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Technological and social 
changes in all areas of human 
activities have forced the 
majority of adults to 
particip ate in  continuous 
learning actions. Lifelong 
learning is important today and 
will be even more important in 
the future , for the 
implement ation of goals and 
the provision of  long term 
strategies and other  
programme documents (Lisbon 
strategy (2000), Bologna (1999) 
and Copenhagen (2002) 
processes) that regulat e the 
role of education, increase 
employability and  strengthen 
the intellectual potential of  
society within the European 
Union.  
The implementation of 
regulati ons raises new 
requirements regarding adult 
teaching and learning. 
Therefore, t o ensure the 
quality of adult learning 
Member States need to invest 
and design updated teaching 
methods and learning 
materials, in  order to establish  
new means of development for 
upgrading qualifications and 
skills.  
In t his context , the learning to 
learn competence of adults  
becomes one of the most 
important basic competencies , 
which ensures the effective 
development of other key 
competencies. The importance 
of the learning to learn 
competence is stressed in 
many UNESCO, European 
Commission and Council of 
Europe documents.  
The UNESCO conference on 
adult education  - CONFINTEA 
in 1997 - adopted the òAgenda 
for the futureó and 
encouraged developing 

strategies which òprovide 
opportunities for people to 
apply their  own experie nce 
and knowledge while  making 
diagnoses and choosing 
possible lines of actionó.   
The Memorandum on Lifelong 
Learning (2001) stresses the 
importance of learning to learn 
and the ability  to use the 
abundance of information that 
is presently available. Lear ning 
to learn is recognized as part 
of active learning along with 
motivation and the ability to 
make decisions. The necessity 
to develop the learning to 
learn competence is stressed in 
the Commissionõs 2006 
Communication: Adult 
Learning: It is never too la te 
to learn .   
Contemporary challenges raise 
great demands for adult 
learners: learning to learn or 
developing learning to learn 
abilities in order to learn 
faster and more efficient ly, 
using the newest learning 
methods, acquiring new skills 
shaping attitud es, effectively 
applying innovation  in practice 
and taking responsibility for 
the learning results.  
Strategic documents describe 
learning to learn competence 
as one of the most important, 
but in practical terms it is not 
as widely discussed as literacy, 
learning of foreign languages 
or ICT. There are very few 
projects  that  focus the 
learning to learn competence - 
SKILLS, L2L and several others. 
The Grundtvig partnership 
project:  Development and 
recognition of key 
competences in 
disadvantaged groups  
(2010/2012 Project number 
2010-1-IT2-GRU06-13864 4 in  
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which the Lithuanian 
Association of Adult Education 
and Stephanstift Zentrum fuer 
Erwachsenenbildung were 
partners) found that òlearning 
to learn competence i s very 
low in all disadvantaged 
groups (disabled people, 
women, seniors, drop outs, 
immigrants, unemployed , 
etc. ). Despite being one of the 
most important it is the less 
known and understood. Very 
often it is hard for people to 
really understand what it is 
since they have never heard 
about it and so it is a 
completely new concept; even 
the formal education system 
does not refer to it, a t least  
not in an explicit wayó.  
Therefore, adult returners  
(former drop outs) and teachers 
working with this target -group 
were selected as the main 
target -groups for the  Learn to 
Learn for Adult Returners 
Project . The group is 
characterized as having 
educational be low the 
secondary level ; lack of 
learning to learn skills; lack of 
flexibility to address the 
challenges of globalization; 
lack of self -confidence and 
motivation; lack of guidance 
systems; lack of second 
chances offered by society; 
lack of opportunities to work in 
skilled positions; lack of 
attit ude in active 
participation; lack of options 
to continue their studies . 
Thus, teachers working with  
these groups can develop a 
better  understanding towards 
the problems adult returners 
have with learning skills and 
find ways of develop ing 
learning to learn competence 
while teaching their subjects.  

As a result, the following To ol-
kit is a contribution  to solving 
the problems mentioned, while 
increasing the effectiveness of 
adult teaching and learning .  
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The methods in this tool ki t 
were applied to adult 
returners, regardless of 
differences in learning style 
and qualifications, and as such 
have been designed with an 
inclusive spirit and a structure 
supporting universal design for 
learning and learning to learn 
competence. Each method 
consists of activities  designed 
to help adult learners  think 
and become aware of the 
importance of learning to 
learn. In addition , these 
methods are not loaded with 
instructional methodology or 
specific teaching strategies, 
since it is the instructor who  
knows his/her audience best, 
and what might work well for 
one group may clearly not 
work well for another. As a 
facilitator, you are encouraged 
to modify these activities in 
any way that better meets the 
needs and interests of your 
particular group. All m ethods 
are structured as follows:  

Goal: The basic purpose of the 
activity ð plain and simple ð
intended to be a brief 
description for the instructor.  

Resources: List of suggested 
materials .  

Duration:  A suggested time 
frame is offered for planning 
purposes. Of course, as 
methodologies are altered or 
modified for various reasons, 
times may invariably change.  

Step by Step:  Step by Step 
instructions are offered , but 
you are encouraged to adapt or 
modify these methods to 
better interact with your 
particular a udience, as these 

activities offer an opportunity 
to tackle some difficult issues 
and conversations.  

Refection/Evaluation:  Reflects 
the outcome of the method 
applied and can be used as a 
guide to engage participants in 
thoughtful conversation. The 
goal is to encourage 
independent ideas and 
reasoning. 

Remarks/Recommendations: 
Provide suggestions and 
support for  method 
implementation and planning 
purposes. 

Each learn to learn sub-
competence is divided by a 
yellow separator      and within 
each yellow separator are 
different coloured separators 
which reflect the method 
applied/elaborated by the 
following partners:  

Estonia:  Eesti Vabaharidusliit                 

Germany:  Stephansstift 
Berufsbildungszentrum in 
cooperation with  Zentrum für 
Erwachsenenbildung 

Italy:  ARACNE associazione di 
promozione sociale 

Netherlands:  Stichting 
Participatie in Diversiteit (PiD)  

Lithuania:  Marijampolȡ Adult 
Education Centre (Lithuanian 
Association of Adult Education  
Partner)  

Portugal:  Epralima_Vocational 
Training School 

Sweden:  Stitelsen Litorina 

folkhogskola I Karlskrona 
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Definition  

 
Learning to learn is the ability 
to pursue and persist in 
learning, to organise oneõs 
own learning, including 
through effective managem ent 
of time and information, both 
individually and in groups. This 
competence includes 
awareness of oneõs learning 
process and needs, identifying 
available opportunities, and 
assimilating new knowledge 
and skills as well as seeking 
and making use of guidance. 
Learning to learn engages 
learners to build on prior 
learning and life experiences 
in order to use and apply 
knowledge and skills in a 
variety of contexts: at home, 
at work, in education and 
training. Motivation and 
confidence are crucial to an 
individualõs competence 
(2006/962/EC).  
 

Sub-competences of 
Learning to Learn 
Competence (Vilija 
Lukoģɏnienȡ 2014) 

 

¶ Understanding the 
Importance of Learning to 
Learn (L2L) Competence 

¶ Motivation and Self -esteem 

¶ Time Management 

¶ Organizing Information  

¶ Team Work 

¶ Reflection of Former 
Learning Experience 
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Understanding the 
Importance of L2L 
Competence  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This competence consists of 
knowledge about L2L, 
attitudes towards L2L, 
awareness of abilities and skills 
comprising L2L, understanding 
of importance of L2L.  
 
Objectives  

¶ To plan learning activities.  

¶ To assess learning and to 
use findings in future 
learning.  

¶ To search, proceed, save 
and reproduce information 
effectively.  

¶ To work individually and in 
groups. 

¶ To acquire, memorize and 
realize new knowledge and 
skills.  

¶ To find and to use help 
(guidance).  

¶ To use learning and life 
experience.  

¶ To use achieved knowledge 
and skills in other 
situations.  

¶ To have inner motivation 
toward s learning and to be 
self-confident.  
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Method 1  
Our Goals, Promises, Fears  
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Method 1 Our Goals, Promises, 
Fears 
 

Goal 

¶ To think and reflect on 

learning and plan ahead.  

 

Resources 

¶ Pen 

¶ Different colour post -it 

notes (at least 3/ student).  

 

Group Size 

¶ Undefined 

 

Duration  

¶ 20 minutes 

 

Step by Step  

1. At the beginning of a 

course/lesson ask students 

to write down and share 

their goals, promises and 

fears connected to the 

course/lesson they are 

attending, in order to think 

about learning  and 

therefore plan ahead.  

2. Give each student the same 

coloured post-it note and 

ask them to write down 

their goals  regarding that 

particular course/lesson: 

what they expect to get out 

of it: knowledge or  ability 

to put knowledge into 

practice. (Note: Inform 

students that their fellow 

colleagues will be able to 

read their note later, but 

since they are not required 

to write their name it will 

be anonymous.)   

3. Give each student another 

post-it note, but thi s time 

with a different colour, and 

ask them to write down 

their promises  in order to 

achieve these goals: things 

they are prepared to do to 

get the desired results.  

4. Give each student another 

coloured post-it note, and 

this time ask the students 

to write down their fears 

and worries regarding the 

course/lesson.  

5. Finally ask the students to 

stick their notes on the 

wall: all the goals in one 

place, all the promises in 

another and all the 

fears/worries in yet 

another.    

6. Give the students time to 

go around and read what 

their colleagues have 

written. The trainer should 

do the same.  

7. Have a reflective discussion 

about what the students 

have read. What do they 

have in common with each 

other?  

8. Finally ask the students to 

remove and place their 

three post -it note s in a 

visible place (e.g. on a 

notebook cover) where they 

can review them from time 

to time.  

 

Reflection/Evaluation  

Generally students find this 

task useful, because it gives 

them a chance to properly 

think about the three topics:  
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goals, promises and 

fears/worries . Since students 

donõt normally reflect on these 

topics, they recognize the 

importance of sharing and 

become reassured by 

discovering that many of their 

colleagues also share the same 

fears/worries.  

 

Remarks/Recommendations  

Before giving the students the 

task make sure that the post -it 

notes stick to the wall. The 

notes should be quite big so 

that the students have enough 

space to write. Ask the 

students to write clearly  and 

use legible handwriting so  that 

their co lleagues are able to 

read what they have written. It 

might  also be necessary to give 

a few examples of goals/ 

promises/ fears to help the 

students understand whatõs 

expected of them.  
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Method 2 
Mentoring  
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Method 2 Mentoring  
 

Goal 

To teach young adult learners 

to become mentors, in order to 

help overcome problems and 

conflicts.  

 

Resources 

¶ Lesson curricula for 

coaching young adults to be 

mentors;  

¶ 4 coaching lessons; 

¶ Good knowledge of 

participants to match 

mentor and student.  

 

Group Size 

¶ 6 young adult learners  

¶ 6 first year students  

 

Duration 

¶ 90 min./ coaching lesson  

¶ mentoring: as long are 

required  

 

Step by Step  

1.  4 lessons of coaching 

directed at mentoring  for 

the young adult learners : 

Á Getting to know one 

another.  

Á What does it mean to be 

a mentor? 

Á What abilities do I 

already have and what 

abilities would I like to 

have to be a mentor? 

Á Teaching abilities like 

listening and awareness 

skills, strategies for 

problem solving, conflict 

management, 

assertiveness, etc.  

 

2.  Meeting of mentor and 

student  

Á Tour of the grounds  

Á Sharing meals 

Á Answering all questions 

about the apprenticeship 

course 

Á Helping/mentoring: 

during the studentõs first 

year.  

 

Reflection/Evaluation  

Mentor learns to take 

responsibility through the  

mentor position  and gets to 

know him/herself in a new way:  

learns new self-perspectives 

and gains new abilities. Due to 

this experience confidence is 

strengthened and problem 

solving skills are expanded . 

Individual experiences 

appreciation from others 

(Coach and student), who chose 

him/her  to be a mentor.  

 

Remarks/Recommendations  

Matching of the mentor -student  

should to be chosen carefully : 

temperament and character 

(corresponding profi les).  

Mentors should not be 

overstrained by their task.  

Some conflicts/problems 

cannot be solved by the 

mentor, and must be brought 

before an experienced 

counsellor.  

The mentoring process should 

be supervised through regular 

sessions by the Coach to ensure 

that all processes are going 

well .  
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Method 3 
How? Where? Why you Learn? 
HWW 
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Method 3 How? Where ? Why you 
learn? HWW 

 

Goal 

To help adult learners  develop 

attitudes and abilities regarding  

the L2L competence. 

 

General Objective s 

¶ To plan learning activities  

and increase motivation 

towards learning and self-

confidence; 

¶ To know how to work 

individually and in group ; 

¶ To be able to use knowledge 

and life experience s. 

 

(Human) Resources needed  

¶ 5 teachers  

¶ 8 students 

 

Group size  

¶ 8 Adult Learners 

 

Duration  

¶ 5 to 6 months.  

 

Method  

To increase the knowledge of 

the L2L competence and learn 

to manage the competence as a 

strategy that  can be applied 

everywhere and at any time, by 

consolidating the motivation to 

use it.  

 

Step by step  

1.  First ask the adult learners 

to answer a questionnaire on 

L2L and apply the same 

questionnaire several times 

during a 6 month period.   

2.  Teachers should provide 

information on thi s 

competence, with the intent  

of starting a reflection 

about Life Long Learning. 

 

Reflection/E valuation  

The method HWW produced a 

reflection on Life Long Learning 

linked with the experience of 

rational school learning. Th e 

changes in opinion become 

evident due to  the 

progressively different answers 

given to the same 

questionnaire. Students became 

aware of how to s tudy 

autonomously and learn from 

suitable method s: from t he 

media, from personal 

experience and from the 

relationship with others.   

 

Remarks/Recommendations  

HWW involved 8 prisoners 

attending the School f or Adults 

(IDA)/S.M.S. òG. Dianoó 

Pozzuoli (NA Italy) in the 

Womenõs Prison in Pozzuoli 

(NA- Italy)  

The Adult Education Course 

carried out several activities 

with the application of this 

method.  

The former didactic wealth, the 

multiplicity of the experien ces, 

input, goal s and results are 

described in the òBigliettone 

da visitaó (Big visiting card) 

that shows all the history of the 

adults teaching in the Pozzuoli 

prison. 
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Method 4 
What Learning Means to Me  
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Method 4 What Learning Means to 
Me 
 

Goal 

To help learners reflect on 

their individual  way of learning.  

 

Resources 

Á Pencil 

Á Post-it Stickers  

 

Group Size 

Á 8 to 14 adult learners  

 

Duration  

Á 40 min.  

 

Step by step  

1.  Give each participant 2 
post-it stickers.  

2.  On one post-it write what 
you like about learning and 
on the other what you find 
difficult or annoying about 
learning? 

3.  Now place the 2 post -it 
stickers together to create 2 
flaps with subsequent 
statements: good and bad 
aspects about learning. 
Discuss shortly with the 
groups. 

4.  Give the learners the form 
below and give them some 
time to fill it out  
individually ( S-strengths and 
W-weaknesses:  knowledge, 
skills and attitudes) and 
then coll ect the forms . 
Elaborate a report based on 
the results from these 
forms.   
 

5.  Discuss the following 
questions with each other:  
Á What would you like to 

do better when it comes 
to learning? 

Á What obstacles must you 
face? What can hinder 
you? 

Á How would you handle 
this? 

Á What can you do to 
reduce those obstacles? 

6.  Elaborate a brief summary 
of the group discussion for 
the report , by filling in the 
following grid:  
 

Learning needs and potential 
obstacles 

I want...  Yes, but...  

What do I already 
try to adapt this 
learning style? 

What can I do to 
overcome 
obstacles to learn? 

  

  

  

 
I should be able to access, to 
understand, process and to 
assimilate the new knowledge 
and skills. I must insist to learn, 
to concentrate for extended 
periods and to reflect critically 
on the meaning and purpose of 
learning.  
Á Am I able to take time 

off for independent 
learning and self -
discipline? 

Á Am I able to work as part 
of a learning process, to 
benefit from a mixed 
group of students, and to 
share what we have 
learned? 

Á Am I able to organize  my 
own learning and 
evaluate my work? 

Á Am I able to seek advice, 
information, and support 
when needed? 

My  
Knowledge  

My  
Skills 

My  
Behaviour  

S W S W S W 
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Notes:  Learning is important at 
every stage of your life ð 
learning is a lifelong process. 
Knowledge today is changing 
rapidly. I it is said that it is no 
longer important to have 
knowledge, it is important to 
have access to knowledge, to 
collect, process and assimilate 
knowledge, and especially to 
share knowledge with others.  
 
Reflection/Evaluation  

The fi rst par t of the exercise is 

easy to implement, while the 

second part is more abstract 

and needs more explanation, 

because in this activity the 

learner identifies his/her ability 

to learn, while assessing 

learning styles and needs.  

 

Remarks/Recommendations  

We recommend saving the 

outcomes of these exerc ises 

and using these at a later stage 

to give more feedback.  It is 

also good to elaborate a report 

so that  participants get an 

overview of  the learning 

process involved in this learning 

lab.  
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Method 5 

Know How to Learn  
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Know How to Learn  

 

Goal 

To assist adult learners  in 

thinking about  how they learn, 

and evaluate the ir  learning 

competencies.  

 

Resources 

¶ Flip-chart stand  

¶ Markers  

¶ Pens and pencils  

¶ 4 large sheets of paper with  

the following texts:  

1) Learn under 

encouragement. Take 

learning as an obligation.  

2)  Learn willingly, 

sometimes taking advice. 

Realize the importance 

of learning.  

3)  Learn independently, 

self -reliantly. Aware of 

the significance of 

learning.  

4) Look for new learni ng 

opportunities. Involve 

others into the learning 

process.  

 

Group Size 

¶ Classroom/ auditorium 

capacity  

 

Duration  

60-65 min.  

¶ Brain storm - 5 min.  

¶ 2 ð 4 steps - 5 min.  

¶ Team work - 30 min.  

¶ Presentation of group results 

(depends on the group size)  

¶ Summing-up - 5 min.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       

 

 

Step by Step  

1. Ask the adult learners to 

think about the top ic: Know 

how to learn.  

2. Gather all ideas on Know 

how to learn by using brain 

storm techniques, and write 

the ideas on the flip -chart 

paper.  

3. Give learners several 

minutes to think about the 

information .  

4. Use large sheets of paper 

with captions in steps: 

1,2,3,4 (as in the example) 

and place these on the 

classroom floor.  

5. Ask the students to stand up 

on the step that corresponds 

to their learning to learn 

competence.  

6. Divide the participants into 

groups according to the step 

chosen and familiarize the m 

with the  following task : 

Á Think why you have 

chosen this particular 

step.  

Á Name your values, 

attitudes and abilities.  

Á Discuss any actions that  

can to be taken to 

acquire more learning to 

learn  competences. 

Á Write the learnersõ ideas 

on the flip -chart  paper 

sheets and get ready to  

present these to the 

other participants.  

7. Presentation of each groupsõ 

results (duration dep ends on 

the number of groups ).  
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Reflection/Evaluation  

Summing-up: 

Á The symbol of steps allows 

individuals  to see where 

they are today and how 

many steps they need to 

master.  

Á In order t o be able to learn 

individually ð lifelong  - 

individuals  must learn to 

learn, therefore it is 

important to be able to 

reflect on personal learning 

(slide show may be used);  

Á know yourself as a learner;  

Á recognize individual needs;  

Á set objectives;  

Á schedule learning activities;  

Á relate existing knowledge 

with the new  knowledge; 

Á anticipate  by putting it into 

practice;  

Á know different learning 

strategies used to help 

achieve personal learning 

objectives, such as know 

how to keep attent ive, find 

information, compensate 

shortage of certain abilities , 

etc.  

 

Remarks/Recommendations  

Advise learners of  who/what 

can help them to learn  

Á Talk to teacher s and friends 

about significance of 

learning objectives;  

Á Learn to set individual 

learning objectives and 

discuss these with others;  

Á Discuss personal activity 

plans with others;  

Á Before starting to learn new 

things find out about  othersõ 

experiences; 

Á Discuss newly acquired 

experiences and knowledge 

with  others;  

Á Try different learning 

strategies and methods to 

see what suits you the best;  

Á Experience success.  

 

 

Example of learning to learn 

competence steps  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.  Look for new learning 
opportunities.  
Involve others in the 
learning process. 
 

3.  Learn independently, 
self-reliantly. Be aware 
of the significance of 
Learning 

2.  Learn willingly, 
sometimes taking 
advice. Realize the 
importance of  learning. 
 

1.  Learn under 
encouragement. Look 
at learning as an 
obligation . 
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Method 6 
LEARNING = Action + Interaction + 
Thinking  
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Method 6 LEARNING = Action + 
Interaction + Thinking  
 

Goal 

To design and test a 

methodology that guides 

and supports adult learners 

through their own learning  

process. 

 

Resources 

¶ Pedagogic kit 

¶ Room 

¶ Computers 

¶ Internet  

¶ Video projector  

¶ Board 

¶ Pencils 

¶ paper 

 

Group Size 

Á 8 to 10 Adults Learners 

 

Duration  

Á 25 h/ module  

 

Step by Step  

1.  Understand myself as 

a learner  

Work self-image and 

perceptions by 

answering the 

following questions : 

Á Who is the 

happiest person I 

know? 

Á How do I see 

myself and Why? 

Á What can I learn 

with experience? 

Á How can I 

transform this 

experience in to 

something useful for 

me?  

2.  Discuss the answers 

with the  group.  

3.  Supervise the action / 

Locus of control  

Á Who is in charge? 

Á Is it inside or outside me? 

Associations 

Á Have I seen or done 

anything like this before?  

4.  Evaluate  the risks  

5.  Evaluate  the efficacy to 

improve  

6.  Make decision s based on 

personal  evaluation  

7.  Resources and network  

Á Multimedia tools  

8.  Organization  

Á Work techniques (how to 

take notes,  make 

chronograms, 

timetablesé) 

9.  Team  work  

Á We learn alone but never 

without others ( Identify 

the d ifferent actors  and 

how they can help) 

10.  Autonomy  

Á The freedom of the action  

Á Management and control 

regarding learning  

Á Responsibility 

Á Think about something 

you have done alone and 

do something new 

 

Reflection/Evaluation  

Itõs important to understand that 

during the learning procedure, 

each person is an actor, co -

responsible/ co-builder of his /her  

own learning. 

 

Remarks/Recommendations  

Implement a challenge  and ask 

the learners to try to write  with 

the opposite hand.  
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Method 7 
Learning Strategies 
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Method 7 Learning Strategies  
 

Goal 

To learn and identify  the 

different learning strategies: 

visual, auditory and 

kinaesthetic .  

 

Resources 

¶ Teacher 

¶ Recorder 

¶ Mobile/Cellular phone  

 

Group Size 

¶ Undefined  

 

Duration  

¶ 1 h 

 

Step by Step  

1.  The learner receive s 

written instruct ions on 

how to fold a paper and 

create an object  in 

origami. The exercise is 

to figure out what to do 

by reading the instruction 

individually .  

2.  The teacher reads 

instruction s aloud and the 

learner tries to  follow the 

instructions . 

3.  The teacher shows the 

learner how to fold the 

paper by doing it 

himself/herself. It can 

also be shown through a 

recording.  

4.  Finally, the learner only 

gets a one-line instruction 

such as: fold a bird. Then 

he or she has to figure out 

how to do it  on their own.  

 

Reflection/Evaluation  

Most instructions are given in 

written form but there are 

learners who cannot 

concentrate on reading long 

enough to understand. We 

are all different; some use  

the left side of the brain 

more, while others use the 

right side of the brain . It is 

important f or the learner to 

be aware of his/her  

strengths and weaknesses in 

order to know how to be able 

to fulfil tasks.  

Some learners have a visual 

way of learning and could be 

helped by using coloured 

pencils or through the use of 

symbols, mind maps, 

computer, mo vie/TV, or by 

having the instructions 

drawn, etc.  Some learners 

take pictures of the 

teacherõs notes on the 

whiteboard.  

Some learners are more 

auditory  and can be helped 

if the teacher  uses oral 

instructions instead of just 

written . They can use their 

mobiles and record what  the 

teacher says. They can read 

aloud, repeat what has been 

said, discuss the instructions 

with other learners, etc.  

Some learners have a 

kin aesthetic  way of 

learning,  meaning that for 

these learners learning takes 

place through physical 

activity  rather than through 

listening or seeing. 

 

Remarks/Recommendations  

Learners who are aware of 

their learning style s can be 

much more efficient and 

therefore improve  personal 

outcomes. If you know how 

you learn best, you can find 

ways and instruments to 

improve learning; making it 

fun.  
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SUB-COMPETENCE 2 



 29 Learning to Learn Tool Kit  

 

 

 

 

 

Time 
Management 
 

 

Time management refers to 

all of the practices that an 

individual follows to make 

better use of their time. 

Such as, being able to 

identify the final tar get and 

knowing how to set 

objectives and tasks that will 

lead to achieving goals.  

 
Objectives :  

¶ To identify the time 
needed to perform each 
task and assign it; to 
identify and assign 
deadlines, to meet those 
deadlines and establish 
mechanisms to evaluate 
and identify obstacles and 
overcome them.  

¶ To put in a sequence, 
order and prioritize tasks 
in order to perform them 
depending on their 
urgency and necessity 
according to the final 
objective.  

¶ To make time profitable, 
to evaluate the tasks as a 
whole and separately in 
order to be able to 
combine them.  

¶ To assign each task at the 
best moment, in order to 
ensure performance.  

¶ To identify time needs of 
each task, action, 
activity.  

¶ To learn to assign times 
correctly.  

¶ To know how to organize 
the assigned time 
correctly, to ensure 
effectiveness.  

¶ To know how to establish 
and meet deadlines.  

¶ To order tasks according 
to the time they need.  

¶ To know how to order 
tasks according to their 
importance.  

¶ To know how to combine, 
make tasks profitable, 
prioritize.  

¶ To know how to evaluate 
the used time, readjust 
it.  

¶ To know how to elaborate 
a time plan and carry it 
out.  

¶ To know how to use the 
appropriate tools, such 
as: agenda, timel ines, 
checklists, timetables...  
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Method 1 
Time Management òClass Surveyó 
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Method 1 Time Management  
òClass Surveyó 
 

Goal 

To promote a conversation 

with learners on the topic of 

time management, share 

ideas and rank good ideas on 

the subject.  

 

Resources 

¶ Paper 

¶ Pen 

 

Group Size 

¶ Undefined.  

 

Duration  

¶ 20 min.  

 

Step by Step  

1.  Give each student/ group 

of students ( depending on 

the group size) a small 

piece of paper with a  

question about time 

management. Allow the 

students/ groups some 

time to  become 

familiarize d with the 

question.  

2.  Next,  students/ groups 

òconduct a surveyó: they 

mingle with each other , 

ask questions and take 

notes while listening and 

jotting down the answers. 

Encourage the students to 

chat freely. G roups with 

the same question should 

move independently.  

3.  Give the students / groups 

time to make a summary 

of the information they 

gathered. 

4.  Each student/group  

should present their 

summary to the rest of 

the class. They should 

talk about the answers 

they have in common, in 

addition to the 

interesting, surprising 

things they found out.  

 

Reflection/Evaluation  

Generally students enjoy th is 

task. They appreciate  the 

opportunity to communicate 

with their peers and consider 

it a good chance to get to 

know each other a little 

better. In addition, this 

activity is viewed as a 

refreshing change from  the 

more ordinary studying . 

Although students f ind the 

answers to the questions to 

be quite predictable, the 

task still ma nages to reveal a 

few good tips.   

 

Remarks/Recommendations  

Itõs productive  to encourage 

students to speak freely and 

share their personal 

experiences.  

 

Survey Questions  
1.  Whatõs the best time of 

day to lea rn effectively? 
Why? 

2.  What techniques do you 
use to beat 
procrastination?  

3.  How do you make time 
for learning among all 
your other duties? 

4.  If you wanted to do really 
well in an exam/test, 
what would your revision 
plan be? 

5.  How do you know how 
much time you ne ed to 
learn something? 

6.  How do you keep track of 
the things you need to 
study? 
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Method 2 
Time Pizza 
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Method 2 Time Pizza  
 

Goal 

To think about personal time 

management and picture 

how it can be  divided by 

visualizing time through the 

image of pi zza slices. 

 

Objectives  

¶ To evaluate the time -

pizza; 

¶ To think about new 

activity possibilities and 

share these with other 

group members. 

 

Resources 

¶ Paper 

¶ Pen 

¶ Glue 

¶ Old Magazines  

 

Group Size 

¶ 5 ð 15 Adult Learners 

 

Duration  

¶ 1.5h - 2h 

 

Step by Step  

1. Teacher explains the goal 

of the exercise  and asks 

students to think about 

the time of day as a huge 

pizza. 

2. The size of the pizza -slice 

should reflect the amount 

of time in one day  (24h).  

3. Next, the t eacher shows 

his/her  model of a time -

pizza. 

4. Students draw their 

version of a time -pizza: 

one for weekdays and one 

for a  weekend. 

5. Students cut out the 

pizza-slice for  leisure 

time and glue it on 

another paper.  

6. They now use pictures 

and drawings cut out from 

the old magazines to 

describe what they do 

with  their leisure time.  

7. This is followed by the 

follo wing question about 

leisure time, intended to 

provoke discussion on the 

topic:  

¶ How big is the amount 

of leisure time on 

weekdays? And on the 

weekend? 

¶ Are you happy with 

your leisure time 

activities or do you 

wish for other 

activities? 

¶ Did you find that you  

have similar activities 

with  other  people that 

are offered by your  

establishment/school ? 

¶ If several learners are 

interested in an 

activity that may be 

offered by the 

establishment/  school, 

then th e teacher 

should be committed 

to carrying out  that 

activity . 

 

Evaluation -questions:  

1.  What do you feel, when 

you look at  your time -

pizza 1 and 2? 

2.  Did you like making a 

picture of your leisure 

time by using the time -

pizza? 

3.  Why is it important to 

deal with personal leisure 

time habits? 

4.  How big is the leisure 

time slice when compared 

to the other activities?  
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5.  Have you ever organized a 

leisure time activity with 

others? 

6.  Will you start a new 

activity with others (or 

alone)? 

 

Reflection/Evaluation  

This method of picturing 

ti me and dividing it into 

pieces is helpful to establish 

priorities (work , education, 

leisure time, school, family, 

meals, and sleep).  

This task is intended to teach 

people to rethink how they 

spend their time, reflect on 

their scheduling:  if it is 

reasonable and satisfying or 

if it should be changed.  
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Method 3 
Paint & Twist Time (P&TT)  
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Method 3 Paint & Twist Time 
(P&TT) 
 

Goal 

To implement activities  that 

makes better use of  time . 

 

Objectives  

¶ To make time profita ble;  

¶ To evaluate tasks as a 

whole and separately in 

order to be able to 

combine them;  

¶ To learn to assign time 

correctly;  

¶ To know how to evaluate 

the time used;  

¶ To learn to establish and 

meet deadlines.  

 

Resources 

¶ Talk room/ Classroom/ 

Library 

¶ Roll of White Background 

Paper 

¶ Coloured pencils/ markers 

¶ Coloured acrylic paints  

 

Group Size 

¶ 8 Teachers 

¶ 8 Students 

 

Duration  

¶ 1st phase (3 months) 

¶ 2nd phase (2 months) 

 

Step by step  

1.  For the first 3 month 

period the group of 8 

learners should paint  

òmuralsó on the walls of 

the talk room / 

classroom/ library , under 

the teachersõ supervision. 

2.  2 months later the same 

group should form a work 

team with the task of 

writing down their ideas 

about time on background 

paper.  

3.  Finally the teachers 

should propose 

complementary  TLU 

(Teaching/Learning Unit):  

4.  Maths: angles, time 

measurement and its 

instruments  

5.  English: t ime vocabulary 

and short conversations 

about time  usage 

6.  Italian : short texts about 

time by famous authors: 

Saint Exupery, Hesse, 

Carrol, Freud, Proust  

7.  History : Time line and 

dating systems 

 

Reflection/Evaluation  

The P&TT method produces 

reflective periods with in the 

work group regarding their 

life experience , but  with a 

new life project proposal .  

It has a strong impact  on the 

conventional classes 

stimulating teachers to 

propose synergetic and 

linked educational contents .  

 

Remarks/Recommendations  

The P&TT method has the 

task of increasing time 

perception, of learning to 

manage social time and 

interior time, of òfeelingó 

the present with 

consciousness and resolution. 

This activity involved 8 

prisoners attending the 

School for Adults 

(IDA)/S.M.S. òG. Dianoó 

Pozzuoli (NA Italy) inside the 

Womenõs Prison in Pozzuoli 

(NA- Italy).  
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Method 4 
Time Consumers 
















































































































































































