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e Develop your own personal style of Mind Mapping.
e Use emphasis and show associations in your Mind Map.
e Keep the Mind Map clear by using radial hierarchy, numerical order or outlines to

embrace your branches.

Below is an example of a mind map (source: lecamingfundamentals.com.au))

Exercise

Divide the participants into small groups. Ask them to prepare a mind map with a central
key word “creativity”. Then the groups present their maps and discuss the similarities and
differences. Discuss in what way they find this method helpful and how they are going to

use it in the future. —approx. 20 min

Creating a fairy tale/metaphor/story — is another creative method that helps people think
in a metaphorical and imaginative way. One way to do it is to provide some framework, for
instance the fairy tale involves a cat, a mouse, a cake and takes place in a train. Then divide
the participants into groups. The first group needs to finish the sentence: “Once upon a
time...., the second group “suddenly....”, the third group “to solve this problem.... “ and the
last one “at the end....”Then the groups read the story and are asked to role-play. This

exercise can also help the participants to connect in a playful way and break the ice.
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Another way might be introducing a problem and asking the participants to create a
metaphor that will illustrate different aspects of the problem and a potential solution. You

may include an exercise on creating a fairytale/ story/metaphor (approx. 15 min.)

Brainstorming is a technique designed to generate a large number of ideas for the solution

of a problem. It is designed to obtain the maximum number of ideas relating to a specific

area of interest. Might be applied in problem solving as well as in regular learning

situations. Although the use of brainstorming will differ from one class to the other, there

are common brainstorming rules which should be followed for it to be an effective tool for

boosting trainees/students’ creativity:

e Focus on quantity: enhancing divergent production, aiming to facilitate problem solving
through the maxim quantity breeds quality

e No criticism: participants should focus on extending or adding to ideas, reserving
criticism for a later 'critical stage' of the process. By suspending judgment, participants
will feel free to generate unusual ideas

e Welcome unusual ideas: generating ideas by looking from new perspectives and
suspending assumptions

e Combine and improve ideas: combining good ideas to form a single better good idea, as
suggested by the slogan "1+1=3". It is believed to stimulate the building of ideas by a

process of association

Goals - SMARTEF Model
1. SPECIFIC — important criteria

Phrase the goal as precisely and detailed as possible. For example, if we phrase ”I want to be
better at English” it is difficult for our brains to know what "better” means — is it better
grammar, ability to express yourself freely in everyday life situations, ability to read a novel in
English, etc.? Therefore it is important, that we make clear what we really want, and make it as

specific as possible.

2. MEASURABLE — what will be the evidence?
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How will you know when you have reached your goal? What will be the evidence? Some
people forget to make clear what should be the evidence that they have reached their goal. So
in fact, they may have reached their goal but forgot to notice and celebrate. The evidence can
be something fact-specific that you see, hear or feel depending on the goal you set for
yourself. For example, you can see yourself signing the contract for the new job, you can hear
yourself giving a presentation with confidence, you can feel that you now have a better

understanding of other people when the situation in question occurs etc.

3. ATTRACTIVE - corresponding to your values and associated with positive emotions

What will it give you to attain this goal? Ask yourself if the goal really is attractive to you? To
have goals that we really are not motivated to reach causes disappointments and might

reinforce a feeling of failure. A goal has to correspond to your values.

4, REALISTIC - given the time and resources (internal and external) that you have

available

Is the goal realistic in relation to the time and the resources that you have available? If several
times we experience that our goals are not fulfilled, we may end up concluding “things never
succeed for me”. It may be that we have set goals that are not realistic, in other words we
have underestimated how much time was needed to reach the goal, or we have overestimated
the resources available. For this reason it is important to focus on whether reaching the goal is

realistic within the given time, etc.

5. TIMED — by when do you want to reach this goal?

Time is an important factor when we work on setting goals for ourselves. Plenty of people
have a goal “in the future”. However, as they have not set a specific time, they might never
reach the goal — because it will still be “in the future””. Therefore it is important to ask “When
should the goal be reached?” You can attain most any goal you set when you plan your steps

wisely and establish a time frame that allows you to carry out those steps.

6. ECOLOGICAL — what other areas of your life will be affected? Who else will be

affected?

Which positive or negative spin-offs will achieving the goal bring? An important part of a well-

shaped goal is what we call “ecology”. Ecology means holistic or systemic, that is the goal is
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right for the whole of the individual and for the individual’s surroundings. Example: A man
would like to find a new job, where he can travel a lot and have exciting experiences. He has
dreamt about this job for a long time and he is close to getting it. As he starts asking himself
what it will really be like to get the job, he finds out that he will be spending too much time
away from his two small children. His goal — the new job — was not ecological for him, as it
would lead to missing the family. The man had solely focused on the excitement of the job and
the challenges it would bring him, and forgotten to consider what it would mean for him as a
whole, as a family man. If we solve our problems without a holistic regard, we risk getting new

problems or we risk falling back into old behavior.
7. FORMULATED POSITIVELY - focus on what you what rather that what you do not want

When we set goals, it is important to focus on what we wish to achieve. Some people state
goals in terms of what they do not want, for example "I no longer want to feel incompetent”,
or ”I no longer want to smoke”. In order to understand the meaning and the two sentences
above, our brains have to create internal representations of the sentences, for example in the
form of images of someone who feels incompetent, or of someone who smokes. Consequently
it becomes very difficult to let go of what you do not want — for what should the brain focus on
instead? Thus it is important that we formulate our goals in positive terms, focusing on the

desired outcome, as for example: ”I feel competent ” or ”I have clean lungs”.

Active learning methods and exercises

World cafe method (www.theworldcafe.com) is a simple, effective, and flexible format for
hosting large group dialogue. It can can be modified to meet a wide variety of needs
but the following five components comprise the basic model:

1)  Setting: Create a "special" environment, most often patterned after a café, i.e.
small round tables covered with a tablecloth, block paper, coloured pens, a vase of
flowers and some cookies. There should be four chairs at each table.

2)  Welcome and Introduction: The host begins with a warm welcome and an
introduction to the World Café process, setting the context, sharing the Cafe
Etiquette, and putting participants at ease.

3)  Small Group Rounds: The process begins with the first of three or more twenty

minute rounds of conversation for the small group seated around a table. At the end of
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the twenty minutes, each member of the group moves to a different new table. They
may or may not choose to leave one person as the "table host" for the next round, who
welcomes the next group and briefly fills them in on what happened in the previous
round.
4)  Questions: each round is prefaced with a question designed for the specific
context and desired purpose of the session. The same questions can be used for more
than one round, or they can be built upon each other to focus the conversation or
guide its direction.
5) Harvest: After the small groups (and/or in between rounds, as desired)
individuals are invited to share insights or other results from their conversations with
the rest of the large group. These results are reflected visually in a variety of ways,
most often using graphic recorders in the front of the room.
Exercise - Following the above model facilitate world café discussion with the following
questions:

e What s the real purpose of active teaching methods?

e What does it mean to be an effective trainer?

e Where does learners’ motivation come from?

e In what context using active teaching methods is not advisable?

At the end of the small group rounds facilitate the whole group discussion.

Observation activity is a technique that brings attention to the difference between
factual and objective outlook on a situation and our personal perception of a situation
coloured by our individual feelings, interpretations and judgements. It can be done as a
homework followed by a group discussion facilitated by the trainer.

Exercise: Ask the participants, as homework, to choose one or more contexts in which
they will observe interpersonal interactions between at least 2 people and take notes.
Then they need to record the events selected in two different ways: 1) through an
observation sheet where they have to describe without judgement the situation chosen
and observed (context, people involved, brief description of the situation, effects on

the starting context) 2) By describing the situation in a personal diary with their own
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impressions, memories, doubts, thoughts and considerations. The homework is
followed by a group discussion in a chosen context, for instance objective versus
subjective experience and how our own “filter” influences our perceptions and
therefore how we actively create rather than passively record our experience of life.
Different perspectives is a technique that allows the participants to experience the
same situation from different points of view and understand different sets of needs,
values, motives etc.

Exercise: The trainer shows a short film for instance a famous fairy where there is
conflict between the characters. For example “Little Red Riding Hood” can be used
where the three main characters (the wolf, the little girl and the grandmother) have
very different points of view. Then the trainer divides participants into groups. Each
group will identify itself with a character or a group of characters and will try to
understand the reasons of their behaviour. Then each group chooses a representative
who will explain the role and motivations of its characters in a discussion with
representatives from the other groups. After the exercise reflect on how it applies in
our everyday lives and/or at work. What is the value of gaining different perspective,
what can happen when we are not willing to take a different perspective or when we
are confused about our own point of view etc. This might be related to a specific
context that the group is working on (e.g. conflict resolution, communication with
“difficult clients”, working with youths, leadership or any other context).

Interactive lecture — it encourages interaction between the teacher and the learners.
The teaching process can be conducted in the form of questions and answers, doing a
variety of exercises and discussions on particular case studies. It establishes a relaxed
atmosphere, as well as confidence in learners.

Demonstration — the learners are shown in practice how to best cope with a particular
situation or how to best perform a set of activities or a certain technique. It might
involve inviting a volunteer to the middle of the circle, demonstrating the use of the
technique on his particular issue and then answering questions that the observers have.
Critical situation analysis — learners describe cases which have caused serious

difficulties. The group discusses the main facts which define each of these situations
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and make a decision upon the additional information needed, as well upon the teaching
required for solving the problems presented.

Small group discussions with peers — very suitable for team work. Different positions
are expressed and defended by means of arguments, by exchanging ideas and opinions
in relation to a given topic. It consolidates the team and problem solving skills are
developed

Teamwork — allows for learning from each other, making decisions based on consensus,
develops the capacity to communicate and cooperate with others, supports
development of social skills, helps to include and activate the more quiet/withdrawn
learners, can stimulate creativity. It is most effective when there is trust among the
members, the goal for the team is clear and everybody is actively involved in discussion,
decision making and the actual work.

Self-awareness in the context of team - The island

Ask the participants to sit in a circle. Tell them that in a moment they will receive a
written instruction for an exercise. They will have exactly 1 hour/45 min for the exercise
and even if they finish earlier they will have to stay where they are, nobody leaves the
circle before the time is finished. Tell them also that you will be observing them from
outside of the circle but you will not have any interaction with them so even if they ask
you a question during the exercise you are not going to answer or say anything. Once
they are seated in a circle put in the middle a written instruction:

“You are a group of survivors from a ship wreck and have landed on a small,
uninhabited island a very long way away from the mainland. There are a few sparse
resources on the island such as fruit, nuts, fish and water. A small rowing boat with
room for three people has also been washed ashore. There are no resources to build
another boat. There is great risk that the small boat will not reach the mainland, which
is a long way away. There is only a remote possibility that a ship will pass by anywhere
near the island. What are you going to do?”

Once the exercise is finished there is time for a discussion. Suggested questions:

What was your role during the exercise?
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What other roles did you observe in the group?

Who did you perceive as a leader? Were you in any way a leader?
What was important to you while making decisions?

What did you enjoy?

What was a challenge?

Did you feel frustrated at any point? Why? What did you do about it?
In what way did you contribute to the team?

Was there anything you wish you did differently?

Pair work and small group work - giving the learners the opportunity to check their
ideas with just one other person, which helps them feel validated before having to offer
answers in front of a whole group.

Discussion/debate — helps to express own point of view as well as respect other
person’s perspective. Stimulates reflection and develops the skill of looking at a
situation from different angles. It is very helpful if the teacher who facilitates the
discussion asks questions/shares his reflections that point the learners in a new
direction and helps them to challenge and expand their attitudes. Suggested topics for
discussion during this seminar: “Excellent teacher — friend? Challenger? Helper?
Inspirer? ” Or “Where does motivation come from?” or “How can | be the best teacher
that | can be?”

Role plays — it requires prior development of scenarios, briefings, role definition and
allocation, setting of rules, discussion of students’ achievements and assessment. They
provide students with additional practice and preparation for future interactions. It
encourages students who are hesitant or shy to participate in groups. Peers can provide
a non-threatening atmosphere in which students can practice new social skills such as
speaking up in a class. Can also boost creativity and allows for experimenting in a safe
environment.

Games — allow creating relaxed friendly environment and bringing out the creative and
playful side in the learners. Often explaining the educational theory behind the

activities helps them realize that it is not just for fun, it is actually to help them learn.
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5.3 Seminar outlines

Objectives:

Aims:

The seminar is a result of the findings of the Grundtvig multilateral project “Skills for
True Wellbeing”. The contents and methods have been piloted by 7 organizations in 6
countries and have proven to be beneficial for developing skills that have positive
impact on the level of well-being of the participants.

The seminar is centred on two main topics: “healthy self” and “healthy relationships”
and corresponding sets of skills: 1) stress management and 2) communication as a

foundation for enhancing well-being in educators.

Disseminate the findings of the “Skills for True Wellbeing” project

Introduce holistic model of stress and raise understanding of stress causes, mechanisms
and effects

Raise understanding of how stress impacts teaching ability

Provide the participants with practical tools for dealing with stress

Reduce the consequences of stress (such as poor health, absenteeism, lack of creativity,
ineffective communication, inability to focus, more conflicts etc.) and develop healthy
ways of dealing with everyday work demands

Prevent burn-out syndrome in educators

Enhance emotional self awareness

Introduce practical tools for coping with difficult emotions

Improve the participants emotional balance

Help the participants to identify their stress triggers and emotional triggers at work
context and come up with new, more resourceful strategies

Enhance in the participants the ability to relax

Broaden the understanding of health

Develop better understanding of the communication process

Increase the skill of building rapport

Enhance in the participants listening skill
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Provide practical tools for giving feedback

Improve understanding of non verbal communication cues

Raise the participants self-awareness with regards to communication and relationships
Allow the participants to explore their own understanding of relationships and expand
their outlook

Point to the key elements of satisfying relationships: acceptance, respect, openness,
authenticity, assertiveness

Enhance the participants public speaking skill

Training Program

Day 1 (6 hours)

Introduction and course overview

Ice breaking

Individual expectations

Discussion on what is “True Wellbeing”

Let’s talk about stress

Definitions

Understanding the stress response (fight/flight versus prolonged stress)
Physical, emotional, mental and behavioural symptoms of stress
Relation between our thinking and stress

Effective and ineffective ways of dealing with stress

Relaxation exercises that help to manage stress effectively— part 1

Reflections of the day, discussion

Day 2 (6 hours)

Effects of stress in educational setting
Assessing your personal stress triggers
Changing unresourceful strategies
Self talk awareness

Relaxation exercises - part 2

Reflections of the day, discussion

Day 3 (6 hours)
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e The impact of emotions on teaching and learning ability

e Tools for dealing with disturbing emotions

e How can | be more mindful and resourceful in the classroom? — action plan

e Introduction to the subject of interpersonal communication and relationships
e How our perceptions influence our communication

e Reflections of the day, discussion

Day 4 (6 hours)

e Non-verbal cues in communication — self awareness and understanding others
e Feedback —how to give it so they want to receive it and how to receive it as a gift
e Public speaking essentials

e Reflections of the day, discussion

Day 5 (6 hours)

e Public speaking — practical exercises

e The art of listening — “Listening to ignite not to reply”

e Let’s talk about relationships

e What do you know about relationships?

e What stops us from relating in a satisfying way

e What makes relationships work?

e Assertiveness — an essential element of satisfying relationships

e Summary, course evaluation, departure of the participants

Methodology

Prior to the seminar there will be a semi-structured interview conducted through email;
the interview aims to identify the participants’ particular training needs in order to fine-tune
the training program to meet the needs of the individual participants and the organisations
they work/volunteer for. The participants will also receive a couple of “warm up” assignments

prior to the seminar.

The seminar will provide theory necessary to understand the nature of stress as well as

practical tools for managing stress and difficult emotions. The course will also provide simple
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models that can help to expand the participant’s understanding of communication process as
well as enhance their understanding of healthy relationships. They will also receive practical

tools useful in managing their professional and personal communication.

Attention will be given to how to implement the findings and skills in real life situations
after the seminar. Methods such as debate, role play, body movement, individual mind
management technologies, pair and group exercises and mini-coaching will be used throughout

the seminar.

The methodology of the seminar includes learner-centered approach and utilizes self-
learning methods. The aim of the training is not to produce ready-made solutions (passive
learning), but to inspire the participants to search creatively for knowledge and effective
solutions which are connected with their needs and challenges (active learning). In this way the
participants take responsibility for their own learning process and act as active partners of the

training.

The participants will be invited to join WELNESS Forum — online platform that facilitates
exchange of experiences among adult education professionals and learners. Moreover, 1
month after the seminar they will be requested to answer a questionnaire in order to identify in
what way they’ve been using skills they learnt on the seminar and what changes they have

experienced as a result.
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5.4 Questionnaires

5.4.1 Questionnaire immediately after the course

Dear Participant of the .........ccccevevveeeannnn.. course. We would appreciate if you would

answer a few questions and return the questionnaire to your trainer.

Age: Sex: Occupation:

Please circle your answers
1. On a scale from 1 to 10 (1 being poor, 10 being excellent) overall how would you
rate the course?
1 2 3 4 5 6 7 8 9 10
2. On a scale from 1 to 10 (1 being very low, 10 being very large) to what extend has
the course met your expectations?
1 2 3 4 5 6 7 8 9 10
(Briefly explain why)
3. On ascale from 1 to 10 (1 being not at all, 10 being very much so) how interesting
and engaging did you find the method used during the course?
1 2 3 4 5 6 7 8 9 10
4. On ascale from 1 to 10 (1 being not useful at all, 10 being very useful) how useful
did you find the content of the course?
1 2 3 4 5 6 7 8 9 10
5. On a scale from 1 to 10 (1 being not relevant at all, 10 being very relevant) how
relevant do you find this seminar to your professional needs?
1 2 3 4 5 6 7 8 9 10
6. On a scale from 1 to 10 (1 being not relevant at all, 10 being very relevant) how
relevant do you find this seminar to your personal needs?
1 2 3 4 5 6 7 8 9 10
7. On a scale from 1 to 10 (1 being very small, 10 being very large) how would you

rate the potential of the course to enhance the level of your well-being?
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1 2 3 4 5 6 7 8 9 10
8. On a scale from 1 to 10 (1 being not at all, 10 being very much so) how
knowledgeable with regards to the content of the course did you find your trainer?
1 2 3 4 5 6 7 8 9 10
9. On a scale from 1 to 10 (1 being not at all, 10 being very much so) how
approachable and helpful did you find your trainer?
1 2 3 4 5 6 7 8 9 10
10. On a scale from 1 to 10 (1 being not at all, 10 being very much so) how engaging did
you find your trainer’s presentation/facilitation style?
1 2 3 4 5 6 7 8 9 10
11. On a scale from 1 to 10 (1 being not useful at all, 10 being very useful) how useful
did you find the materials (booklet) provided during the training?
1 2 3 4 5 6 7 8 9 10
12. Which topics did you find the most interesting and useful?
(Please list the topics)
13. Please comment on possible areas of improvement regarding the seminar content
and methods of delivering this particular course

14. Additional comments

Additional questions for particular courses
a) Stress&health
1. On a scale from 1 to 10 (1 being very small, 10 being very large) how would you rate
the improvement of your understanding of stress mechanisms and effects?
1 2 3 4 5 6 7 8 9 10
2. 0n a scale from 1 to 10 (1 being very small, 10 being very large) how would you rate
the improvement of your ability to deal with stress?

1 2 3 4 5 6 7 8 9 10

b) Communication and relationships

1. 1. 0On a scale from 1 to 10 (1 being very small, 10 being very large) how would
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you rate the improvement of your understanding of communication process?
1 2 3 4 5 6 7 8 9 10
2. On ascale from 1 to 10 (1 being very small, 10 being very large) how would you
rate the improvement of your communication skills?

1 2 3 4 5 6 7 8 9 10

c) Effective teaching methods
1. Onascale from 1to 10 (1 being very small, 10 being very large) how would you rate
the improvement of your ability to use effective teaching methods?

1 2 3 4 5 6 7 8 9 10

d) Self esteem
1. Onascalefrom1to 10 (1 being very small, 10 being very large) how would you rate
the improvement of your self-presentation skills?
1 2 3 4 5 6 7 8 9 10
2. Onascale from 1 to 10 (1 being very small, 10 being very large) how would you rate
the potential of the understandings and skills you gained for having positive impact
on your self-esteem?

1 2 3 4 5 6 7 8 9 10
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5.4.2 Questionnaire one month after the course

Dear Participant in the ..............ccoouveevvevviiiiverreeiieeseeneenannn, course, we would appreciate if
you would answer a few questions regarding the outcomes of the seminar that you took 1
month ago and return the questionnaire to your trainer.

Age: Sex: Occupation:

A — General part

Please circle your answers
1. On a scale from 1 to 10 (1 being very low, 10 being very high) how would you rate the
enhancement of your well-being over the past month?
1 2 3 4 5 6 7 8 9 10
2. On a scale from 1 to 10 (1 being very small, 10 being very large) to what extent have you

applied the understandings and skills of the course in your professional life?
1 2 3 4 5 6 7 8 9 10
(Briefly explain which understandings and skills)

3. Onascale from 1 to 10 (1 being small, 10 being very large) to what extent have you applied

the understandings and skills of the course in your personal life?

(Briefly explain which understandings and skills)

4. On a scale from 1 to 10 (1 being very low, 10 being very high) how would you rate the

impact of the course on your job satisfaction?
1 2 3 4 5 6 7 8 9 10

5. On a scale from 1 to 10 (1 being very low, 10 being very high) how would you rate the

impact of the course on your life satisfaction?



@ Guidebool-

(If you have any additional comments please share them)

B — Course specific part

Stress and health seminar

1. On ascale from 1 to 10 (1 being nothing at all, 10 being very much) how much has your

stress level decreased over the last month?
1 2 3 4 5 6 7 8 9 10

2. On a scale from 1 to 10 (1 being very little, 10 being very large) to what extent
understandings and skills gained during the course have proven to be helpful in dealing

with stress?
1 2 3 4 5 6 7 8 9 10

3. On a scale from 1 to 10 (1 being very little, 10 being very large) to what extent do you

find yourself more relaxed and balanced?
1 2 3 4 5 6 7 8 9 10

(Briefly describe in what situations)

Communication and relationships

1. Onascale from 1to 10 (1 being very small, 10 being very large) how would you rate the

improvement of your communication over the last month?

(Briefly describe in what way has your communication improved)
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On a scale from 1 to 10 (1 being very low, 10 being very high) how would you rate the

enhancement of the quality of your personal and professional relationships?
1 2 3 4 5 6 7 8 9 10
Effective teaching methods

On a scale from 1 to 10 (1 being very little, 10 being very large) to what extent have you

applied the methods you learnt during the seminar?
1 2 3 4 5 6 7 8 9 10
(Briefly describe which methods)

On a scale from 1 to 10 (1 being not at all, 10 being very much) how much more
competent as a teacher /trainer do you feel as a result of having gained the new

knowledge/skills?
1 2 3 4 5 6 7 8 9 10

On a scale from 1 to 10 (1 being very low, 10 being very high) how would you rate the

impact of using the new methods on your students?
(Briefly describe the changes you have noticed in your students)

Self esteem and self presentation

On a scale from 1 to 10 (1 being very little, 10 being very large) to what extent has the

way you feel about yourself changed?
1 2 3 4 5 6 7 8 9 10

(Briefly explain)
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2. Onascale from 1to 10 (1 being very small, 10 being very large) how would you rate the

improvement of the way you handle difficulties?

(Briefly explain)

3. On ascale from 1 to 10 (1 being very little, 10 being very large) to what extent has your

confidence increased?

(Briefly describe in what situations)

4. On ascale from 1 to 10 (1 being very small, 10 being very large) how would you rate the

improvement of the way you present yourself to others?
1 2 3 4 5 6 7 8 9 10

(Briefly describe)
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