problems working with
numbers. These problems affect both their
personal and professional life. The content of
this module will help you to define and group
these math deficit problems by a complex test.
This deficit can be overcome with the help of
different exercises and the negative impact can
be decreased to e certain degree.

Participants needs analysis
The diversity of math deficits is very big.
Oftenly it is combined with other litteracy
deficits. In order to cure correctly you have to
define precisely.
We strongly recommend you the individual
approach and personal attention when running
the test to each participant at this stage – it will
be helpful soon.

Expected learning outcomes
Are you ready for these ambitious goals:
1. To introduce to the participants to the substance
of the problem under consideration, its possible
manifestations and the risks it carries?
2. To be able to individually determine its presence
with sufficient accuracy?
3. To propose a system of measures for limiting the
negative impact of math skill deficit?
Yes! Than this challenge is for you!!

A brief reminder of manifestation
•
•
•
•
•
•
•

Focus (concentration)
Divided attention
Working memory
Short-term memory
Naming
Planning
Processing speed

And the main types
• Verbal math deficit
• Practognostic problem
• Lexical problem
• Graphical problem
• Ideognostical problem
• Operational problem
Are you sure you want to continue?))

Combating math skills deficit
You have a rich armory of exercises. If after the
test you determined the deficit correctly using
the exercises in this module but also chosen ones
from the others will help you to minimize the
negative effect of math deficit in your trainees.
Do not expect immediate results – a consistent
work is ahead. Don’t forget to encourage them
even for the small steps in the correct direction.

Feedback
Share your observations, comments and
suggestions about the results of the trainings held
by you to enrich and improve the educational
methodology. We are also humans and we are
not perfect.
Thanks for your efforts and contribution!!!

Module 4
LET’S HELP EACH OTHER: EFFECTIVE COMMUNICATION
IN A SMALL COMMUNITY

ERASMUS+ - KA2: Strategic Partnership | Adult Education
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1. DESCRIPTION OF THE ISSUE ADDRESSED BY THE MODULE
1.1.

WHAT IS IT ABOUT

Effectively communicating with others is an important personal skill of everyday life, being
also essential for the functioning of the group and community. The lack of communication
competences among low qualified adults is a factor impacting negatively in the well-being of
this population group by increasing their risk of being in a situation of social exclusion. This is
confirmed by the findings of a questionnaire survey carried out at the beginning of the project
DECENT, which showed that, although not as severe as in other areas, respondents had
serious problems with some aspects related to communication. For instance, in the case of
Spain, 50% of respondents admitted that they did not always use body language while
communicating with people and that they have problems communicating what they want to
say.

Bearing this in mind, the main goal of this Module is to provide a series of tools that will
enable adult educators to raise the necessary basic skills related to “effective communication”
among low qualified adults who are at risk of social exclusion (e.g. long term unemployed or
at risk of poverty). These basic skills include how to express our needs and feelings in a way
that is understandable for the person that is listening, how to effectively use verbal and nonverbal communication, how to communicate assertively or how to engage in active listening.
This Module does not specifically address communication skills such as public speaking or
media communication. Instead, it is geared towards raising basic skills that allow lowqualified adults to function properly in the context of a small community and in their
everyday interpersonal relationships.
To sum up, throughout this Module adult educators and low skilled adults will reflect about
the importance of communication as a channel through which people have a possibility to
connect with each other’s and create meaning.

1.2.

TRAINEES NEEDS ANALYSES/ INITIAL TESTS

Before the workshop delivery, facilitators should carry out an initial “test” to find out the
base-line level of participants, as well as their specific needs. This will ensure that the
activities are adapted to each group and hence, the quality and effectiveness of the training
material will be increased. The tests will be also useful to compare the differences in
knowledge and skills of participants at the beginning and at the end of the training. The
template of the test is available in Annex 1. It comprises open and closed questions related to
the four sections of the Module and the approximate time required to fill it is fifteen minutes.
By the end of this Module, participants should be able to:

1. Be acquainted with the basics of effective communication.
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LEARNING OUTCOMES
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1.3.

•
•

Understand how the basic process of communication works.
Pay attention to the context when communicating and adapt the necessary
elements of the communication process to each situation.
• Identify communication barriers and implement strategies to overcome them.
2. Understand how to use verbal and non-verbal communication to convey the right
message.
• Have a better understanding of the differences between verbal and non-verbal
communication.
• Be aware of the importance of non-verbal communication.
• Use their body language skills more effectively, as well as their ability to read
other’s non-verbal cues.
3. Recognize each communication style in their everyday situations.
• Learn to adapt their communication style to each situation in order to be
successful communicators.
• Put in practice assertive communication skills
4. Understand the importance of listening and increase their ability to put it into
practice.
• Become acquainted with the practice of active listening.
• Know the basic techniques of active listening and how to apply them.

2. THEORETICAL BACKGROUND

Module 4 “Let’s help each other: effective communication in a small community” is divided in
four different sections. Although each section aims to address a specific topic of effective
communication, all of them are connected and reinforce each other. Section 1 is an
introductory section, as it aims to present the basic elements of effective communication and
make participants think about communication in a different way. Section 2 is concerned with
the two main types of communication: verbal and non-verbal. Its main goal is to reflect about
the important role that verbal and non-verbal communication play in our interactions with
others. Section 3 introduces the four widely used communication styles and allows
participants to reflect about their own communication patterns. Finally, section 4 aims to
enhance an essential communicative competence: active listening. After the theoretical part,
this Module also provides a list of practical exercises that trainers can use in order to improve
the issues addressed and a set of practical recommendations to deliver the training.
As social well-beings, communication is present in every aspect of our lives. In fact, research
shows that we spend around 70% of our time engaging in some kind of communication.
Although communicating could be simply described as the act of transferring information,
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Understanding how communication works.
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2.1.

decades of extensive research show that communicating is a complex process involving
multiple actors and elements. Figure 1 illustrates the basic communication model, which is
useful to understand how any type communication works. Although this process can take
many forms, being familiar with its core aspects is the first step to develop effective
communication skills.
Figure 1. The interaction model of communication

Encoding

SENDER

Noise

Decoding

Channel
Message = Hello!

RECEIVER

Noise
Adapted from the book “A Primer on Communication Studies”. Creative commons. Available at:
https://2012books.lardbucket.org/books/a-primer-on-communication-studies/index.html

For this communication process to be successful it is required to have 1) a sender, who is the
person that is sharing the specific information; 2) a recipient, who is the one that is receiving
the information; 3) a message, which contains the content being transferred; and 4) the
channel, which is the medium or sensory route on which the message travels (A Primer on
Communication Studies, 2012). Examples of communication channels are the telephone, a
blog, a letter or face-to face conversation.
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However, there are some cases where the message is not effectively received, even if it is
properly coded by the other participant. This happens due to the existence of noise.
Communication noise refers to all those elements present in a communication encounter that
impede the communication process to be effective. The concept of noise is related to the idea
of “communication barriers”. As barriers can distort or prevent communication, being aware
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In order to call this kind of transfer “communication”, the information that is being
transferred must be properly sent and understood by the receiver, which occurs through the
mental processes of coding and decoding. For instance, you may realize you are thirsty and
encode the following message to your friend “I’m thirsty, do you want to go to a cafeteria and
drink something?”. We can say that this exchange is successful if the meaning that both
participants assign to the message is similar. In this sense, basic communication competences
are key to ensure that all these elements work in synergy for the communication process to be
effective.

of their presence and being able to identify them is essential to minimize their impact. Below,
there is a list showing the most common types of communication barriers:
o Environmental barriers are those that can hinder the smooth flow of oral
communication (e.g. when you are having dinner, but the restaurant is crowded)
o Physical barriers are those related to the natural condition in which the
communication encounter takes place. (e.g. distance, heat).

o Language or semantic barriers refer to those connected with the different use of
words and other symbols. (e.g. when the sender and the receiver do not speak the
same language, the use of technical jargons).

o Cultural barriers arise from the different patterns of communication and meanings
associated to words in each culture (e.g. some cultures place more emphasis on the
context while others in the verbal message conveyed).

o Attitudinal barriers are related to the individual's position, behaviour and feelings
towards other person’s behaviour or opinions (e.g. stereotyping, expectations,
prejudices, overgeneralizing etc.).

o Psychological barriers are connected to our mental state (e.g. emotions or lack of
attention).

The extent to which these communication barriers are present in our conversations depends
on multiple factors around us like the other participants, our personal situation, or the
environment. That is, on the specific context. In this section, we differentiate three levels of
context that frame our communication encounters.
First of all, the social context involves the basic set of rules that apply to communication in a
given community. It includes norms and conventions such as not lying or answering when
someone greets you. It is possible to learn these norms by observing and practicing.

The second type is the relational context, which has to do with our interpersonal relation and
history with the person we are communicating with. In this regard, the relational context
informs us about the different behaviours we should engage in when communicating with
people like our boss or our family.
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Effectively and appropriately adapting the message, channel and other elements to the three
types of context is one of the most important skills of an effective communicator. Thorough
this Module, we will take a look at several techniques that will enable participants to deal with
these barriers and to enhance their capability to effectively communicate with others.
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Finally, the cultural context is related to broader categories such as languages, meanings, and
beliefs. In order to communicate well in different cultural contexts, we should be open minded
and avoid making assumptions.

2.2.

Verbal and non-verbal communication

The main objective of this section is to provide an overview of the two main “types” of
communication: verbal and non-verbal. Verbal communication involves communicating a
message through words, either written or spoken. Meanwhile, non-verbal communication
generates meaning in an unspoken or unwritten way and it includes body language, rhythm
or intonation. The following table shows the different forms that verbal and non-verbal
communication can take.

Vocal

Non-vocal

Table 1. Verbal and non-verbal communication
Verbal

Spoken words
Writing
Sign language

Non-verbal

Pitch, volume, speaking rate, rhythm
Body language (gestures, facial
expressions, eye contact, distance,
touching)

Source: Adapted from Owen Hargie, Skilled interpersonal Interaction: Research, theory and practice
(London: Routledge, 2011), 45.

Although they work as part of the same system, both types of communication differ in terms
of content and structure. In this sense, nonverbal communication tends to do the work of
communicating emotions and interpersonal information more than verbal (A Primer on
Communication Studies, 2012). Moreover, it is often more involuntary or subconscious, as
non-verbal communication is innate in our behaviours. In terms of structure, verbal
communication is governed by grammar but there are not clear or specific rules governing
the way we convey meaning through our body language, making it more ambiguous and
difficult to read.
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Apart of reading other’s non-verbal messages, it is important to reflect also about our own
body language and how we generate meaning through it. This is not an easy task, as most of
the times our non-verbal messages are unintentionally delivered and thus, controlling them is
a great endeavour. On the positive flip-side, these are more credible, and we can rely on them
when communicating. Although there is not a universal and generalizable way of achieving
perfect skills regarding non-verbal communication, there are some tips that can help.
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While verbal communication is important, research shows that it only represents a small
percentage of our overall message. In fact, 55% of our message comes from body language,
38% of our message comes from tone of voice and only 7% of our message is conveyed by the
words we use (Mehrabian, 2007). These findings reveal that learning how to read non-verbal
messages in other people is an important skill, as it can tell us a lot of what is going on in a
specific situation. Moreover, it makes the communication process more ambiguous because,
surprisingly, what is not said is more important that what is said.

o Pay attention to your voice tone and volume. Changing your tone can completely
modify the meaning of your message. Let’s take as an example the sentence “I did not
break your glasses”. Emphasizing the personal pronoun “I did not break your glasses”
implies that someone else did. Instead, saying “I did not break your glasses” suggests
that I broke something else.
o Be aware of your facial expressions, as they are a mirror of your emotions. We humans
can produce thousands of facial expressions, which means that even without saying a
word we are able to communicate our emotional state.
o Try to make eye contact to show that you are engaging in the conversation. This is
seen as a sign of honesty and respect in some countries. However, bear in mind that
this depends on cultural differences.
o Mirror the other person, paraphrase, ask questions and offer feedback. These are some
techniques to enhance the quality of conversations.
o Consider your distance in relation with the other person. Like in the case of eye
contact, distance and touching in communication vary depending on the cultural
context.

Moreover, it is also interesting to think about how our verbal and non-verbal communication
interact with each other. In this sense, they can reinforce each other, substitute or even
contradict. Ideally, they should be consistent and reinforce each other in order to increase the
quality of our communication. In practice, there are numerous barriers limiting this and
causing misinterpretation, as shown in the previous section.

2.3.

What is my communication style?

A communication style represents the different patterns that individuals use to communicate.
There is no specific style that fits everyone. Therefore, each of us should find the one that
works effectively and naturally with our personalities. For instance, one person can speak
loud and enthusiastic while other is quiet and clear. However, if they communicate properly,
both of them can be heard equally.

2. Passive. Passive communicators tend to avoid expressing their opinions, needs and
feelings. When facing situations of anger, passive communicators usually evade
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1. Aggressive. In this communication style, individuals express themselves in a way that
violates the rights of others. They usually display low tolerance, interrupt and are not
good listeners.
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Although there are many categories and types of communication styles, this section is focused
in four, which are the most widely used within communication literature. It is normal to
realize that we do not use just one, but a mix of them. Knowing how to identify each type is
interesting in order to reflect about the style that is most predominant in our communication
encounters. This, in turn, will help us to increase our ability to adapt our styles to the way
other people communicate.

confrontation and allow annoyances to mount. As a consequence, they are prone to
emotional outbursts once their tolerance level is trespassed.

3. Passive aggressive. Passive aggressive communicators appear passive on the surface,
but they actually use different mechanisms such as silence or sarcasm to mask their
real feelings and opinions.

4. Assertive. Assertive people communicate their feelings, opinions and needs in a direct,
honest and appropriate manner, respecting themselves and the rights of others.
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o Using I statements. In this way, your message is focused on your feelings instead of the
thoughts that the speaker attributes to the other person. For instance, saying “I see
things differently” instead of “you are wrong”.
o Listening, which will be the topic of the next section.
o Being empathic or able to understand the feelings of the other.
o Be confident about expressing your needs and feelings and have a strong sense of
yourself and your values.
o Use the right body language. It is not just what you say, but how you say it. In this
sense, it is important to speak clearly and with confidence, stand straight or
maintaining eye contact.
o Learning to say no. It is perfectly acceptable to say no sometimes, especially when it is
concerned with our own needs and feelings.
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Obviously, assertive communication is the best style to communicate effectively, being also an
essential communication skill. Assertiveness has to do with being able to communicate
appropriately, clearly and honestly. At the same time, assertiveness is considered a personal
skill because it is related to the personal relationship we have with ourselves. In this regard,
assertive communication means standing up for yourself and respecting your rights, but in a
way that does not violate the rights of others. It involves finding balance between
aggressiveness and passive behaviours. Some questions you can ask yourself in order to test
your level of assertiveness are: do you have the confidence to ask for what is rightfully yours?
Can you communicate your needs, feelings and emotions? Are you able to accept criticism
without being defensive? Can you express negative thoughts about other people without
using aggressive or abusive language? Of course, communicating assertively is a difficult skill
and takes a lot of practice. It is important in all your interactions with other people and in
different scenarios, whether at home or at work. Finally, communicating assertively is
important because it will help you to achieve your personal and group goals. In this section,
we will introduce some techniques that will help to enhance your assertive skills, explained
below.

2.4.

Active listening

Listening is one of the most relevant skills we need to communicate due to several reasons.
First of all, we spend a great part of our time engaging in this activity and it is necessary to
receive and interpret messages, as we saw in Section 1. Secondly, it is especially important to
nurture our interpersonal relationships, as it is a powerful tool to connect with other people.
Thirdly, listening also has a positive impact in ourselves. In this sense, putting into practice
our listening skills will help us to have more confidence and self-esteem and as a
consequence, we will notice an increase in our well-being.

The semiotician Roland Barthes distinguishes listening and hearing in the sense that “hearing
is a physiological phenomenon, while listening is a psychological act” (Barthes, 1985).
Therefore, listening can be understood as an interpretative process through which each
person receives information and interprets it in order to respond. In the following table, there
is a list of the main purposes of listening according to the author Owen Hargie.
Table 2. The main purposes of listening

to focus on messages sent by other people or noises coming from our
surroundings
Purposes of
listening

to improve our understanding of other people’s communication
to critically evaluate other people’s messages
to monitor nonverbal signals

to indicate that we are interested or paying attention
to empathize with others and show we care for them

to dialogue, negotiate and successfully engage in other exchanges that
require understanding

Fully concentrate on what the speaker is saying.

Allow the speaker to express himself/herself.
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Active listening is a useful communication technique that can help us to increase our ability to
be good listeners. As its name indicates, it is an active and conscious process through which
we listen with all our senses and give full attention to the other person. Moreover, active
listeners show the speaker that they are listening using verbal (by questioning or
summarizing what is being said) and non-verbal cues (nodding, mirroring and other
techniques seen in Section 2). Other tips and don’ts to effectively engage in active listening
based on the work of Harper, A. & Harper, B. (1996) are:
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Source: Adapted from Owen Hargie, Skilled interpersonal Interaction: Research, theory and practice
(London: Routledge, 2011).

Allow the speaker to control the conversation.

Accept the speaker’s opinion as valid, even if you do not agree.
Do not interrupt or finish the speaker’s sentences.

Do not anticipate what the other person is going to say.

Try not to get distracted.

3. EXERCISES AND QUIZZES

The proposed training delivery is based in a non-formal and learner-centred approach. This
implies that the exercises may be changed and adapted to each group, according to their
specific needs. Moreover, during the training session trainers act more like facilitators than
“teachers” and learning occurs in a horizontal way. Especially important is the debriefing of
each activity, as it is when participants reflect from a critical perspective and, therefore, when
the learning process occurs. Below there is a presentation and an explanation of several
exercises that can be used for improving the specific issue addressed, that is, effective
communication.

3.1 Practical exercises.
Origami

This is an easy activity that works also as an ice breaker. It shows participants how by
communicating the same message people get different information and meanings, as they
differ in the ways of decoding information.

This is a funny and also introductory activity that will help participants to understand that,
although the message and words are important, they should consider other elements of the
context while communicating. In order to do this activity, it is important to be in a wide space.
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The proposed way to carry out the exercise is as follows: give each participant a piece of A4
paper. Tell them to close their eyes and follow your instructions. Moreover, state that it is not
possible to talk or ask questions. Give instructions such as these: “1. fold the paper; 2. rip the
corners of the paper; 3. fold it again” and so on. Then, ask them to open their eyes and unfold
the paper in order to compare it with the rest. They will all have sheets of paper with different
shapes and forms. Some questions for the debriefing of the activity could include: “why do you
think that the papers look so different if the instructions given were the same?” “do you think
that if some elements of the context were changed (e.g. doing it with their eyes open or
allowing them to ask questions) the result would change?”. Trainers can repeat the activity a
second time, allowing participants to see and to ask questions in order to see how results
change.

The proposed way to carry out the exercise is as follows: participants are split in two lines, in
a way that one person is always facing another participant. Tell participants of one line to say
a word. Then, the participant facing him/her must reply with another word starting with the
last letter of the previous one, as in the famous game. Every time they say a word, they must
step backwards so that the distance between them progressively becomes wider and wider.
Once both lines are quite far away there will be a lot of noise and participants will be really
focused on hearing the words of the other person. In that moment, the trainer can walk
through the line doing something funny. After that, tell participants to stop and ask them if
they saw anything. The funny part of this exercise is that, as people were focused on the
verbal message, most of them would not notice the person walking in front of them. An advice
is that, if there are two trainers, one can record the scene where the other walks between both
lines in order to show participants who did not notice him/her.
Forum theatre

This type of theatre, developed by Augusto Boal and inspired by the critical pedagogy of Paulo
Freire, represents a powerful tool through which participants can increase their ability to
minimize communication barriers. Forum theatre can be executed in several ways; thus,
trainers should adapt it to the needs of participants and the specific situation of the training
(time, space etc.). Bear in mind that debriefing is an important part of this exercise. Moreover,
this activity can bring up difficult situations among participants. For this reason, it is essential
for trainers to be familiar with the methodology.

The proposed way to carry out the exercise is as follows: participants are divided in groups of
5. In their groups, participants will share a personal experience involving a communication
encounter that was not successful due to the presence of one or more communication barriers
explained in the Module. Then, each group should choose one of these situations and
represent the scene in front of the rest. After that, the group represents the scene again but
this time other participants can stop the play whenever they want just clapping. The person
who clapped can enter in the scene and play the role of one of the characters with the
objective to minimize the communication barriers. The scene can be represented as many
times as the group or the trainer decides. This exercise is very straightforward because it
requires participants to think and directly participate in situations of difficulties when
communicating.

The proposed way to carry out the exercise is as follows: participants are split by pairs and sit
“back-to-back”, so they do not see each other. It can be on chairs, but also on the floor as far as
they have a surface to write. While one person is given a template with a figure, the other has
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This activity is useful to make participants put into practice several skills in the field of verbal
communication such as the ability to make clear questions or to convey the right information
in an effective way. It is also useful as a team builder activity.
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Back to back communication

a blank sheet. The first one should describe what he/she sees on the paper and based on this
description, the second much draw it. After giving a detailed description, both of them
compare their papers. There are two versions of this activity. In the first one, the drawer is
not allowed to ask questions. In the second one, he/she can. The activity can be executed
twice using both versions to see how the results change or changing the role of the
participants. Depending of the needs of participants, trainers can increase the level of
difficulty of the activity by changing the template provided. In the debriefing, the trainer
should foster a discussion about the things that were most difficult, easy or what they learned
about communication.
Source: The Ohio State University. (1 de october de 2018)
Frozen

This is an activity that will make participants to reflect about body language and to learn how
to read non-verbal cues in other people.

The proposed way to carry out the exercise is as follows: before starting the session, suddenly
tell participants to stay frozen and not to move, no matter what they are doing. Then ask them
to look at other participants’ gestures, position, spacing or face expressions in order to grasp
what they might be feeling or communicating. Ask them “do they look interested? Bored?
Happy? How can you tell?”
Let’s be assertive

Through this activity, participants will be able to put into practice the tips to communicate
assertively presented in Section 3.

The proposed way to carry out the exercise is as follows: ask participants to think of a real
situation where they could not be assertive. Give participants enough time to think about
their personal examples and bear in mind that personal issues of participants may arise and
that these should be treated carefully. It can be a time when they wanted to say no but they
did not dare. It can also be a situation where they wanted to say something that bothered
them, but they remained quiet. Ask them to find a partner and go to a safe and comfortable
space for them. Then, give them some time to share their experiences with their partners.
After this, they should represent that situation with their partners, but this time they should
give an assertive answer.
The fist

o

Person A’s instructions are: Person B will make a fist. You MUST get that fist open.
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The proposed way to carry out the exercise is as follows: split the group into pairs. Give half of
the participants one set of instructions (Person A). Then, give their pairs a different set of
instructions (Person B).
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This exercise is intended to help people draw the line between assertiveness and aggression.

o

Person B’s instructions are: make a fist. Person A is going to attempt to get you to
open your fist. You must NOT open your fist unless he/she asks you politely and
assertively.

Tell the participants to do the exercise and observe what happens in order to correctly debrief
the exercise. In the discussion, reflect about the communication strategies used and connect
them with the importance of assertiveness. Some questions you can ask are: what
communication style did you use? Was it effective? What other options did you have? Why did
you choose that one as the first? You can allow some participants taking the role of person B
to talk in order to spot the possible differences.
Source: Work Smart. (28 de september de 2018).
Facts and feelings

This exercise connects active listening with section 2, about verbal and non-verbal
communication.

The proposed way to carry out the exercise is as follows: split participants in groups of three
and assign a role to each of them. The roles are 1) speaker 2) listener of facts and 3) listener of
feelings. Ask the speakers to think about a topic interesting for them, as they will have to
speak about it for three minutes more or less. The discussions will be confidential between
the groups. While the speaker talks without interruption, listeners will try to put into practice
active listening. Listener of facts and feelings will pay particular attention to the facts and
feelings expressed in the speech, respectively. The roles can be switched, and the exercise can
be repeated several times exchanging roles. In the debriefing, facilitators can ask how did you
feel in each of your roles? What was it like? Was it easy to listen for the facts? And for the
feelings?
Are you listening?
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The proposed way to carry out the exercise is as follows: split the team in two groups (A and
B). Ask A’s to go out of the room where the trainer will explain that they will be paired with a
member of the other team. Their job is not to speak in any moment and show the other
person that they are not listening. After some time, the trainer will clap loudly, and at this
point, they will change their behaviour and start to listen actively. Then, tell the B’s to think
about the most amazing day or experience of their lives. Explain that they will have to tell a
member of the other team all the details of this experience, but they will not talk, just listen.
Ask the A’s to go back to the room and find a member of the other team. When the activity
finishes, ask questions such as: how did participants feel when they realized the other person
was ignoring them? How did listeners feel? How did they show they were not listening? What
happened when they engaged in active listening?
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The main intention of this exercise is to make participants practice the technique of active
listening while paying attention to their body language.

4. CURRICULUM OUTLINE
Materials

10 minutes

• Origami

15 minutes

• Word chain

60 minutes

• Forum theatre

25 minutes

• Back to back communication

15 minutes

• Frozen

Depending on the
number of
participants, half of
them will need
blank sheets of
paper and the
other half a
template with the
same figure. Pens
and a surface
where participants
can write.
None

30 minutes

• Let’s be assertive

None

15 minutes

• The fist

A sheet of paper
with the printed
instructions,
depending on the
number of
participants.

One paper A4 per
each participant
and pens/pencils.

None. However,
this activity should
be carried out in a
wide space.
None

Resource
-Section 1
-Annex 2
(slides 3 to
7)
-Section 1
-Annex 2
(slides 3 to
7)
-Annex 2
-Book
referenced
in ‘Further
reading’
-Section 2
-Annex 2
(Slides 8
and 9)

-Section 2
-Annex 2
(Slides 7 to
11)
-Section 3
-Annex 2
(Slides 11
to 13)
-Section 3
-Annex 2
(Slides 11
to 13)

15

Learning Activities
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Recommended
Time

Recommended
Time

Learning Activities

Materials

20 minutes

• Facts and feelings

None

20 minutes

• Are you listening?

None

Assessment (to verify the increase of knowledge):

Resource
-Sections 3
and 4
-Annex 2
(Slides 14
to 16)
-Section 4
-Annex 2
(Slides 14
to 16)

Trainers can ask participants to fill the test presented in Annex 1, which was answered
before the workshop. Comparing both tests is a useful and straightforward way to assess
the increase of knowledge and communication skills of participants.
Feedback of participants:

Trainers can draw a tree in a flipchart and ask participants to write in post-it’s from
different colours:
1.
2.
3.
4.

The aspects of the training they liked the most
The things that should be eliminated
What should be improved and how
What they are taking from the workshop/what they have learnt

Give them time to think, to write and to post the papers on the tree. The negative aspects
could represent the leaves that fall from the tree; the positive things will be the roots of
the tree; the knowledge acquired is represented on the leaves and the suggestions of
improvement in the trunk. Then, briefly discuss all the points in order to fully
understand them and allow participants to provide direct feedback.

•
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Annexes
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MODULE 4 – ANNEX 1. INITIAL TEST/NEEDS ASSESSMENT
Exercise 1. This is a simple exercise to check your initial knowledge about communication

skills. Please, answer each statement honestly and thinking about your behaviour. This
information is confidential and will not be shared with anyone or used for other purposes
rather than this workshop.

Before I communicate, I think about
what the other person needs to
know in order to understand my
message.

Not at
all

Rarely

Sometimes

Often

Very
Often

When I communicate, I adapt my
message to the context and think
about the best way to transmit it
(face to face, e-mail, phone etc.).
I ask clear questions when I do not
understand the other person.
When I communicate, I pay
attention to body language (both,
mine and the other person).

My friends, family members and
other people around me generally
understand the meaning of my
messages.
I have the confidence to ask for
what is rightfully mine.
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I try to hear not just other people’s
words, but the complete message
the other person is trying to

1

I can explain negative feelings and
opinions about other people and
their behaviours without using
abusive language.

communicate.

When I am listening, I am totally
focused in what the other person is
saying.
I let the other person know that I am
listening to her/him.

Exercise 2. Please, indicate if you are familiar with these concepts crossing “YES”, “NO” or “A
BIT” and if so, write how would you define them.
1. Communication skills.

©YES

NO

A BIT

___________________________________________________________________________________________
2. Non-verbal communication.
YES
NO
A BIT
___________________________________________________________________________________________

3. Assertiveness.

YES

NO

A BIT

4. Active listening.

YES

NO

A BIT

5. Empathy.

YES

NO

A BIT

___________________________________________________________________________________________
___________________________________________________________________________________________
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___________________________________________________________________________________________

Module 4. “Let’s help each other:
effective communication in a small
community”
Developed by FyG Consultores
Section 1: Understanding how communication works
Section 2: Verbal and non-verbal communication
Section 3: Which is my communication style?
Section 4: Active listening

Learning outcomes
• Be acquainted with the basics of effective communication.

• Understand how to use verbal and non-verbal communication
to convey the right message.
• Recognize each communication style in everyday situations.
• Put in practice assertive communication skills.

• Understand the importance of listening and increase their
ability to put it into practice.

Section 1: understanding how
communication works
Communicating could be simply described as
the act of transferring information…BUT it is a
complex process!

Elements of the communication process
•
•
•
•
•
•

Sender
Shares the information
Receiver
Receives the information
Message
Content being communicated
Channel
Medium through which the message travels
Coding and decoding
Mental processes
Noise
Elements in the context that impede information
being transferred properly

Barriers to effective communication
1. Environmental barriers
2. Physical barriers
3. Language barriers
4. Cultural barriers
5. Attitudinal barriers
6. Psychological barriers

What is the context of my message?
Relational context - Social context - Cultural context

Effectively and appropriately adapting the message, channel and other
elements to the context is one of the most important skills of an effective
communicator.

Section 2: Verbal and non-verbal
communication
Verbal communication involves communicating a message through
words, either written or spoken.

Non-verbal communication generates meaning in an unspoken or
unwritten way.
Verbal

Non-verbal

Vocal

Spoken words

Pitch, volume, speaking rate, rhythm

Non-vocal

Writing
Sign language

Body language (gestures, facial expressions,
eye contact, distance, touching)

Differences between
verbal and non-verbal
communication
• Non-verbal communication tends to do the work of communicating emotions and
interpersonal information more than verbal.

• Non-verbal communication is often more involuntary or subconscious.

• Verbal communication is governed by grammar while non-verbal communication is
more ambiguous.
• Verbal communication only represents a small percentage of what we say, while
non-verbal communication transmits most of our message.

Tips to effectively communicate using
non-verbal communication
• Pay attention to your voice tone and
volume
• Be aware of your facial expressions.

• Try to make eye contact to show that you
are engaging in the conversation.
• Mirror the other person, paraphrase, ask
questions and offer feedback.
• Consider your distance in relation with
the other person.

Section 3: What is my communication style?

•
•
•

•

A communication style represents the different patterns that individuals
use to communicate.

Aggressive: individuals express themselves in a way that violates the rights of others.
They usually display low tolerance, interrupt and are not good listeners.
Passive: Passive communicators tend to avoid expressing their opinions, needs and
feelings.

Passive-aggressive: Passive aggressive communicators appear passive on the surface,
but they actually use different mechanisms (silence, sarcasm etc.) to mask their real
feelings and opinions.

Assertive: Assertive people communicate their feelings, opinions and needs in a direct,
honest and appropriate manner, respecting yourself and the rights of others.

Assertiveness: an essential communication
skill
• Personal and interpersonal skill, closely related with the way we communicate
with other people.

• Based on balance between passivity and aggression. It requires having a strong
sense of yourself and your values; being honest about your wants, needs and
emotions, while still considering the rights, needs and wants of others.

Techniques to enhance your assertiveness
skills
• Using I statements. For instance, saying “I see things differently”
instead of “you are wrong”.

• Listening to the other person.

• Being empathic or able to understand the feelings of the other.
• Be confident about expressing your needs and feelings
• Use the right body language.
• Learning to say no.

Section 4: active listening
Listening can be understood as an interpretative process through which each
person receives information and interprets it in order to respond.

It is one of the most important
communication skills because…

• It helps us to nurture our interpersonal
relations

• It is a powerful tool to connect with
people

• It has a positive impact on ourselves

Purposes of listening

ACTIVE listening
Active listening is an active and conscious process through which we listen with
all our senses and give full attention to the other person.

How to practice active listening:

• Allow the speaker to control the conversation
• Accept the speaker’s opinion as valid, even if you do not agree
• Fully concentrate on what the
speaker is saying
• Allow the speaker to express
himself/herself

Module 5
IT MATTERS – DIGITAL LITERACY FOR BEGINNERS

ERASMUS+ - KA2: Strategic Partnership | Adult Education

CONTENT of Module 5
1. DESCRIPTION OF THE MODULE _____________________________________________________________________________ 3
1.1.

What It Is About ____________________________________________________________________________________ 3

1.2.

Learners Needs Analyses/ Initial Tests ________________________________________________________ 3

1.3.

Learning Outcomes ________________________________________________________________________________ 4

2. THEORETICAL BACKGROUND _______________________________________________________________________________ 4
2.1.

Information Processing ___________________________________________________________________________ 4

2.1.

Content creation ___________________________________________________________________________________ 7

2.2.

Communication __________________________________________________________________________________ 10

2.3.

Problem solving __________________________________________________________________________________ 11

2.4.

Safety ______________________________________________________________________________________________ 13

3. EXERCISES AND QUIZZES __________________________________________________________________________________ 15
1.

Excel __________________________________________________________________________________________________ 15

2.

PowerPoint __________________________________________________________________________________________ 15

3.

Word __________________________________________________________________________________________________ 15

4.

Search in internet___________________________________________________________________________________ 16

5.

Safety in the internet _______________________________________________________________________________ 16

4. CURRICULUM OUTLINE ___________________________________________________________________________________ 16
5. FURTHER READING AND FURTHER DEVELOPMENT _______________________________________________________ 17

Page

2

6. ANNEXES _______________________________________________________________________________________________ 18

1. DESCRIPTION OF THE MODULE
1.1.

What It Is About

This topic focuses on the ability of adults to fully participate in the digitalization era, i.e. the
use of new technologies to communicate or seek for information. Digital literacy is important
because technology that is around us is changing more rapidly than society. Literacy implies
awareness and understanding of knowledge, whereas technology assists in boosting literacy.
It proves how an individual lives, learns, works and functions in a digital society. Digital
literacy includes: researching, evaluating, creating and communicating information.
Moreover, it is a component of digital citizenship, in which someone who is responsible for
utilizing technology interacts with the world around them. Digital literacy can concern both
online and offline activities.
Digital literacy has long been recognised by the European Commission as one of the
competences that the European citizens should master, as it opens up multiple paths towards
active participation in the society, training possibilities, knowledge expansion and
communication. Moreover, those who can demonstrate strong digital skills are able to adjust
to the realities of everyday life which is extremely important nowadays due to the
omnipresence of the technology surrounding us. While one can claim that digital literacy is
not absolutely required, it enables and empowers all people to live their lives the way they
want to, without having to sacrifice any of its parts only because they lack these fundamental
skills. One of the hot topics over the past few years is e-Government concept that allows
people to consume government information and services, but only those who are digitally
literate are able to use it seamlessly.
In the light of the above, digital literacy should be approached as one of the fundamental skills
that one should possess to be able to live in the digital landscape we have now. What is more,
these skills should be constantly reviewed and upgraded as it is very easy to be left behind by
fast-developing technologies.

This module will focus on equipping people with basic issues of digital literacy. Under no
circumstances this module should be considered as a fully packed training. Instead, as it
demonstrates some general and basic aspects, it should be understood as a starting point for
further personal development.

Because digital literacy is a very broad subject composed of many smaller topics, it is not easy
to discover the learners’ needs at a very detailed level. Therefore, it would be advised to try to
focus on several core areas of the digital literacy, identify potential knowledge and skills gaps
through the initial test and later address them during the training. A sample initial test has
been created as integral part of this module and is subject for further adjustments by the
trainer. This test would require around 10 minutes to be filled in by training learners.
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Learners Needs Analyses/ Initial Tests
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1.2.

1.3.

Learning Outcomes

By the end of this Module, learners should be able to:

1. Know how to search for information on the internet.
• To distinguish Internet browsers.
• Know pros and cons of some search engines such as Google, Bing, Yahoo,
DuckDuckGo.
• Know how to tear information in an advanced way.
• Know how to save and download files from internet.
2. Know how to create content.
• Know what Microsoft Word is for.
o Know what are the keyboard shortcuts.
o Know how to write correctly.
o Made their own CV.
• Know what Microsoft Excel is for.
o Know in which jobs Excel is used.
• Know what Microsoft PowerPoint is for.
o Know how to present themselves well.
o Know what programs beyond PowerPoint, allow the preparation of the
presentation
3. Know how to communicate in internet.
4. Take care of the security of computer.
5. Deal with simply IT problems.

2. THEORETICAL BACKGROUND
2.1.

Information Processing

Page

Vast majority of nowadays’ information is stored, processed and transferred online through
the use of the websites, which are one of the most important Internet channels. All the
websites are scattered around the globe and are placed on specially designed computers,
called servers. When the visitor tries to open a website, it is done through a software called a
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Information processing is one of the key skills when it comes to digital literacy. It can be as
simple as searching the Internet for specific information or slightly more advanced as storing
particular content for further use. For the purpose of this part of the module, the information
is considered to be available and accessible online.

web browser. The browser knows which server should it connect to and is also responsible
for maintaining all types of interactions between the visitor and the sever hosting the website.

There are many different web browsers available for use. The two most popular operating
systems are trying to encourage its users to use their own web browsers. For Windows and
Microsoft that is Edge web browser, while for Apple and macOS it is Safari. According to the
statistics, however, the lead on the web browsers market belongs undoubtedly to Chrome
web browser created by Google – the giant in the Internet world. Other most commonly used
web browsers are Firefox, Internet Explorer and Opera. Regardless of the web browser used,
the visitor’s experience is more or less similar.
In order to process information in an efficient way, a web browser should be the starting
point. For vast majority of people, the Internet journey starts with Google, which is a very
prominent example of a search engine. Search engines are very complex mechanisms that
“visit” the Internet and discover all types of websites. They also index the content available to
determine as precisely as possible what kind of information is present on a given website.
This process is often called “crawling”. All information that the search engines are able to find,
are later processed and organised, so that the visitor only needs to type in the subject/theme
of interest to be presented with thousands and thousands of different websites that can be
visited. As an example, if someone is interested in how the European Commission is
structured, it is enough to type in the search engine the following phrase: “European
Commission structure” or “structure of European Commission”. Currently this search phrase
once placed in the Google search engine returns about 150 millions of different results. This
only highlight the enormous size of the Internet. While Google search engine is a de-facto
standard, there are other that have the share. According to current statistics, while Google is
taking a clear lead, the second place belongs to Bing, and the third place belongs to Yahoo.
Regardless the search engine used, their function set is similar. They index all the pages and
enable people to find what they are looking for in the Internet.
As it was already stated, the search engine is one of the best ways to get started if the desired
website is not yet known to the visitor. There is one and very important fact that cannot be
stressed enough. Basically, whatever type of information is required, it is available
somewhere online in a form of a website. The following table contains just very few examples
of how powerful search engines are.
Information you are looking for

Example search engine phrase
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You want to know what are the public
Italy public holidays
holidays in Italy
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You are interested in the prices of the
Brussels public transport prices
public transport in Brussels

Information you are looking for

Example search engine phrase

You are wondering what the distance
Earth Moon distance
from the Earth to the Moon is

You are not sure about the opening hours
aquarium Valencia opening hours
of the famous aquarium in Valencia
You are planning to make a vegetarian
burger, but have no idea of the vegetarian burger recipe
ingredients

It can be noted, that the search engine phrases are usually not formed as if they were asked in
a spoken language. Instead, they are composed mostly of nouns, and then it is up to the search
engine to figure out the most related websites and present them in a list. Internet is full of
information, and it is entirely up to you to look for anything that is of your interest.
There is also another aspect that is worth highlighting here. All of the above examples
described search engines for general use. There are, however, different search engines that
focus on one specific type of information, and in most cases they are simply built in as part of
a given website. A good example that follows the previously presented table might be
www.allrecipes.com, which is a website collecting plenty of recipes that can be easily found.
Subject-specific search engines are available for almost any topic. For example, if you are
interested in photography, there are plenty of great photos provided by people on websites
such as pixabay.com or unsplash.com.
So far we have demonstrated how the information can be found. Occasionally, you might be
interested in saving specific information for further use. Luckily, this can be done in a very
simple way.
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Another option is to save the website to a well-known PDF file format, which might work
slightly better. In order to do that, you should either look for “Save as PDF” option, or act as if
you were to print the website, but instead of a printer, choose the PDF printer option.
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The first option is to use the function that is available in any web browser. This function is as
simple as ”Save page as” and is available in the web browser’s menu. What it does is that it
gets the content of the website that you see on the screen and enables you to save it on your
device for further use. A word of warning though: Do not expect saved websites to be fully
functional. Due to how the websites are constructed, you will get the content saved, but the
layout will most likely be destroyed. What is more, saving the website will not provide you
with the same experience as the online equivalent, the links are not going to work, most
pictures are going to be missing, so this should not be surprising to you.

If you are looking for a way to save specific parts of the website for further use, you should
right click on the link (or element) and look for relevant options presented in the context
menu. These vary from web browser to web browser, but usually it is similar to either “Save
link as” or “Save image as”. By choosing this option your web browser will allow you to store
the resource on your local computer.

This brings us to another very important issue. You should avoid storing all the files in just
one place, be it your desktop or you downloads folder. After some time you will no longer be
able to distinguish which file is the one you are looking for. Therefore, it is always good to
organise your files in specific folders instead of keeping all of them in once place. Even as
simple structure as the one presented below will enable you to quickly locate the desired
elements.

Documents
Files

Hobby
Music

Photos

Books

Invoices
Cooking
recipies

Animals
Family

Landscapes

The very last issue that needs to be highlighted in this module is that you always need to be
aware that no all the information found online is credible and true. As a rule of thumb, do not
blindly believe in all that you see online. Sadly, there is a massive amount of fake news around
plenty of websites and the Internet is used as tool for manipulating and lying. Just your
common sense could save you from trusting all the sources just because you found them
somewhere in the Internet.
Currently, the ability to use basic computer programs seems to be essential, especially when
applied to office work. Such programs include MS Office tools, in particular Word and Excel. It
is worth knowing what their benefits are and what we can use them for.
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Content creation
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2.1.

The first discussed program is Microsoft Word.

It is used to create and edit text documents. Thanks to this tool, we can prepare, among others
application documents for work such as CV or cover letter. If you want to make a
professionally look document, you need to look after its appearance. It's worth starting by
justifying the text. This procedure aims is to format the text by aligning the position of the
lines. This procedure can increas the readability and aesthetics of the document. The next step
in caring for the good appearance of our text is the transfer of conjunctions ("a", "an") to the
new line. This is done by using "hard space". In practice, you must use a combination of three
keys Ctrl + Shift + Space, pressed at the same time. Of course, the basis for writing documents
or editing them is to observe the rules of punctuation and spelling. Frequent mistakes that
should not be made include using a space between a word and a punctuation mark.
The sentence should look like this: How are you Arthur?

The sentence should not look like this: How are you Arthur ?

This is a common mistake that can be found in documents created by novice employees,
which must be avoided if we want to create professional texts. Another common mistake is to
use spaces to move text, or to insert more space characters than you need. When creating text,
you should use keyboard shortcuts. Thanks to them, work will be much faster. Below is a table
where you can find the most popular ones.
Table. Keyboard shortcuts and their meaning.
Press
CTRL + C
CTRL + V
CTRL + A
CTRL + B
CTRL + I
CTRL + U
CTRL + Z

To do this
Copy
Paste
Select All
Bold
Italic
Underline
Undo

Source: https://support.office.com/en-us/article/keyboard-shortcuts-for-microsoft-word-on-windows95ef89dd-7142-4b50-afb2-f762f663ceb2

Excel is tool for creating spreadsheets, preparing tables, reports and for performing
calculation. This program has so many functions that various professions use it differently.
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Another program worth noting is Microsoft Excel.
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Microsoft Word offers a number of functions that you need to know to make working in it as
effective as possible. We can insert images, photos or tables and format them. You can also
edit the text itself by changing its font, color and size.

Excel is a basic tool for accountants, financial analysts and a large part of office workers. It is
invaluable when creating reports, summaries or charts. However, make sure that you have the
newest version of this program. It will help you avoid possible trouble. Excel give you access
to many different functions. Thanks to them, calculations will be really quick.

A great option that Excel allows is to work in a group on one template. Thanks to this, you and
your friends / co-workers, can make changes in real time, without sending documents to each
other.

The process of thoroughly understanding this program requires a lot of time from the user.
This is because Excel is a program with many capabilities. Due to this it often happens that in
their CV applicants for employment enter the knowledge of EXCEL. Unfortunately, due to the
wide use of this program, you may find that you have not even heard about the features that
your employer requires. It will be a good practice to sign up for a specialized learning course
for this program, which will be prepared for a specific profession. You can also train yourself
in using this program thanks to online courses or books.
The program for creating presentations is PowerPoint.
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The presentation should start with the title slide. On it should be included information about
the subject of the speech and the author. Then you need to include a table of contents. It will
show how the event will run. In individual slides it is worth to include only the most
important information, the over-content is undesirable. It makes it difficult to remember
information and overwhelms the learners with their size. It is worth to score the most
important data here or present them using charts or graphs. This should attract listeners'
attention. The template selection should also be thought out. The colors and scheme should be
adapted to the subject of the presentation and its character. A common mistake made by new
users of this tool is the use of too many different non-coherent possibilities of visual editing of
the slide. Using different transitions between slides or extravagant fonts are just some
examples. Instead of originality, the phenomenon of kitsch appears rather. It is worth taking
advantage of the possibilities offered by PowerPoint, for example, photos or a fragment of a
movie. As with the other programs discussed, you need to check the spelling and punctuation
carefully. In PowerPoint there is also a skillful scheduling of time, so that at the appointed
time it will be possible to present the topic.
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PowerPoint is still the most common program for creating multimedia presentations. It owes
its popularity to simplicity and intuition. Of course, to perform well in public is not enough
just a well-prepared slide show, but a high level of soft skills. Nevertheless, a well-prepared
presentation is a showcase of the speaker. This program is ideal for people who are starting
their adventure with public speaking. Firstly because, as already mentioned, it is easy to use
and secondly because of its huge popularity, thanks to which we will not have to worry about
whether we will have the opportunity to open a prepared job.

Of course, PowerPoint is not the only program for creating multimedia presentations. Other
popular tools are, for example, Prezi or Emaze. It is worth to test them all and use the one that
is best for you.
You can also use Office package at home after purchasing the right license.

Remember! Quoting someone's work or referring to an author, you need to include the source
in the bibliography. It is otherwise theft of intellectual property. You need to get familiar with
the rules, how to quoting and referring. In the internet you should find description.

2.2.

Communication

The XXI century offers us an amazing communication possibilities. We are able to
communicate with almost whole globe. Nowadays distance is no longer an issue.
Communication is possible thanks to various applications and programs. To the most popular
belong:
•
•
•
•

Skype,
Messenger,
WhatsApp,
Telegram.

Thanks to them, you can easily conversation with your friends and family without care about
distance between you. The Skype program allows not only for a conversation but also for a
video call, thanks to which it gained so much. In addition, you can share your desktop. It is a
great solution that allows you to translate and explain how to do something on your computer
without being physically in the same place as your friend. More options are available for users
paying a subscription, which some people may consider as a disadvantage of this messenger.
Right now, we even resolved the language barrier. Google Translator and other similar
application, can help you with translate any documents and messages. Of course, these
translators are not perfect tools yet. But it is impossible to not see their development in last
years.
Facebook,
Twitter,
Instagram,
Snapchat.

Each of them is different and each of them gets a different possibility. On the internet, in
addition to talking, people write their blogs or run video blogs, which is also a form of
communication on the web.
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•
•
•
•
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Communication can also take place in Social media. Here leading portals such as:

Internet communication has also contributed to the approximation of the world. Earth's
problems have started to be global and Internet users are unifying to support various actions
around the world. Internet as an uncensored and independent medium gives a large dose of
freedom of expression. However, we can distinguish not only positive aspects of Internet
communication. Interlocutors on the internet do not care about the form of language or style.
They create their own words, and communication is often vulgar. All this translates into a
language used outside the network. This language has already penetrated the colloquial
language. We can meet it on the radio, television or in broadly understood marketing
campaigns.

2.3.

Problem solving

Some of people using digital technologies seem to be a bit abandoned whenever a problem
occurs. The most probable cause is that we are generally used to interact with mature
technologies that, at least in theory, should be error free and their use should be intuitive.
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The first rule is that you should always keep all your software up to date. This concerns both
your operating system and the applications. Some years ago it was not easy nor obvious to
perform the update, but today it is often as simple as clicking just one button. Both most
popular operating systems (Windows and macOS) give you the possibility to install any
updates as soon as they are released. In most cases, these can be installed automatically,
therefore not interfering too much with your daily work. If you are unsure on how to do that,
you can easily check details by using a search engine and providing phrases similar to
windows update or macOS update. You fill find plenty of resources that will guide step-bystep through what needs to be done. Similarly, also most of the application that you use on a
daily basis have specific updates mechanisms. Usually you will be prompted whenever an
update is needed. Do not postpone installing any updates, and make sure you take advantage
of them at the earliest convenience. Out of date software can lead not only to hampered user
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The reality, however, is different. Software contains bugs, the hardware breaks occasionally.
This is the main distinction when it comes to problem solving in the area of digital literacy.
The so-called software problems relate to both applications that we use (for example
Microsoft Word or Pages) and to operating systems (for example Windows or macOS). The
hardware problems, on the other hand, relate to hard disks or power supplies. All hardware
components can break after some time, and it all depends on how intensive their use was.
Luckily enough, these problems are not a part of the daily picture of interacting with various
technologies. In the unlike event of coming across any problem, you should be aware of what
could be done, and you do not need an expert-level knowledge. Just by following a few basic
principles you should feel more confident in using nowadays’ technologies. What is more, you
are not alone. Whenever a serious problem occurs, you should have the confidence and
knowledge as to where look for the support.

experience, but also to potential security risks. It is worth highlighting that even if the
software that you are using functions just fine, there might be a security hole exposing you at
various risks. To wrap up, it is highly recommended to keep all your software up to date.

The second rule is the possession of basic troubleshooting skills, that are in most cases based
on a common sense. Whenever a software-related problem occurs, the first step would be to
shout down the application and try to run it again. It might be that a set of actions caused the
application to be unstable, so restarting it is usually a good idea. When the problem can be
observed in the operating system, you can try to restart your computer and see if this solved
the issue. For hardware-related problems you should also be able to perform some basic
troubleshooting. If, for example, there is no image on the screen, what should be done? First
thing to check would be to ensure that your computer is turned on. Even if this might sound
a bit silly, it might have turned itself off for various of reasons like short outage of electricity.
Once you confirm that the computer is indeed working, you would check the signal cable. It
might got unplugged for example during hoovering. If your keyboard suddenly stopped
working, you can easily verify if it is broken by trying to connect it to another computer if you
have such possibility. Whenever any problem occurs, it is advisable to think of the last few
things you have done. Have you tried to do something specific? Maybe you plugged in a new
device, such as a pendrive? The more information you can collect that took place just before
the problem occurred, the better. These can be used to verify if the problem is recurring, that
is you are able to replicate it, or it was just a one-time occurrence.
The third rule is that you should be able to judge whether the problem you are having can be
solved by you, or it is beyond your competences. If this is the latter, you should be able to
locate someone who could help you with that. For example if your hard disk fails, usually
there is not much you could do without expert knowledge and access to advanced tools and
sophisticated machinery. You should be able to find help suitable for your case.
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The fifth rule is the last one, but definitely not the least one. It is about you and your digital
skills. There is no other way that to make sure that you need to constantly upgrade your skills.
Technology changes at such a fast pace, that even your basic skills need to be updated
regularly. As a good example you can think of the noise problem described above. Some years
ago it could mean that your hard drive was failing. This is because in the past all hard drives
contained mechanical components that in order to work would keep spinning at a high rate.
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The fourth rule is to be able to narrow down the possible cause of the problem based on the
symptoms. This can be easily done with the use of a search engine that we have already
covered earlier in this module. As an example, the general observation might be that your
computer is running loud and is making noises. This observation/symptom can mean really a
lot of things. Once you put a relevant phrase in the search engine (for example computer
making noise), you will find plenty of information, websites, and even movies of what the
reason for that might be. At the end, it could be that one of the fans just got dirty over years
and all you need to do is to use compressed air to make it work again.

The technology has changed and more and more computers are now equipped with so-called
SSD drives that are not only much more efficient, but they do not contain mechanical parts,
making them running perfectly quiet. If you have one of such disks, you will not hear if that
was your hard drive falling apart. Again, you do not need to possess expert-level knowledge,
but having an overall understanding of the technology would be very beneficial to you in all
problem-solving tasks you might come across.

2.4.

Safety

Safety is definitely a very broad subject when it comes to technology. More and more threats
are waiting for those who are unaware, and what is actually quite frightening, various attacks
are more sophisticated and though through than ever before. Some of the attacks are being
prepared for literally months before they take place. The attackers today make efforts that
can for example be focussed on studying the way your friends are talking to you, only to later
take over their Internet accounts and act on their behalf instead.

It is very difficult to create a list that would contain any number of points that, once applied,
will guarantee that you can be safe in all the surrounding technologies. This is just impossible
and you need to be aware of that. There are a few ideas that will help you be safer, but it is
a constant effort that can never be labelled as “done”.
First of all, make sure that you keep your operating system and all the application up to date
to mitigate the risks that they contain some security threats. It was covered earlier in this
module. You should also avoid installing any applications that come from untrusted sources,
as these might contain a malicious code that is capable of making harm to your computer.
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In order to prevent and minimise the risk of getting infected, you need to make sure that your
computer is protected by a recognised and up-to-date antivirus system. They are built in a
way that they keep constantly running in the background trying to identify all the threats and
preventing you from running suspicious files. Antivirus software is also updating itself at
regular intervals to make sure that you are protected also against newly discovered threats.
While it is obviously not a guarantee that having an antivirus software will keep you safe, it is
definitely a good security measure to be implemented.
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There are various threats that you need to be aware of, but vast majority focus on bringing
some kind of benefit to the attacker. The first virus was created just to prove that it was
possible, but today in most cases the attacker is looking for stealing your identity or your
money. It can be a very nice weather application that you installed, but in reality it is sending
everything what you type on your keyboard to the attacker. As a result, if you are using online
banking, your credentials might be compromised this way, so the attacker can get access to
your account.

There is also quite a new trend that is called ransomware. As a result of infection by
a ransomware, all your data is getting encrypted and you are asked to pay in order to get the
unlock key, and, as a result of that, your data back. The encryption is done using very strong
algorithms, making it impossible to decrypt your data without the key if we are considering
the computing power we have access to today. In that case, the only reasonable solution
would be to perform regular backups of all your data. There are free solutions that can help
you with this task, the most popular being the Aomei Backupper (www.aomei.com) and
Veeam Endpoint Backup (www.veeam.com). If your computer is infected and your data gets
encrypted, you can restore all your data that you have in your backup. It is important,
however, to keep the backup in inaccessible location. To be more precise, it is not wise to
store the backup on a separate hard disk that is always connected to your computer, as the
ransomware is going to encrypt all the data, including your backup. What you should do
instead is to make your backup for example to a portable hard disk, that, once the backup is
done, can be unplugged and stored separately. Other solution is to keep your valuable data
stored also on alternative media. For example, if you have a collection of your photos, you can
transfer them to DVD disks or store them separately on another portable hard disk. Generally
speaking, it is advised to keep your valuable data in alternative locations that you have access
to.
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When we talk about digital literacy in security, it is not always about your computer. Just look
around. Today we have keyless cars that do not need to be started with the traditional key put
into the ignition switch. Even despite the fact that these modern car keys are using
sophisticated encryption mechanisms, it is possible for the attacker to steal the signal that
your car key is generating, open your car and drive away by replicating the signal (thus
mimicking as if you were actually in the car). Another example might be a simple hotel
booking. Under no circumstances you should give your credit card details with your security
code, nor have it photocopied. Even if the hotel is not going to steal from you, such data can be
easily taken away by an angry employee that is leaving, putting you at risk of losing your
money. An extra care should also be taken while using ATMs. Your PIN code might be
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Another aspect is the online security that should be always kept in mind. Under no
circumstances you should share your credentials with anyone. Really, anyone. Even if this is
a family member that you trust, your credentials should be known only to you. It is not that
one of your family members might have got bad intentions, but as they might not be as
security aware as you are, they might get tricked by someone else, and therefore the attacker
can get your credentials through h unaware people you shared your credentials with. In case
you have a considerable amount of various logins and passwords to remember, you can use a
specially designed password managers to keep them safe. Ideally you should not be using the
same password for more than one thing. This is because even big companies investing serious
money in their security infrastructure suffer occasionally from data leaks. As a result of that, if
your password from one service is compromised and you are using it in other places as well,
you are under a serious risk.

overlooked by someone, who can then later use it along with your card to access your
account.
Having said all of that, you do not need to get paranoid. Clearly, there are many security
threats out there, but if you are sober-minded, you should be fine.

3. EXERCISES AND QUIZZES
1. Excel
This task is to show learners why Excel is so important and why they should learn how to use
it.
•

•

•

Give each learner a sheet of paper and a pen. Ask them to write down jobs in which
they think Excel is used. Then write down all the professions on the board and think
about their correctness together.
After the discussion, give the learners 3-5 professions and ask them to assess jointly
whether these are occupations in which Excel is used. Choose the professions in which
you use and in which you do not use Excel
Think together in which works could excel be useful? If you find a profession, think
about how Excel would improve the work in it.

2. PowerPoint
This exercise aims to increase the skill of making a presentation among learners of the course.
At the beginning, tell the learners why the presentation is important.

Your task will be to prepare a presentation on which errors will be found. The learners' task is
to capture them.
After the presentation, you will discuss the mistakes together and suggest ways to solve them.
If the learners do not find all the mistakes then you will present them.
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The task is to familiarize learners of the course with keyboard shortcuts that appear in Word.
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3. Word

Your task will be to distribute cards on which there are keyboard shortcuts on one side and
explanation of their actions on the other. The learners' task will be to draw an arrow leading
from the shortcut to the correct use.

4. Search in internet
This task aims to show how important is the ability to correctly search for information on the
Internet.

Start by dividing learners into 4 teams. Each team will receive one online search engine:
Google, Bing, Yahoo and DuckDuckGo.
Each of the teams will have to prepare a short presentation of your browser. Then, together,
you'll try to find differences between them and choose the best one.
The next task will be to present the techniques of proper information retrieval by the teacher.

5. Safety in the internet
This task is to increase the awareness of learners about the dangers of using the Internet and
in particular social media.
Give small cards to the learners. Each of them will exchange information that he publishes on
social media: photos, posts, favourite places, movies, etc. Then, make them imagine that they
place such information on the advertising column on the market of the city in which they live.
Then add the information that they will never be able to see this card again, no matter what
they wrote and put on it. Then discuss the responsibility that is bearing on you and your
future because of the information that almost everyone has access to.
Source: https://edukacjamedialna.edu.pl/lekcje/abc-bezpieczenstwa-w-sieci/

4. CURRICULUM OUTLINE

Excel

Materials
•

Resource

a sheet of paper and Section 2.2
Annex1
a pen
Annex 1a
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25 minutes

Learning Activities
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Recommended
Time

Recommended
Time

Learning Activities

Materials

60 minutes

PowerPoint

•

15 minutes

Word

•

20 minutes

Search in internet

•

30 minutes

Safety in the internet

•

Assessment (to verify the increase of knowledge)
Feedback of learners

•
•

•

Resource

PowerPoint
presentation
Projector
Computer / laptop
with appropriate
software

Section 2.2
Annex 2
Annex 2a

Computer / laptop
with appropriate
software and
connected to
internet

Section 2.2
Annex 4
Annex 4a

Cards with
keyboard shortcuts
Pen

Section 2.2
Annex 3
Annex 3a

Small cards

Section 2.5
Annex 5

Use Annex 6
Throughout the course, users should
be able to ask questions at any time.

5. FURTHER READING AND FURTHER DEVELOPMENT
The problems raised in this module are very current. However, this is just a tip of the iceberg.
The module is designed to present the simplest IT issues, popular programs and threats to
people who have not previously had contact with the Internet. The aim of the module is to
attract the audience with the topic, so that he would like to expand his knowledge thanks to
available courses or on his own, using the knowledge resources available on the Internet.

•

https://www.goskills.com/Course/Excel - excel, word and much more
https://support.office.com/en-us/article/excel-for-windows-training-9bc05390-e94c-46afa5b3-d7c22f6990bb - a free guide on how to use excel
https://www.youtube.com/watch?v=q1CMxb90g7c - a short guide on how to use PowerPoint
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•
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Examples of online courses (notice, not all are free!):

Free programs for creating presentations:
•
•
•

https://www.emaze.com/
https://prezi.com/
https://www.canva.com

These are just a few sample courses, remember that you can find many more on the Internet.
The knowledge gained from this module about safe internet search can now be used in
practice. Follow the safety rules and the internet will allow you to explore knowledge.

6. ANNEXES
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Module 5-Annex 1
Module 5-Annex 1a – Exercise: Do they use Excel
Module 5-Annex 2 – Coral reef and climate change
Module 5-Annex 2a – Errors in the presentation on individual slides
Module 5-Annex 3
Module 5-Annex 3a – Shortcuts word
Module 5-Annex 4
Module 5-Annex 4a – Search in the internet
Module 5-Annex 5
Module 5-Annex 6 – Test

Annexes
ERASMUS+ - KA2: Strategic Partnership | Adult Education

MODULE 5

LET’S MANAGE YOUR COMPREHENSION ABILITIES - PRACTICAL
RECOMMENDATIONS FOR PERSONAL DEVELOPMENT

Excel

Overview:
 What is Excel?
 Business uses of Excel.
 Where Excel is used?
 Summary

What is Excel?
• Excel is tool for creating spreadsheets, preparing
tables, reports and for performing calculation.
This program has so many functions that various
professions use it differently. Excel is a basic tool
for accountants, financial analysts and a large part
of office workers. It is invaluable when creating
reports, summaries or charts.

What is Excel?

What is Excel?
• Excel can be used successfully not only in
business. You can use it to plan your day,
finances, you can prepare a shopping list or
even plan meals for the whole week. This
program is widely used.

Business uses of Excel
1. Business Analysis
2. People Management
3. Managing Operations
4. Performance Reporting
5. Office Administration
6. Strategic Analysis
7. Project Management
8. Managing Programs
9. Contract Administration
10. Account Management

Exercise: In which jobs Excel
is used?

Examples of Business uses of
Excel

Exercise: Do they use
excel?
Instruction:
1. Evaluate whether this profession
uses excel or not
2. Describe how this work uses excel
3. Consider whether in occupations
that do not use Excel, do you see
any application for it?

Exercise: How can you use
Excel in your private life?

Summary
1.

Excel is tool for creating spreadsheets, preparing tables, reports and for
performing calculation.

2.

It is part of the Microsoft Office suite.

3.

It is a basic program for working in the office.

4.

Allows you to work with several people on one sheet.

5.

It can be used at work as well as in private life.

6.

Excel increases work efficiency, especially in the financial sector.

7.

Knowing this program increases your chances of finding a job.

Are their any Questions?

Bibliography:
• https://mallory.com.au/cm/ms-excel-uses-businessworkplace/
• https://www.goskills.com/Excel/Articles/Jobs-require-Excel
• http://www.e-komers.pl/jak-uzywac-excela-do-zarzadzaniacodziennym-zyciem/
• https://study.com/articles/jobs_requiring_excel_skills.html
• https://www.investintech.com/resources/blog/archives/7410
-7-ideal-jobs-for-excel-users.html

MODULE 5-ANNEX 1A – EXERCISE: DO THEY USE EXCEL
Template for the exercise: "Do they use Excel?".

Name of the profession

Is there use Excel?

How?

1.

2.

Page

4.

1

3.

Page

2

5.

Coral reef and climate change.
The presentation was made by: John Smith

What is a coral reef???
∗ „Coral reefs are large underwater structures
composed of the skeletons of colonial marine
invertebrates called coral” https://www.livescience.com/40276-coral-reefs.html

What is the effect of increased
water temperature on coral reef
extinction?

Coral reef

After

BEFORE

∗

Source:
https://static1.squarespace.com/static/5a5906400abd0406785519dd/t/5b7b180
a6d2a7356c60f4ea0/1534801892350/Bank_BeforeAfter_American%2BSamoaBefore_RichardVevers.jpg?format=500w

∗

Source:
https://static1.squarespace.com/static/5a5906400abd0406785519dd/t/5b7b180
a6d2a7356c60f4ea2/1534793869085/Bank_BeforeAfter_American%2BSamoaAfter_RichardVevers.jpg?format=500w

What can I do to
protect coral reefs?

Organizations
currently working
on coral reefs:

∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗

∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗
∗

Coral Cay
∗
Counterpart International[1]
∗
U.S. Coral Reef Task Force (CRTF)
∗
National Coral Reef Institute (NCRI)
∗
US Department of Commerce’s National Oceanic ∗
and Atmospheric Administration (NOAA): Coral ∗
Reef Conservation Program (CRCP)
∗
National Center for Coral Reef Research (NCORE) ∗
Reef Ball
∗
Southeast Florida Coral Reef Initiative (SEFCRI) ∗
Foundation of the peoples of the South Pacific ∗
WorldFishCenter: promotes
∗
sustainable mariculture techniques to grow
∗
reef organismsas tridacnidae
Coral Restoration Foundation (CRF) : Adopt a
∗
Coral
Organizations which promote interest, provide ∗
knowledge bases about coral reef survival, and ∗
promote activities to protect and restore coral ∗
reefs:
∗
Coral Triangle Knowledge Network
∗
Australian Coral Reef Society
∗
Biosphere Foundation[2]
∗
Chagos Conservation Trust
∗
Conservation Society of Pohnpei
∗
Coral Cay Conservation
∗
Coral Reef Care
∗
Coral Reef Alliance (CORAL) Coral Reef Alliance ∗
(CORAL)
∗
Coral Reef Targeted Research and Capacity
∗
Building for Management
∗
Coral Restoration Foundation
∗
Coral Triangle Initiative
∗
Cousteau Society
∗
Crusoe Reef Society
CEDAM International
Earthwatch
Environmental Defense Fund
Environmental Solutions International
Friends of Saba Marine Park
Global Coral Reef Alliance (GCRA) Global Coral
Reef Alliance (GCRA)
Global Coral Reef Monitoring Network[3]

Great Barrier Reef Marine Park Authority
Green Fins
ICRAN Mesoamerican Reef Alliance
International Coral Reef Initiative (ICRI)[4]
International Marinelife Alliance
International Society for Reef Studies
Intercoast Network
Japanese Coral Reef Society [5]
Kosrae Conservation and Safety Organization
Marine Conservation Group
Marine Conservation Society
Mesoamerican Reef Tourism Initiative (MARTI)
NSF Moorea Coral Reef Long-term Ecological
Research site[6]
Nature Conservancy
Ocean Voice International
Project AWARE
Planetary Coral Reef Foundation[7]
Practical Action[8]
Project Reefkeeper
ReefBase
Reef Check
Reef Relief[9]
Reefwatch
Save Our Seas Foundation[10]
Seacology
Seamarc Pvt. Ltd.[11]
SECORE
Singapore Underwater Federation
Society for Andaman and Nicobar Ecology
Tubbataha Foundation
Wildlife Conservation International
WWF

Thanks for your attention!

MODULE 5-ANNEX 2A - ERRORS IN THE PRESENTATION ON INDIVIDUAL SLIDES
Examples of errors on individual slides:
Slide 1 - Unreadable font. Tip: Try to use only one font.

Slide 2 - Too many question marks. The text is invisible on the background of this photo Tip:
Use a different colour.

Slide 3 - Part of the text disappears on a white background. Tip: Move the text so that all
words are clearly visible.

Slide 4 - Different size of fonts, in one case the font inclined in the other not, in one same
upper case in the second uppercase and lowercase letters. Different sizes of photos, not the
same size. Do not place emoticons in a slide that deals with serious topics.
Slide 5 - Different background layout than in other slides. Tip: Try to make the background
consistent.

Slide 6 - You need to apply a different slide layout so that you can see the names of the
organization. You can also divide it into 2 slides.
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Slide 7 – No mistakes.

MODULE 5

LET’S MANAGE YOUR COMPREHENSION ABILITIES - PRACTICAL
RECOMMENDATIONS FOR PERSONAL DEVELOPMENT

Word

Overview:
• What are shortcuts?
• Examples of the most commonly used
keyboard shortcuts.
• Task: match the shortcuts to definitions.

What are „shortcuts”?
• Shortcuts these are combinations of 2 or more
keys that perform specific operations to speed
up the work. Different programs have different
keyboard shortcuts. This presentation will
present the most commonly used keyboard
shortcuts in Microsoft Word.

Ctrl + A
• Ctrl + A – select all
• This shortcut allows you to select all text in a
document
• You will see that you have used it correctly
when the text is highlighted

Ctrl + A

Ctrl + C
• Ctrl + C – copy
• With this shortcut you can quickly copy the
selected text
• To use it, select the text you want to copy and
then use the Ctrl + C shortcut

Ctrl + V
• Ctrl + V – paste
• Using this shortcut you can paste the
previously copied text
• Using it with the Ctrl + C shortcut, you can
copy and paste a piece of text

Ctrl + C
• Highlight the text and press
Ctrl + C

Ctrl + V
• Select the place where you
want to paste the text and
press Ctrl + V

Ctrl + S
• Ctrl + S – save
• You can use this shortcut when you want to
quickly save the file
• When saving the file for the first time, you will
have to choose the place where to save it
(desktop, documents, etc.)

Ctrl + Z
• Ctrl + Z – undo
• Using this shortcut you will be able to undo
the last changes made to the file

Ctrl + B
• Ctrl + B – bold
• This shortcut is used when you want to bold
the text

Ctrl + I
• Ctrl + I – italic
• This key shortcut is used when you want to
write text in italics

Ctrl + U
• Ctrl + U – underline
• This keyboard shortcut is used when you want
to underline a piece of text

Ctrl + E
• Ctrl + E – centers paragraph text
• Using this shortcut, we move the text to the
center of the screen

Ctrl + P
• Ctrl + P – print
• This shortcut is used when you want to print
the text

Task: match the shortcuts to
definitions

Bibliography:
• https://support.office.com/enus/article/keyboard-shortcuts-for-microsoftword-on-windows-95ef89dd-7142-4b50-afb2f762f663ceb2
• https://www.computerhope.com/shortcut/word.
htm

MODULE 5-ANNEX 3A - SHORTCUTS_WORD
Exercise: Match the keyboard shortcut to its meaning.

undo

Ctrl + C

bold

Ctrl + S

select all

Ctrl + Z

Ctrl + B

paste

save

underline

Ctrl + I

centers text

Ctrl + E

print

Ctrl + U
Ctrl + P

copy

italic

1

Ctrl + V

Page

Ctrl + A

MODULE 5

LET’S MANAGE YOUR COMPREHENSION ABILITIES - PRACTICAL
RECOMMENDATIONS FOR PERSONAL DEVELOPMENT

Search in the internet

Overview:
• Exercise 1: Describe your search engine.
• Pros and cons:
–
–
–
–

Google
Yahoo
Bing
DuckDuckGo

• How to search effectively on the internet.

Exercise 1: Describe your search
engine
1.

Search for information about your browser (pros and cons)

2.

Examples of features:
Safety
Appearance
Search speed
Number of results found
Intuitive operation
Help in formulating the query content
Privacy policy
Available mobile version
Other (when it was founded, by whom etc.)

a)
b)
c)
d)
e)
f)
g)
h)
i)
3.

Write down the features on the received sheet

Exercise 1: Describe your search
engine.
4. Each of group presents its results
5. Choosing the best one

How to search effectively on the
internet – GOOGLE
• A short guide on how
to use the capabilities
of the most popular
search engine Google.

How to find information
better?
Use Google operators!

Popular Google operators
• If you are looking for a phrase that consists of a few words, use the
quotation mark (example: ”English breakfast”);
• If you're looking for a word that has many different meanings, put a
"-" in front of the meaning you want to skip (example: Chinatown film);
• If you want to limit the search, to a specific domain, you should use
the operator – „site:” (example: Decent site:cwep.eu);

Popular Google operators
• The "filetype:" operator allows you to search for files in a specific
format, eg PDF, you can combine it with another operator, eg "site:"
to increase the search precision (example site:cwep.eu filetype:pdf);
• The "define:" operator allows you to search for a definition of a
word or phrase (example: define:global warming)
• Last operator presented here is "weather„. It is designed to show the
current weather (example: weather:Rzeszow)

Popular Google operators
• If you are interested in the subject of operators
and professional search in Google, we refer
you to the page where there are many more:
• https://ahrefs.com/blog/google-advancedsearch-operators/

Bibliography:
• https://ahrefs.com/blog/google-advanced-searchoperators/
• https://mobirank.pl/2015/03/29/jak-skuteczniewyszukiwac-w-google/
• https://mobiletry.com/blog/jak-wyszukiwac-informacjew-google

MODULE 5-ANNEX 4A – SEARCH IN THE INTERNET
Exercise: List the pros and cons of the given search engine

1

Cons

Page

Pros

Google

MODULE 5-ANNEX 4A – SEARCH IN THE INTERNET
Exercise: List the pros and cons of the given search engine
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Cons

Page

Pros

Yahoo

MODULE 5-ANNEX 4A – SEARCH IN THE INTERNET
Exercise: List the pros and cons of the given search engine

3

Cons
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Pros

Bing

MODULE 5-ANNEX 4A – SEARCH IN THE INTERNET
Exercise: List the pros and cons of the given search engine

DuckDuckGo

4

Cons
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MODULE 5

LET’S MANAGE YOUR COMPREHENSION ABILITIES - PRACTICAL
RECOMMENDATIONS FOR PERSONAL DEVELOPMENT

Safety in the internet

Overview:
• Exercise1: What information do I make
public?
• What are the threats on the Internet?
• Discussion

Exercise 1: What information do I
make public?
• Write on sheets:
– The photo you recently put on social media
– What public information you provide?

What if this information was here?

What are the threats on the
Internet?
•
•
•
•
•

Computer virus
Password saved in the browser
Stalking
Hackers
Stealing personal information

How to increase your security
online?
•
•
•
•

Keep your software updated
Install an antivirus program
Do not share your confidential data
Use difficult, meaningless passwords

Discussion
What should I change in my online
behavior to be more secure?

Bibliography:
• https://www.komputerswiat.pl/artykuly/redakc
yjne/20-najwiekszych-zagrozeninternetowych-poznaj-je/kbke4kb

MODULE 2 – ANNEX 1. INITIAL TEST
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TEST:
1. The web browser is:
a. Firefox
b. Google Chrome
c. Excel
d. PowerPoint
2. Bing, Yahoo, Google are example of:
a. Search engines
b. Web browser
c. Microsoft Office Products
d. Games
3. Is it safe to download files from the internet without knowing the source of their
origin?
a. Yes
b. No
4. Which shortcut will you use if you want to copy something?
a. CTRL + V
b. CTRL + A
c. CTRL + C
d. Alt + F4
5. How to create a uppercase letter in Microsoft Word?
a. You must press the Caps Lock key
b. You must use the Shift key
c. You must use the Alt key
d. You cannot create uppercase letters in Word
6. Mastering Microsoft Word will allow you to create:
a. CV
b. Presentation
c. Text for the book
d. Text document
7. In what profession you will for sure find using Microsoft Excel?
a. Office worker
b. Stewardesses
c. Business analyst
d. Construction worker

1

This is a test evaluating the knowledge acquired in this module. Remember that this is a
multiple choice test. Good luck!
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8. What format Microsoft Excel files have?
a. xlsx
b. docx
c. xls
d. pptx
9. PowerPoint is a program dedicated for:
a. learning programming
b. creating text documents
c. creating a presentation
d. word translation
10. You can create a presentation using
a. Emaze
b. Prezi
c. PowerPoint
d. Excel
11. You can communicate on the internet by using:
a. Messenger
b. Skype
c. Word
d. Excel
12. Which phrase defines various types of programs used to operate computers and
related devices:
a. Hardware
b. Software
c. Windows
d. Microsoft Word
13. To increase your safety on the internet, you should:
a. have updated programs / applications
b. have an anti-virus
c. use simple passwords to remember, for example: your name + date of birth or
name of your dog
d. do not open emails of unknown origin

ANSWER SHEET
1.

a,b

3.

b

5.
6.
7.
8.
9.

10.

11.

12.
13.

c

a,b

a,d
a,c
a,c
c

a,b,c
a,b
b

a,b,d
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4.

a
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1. Description of the module

1.1 What it is about

“Young children have a right to parental support for their language and literacy
development, including parents/carers interacting with them and talking and listening to
them regularly about topics that interest them, and reading diverse and interesting materials
to and with them, both on paper and through digital means” 1. The European Declaration on
the Right to Literacy, which presents literacy as a basic right, outlines 11 conditions for the
basic literacy right to be put into practice. The first of these is that “Young children are
encouraged at home in their language and literacy development” 2.

In fact, the increasing attention the consistent population of low skilled adults (lacking
basic literacy and numeracy skills) in Europe has received in the past few years, has raised –
among others – the question of whether such low-skilled adults will have an influence on their
children’s future literacy levels. Research such as the Programme for the International
Assessment of Adult Competencies (PIAAC) 3, shed light on the scale of the issue of functional
illiteracy worldwide and especially in Europe, and – consequently – on the issue of whether a
new generation of low-skilled adults is in the making. This assumption is based on the notion
of intergenerational transmission of skills, which can be countered through family literacy.

This module focuses in fact on the way parents, family and community members use
literacy at home and in their communities. Family literacy is a term used to describe parents
and children learning together. Also known as intergenerational literacy, and in some cases,
community literacy, the rationale underlying such notion is that parents (and adults in
communities) are children's first teachers; that much learning occurs beyond traditional
school settings, and that learning is a lifelong process. Literacy activity occurs naturally during
the routines of daily life, and it helps adults and children get things done. The ethnic, socioeconomic, and cultural heritages of families are reflected in the literacy activities in which
they engage. Family literacy can apply to all families and all literacy activities that take place
within the family, not just in a school setting.
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The results of the questionnaires of DECENT’s second workshops, have highlighted a
lack of understanding of the notion of family literacy and of the benefits on children’s literacy
of parental engagement, thus confirming the importance of the present module.

1.2 Learners’ Needs Analysis/ Initial Tests

When implementing the module, it is important that the trainer assesses the learners’
initial knowledge and needs with regards to the module’s topic: family literacy.

Annex 1 is an example of a test that trainers can administer to the learners at the
beginning of the module, in order to gain an overview of the level of understanding of the
topic. Such assessment is essential in order to fine-tune the training experience according to
learners’ needs.
The trainer can decide to edit the test in order to adjust it to the specificities of
learners. The same test can be implemented also at the end of the module in order to assess
the learners’ progress and learning outcomes.

1.3 Learning Outcomes

Assessing the learners’ level of knowledge and understanding after the implementation
of the module is a useful tool in order to estimate the attainment of learning outcomes.
The learning outcomes envisaged for this module include:

•

3

•

An improved grasp of the notion of family literacy and its implications in their
children’s cognitive and social development;
An improved understanding of the importance of engaging in educational activities
with their children;
Tools/instruments to introduce family literacy in their household and engaging and
easy resources to spend some quality time with their children.
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•

2. Theoretical Background

The topic of family literacy is only recently gaining the deserved attention in research and
policy-making, thus literature on the subject is not extensive, but some studies are available.
In Annex 3, trainers/learners can find a simple summary of the information contained in this
section in the form of a powerpoint presentation, which could be used in a training setting
(you can find it in the annex 3), or simply individually as a way to recap the notions.

2.1 Why is family literacy important?

The stress put on the implementation of family literacy programs and practices stems
from the realization that education is a life-long process, and that a child starts learning long
before he/she actually goes to school. Parents and care-givers are thus a child’s first and most
important teachers. Moreover, researchers have observed a strong correlation between
parents and care-givers’ literacy and cognitive levels and their children’s. Does that mean that
children of low-skilled and functionally illiterate adults are doomed to follow their parents’
footsteps? Sylva et al. 4 make a difference between the incidence of two factors on a child’s
cognitive and literacy development: who parents are (their own cognitive and literacy levels,
their socio-economic status, their age, etc…); and what parents do (their level of “parental
involvement”, the kind of behavior they show their children, whether they engage them in
intellectually stimulating activities, etc…).
2.1.1 Who parents are…

There seems to be a widespread consensus in the related literature on the fact that
poorly educated parents with low literacy levels. Although most authors take into account
additional factors such as Socio-Economic Status (SES) and ethnic background, parents’ skills
are identified as the main determining factor.

According to Bynner and Parsons, “children in families with parents at the lowest
literacy and numeracy levels appeared to be at a substantial disadvantage in relation to their
own reading and maths development relative to those with parents at higher levels” 5. In their
study of children’s early cognitive development (children aged 3 to 6 years old), De Coulon,
Meschi and Vignoles (2008) observed that, among low qualified adults, when parents possess
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basic literacy skills, the positive impact on their children cognitive development is more
significant than among higher educated parents 6.

Moreover, who parents are can influence their children’s cognitive development also to
the extent to which children tend to imitate their parents’ behavior. For example, Mol et al.
note that parents who do not engage in reading for pleasure themselves may struggle to
engage their children in reading 7.

2.1.2 …or what parents do?

Does the correlation between parents’ literacy levels and their children’s mean that
children of low-skilled adults are deterministically “condemned” to follow into their parents’
footsteps? According to Sylva et al., the answer is no. By analyzing the impact of home
learning environment of children before entry at school and by taking into account the
variable of parental involvement, they were able to draw the conclusion that “what parents do
is more important than who parents are”: the main determinant for a child’s future level of
achievement turned out to be the quality of his/her relationships and of the family learning
experience 8.

Regardless of their literacy level, there are in fact a number of simple activities parents
can engage in with their children in order to improve their cognitive development and future
literacy level. These include simply spending time with their children, talking to them and
listening to their answers, reading to them and encouraging them to understand what they’re
listening to, singing together, etc. These natural activities not only help the child improve
his/her vocabulary and creativity, but they also contribute to increase his feeling of self-worth
and confidence, which are fundamental to school success.
Some useful tips on easy activities parents can engage in with their children are outlined
by the Toronto Public Library (TPL) “Ready for Reading” program 9, they are divided in:
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•

•

•

•

•

Talking:
TPL advises parents to take the time to talk to their children, to listen to them, praise
their effort when they tell a story and try to keep up with all the “why” questions their
child will ask, in order to encourage his/her curiosity.
Writing:
Writing can be encouraged at a very early age by showing children that parents make
use of it, like writing down a grocery shopping list, writing notes, etc. and encouraging
them to draw and scribble with markers, pencils or finger paint.

Singing:
According to TPL, singing songs helps children grasp all the sound in words, as rhythm
and melody can help them put an accent on each syllable and words are easier to
remember if they have a melody attached.
Reading:
To get children interested in reading, parents should choose reading materials
according to their developing taste and interests. Reading books with their child is the
best way for parents to spark his/her interest in reading and helping them improve
vocabulary.

Playing:
Playing games that allow children to recognize different shapes, with clay or play
dough or building games, is very effective for children to understand how letters are
formed and how to recognize them.

2.2 Family Literacy Programs.

In order to answer to the needs of low-skilled parents families, organizations and
policymakers have developed and set up family literacy programs that, on the one hand
encourage parents to improve their skills, and on the other help them spark in their children
an interest and love for learning.
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Family literacy programs are usually run in local schools or libraries or specific
centers, and they are designed to improve parents’ literacy and parenting skills, and at the
same time provide children (mainly pre-schoolers) with early childhood education, which will
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2.2.1 What are Family Literacy Programs?

help their cognitive development and enhance their opportunities to perform successfully at
school.

Family literacy programs are generally based on adult education (basic instruction in
reading, writing, computing, problem-solving, when necessary in the country’s language for
migrant parents); parenting education (helping parents improve their ability to be actively
involved in and supporting their children’s learning at home and at school); early childhood
education (early literacy and numeracy) 10.
Such programs have gained the attention of policymakers both in the United States and
in Europe as an interesting tool to fight adult illiteracy and, at the same time, improve the
opportunities for personal development of children of low skilled parents. The question of
their effectiveness thus arises.
2.2.2 Effectiveness of Family Literacy Programs.

As Carpentieri et al. (2011) report in their review of European literature on the subject,
examples of Family Literacy Programs in Europe have proven to have produced a positive
impact in terms of children’s literacy improvement among those from disadvantaged
households 11. Moreover, research has shown that long-term results in children’s literacy
levels and, later in adulthood, on their employment outcomes, are more likely when Family
Literacy Programs not only provide parents with trainings in educational support skills for
their children, but also put an emphasis on socio-emotional support skills 12.
Research evidence shows that positive outcomes come from a number of different
programs, and that there is no “correct” way to implement a Family Literacy Program, they
need to be fitted to the learners’ needs. Family Literacy Programs are a powerful tool
contributing to the breaking of the intergenerational cycle of deprivation and they can also
stimulate parents to improve their situation by looking for a job 13.

Family Literacy Programs face mainly an issue of sustainability, as financing is often short
term or not enough. On the basis of their findings, Carpentieri et al. suggest that research on
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Family Literacy Programs provides a strong evidence of success of the latter, not only in child
literacy, but also in a series of related areas, thus policymakers should support them 14.

3. Exercises and Quizzes

Trainers and learners can make use of the following proposed activities in the
implementation of the module. Each trainer should feel free to adjust the activities’ structure
according to their learners’ needs and characteristics and according to practical elements
(such as availability of spaces and/or materials, number of learners, etc..). The same thing
applies to individual learners who wish to implement the proposed activities at home with
their children.

The activities proposed in this module are based on non-formal educational methods and
they bear multiple objectives. If, on one hand, they are aimed at improving the learners’ grasp
of the notion of family literacy and its value, on the other they can constitute a precious
toolbox for them to implement at home as activities with their children. Not only will the
learners’ children benefit from these entertaining and educational activities, but so will the
learners themselves, as it will be an opportunity for them to improve their own literacy level
while contributing to improving their children’s.
Moreover, thanks to the proposed quizzes, individual learners will have an opportunity to
test their own knowledge and check how much they’ve learned from the module.

3.1 Energizers

14

Ivi, p.228
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3.1.1 Name-game
This energizer is a fun way to learn the other learners’ names, and it is perfect for a
group of people who meet each other for the first time. It is also a good “brain warm up”, as it
requires some concentration and mnemonic skills.

8

Energizers are particularly useful exercises in the framework of a training course or of a
classroom situation. They constitute an effective tool in order for learners to break the ice, get
to know each other, feel at ease and get “energized” with a laugh. They should be
implemented at the beginning of a session or after a break, as they improve the attention
levels of learners. Here are some examples of energizers:

Learners and the trainer should stand in a circle facing each other. The trainer should
start by saying out loud his/her name, and associating it to a simple body gesture (raising a
hand, moving a foot, shaking the head, etc.). Now, in a clockwise order, all the members of the
circle should try and repeat the names and gestures of the people before them, as well as their
own name and their own gesture for the next person to add to the list. And so on until the
circle is closed.
Once the round is finished, learners can give themselves a round of applause and go
back to their seats.
•
•

Materials needed: none
Time needed: approx. 10 minutes (depending on group size)

N.B. For bigger groups it is possible to split the learners in 2 or more circles, it should
be a fun bonding moment, not a hard task!

3.1.2 How do you see me?
This energizer is ideal for a group of people who have already met each other. They
don’t have to know each other very well, it can be based on impressions. It is a great way to
boost creativity and, often, self-confidence, perfect to start a training session or class with the
right foot!

•

Materials needed: paper and color markers
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At the end, each learner in the circle should receive a paper with their portrait and a list of
adjectives. At this point, learners can share a laugh at how ridiculous the portraits probably
look and share thoughts on the adjectives: do they see themselves as the others see them?
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Learners should sit in a circle, and everyone should be given a sheet of paper and a marker
(if possible, one of a different color for each participant). First, each learner will write his/her
name on the top of the paper. Then, each learner is going to pass their paper to the person on
their right, and the first phase of the energizer will start. At the end of this first phase, learners
will have drawn a portrait of the person whose name is on top of the sheet: each learn will
receive a paper from the person on their left, and they will have to draw one feature of the
face of the person whose name is at the top of the paper and then pass it on, and so on until
the circle is complete. In the second phase, with the same dynamic, each learner should write
on the piece of paper a positive adjective they think describes the person whose name is at the
top of the paper.

•

Time needed: approx. 15 to 20 minutes (depending on group size)

3.2 Activities

The activities proposed below have been thought to have a double intention. On one hand,
they can be implemented by an individual learner in his/her family as they are enjoyable and
educational activities that can allow parents and children to learn together; on the other, they
can be implemented in the framework of a training or classroom, where the trainer will
encourage the learners to step in their children’s shoes and in this way provide them with
precious tools and ideas to implement the same or similar activities at home.
The activities can be adjusted according to the target as the teacher/parent thinks is best.

3.2.1 Building a story 15

This activity is thought to improve children’s and parents’ creativity, talking ability and
writing skills.

At home, it can be conducted with the structure and setting that is most suitable to the
family. In the framework of a training, the learners should be divided in small groups. Each
group should be given pens and some paper. Each small group should sit down in a circle and,
in turns, say one word in order to create a short story. The story can be about anything and it
will probably go in unpredictable directions. As the groups’ members say their words, one or
more from the group should write them down (N.B. If the activity is being implemented at
home, it would be advisable to give this task to one of the children, as it will be a fun and
useful exercise to improve his/her writing skills). After each group will have finished their
story, a representant from each group will read their story out loud to the rest of the class.

15

Materials needed: pens and paper
Time needed: approx. 30 to 40 minutes (depending on group size)

This activity was freely inspired by the “Tips for Family Literacy” from Margaret Eaton, President of ABC Life Literacy
Canada (https://www.youtube.com/watch?v=U4jfCvBP2E4&t=1s)
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Learners can then engage in a small discussion about the activity, as it will encourage
them to reflect on the aims and meaning of such activity. Did they enjoy it? What did they find
challenging? Do they think they will repeat it at home with their children?

3.2.2 Collage me! 16

This activity helps stimulate the child’s reading ability (or even just recognition of
letters and shapes), and their creativity.

For this activity, the trainer/parent should collect as many magazines, newspapers,
booklets as possible (and age-appropriate depending on whether the activity is implemented
with adults or children), as well as scissors, glue, markers and white A3 sheets of paper.
Learners can freely sit on the ground or around a table or however they prefer and
dispose of one sheet of paper, a pair of scissors and a glue stick each. The magazines and other
printed materials should be put in the middle and everyone should skim through them and
find:
• The letters of their name;
• Pictures/drawings that represent something they like;
• Pictures/drawings that represent something they dislike;
• Anything else the teacher/trainer/parent deems appropriate in terms of
difficulty (e.g. these three may be enough for small children but boring for older
ones and/or adults)
Once they’ve found what they were looking for, learners should cut the pictures and letters
out and stick them to the sheet of paper, they can freely decorate their collage with the
markers and employ their creativity in order to create the best portrait of their personality.
Once they’re done, they will show their collages to the rest of the group, explain what they
chose to represent and why.

It is always useful to share a moment of reflection at the end of the activity, which the trainer
can moderate by asking the above-mentioned questions: Did they enjoy it? What did they find
challenging? Do they think they will repeat it at home with their children?

16

This activity was freely inspired by the Toronto Public Library “Ready for Reading” program
(https://kids.tpl.ca/ready-for-reading/things-to-do/activity/craft-me-collage)
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•

Materials needed: magazines, newspapers, booklets, comics (any ageappropriate printed material); scissors, glue sticks, markers, A3 sheets of paper.
Time needed: approx. 40 to 50 minutes (depending on group size).
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3.2.3 Change of perspective! 17

This activity can be a useful and fun tool to improve creativity, talking, listening and
comprehension skills.

For this activity, parents/trainers will need to pick a very well-known children story. In
the framework of a training, it can be one of the classics (Cinderella, Snow White, Little Red
Riding Hood, Pinocchio, etc.) so that there’s a high probability that everyone will know at least
the plot, while if it’s parents playing with their children, they can pick any story they know
their children like and know well.

In a class, the trainer should ask the learners to form small groups of maximum 4
people and provide everyone with pens/markers and paper. Once the groups are formed, the
trainer should propose 2 or more options of stories for the learners to choose, and then
proceed to read the story that was chosen. Then, he/she should assign to each group a
“change of perspective”: each group will have to retell the story with a slight difference. One
group could tell it from the perspective of a different character, one group could retell it
inventing an alternative ending, another one could retell it inverting roles (e.g. making Little
Red Riding Hood the villain and the wolf the hero), etc. Trainers can find different ways to
change perspective on the story, according to the number of groups. Each group will discuss
and invent a new version of their story privately, write down some notes if they wish, and,
once they’re done, appoint a group delegate who will tell their version of the story to the
whole class.

After having listened to everyone, learners can discuss and reflect together, with the
mediation of the trainer.
In the case of parents trying out the activity at home with their children, it can be
adjusted to the child’s age and needs, you can pick a way of retelling the story and doing it
together. Let your child lead the creative process, value what he/she says and be careful not to
impose your opinion.

17

This activity was freely inspired by “Fractured Fairy Tales”, ReadWriteThink (http://www.readwritethink.org/parentafterschool-resources/games-tools/fractured-fairy-tales-a-30186.html)
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•

Materials needed: print out or book of a children’s story, pens or markers and
paper.
Time needed: approx. 1 hour (depending on group size)
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3.2.4 My ideal home

This activity is thought to contribute to developing children’s creativity and spatial
awareness.

For this activity the trainer/parent should provide some paper and markers and a ruler. It
can be implemented in the framework of a training with little adjustments. The trainer should
ask the learners to split in smaller groups and provide them with one sheet of paper per
group, one ruler and some markers. Then the trainer will ask participants to draw their ideal
home. He/she should encourage them to be creative and think outside the box! Do they want a
room made of cake? A door on a foreign country? A swimming pool? There are no limits to
their imagination! They should discuss their ideas in the groups and then draw a floorplan of
their ideal house, labelling the rooms, decorating them as they wish, using all the colors they
wish.
Each group should then present their ideal home to the rest of the class, explain their
choices and share comments and ideas with the others.

It would be useful to end the session, after everyone had a chance to present their ideal
home, to share a moment of reflection on what skills were mobilized during this exercise, how
the learners think this could help improve their own and their children’s literacy, whether
they think it would be an enjoyable activity to do with their children, etc.
•
•

Materials needed: paper, markers, a ruler
Time needed: approx. 30 minutes (depending on group size)

3.3 Quizzes
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Annex 2 is an example of a self-assessment test which could be used by individual learners
in order to doublecheck their understanding of the module contents, and for trainers in order
to assess the attainment of learning outcomes.
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Especially when approaching the contents of the course or the module,, it is important to
test oneself with quizzes, in order to make sure that the fundamental notions that constitute
the premise for the correct understanding and implementation of the module.

4. Curriculum outline

The methodology we recommend for the implementation of the above-described activities
is a non formal approach. Non formal education “is a methodology, which translates in
carefully adjusted to the learners and structured practices (…) which foster the personal,
social and professional development of people” 18. Some of the features of this methodology
include the abolition of the formal hierarchical teaching structure, both in the abstract and
concretely. In the abstract, the trainers aren’t in a position of superiority, because they don’t
“teach” anything strictly speaking, they only encourage the learners to learn by doing, to
experience, to reflect, discuss and find answers by themselves. The trainer is more of a
facilitator than a teacher. Concretely, the hierarchy is abolished on a physical level as non
formal activities cannot be performed with a classic teacher-centric disposition, but require
learners to seat in circles, where they can all be equal, included the facilitator.
The same principles can be applied at home with one’s children. When children are not
directly given the answers they are looking for but they are encouraged to understand and
reflect for themselves by a facilitator-parent, they can develop their critical thinking and
problem-solving skills in a faster and more effective way. Moreover, in the learning process,
the abolition of the hierarchy between parent and child, allows for the child to feel listened to
and valued, thus enhancing his/her feeling of self-worth and curiosity, and ensuring that
he/she experiences learning as a joyful and enjoyable experience, instead than a tedious and
humiliating one.

18

http://www.yeu-international.org/en/non-formal-education
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In the following table, you can find a short recap of the activities described in section III.2
of this module and some advice for their implementation:

14

In the specific case of this training, facilitators should deliver it in a space where all
learners feel comfortable, where they can seat in a circle, see each other and feel equal: among
themselves and to the trainer. Educational expedients such as ice-breakers and energizers,
performed at the beginning of sessions, contribute to learners feeling at ease, stepping out of
their comfort zone and being more open to bonding and putting themselves out there.
Trainers shouldn’t give value judgements on what learners say or produce, but give everyone
the same treatment and assume the role of a mediator. After each activity, it is important to
devote a few moments to individual and group reflection and discussion: learners will realize
that, although non formal activities are entertaining and amusing, they also serve a purpose,
and it is important that learners realize which one by themselves (with the help of the trainer
when necessary).

Recommen
ded Time

Learning Activities/Advice for Tutor

Materials

• Name-game (Energizer)
10 to 15
Memory, brain-warmup.
minutes
Advice: start the series and put yourself in the
game, it will make learners feel more at ease.

Resource
See III.1

15 to 20 • How do you see me? (Energizer)
Paper and See III.1
minutes
colour
Creativity, self-esteem.
Advice: make sure the learners approach this markers.
activity with an open mind and a positive
attitude.
20 minutes

Computer
• Summary of contents for section II (Theory)
and
Basic knowledge of the subject matter.
Advice: try to make the theoretical content projector.
approachable and appropriate to the learners’
level. You can modify the proposed presentation
in order for it to fit your learners’ learning needs
at best.

See Annex 3

Magazines, See III.2
newspaper
s, booklets,
comics
(any ageappropriat
e printed
material);
scissors,
glue sticks,
markers,
A3 sheets
of paper.
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40 to 50 • Collage me! (Learning Activity)
minutes
Creativity, reading, crafting.
Advice: encourage your children/learners to
pause and think a little before they start making
their collage and make them do a little
introspection: who are they? What do they like?
What do they dislike? What defines them?
The level of the questions should vary according
to age/possibility.

15

30 to 40 • Building a Story. (Learning Activity)
Pens and See III.2
minutes
paper.
Creativity, talking, writing.
Advice: don’t put a limit to your
children’s/learners’ creativity! Welcome the
absurd and encourage them to express
themselves.

Recommen
ded Time
1 hour

30 minutes

Learning Activities/Advice for Tutor
• Change of perspective! (Learning Activity)
Creativity, talking, listening, comprehension.
Advice: although this is an entertaining activity,
encourage your children/learners to be
thorough and precise: it’s a retelling of the story,
not a distortion, think of the details and try to be
as faithful as possible to the initial plot,
according to your chosen change of perspective.

Materials

Resource

Print out or See III.2
book of a
children’s
story, pens
or markers
and paper.

Paper,
• My Ideal Home. (Learning Activity)
markers,
Creativity, spatial awareness, drawing.
Advice: encourage your children/learners to rulers.
unleash their fantasy, but at the same time to
clearly position the elements in the ideal space
(in the drawing).

See III.2

Assessment (to verify the
See annexes 1 (Learners’ needs analysis test) and 2 (selfincrease of knowledge)
assessment quiz).
Feedback and evaluation

It is important to give learners the opportunity to give feedback
on the training sessions, to allow them to evaluate their learning
experience and learning outcomes.

Here are some links that can be useful both to facilitators who would like to deepen their
knowledge of the subject and to parents who are looking for tips and inspiration for fun
educational activities to carry out with their children:
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Literature and resources on the subject of family literacy are copious and easily accessible
on the internet. Although it is a subject that has relatively recently gained ground in Europe,
family literacy has a longer history in North America, where numerous family literacy
programs have been implemented targeting low-income and migrant families, with the
objective of fighting adult illiteracy of functional illiteracy and provide their children with a
better chance at their future, thus reducing inequality through education. US and Canadian
libraries and family literacy centers offer a riche pool of information and educational
resources on the subject online.
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5. Further Reading and Further Development

5.1 Information:
National Center for Families Learning website:
http://www.familieslearning.org/
Article summarizing concepts and resources:
https://www.literacyworldwide.org/blog/literacy-daily/2017/11/02/resources-tosupport-family-literacy
European Literacy Policy Network:
http://www.eli-net.eu/
Toronto Public Libary Ready for Reading program:
https://kids.tpl.ca/ready-for-reading/about
About the Family Literacy Project in Drakensberg, South
Africa: https://www.youtube.com/watch?v=8ZuWfquPM_o&t=17s
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5.2 Resources:
Toronto Public Library activities to do with children:
https://kids.tpl.ca/ready-for-reading/things-to-do
Toronto Public Library activities to do with children, reading:
https://kids.tpl.ca/ready-for-reading/things-to-do/read
Toronto Public Library activities to do with children, singing:
https://kids.tpl.ca/ready-for-reading/things-to-do/sing
Toronto Public Library activities to do with children, playing:
https://kids.tpl.ca/ready-for-reading/things-to-do/play
Toronto Public Library activities to do with children, writing:
https://kids.tpl.ca/ready-for-reading/things-to-do/write
Read Write Think resources:
http://www.readwritethink.org/search/index.html?page=1&resource_type=72

Annexes
ERASMUS+ - KA2: Strategic Partnership | Adult Education

Module 6 – Annex 1
Learners’ needs analysis test example.
1. Have you ever heard of family literacy?
a. Yes
b. No

2. What do you think the term family literacy refers to?
a. Parents and their children learning together
b. Parents’ education levels
c. A family with low literacy levels
d. A family with high literacy levels
e. I don’t know

3. Do you think that your own literacy level can have an impact on your children’s present
and future abilities?
a. No
b. Yes (please explain)
………
4. Do you think you spend enough time with your children?
a. Yes
b. No, I would like to spend more time with them
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6. What kind of activities you do with your children do you think can improve their literacy?
(more than one answer possible)
a. Talking
b. Singing songs
c. Reading together
d. Playing
e. Helping with homework
f. Cooking
g. I don’t know

1

5. What do you think are the benefits of spending time with your children? (more than one
answer possible)
a. Strengthening the bond
b. Improving their literacy
c. Teaching them discipline
d. Getting to know them better
e. I don’t know
f. Other (please specify)
……………….

h. Other (please specify)
…………

7. Do you know what a family literacy program is?
a. Yes
b. No

8. Have you ever taken part in a family literacy program?
a. Yes
b. No
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9. Do you know of any family literacy programs in your city/region?
a. Yes
b. No

Module 6 – Annex 2
Self-assessment quiz.
1. What is family literacy?
a. Family literacy refers to how much one knows their family
b. Family literacy is a learning process that takes place within the family, where
both parents and children learn together
c. Family literacy refers to parents’ literacy levels in a family
d. I don’t know

2. Do parents’ literacy difficulties have any impact on their children?
a. Yes, there is a positive correlation between parents’ low literacy levels and
their children’s learning difficulties
b. No, as long as they are sent to school and do their homework
c. I don’t know
3. Are children of illiterate parents doomed to be illiterate themselves?
a. Yes, because there is a positive correlation between parents’ low literacy levels and
their children’s learning difficulties
b. No, because low literate parents can spark their children’s love for learning
by creating a home learning environment
c. Not if the parents can send them to afterschool
d. I don’t know

4. How can a child’s cognitive development be encouraged?
a. By teaching him or her to read and write
b. By playing with them, reading to them, talking to them, singing with them and
cooking with them
c. By watching TV
d. I don’t know
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6. What is a family literacy program?
a. A program that allows parents to improve their literacy levels and parenting
abilities, while improving children’s early literacy skills
b. An afterschool program
c. An educational TV show with for families
d. I don’t know

1

5. Are activities like singing and playing helpful in order to improve a child’s literacy skills?
a. No, they’re only entertaining
b. Yes, they help the child develop a lot of skills useful for their future literacy
levels
c. I don’t know
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7. Why are family literacy programs important?
a. Because they represent an effective tool for policymakers to tackle adult and
intergenerational illiteracy
b. Because they help children with their homework
c. Because they train families
d. I don’t know

Module 6: Family Literacy

What is Family Literacy?
• Parents and children learning
together;
• Adults as children’s first and
most important teachers
before school;
• Literacy activities at home.

Why is family literacy important?
• Correlation between parents’
literacy levels and their
children’s development;
• Family literacy as way to break
the intergenerational transmition
of difficulties.

Who parents are…
• Parents’ low skills negatively influence
children’s early cognitive development;
• Children have a tendency to imitate their
parents (e.g. If they don’t see their
parents reading for pleasure, they will be
less likely to engage inr eading
themselves).

… or what parents do?
• Despite the correlation, there are
things that also low-skilled parents
can do to improve their children’s
cognitive development;
• Singing, playing, reading, writing
and talking are easy ways of
stimulating a child and imèproving
their future literacy level.

Family literacy programs.
• Improve parents’ literacy and
parenting skills + enhancing
children’s cognitive development
and love for learning;
• Studies prove they have a positive
impact both on children and
parents.
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