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Introduction: Background for tools development
Being a part of IO2 – Intervention Model - tools development corresponds to phase 02-A2 Creation of tools for action. The main goal of this stage was to
create tools that could be used and tested during the intervention pilot in Italy, Portugal and Spain and then integrated as part of the model of intervention.
Tools creation was based on:
•

ComNetNEET project application

•

IO1: State of the art: good practices of social inclusion (through work based learning strategies) targeted at young people in the partners’ countries

•

O2-A1 – Intervention Model - conceptual development

•

Desk research and review of relevant literature

•

TESE’s experience working with NEETs

Some of the tools are used by TESE in its own projects, other ones are adaptations/suggestions based on the identified sources.
Having a wide and comprehensive intervention model, priorities set by testing partners in the 3rd project transnational meeting helped to guide tools search
and creation. In this meeting two areas were seen as priorities:
•

Engaging young people (meaning both identifying and keeping them motivated along the process)

•

Stakeholders engagement and management

Nevertheless, an effort was made to present different tools for the model’s different phases as presented in the 3rd project transnational meeting
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Introduction: How to use this guide?
This guide will always be a work in progress, since it will be always possible to add more tools and to explore topics more in depth. We have selected,
developed and now present a set of tools that we hope can be useful in the different stages of model intervention. The tools suggested are not to be all used in
one pilot testing and are not of mandatory use. You can view this guide as a tool catalogue from where you can find inspiration. According to the stages,
participants and/or resources, you may choose which are more suited to your own situation and/or adapt suggested tools.

Tools logic:

According to the background for tools development, 4 different but interdependent purposes were considered:

• Outreach young people in NEET situation
• Engage and manage a local stakeholders network
• Develop young people employability skills
• Provide work-based learning experiences to young people

Each one of this purposes represent one different chapter of this guide and as a different colour so it can be easily identified.
5

Introduction: What kind of tools will you find?
What is a tool?
“a piece of equipment that you use with your hands to make or repair something; something that helps you to do a particular activity”(Cambridge Dictionary,
2018)

Tools can be “instruments” that support achieving one’s goals. These “instruments” can be many things and assume different shapes. In this guide you will
find:
Inspiration tools: examples of strategies and/or activities that can “inspire” actions in NEETS IN ACTION project

Guidance tools: tools that are meant to be informative, providing some highlights that can support youth workers

Work Templates: tools that imply a template to fill

Individual activity: tools that present activities for one-toon-one interaction

Group activity: tools that present activities for group interaction
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Introduction: How are the tools described*?
Short description

Application requirements

In this section you will find a brief presentation about the proposed tool.

You will find the resources that
are needed to apply the tool
beside
human
resources
(which are needed for all tools
application).

How to apply
Instructions on how to apply the tool. The existence of these instructions
doesn´t mean that it can not be adapted.

Recommendations
You
will
find
specific
recommendations in order to
get the best out of the tool
application.

Sources
Sources of tool, you will find the number(s) of reference and you can check it
on References list (p. 72-74) For the sources that are in Portuguese language
you can contact TESE for more details.

*If one of the section is not present in a tool’s description is because there is no relevant information to include about it.
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Introduction: Before you start…
…Make sure that you have already read:
 O1-A3 Identification of social intervention measures: Building networks of community support for NEETs: good practices from Europe
 O1- A4 Synthesis Report: Community networking for NEETS integration: towards a common European model: Guidelines for Practice and
Recommendations for Policy
 O2-A1 – Intervention Model - conceptual development

 O2-A4 – Guidelines for testing the model and the tools

These outputs from NEETS IN ACTION project will put you on the right mind-set and
should give you the framework that you need to apply the intervention model pilot
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Outreach young people in NEET situation
In this chapter you will find tools that can help you identify young people in NEET situation and engage them in your project.

Inspiration tools

Individual activity

Guidance tools

Group activity

Work templates
9

Key factors to outreach young NEETs
Short description

Sources

Based on literature review, this tool represents an overview of some key issues in outreach young people’s
in NEET situation. Important knowledge to keep in mind before you start your NEET outreach work.

Adapted from 10 |
11 | 12

Voluntary approach

A successful outreach practice gives young people the opportunity to choose for themselves whether to get or not involved.

Non-judgemental
approach

Many NEETs get involved through outreach workers because of their non-judgemental approach, their willingness to be
accessible and to help in every kind of difficult circumstances (from helping with finding a placement for apprenticeship to
help in family conflicts).

Have in mind that young people in NEET situation are a very heterogeneous group, they face different barriers and have a
different needs. The same approach will not work for all.
Accessibility and
Finding young people where they are – in the street, at school, and delivering help where it is relevant and in the form in
flexibility
which it is relevant. Provision of information and passive availability are not enough, don´t wait for people to come, go out.
Outreach work showing flexibility and developing and adapting to social trends, to the most popular “scenes”, and to what is
Adapting to social trends
considered trendy at the moment in your specific context.
Inclusive approach

Multi-agency working
groups

Several partnerships with and among public, private and social organizations in order to provide more resources and more
innovation. Partnership should be tailored to the local context and as far as possible build on existing channels of
cooperation/networks to maximize existing resources as well as expertise and experiences.

Knowing your target

Gather data, profile and determine their needs and who they listen to (this can be done through street work, visiting the
places where Young people go.

Reliable and relevant

Provide low barriers for access to a trustworthy person. Meet young people’s needs and characteristics to justify their
10
involvement. Provide a clear answer to the question “What’s in it for me”.

Tips to content transmission
Short description

Source

Based on literature review, this tool represents an overview of recommendations for transmitting content to
young people. It doesn’t mean that these rules are supposed to be followed in every circumstances; they are key
factors that must be considered.

Adapted from
04 | 06 | 30 | 33

Instant access to
information

Clear messages
(young people are used to 140 carac.
Texts)

Short sentences
Appealing titles

Use of colourful and
inclusive images

Conversational
language

Several fonts in the lettering
and different sizes to
highlight

Infographics with icons
(specially for complex and/or long content)

Visual contents
(memes; gifs, icons, colors)

Current references

Use of contradictions

Videos

Personalize content
(make them feel that you

are talking TO THEM)

References linked to young people’s
daily life
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Working practices to motivate young people in
NEET situation: inspiration from PT YG (1/2)
Short description
This guiding tool is adapted from a practice guide – “Working practices to support young people looking for a job, education or training “ developed by
TESE (2018). This guide was developed through interview’s analysis to organizations that work with young people in NEET situation in the scope of the
Portuguese Youth Guarantee. It highlights their own experiences and what youth workers consider that work more effectively in interventions targeting
NEETs. For this tool, we sum-up and adapt what was said about what are, in their opinion, the best practices to motivate young people in NEET situation.

Sources

23

Recommendations

This is a tool to be used in the
preparation and in the
intervention phases.

How to apply
Take in consideration this information that comes from youth workers experience in all project intervention.
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What practices/strategies do you use to motivate young people?
• Adapt attendances to each situation
• Speak honestly
• Show real interest in the young person’s situation
• Value what young people have to say
• Be available
• Provide a quick response
• Promote an informal conversation
• Use an objective speech and focus on the practical elements of the activities
• Show flexibility (e.g. schedules, absences)
• Be available to help with other issues (even if they are not directly linked to
employment/education/training)
• Consider young people’s geographical preferences in order to choose the better
entity/response for referral
• Reinforce that they have an active role in their process of change
• Ask questions that encourage young people to look into the future (e.g. “where do you see
yourself five years from now?”)
• Provide positive support (e.g. acknowledge/validate the path they have already made; their
developed skills; steps they have taken)
• Support in managing young people’s expectations
• Show resources in video format
• Use real testimonials, practical examples and reference figures
• Disseminate training responses focusing on their benefits and added value
• Go through job offers together with young people so they can understand the requirements
and conditions

"Informal and very
close
conversation so
they
can speak freely”

“We can’t
underestimate...
everything they
bring is
important”

“It’s not a head-to-head
relationship, but it’s
one in which I’m really
interested in their
future”

“Sometimes we have to work on
other issues... Sometimes we need
to do some work beforehand (...)
and we try to do it “

“acknowledge/validate what they
can already do, their abilities, skills,
or even the fact that they have
made it this far”
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TESE – Associação para o Desenvolvimento (June, 2018). Working practices to support young people looking for a job, education or training. Publication under the Project “Make the Future… Today” funded by European
Union under the Employment Affairs and Social Inclusion

Active listening skills
Short description
More than a tool active listening is a set of skills. Skills that are is very useful to engage and motivate young people. Tool presented belongs to an article
about active listening and sums-up the skills involved in active listening.

Sources

Recommendations

20

Active listening techniques
should be used with young
people
and
other
stakeholders.

How to apply
Take in account this information in preparation and intervention phases.
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Active listening skills

Attentive body language

Reflecting skills

Following skills

• Posture and gestures showing
involvement and engagement
• Appropriate body movement
• Appropriate facial expressions
•Appropriate eye contact
• Non-distracting environment

•(Restating the feeling and/or content
with understanding and acceptance)
• Paraphrase (check periodically that
you’ve understood)
• Reflect back feelings and content
•Summarise the major issues

•(Giving the speaker space to tell their
story in their own way)
• Interested ‘door openers’
• Minimal verbal encouragers
• Infrequent, timely and considered
questions
• Attentive silences
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Robertson, K. (2005) Active listening: More than just paying attention. Australian Family Physician, Vol. 34 (No. 12), pp. 1053-1055.

Empathy map (1/2)
Short description

Application requirements

One of the key factors to work with any target group is to effectively KNOW the target group. The empathy map
is a tool that can support you in the description of your local young people in NEET situation by helping you
making some relevant questions and collect the answers. This visual representation was developed for
understanding audiences and stakeholders.

• Paper and pencil or computer

Sources
Adapted from 07

How to apply

Recommendations

• Use your empathy map as research questions to know your local young people in NEET situation and potential
participants.
• Try to collect the answers to those questions (and others you may consider relevant) using different sources
(e.g. desk research, contact with local organizations that work with your target public and contacting directly
with young people from the target group).
• The gathered information – knowledge about your target – will be the key for you to be able to develop / adapt
activities that meet their interests and to provide support that they actually feel as needed.

Use this or other tool to
collect information about your
target
group
in
the
preparation phase and before
you prepare first project event
so it can give you tips for this
event and all activities after
that.
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Empathy map

17
Gray, D. (2017). Empathy Map. Retrieved from https://gamestorming.com/empathy-mapping/.

Youth ambassadors
Short description

Application requirements

In this pilot of YG from Gijon, they work with a local NGO to recruit specially trained street workers who were
able to communicate with disadvantaged young people using language and underlying messages that they can
identify with.

• Perks to be
ambassadors

handed

to

The street counsellors were at the similar age, dressed in a similar manner and they were very knowledgeable
about the issues young people face and have the right skills and competences to approach young people. They
had a two-stage process:
- 1 week to identify key places in different areas of the city were inactive young people could be found
- 1 week to visit places and establish contact with inactive young people
Recommendations
Young people recruited were invite to be ambassadors and to help recruit other young people.
Sources
Adapted from 12
How to apply

•Identify active young people in your territory that could support in the identification of young people who are
in NEET situation.
•The identification of these ambassadors can be made through youth workers experience and previous projects
or with the help of other local stakeholders.
•Even if it’s not possible to pay a salary, identify some perk that you would be able to provide them (eg. Local
experiences; vouchers; training courses).

Have a collective session
where you can prepare your
marketers (or ambassadors if
they have both roles) (ex.
provide info about the project,
explore their specific role,
etc).
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Youth marketers
Short description

Application requirements

The Swedish PES, Arbetsförmedlingen, ran an ESF project called ‘Unga In’ in five Swedish towns/cities, including
Stockholm, Göteborg and Malmö in 2012-2014.

• Perks to be handed to young
people who are marketers

Outreach was carried out by young people who themselves were selected from the target group.
Young people representing Unga In (‘marketers’) attended concerts, sports events and visited schools.
In addition, social media and other communication tools were used for reaching NEETs.
Strategic positioning of flyers and posters in the underground and radio advertisements in selected programmes
for young people were effective and generated good results.

• Dissemination material from
the project

Sources

Recommendations

Adapted from 10 | 26

It’s
important
that
dissemination material is
adapted and appealing to
young people.

How to apply
• Relating and complementing this inspiration tool with the “ambassadors” (Gijon YG pilot), it’s possible to
identify young people that can support project advertising through their presence in events and “spots” where
young people use to be. You can ask ambassadors to have this role or to identify other young people to act as
“marketers”, for example in social media.
• It can also be easier to implement if you have a perk than can be handed to these “marketers”. – it doesn’t have
to be money.

Have a collective session
where you can prepare your
ambassadors (ex. provide info
about the project, explore
their specific role, etc).
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Meet me halfway festival
Short description

Application requirements

The inspiration for this tool is a festival that happens in Palermo (festival Meet Me Halfway) and the main goal is
to facilitate the encounter of the different cultures, sharing spaces, food and activities.

• Approx. 3 hours
• Venue
• Sponsors or partnerships to
have an artist / important
figure to young people and
assure all the logistics (stage,
lights,
sound,
food,
dissemination)

Besides, the festival was thanked to requalify marginalized spaces in Palermo’ city.
For NEETS IN ACTION project, the idea of a festival (talent or music small festival) could be used as a tool to grab
young people and to make a first step in young people’ territory.
Sources

Recommendations

Adapted from 17

Integrate this activity in one
that is already planned to
optimize resources.

How to apply

Plan activities to keep your
participants engage in all
activity.

• Select a date where your organization or a partner organization has already an event planned and you can
optimize efforts.
• If possible, involve young people from the target territory in the planning/implementation.
• If it is a talent show prepare an appealing prize.
• Have the presence of an important person for local young people.
• Present the project in a non-formal way (e.g. if it is a talent show you can present “your talent”).

Create a moment where you
challenge your audience to be
part of your project.
20

Escape room (1/3)
Short description

Application requirements

Group exercise where participants are locked in different rooms and the only way to leave is to solve the
challenge in each room
Fun activity that can be used to disseminate the project and what the project can do for participants

• Approx. 3 hours
• Venue with 3 to 5 rooms that
can be closed
• Props
matching
the
challenges

Sources
Developed by TESE in the scope of NEETS IN ACTION project (2018)

Recommendations

How to apply

This activity can be
integrated in the first event
to disseminate the project.

The challenge to unlock each room is related to one of the topics that NEETS IN ACTION project will address
-

Room 1: Marshmallow challenge (v. p.54) - Topic (Soft skills, such as communication, teamwork, planning,
etc.)

-

Room 2: Build a dream - Topic: defining goals and action plan

-

Room 3: Job application – Topic: employability tools

-

Room 4: Create a youth friendly community – Topic: knowing one’s potential, planning, entrepreneurship,
teamwork, resources activation

It can also be used as a
group exercise to train soft
and employability skills.
Be creative with the room
decoration with your own
resources.

21

Escape room (2/3)
How to apply
Young people are divided into groups of 4-5. The first group go into the first room, 15 min later enters the second one, etc.
If groups don’t complete the challenges in the expected time, the door opens and they go to the next room with a time penalty of 5 min.
Instructions are already in each room.

Room 1: Marshmallow challenge (v. p.54) - Topic (Soft skills, such as communication, teamwork, planning, etc. ) – 15 min
Room 2: Build a dream - Topic: defining goals and action plan – 20 min
Participants find cards with different dreams that involve “being or becoming something” (e.g. ; being a cuisine chef, being a movie star)
As a group they have to answer to the different cards (or flipchart):
If their main goal is to become a “chef” which smaller goals do we have to achieve first?
What do we need to do to reach small and main goal?
What can I start to do next week?
Room 3: Job application – Topic: employability tools – 20 min

Group is divided in 2: People who are offering job positions (2 pp) and people who are applying (2-3 pp).
The ones who are offering job positions (they are offering as much job positions as the number of elements from the other group) need to create the
profile they are looking and the selection criteria. Then, they communicate this information to those who are applying.
People who are applying need to plan a group pitch of three minutes where they have to convince potential employers.
Employers may or may not decide to hire the group but nevertheless has to justify the decision.
22

Escape room (3/3)
How to apply
Room 4: Create a youth friendly community – 30 min
Group have a blank A3 sheet or a flat carton box / K-line and several materials (e.g. playmobile, markers, tape, plasticine, lego’s, post its, pins, strings
etc. )
The challenge is to build what they think that could be a youth friendly community to leave in. What is a youth friendly community? A community
where young people like to live.
This new community responsibilities must be distributes among the several elements of the group. So, they have to think in what each element is
better at in order to make the best distribution possible.

Final gathering:
All groups:
• share their youth friendly community
• share their thoughts about this escape room
Facilitators make the links with the project.
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EC examples to outreach NEETs:
Norway
Short description

Application requirements

Outreach activities are focused in and around areas that young people meet e.g. bus stations, skate parks and
shopping centres. In particular, one organisation’s approach - Vestfold Youth Info Centre in Tonsberg - is that they
focus their outreach services in the city’s bus station to reach out and engage young people.

• Dissemination materials

It is a joined up approach where youth organisations work with youth clubs, schools, child protection services,
public health bodies and the police.

Sources
Adapted from 10

How to apply
This inspiration practice suggest a lot of dissemination channels that can be used in NEETS IN ACTION project if
applicable to local contexts:
• Bus stations
• Sport parks
• Shopping centres
• Youth clubs
• Schools
• Child protection services
• Public health bodies

Recommendations
Align the dissemination locals
with the preferences of young
people (info from your local
diagnosis).
Start
contacts
preparation phase.

in

the

Distribute
dissemination
materials and prepare some
on-site actions (with the help
24
of ambassadors or marketers).

EC examples to outreach NEETs:
Finland
Short description

Application requirements

Finnish system of outreach work, for which conditions are stipulated in legislation (the Youth Act), targets schools
leavers and NEETs under 29 years old, who are out of education and work and at risk of social exclusion.

• Project
materials

dissemination

Outreach workers are mainly municipal employed, trained youth workers. They are in close contact with student
welfare teams in schools and follow-up on school dropouts. In addition, young people are referred to them by
other professionals such as social workers.
Sources

Adapted from 10

Recommendations
Start
contacts
preparation phase.

in

How to apply
• Even if we may not have specific legislation about outreach work in our countries, it’s possible to potentiate the
contacts with local schools in order for them to be able to refer young people who have drop-out of school and
are now in a NEET situation.
• Schools can/should be included in the network of local stakeholders based on a win-win approach. If they can
not be a part formally, it may be possible to have a contact point in the local schools to be a connection to NEETS
in ACTION project.
25

the

EC examples to outreach NEETs:
Germany
Short description

Application requirements

Mobile Jugendarbeit Stuttgart is one of the oldest street work initiatives in Europe, founded in the 1960s and
working towards preventing social marginalisation and crime among young people. It targets at-risk youth and
works on the principle of outreach, rather than expecting young people to come to them. In the experience of
this organisation young people have been withdrawing from public spaces into social networks.

• Project
dissemination
materials (for online purposes)

Develop ‘street work on the internet’ through Facebook accounts which are used to plan meetings and monitor
the current interests and concerns of young people.

Sources

Recommendations

Adapted from 10

Start contacts with potential
young people to help you with
the online dissemination in
the preparation phase.

How to apply
• Use social networks to disseminate the project
• You can disseminate through your organisation social networks, other local organization social networks or
• You can identify local young people who have many followers and can help disseminate the project and identify
participants through their own social networks accounts
26

Engage and manage a local stakeholders network
In this chapter you will find tools that can help you identify local organizations that may help you develop intervention with young
people and tools to support stakeholders management.

Inspiration tools

Individual activity

Guidance tools

Group activity

Work templates
27

Highlights on stakeholders management
from PT YG experience (1/2)
Short description
This guiding tool is adapted from a practice guide – “Working practices to support young people looking for a job, education or training “ developed by
TESE (2018). This guide was developed through interview’s analysis to organizations that work with young people in NEET situation in the scope of
Portuguese Youth Guarantee. It highlights their own experiences and what youth workers consider that work more effectively in interventions targeting
NEETs. For this tool, we sum-up and adapt what was said about how to promote a successful stakeholders network at local level.

Sources

Recommendations
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This a tool to be used in the
preparation and in the
intervention phases.

How to apply
Take into account this information when you start your own local stakeholders network to support young NEETs.
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What should be the profile of youth workers that intervene with young
people in NEET situation?
Personal and social skills
Empathy, communication skills, problem solving capacity, honesty, motivation and
identification with the organization’s mission, assertiveness, active listening, team spirit,
ability to adapt the language to youth profiles, resilience, sensitivity shown towards
problems, willingness, flexibility
Technical skills
• In-depth knowledge of the services, resources, social workers and dynamics between
partners at a local level
• Knowledge of local labour market dynamics

How to include project activities in other daily tasks?
• First, everybody needs to understand their specific role
• Know who is the person responsible for what
• Promote teamwork within your own organization to support young people looking for a
job, education or training (if applicable)
• Engage the entire structure of organization, from those in charge to social workers, for
effectively coordinating work linked to the project
• Integrate project tasks with other tasks which are inherent to the organization’s
function, aligning the goals of the organization with the project’s mission (sometimes it
doesn’t have to be additional work)
• Schedule a time in the weekly calendar for project matters

How to promote an effective coordination among different local
stakeholders?
• Meet partner entities and social workers with whom you interact
• Know who to contact within each organization for each concern
• Respect the operating methods of the different entities
• Show availability to respond to requests
• Promote regular contact
• Seek input from partners to improve processes and procedures
• Use face-to-face meetings to explain the project, clarification of roles and tasks
• Disseminate the responses/initiatives of partner entities
• Follow up referred situations
• Promote informality in contacts

What features make your network effective?
• Having a common goal shared with all partners and a connection of that goal to project’s
mission
• Having a mission and a common goal rooted in the entity, not on each social worker
• All partners must know their role
• Counting on entities that show confidence in their social workers to effectively carry out
their work, minimizing hierarchical constraints
• Acknowledging partnerships as complementary and non-overlapping responses
• Having organizations in the network that are closely related to young NEETs, who reach
to them and refer them to other partners

29
TESE – Associação para o Desenvolvimento (June, 2018). Working practices to support young people looking for a job, education or training. Publication under the Project “Make the Future… Today” funded by European
Union under the Employment Affairs and Social Inclusion

Community toolbox
Short description
The Community Tool Box is a free, online resource for those working to build healthier communities and bring about social change. It offers thousands of
pages of tips and tools for taking action in communities. The Community Tool Box is a public service of the Center for Community Health and
Development at the University of Kansas.
Want to learn about community assessment, planning, intervention, evaluation, advocacy, and other aspects of community practice? Then help yourself
to over 300 educational modules and other free tools.
Under continuous development since 1994, the Community Tool Box is widely used in teaching, training, and technical support. Currently available in
English, Spanish, Arabic, and Farsi, and with millions of user sessions annually, it has reached those working in over 230 countries around the world.

Sources
03

How to apply
Go to https://ctb.ku.edu/en/toolkits
You can explore all website and you will find a lot of useful information. If you want to specifically know more about
stakeholders involvement and management go to “Learn a skill” section, select toolkits and topic 1 “Creating and
maintaining partnerships”. In that toolkit you will find a lot of information that will support you in involving
stakeholders in your projects and to manage a partnership effectively.

Recommendations
This exercise should be one of
the first things to do in the
preparation phase since it can
give you a lot of precious
information that will be useful
to involve and manage a local
stakeholders network.

30

Guiding questions to identify your target
Short description
To know your target is one of the key issues when you aim at developing a stakeholder network. This tool is a set of questions that can guide you in
stakeholders identification.
Sources
Adapted from 03
How to apply
In the pilot preparation and when you think about which organisations you should involve in the intervention
consider the following questions:
•
•
•
•
•
•
•

Who has the power to bring about change?
What are the organizations that work on your territory target and that can present synergies with NEETS IN ACTION project?
(youth organizations? Parishes? VET providers? companies, youth employment support services? vocational orientation services,
health services? others?)
Are there other networks in your territory with whom your can create synergies?
Which organisations may also be interested in project’s mission or benefit from project results?
Who has the time, resources and desire to bring about change?
Who might be able to make a difference if your initiative is able to convince them?
Who has a relationship with the people in whom you want to bring about change? Who do the "targets of change" trust? Who will
they listen to?

It can be useful to put these questions on paper and actually answer them, so information can be accessible. You
can gather the information using different sources (your own know-how, documents, online search, contacting local
organizations, etc.)

Recommendations
This exercise should be one of
the first things to do in the
preparation phase since it can
give you a lot of precious
information that will be useful
to involve local stakeholders
network.
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Local stakeholders mapping
Short description

Application requirements

Territorial mapping may help to identify available services, providers and potential partners not only to refer
young people but also to plan interventions and resources allocation.

• A3 blank sheet or real map
from your target territory

Sources
Adapted from 11

How to apply
1. Answer to previous guiding questions tool
2. On a blank sheet or using a real territory map, organize the different organizations by intervention topic (eg.
Education, Health (see next page as example)
3. Next to each organization add the following information:
•what kind of support they provide
• contact information
• liaison person
4. Keep this map in an accessible place for you

Recommendations
This exercise should be one of
the first things to do in the
preparation phase since it can
give you a lot of precious
information that will be useful
to contact partners and to
refer young people during the
intervention.

If you prefer you can also do
this map in an excel sheet or
using other templates.
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Local stakeholder mapping: topics suggestions

Health

Support to professional
and/or educational
insertion

Sports

Housing

Education / Training

Arts

Legal issues

Enterpreneurship

Social support

(TESE, 2018)

Volunteering
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Prepare your organizations to successfully work
together (1/2)
Short description
This guiding tool main goal is to provide you a synthesis of some key factors to take into account when you are developing a local network.

Sources

Recommendations

Adapted from 03

This a tool to be considered in
the preparation and in the
intervention phases.

How to apply
Read the tool and have this information in consideration for stakeholder management
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Stakeholders networking: key questions for preparation

How can we do this
better?

Clearly defining the purpose and scope of the project

What will each gain?

Clarifying how working together will benefit each partner/organization and advance its own interests and constituents

What will each do?
How we will
communicate?

Describing the roles and responsibilities of each participant and make sure mechanisms for communication and joint accountability are in
place

How we will monitor
our work?

Planning mechanisms for communication and accountability

How can we prevent
risks?

Anticipating obstacles and challenges that partnership may face during the project and possible solutions and ways to mitigate the risks.

Adapted from Center for Community Health and Development at the University of Kansas (2018). The community tool box. Retrieved from https://ctb.ku.edu/en/about-the-tool-box.
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1st meeting with local stakeholders:
Agenda proposal (1/3)
Short description
This guiding tool is a suggestion that aims to support you in organizing the first
meeting with your local stakeholders to invite them to be a part of the
intervention. This meeting can happen with one stakeholder at the time but
it’s more effective if it’s possible to gather everyone on the same place at the
same time.
Source
Developed by TESE in the scope of NEETS IN ACTION project (2018)
How to apply
1.
2.
3.

1.

After your stakeholders mapping, invite relevant key stakeholders to
participate in a kick-off meeting for the pilot intervention presentation
Prepare the meeting
Hold the meeting with the suggested agenda: (check next page for more
details)
a) Welcoming
b) Presentations and expectations
c) Short project overview
d) Discover synergies
e) Closing
Follow up (e.g. Thank you emails)

Application requirements
• A meeting room
• Printed meeting materials
• 90 min

Recommendations
Before the meeting, gather your implementation team
and discuss which pilot activities you will assure even if
you are not able to involve any local stakeholder.
Involve stakeholders that have a real interest in
potential project results. With no financial advantage
associated, it’s important to assure a win-win situation
for any organization who wants to join the project.
Quantity is not quality, so it can be more useful to
work with fewer partners that will be actively involved
rather than work with 20 partners that are not able to
be present.
36

First meeting with local stakeholders: agenda detailed (1/2)
Agenda point

A & B) Welcoming
& Presentations
and expectations

Specific suggested topics

• Facilitator welcome participants
• Each organization present itself and how their work is related to young people
• Each organization share their expectations towards present meeting

Duration

15 min

Note: Facilitator can do a small presentation ice-breaker to promote session dynamics

C) Short project
overview

•
•
•
•

What is NEETS IN ACTION project?
What are we trying to develop in this territory for young people?
How are we going to do it? (explain different pilot stages and deadlines)
Why did we invite you to be here today? (focus on the advantages of achieving goals with more resources and working in a complementary and
collaborative way; also address the importance to build a local network that can support young people in NEET situation after the project ends)

20 min

Note: facilitator can prepare a short PowerPoint (or other format) to support presentation

(TESE, 2018)
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First meeting with local stakeholders: agenda detailed (2/2)
Agenda point

Specific suggested topics

Duration

The main goal of this topic is to explore future collaborations in the scope of NEETS IN ACTION project.
Distribute post-its of 2 colours. Ask participants to write in one colour some ideas about “how NEETs in action project can contribute / complement to
their own projects/activities?” and in the other colour some ideas about “how they think that their work can contribute / complement NEETS IN
ACTION project?”. They will have 10 min to do this task.

D) Discover
synergies

When all participants have finished ask them to Individually share their thoughts with the group. When each participant share, facilitator put the postit in the board according to the respective topic validating with participant if he/she agrees with the selected topic.

45 min
To facilitate, you can have a board divided in different topics e.g.:

•
•
•
•

Identification of young people
Intervention with young people
Project dissemination
Others

After all participants have shared their ideas, facilitator do a wrap-up of possible collaborations for the future.

Suggested topics:

E) Closing

•
•
•
•
•

Meeting general wrap-up
Next steps of the pilot (according to what was discussed in the meeting)
Exchange of contacts (you can use a presence sheet)
Project dissemination material (hand to participants NEETS IN ACTION flyers)
Acknowledgments

Note: Even if they are willing to, most of participants would probably not be able to make actual decisions regarding the participation of their
organizations in the project. Further follow-up will be probably one of the next steps. It’s important to set clear deadline to make collaborations
happen.

10 min

38

Develop young people employability skills
In this chapter you will find tools that can help you promote soft skills development among young people in NEET situation. A wide
set of skills are considered: goal setting, planning, teamwork, communication, etc.

Inspiration tools

Individual activity

Guidance tools

Group activity

Work templates
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Wheel of life (1/3)
Short description

Sources

Application requirements

Assessment tool to identify the primary areas of focus in life
and the main changes that can improve our life satisfaction.
This tool is particularly useful to set and prioritize goals.

02

• Approx. 1 to 2 hours
• Print of Wheel of Life and
Pen

How to apply
1) Identify six areas that you consider important in your life. Examples of areas: Family; Friends; Love; Money; Personal development; Work; Leisure /
Hobbies; Sport; Time for you.
2) Describe what each area means to you.
3) Indicate the level of your satisfaction with each one of the areas of your life. Mark on the wheel, where the centre of the Wheel represents satisfaction
point 0, and the other end of the line represents the maximum level (10 values). After sorting, join the dots.
4) Indicate the level of importance that each of the areas has for you (0 to 10 values).
5) Indicate the level of effort you dedicate to each of the areas (0 to 10 values).
6) Indicate the level of satisfaction you would like to have in each area of your life, hence for a year (0-10).
7) Analyze your wheel (Type of questions: is there an area that you have low satisfaction, low effort and high importance? Or, have low satisfaction, high
effort and low importance? What do you want to change? Is there a trigger area, eg., if you change it, others will also improve?).
8) Identify areas to work on in future coaching-based sessions, or actions that you would be willing to take in order to get close to the level of satisfaction
you want (actions that depend only on you).
9) Identify the level of commitment you need to invest in each of the recognized areas or with the actions described (full time dedication?; a day?; a
40
month?).

Catalão, J.A. & Penim, A. T. (2010). Ferramentas de coaching. Lisboa: Lidel
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Wheel of life | filled example (3/3)
Friends
Satisfaction
Importance

Family

Effort

Money

Employment

School

Health
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Definition of SMART goals
Short description

Application requirements

This tool aims to support definition of SMART goals in order to promote goals’ achievement. It
is also useful to identify resources and/or obstacles.

• Approx. 60 min
• Paper and pen/pencil

Sources
02

Recommendations

How to apply

After the application of this tool, it is
recommended to use the tool “Pathway to
the goal” and the goals formulated in
“Pathway to the goal” should be in SMART
form and contemplate this reflection.

Promote the reflection with young person and ask him/her to register goals on paper.
What are SMART goals:
• Specific/Simple (formulated in a simple way, clear about the results it meant to achieve.
• Measurable/ Meaningful (defined in a way that they can be measured and that are really meaningful to young people (and not to please other people).
The young person will have to question himself/herself “Why do I want this?”, “Why is this important to me?”.
• Attainable/ Ambitious; (it has to be attainable according to the time, context and resources available. – What are the obstacles? What are the possible
solutions to theses obstacles? In the other hand, it must be ambitious to represent a challenge).
• Realistic/Responsible (Challenging enough to keep the motivation, goals’ achievement must rely mostly on the individual and not on external factor that
young people can’t control.
• Time-bound: clear in terms of deadline to achieve the goal and the inherent steps.
*Examples of a SMART goals: I want to have at least one job experience as a baker until December 2019; I want to loose 10 pounds in 2 weeks.
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Dreams
Short description

Application requirements

Individual exercise to explore interests and increase expectations. This tool can also be used to call to
action.

• Approx. 60 min
• Paper and pen/pencil

Recommendations
Sources
24

It is suitable to apply when
young people have difficulties
in setting future goals and are
not motivated to.

How to apply
Imagine that everything is possible. What is your biggest dream?
Give time for reflection and explore the dreams. Then choose one – the biggest one. Write in a paper. Explore without rushing:
• Why this dream is important to you?
• What could you gain with this dream?
• What kind of obstacles could you find when you make your dream come true?
• Who can you help you to face this obstacles?
• What would your life be like? Where would you live, what would your day to day be like? What you would have to do, what kind of actions you would
have to take to make your dream came true? What is the first step?
• Are you willing to do it? When?
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Crystal ball
Short description

Application requirements

To explore interests and increase expectations.

• Approx. 40 to 60 min
• An object to represent a
Crystal Ball
Recommendations

Sources
24

It is suitable to apply when
young people have difficulties
in setting future goals and are
not motivated to.

How to apply
Imagine this is a crystal ball. What would you like to see if you were to look at your life 20 years from now (indicate a long and distant period of time)?
What you do?
Where you live?
How is your day to day life?
Who is by your side?
What did you do to get there?
Would you like to change something, from what you see? What would you change?
Today, here and now, what do you think you can do to have the life you would like?
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What would you to if you won the EuroMillions
jackpot?
Short description

Application requirements

Individual exercise to explore interests and increase expectations; to promote awareness of values and
limiting self-beliefs (eg. excessive reliance on external resources). To explore ideal scenarios. To
mobilize for action.

• Approx. 45 min
• Paper and pen/pencil

Sources

24

How to apply
•
•
•
•

What he/she would do if he/she won the EuroMillions?
Ask to write down (if you feel that’s the young person is not comfortable to write or even suspicious, ask only to imagine and say out loud).
What importance and value have for his/her live the things that he/she has pointed out.
What other ways, alternatives and solutions he/she has to ensure so that what is important for him/her and his/her life is realized.
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Vision board
Short description

Application requirements

Individual exercise to increase motivation to achieve the goals and face obstacles.

• Approx. 60 min
• Cardboard
• Magazines
• Scissors
• Glue
• Markers

Sources
09

Recommendations
How to apply

Use before the tool “Pathway
to the goal”

•Invite the young person to think about goals and desires for his/her life (if he/she wants, he/she can write them in a list).
•Then ask him/her to select and cut out magazine’s images that may illustrate their goals and desires.
•It’s important to stress that she/he need to feel enthusiasm when looking to the images selected.
•Indicate that it can complement with writing and drawing.
•In the end, ask him/her to comment each Vision Board and explore how important it is for him/her to realize those desires.
•Instruct the young person to put the Vision Board in a place that allows him/her to see it every day (eg. the bedroom).
•The Vision Board should be updated with new images that reflect new aspirations.
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Pathway to the goal (1/2)
Short description

Application requirements

Individual exercise to facilitate the identification of the steps and the actions to reach an objective;
To call to action. To reinforce the sense of achievement and resilience.

• Approx. 60 to 90 min
• Paper and pen/pencil

Recommendations

Sources
24

How to apply

This tool or other that you
may found more suited should
be used as young participant
individual action plan (for
them to keep). It’s important
that their action is more visual
and filled by themselves.

1. Ask the young person to write his/her goal to work in the last rectangle on the right.
2. Make a list of the actions he/she deems necessary to take place so that he/she can reach the goal (explore together).
3. Identify an order of priorities for these actions (explore together) – establishing guiding deadlines.
4. Identify the more and less easy ones and those that give more and less pleasure to do.
5. Place in the rectangles from left to right according to the priority (more priority on the left side) and below or above the ones that can give more
pleasure (above those that give more pleasure, below those that give less pleasure or even discomfort).
6. Explore what can he/she start to do next week? If you start to notice that too many obstacles are in the way, then maybe you need to explore
together if the priorities are well set? Are there thing that need to be done first? Are there other goals that need to be reached first?
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GOAL!!!
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A successful situation
Short description
This exercise requires to remember a personal
experience that was successfully overcome in spite of
difficulties/obstacles.

Sources
Adapted from 21

Application requirements
• Approx. 45 min
• Printed cards with 3 parts
(situation + actions/measures
used + obtained results)

It aims at the identification of strategies, resources and
competences and promote the ability to speak in a
positive way about oneself.

How to apply
•Facilitator prepares in advance an example of a personal situation that was successfully overcome in spite of the obstacles and describe this experience to
the participant, focusing on what he/she did to achieve a positive outcome.
•Facilitator asks participant to remember an episode that represents a challenge which she/he coped with success; highlight that it doesn´t have to
represent a huge step in her/his life, it can be a simple/small challenge:
-What she/he did in order to cope?
-What kind of resource she/he activated?
-What were the outcomes of the situation?
-How she/he felt about herself/himself?
•Participant can write down the answers in the pre-given cards (or you can do it without writing)
•Participant can share her/his experience
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Ice-breaker: knowing names
Short description

Application requirements

Ice-breakers are small group activities that aim to “break the ice” between members of a group.
Usually these activities are used in the beginning of each group session. This one is to be used in the
first group session so participants can start to learn each other’s names.

• Approx. 20 min

Sources

Recommendations

20

Facilitators participate as well.

How to apply
1-2 Facilitators
Ask the group to stand in a circle. Somebody volunteer to start the activity (even without knowing what it is).
That person say his/her name; person next has to say her/his name and all the names that were said before. If
there is a wide group it particularly funny since person 10 has to try to memorize the 10 names that were said
before.
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Ice-breaker: desert island
Short description

Application requirements

The example chosen is the desert island activity. The main goal is for young people to present to the
group some of the things they valued the most.

• Approx. 15 min
• Sheets
• Colour pencils / pens

Sources
Adaptation from 13

Recommendations
Check for the identified source
online to find more icebreakers.

How to apply
1/2 Facilitators. Ask the group to stand in circle.
Announce, 'You've been exiled to a deserted island for a year. In addition to the essentials, you may take one
piece of music, one book and one luxury item you can carry with you i.e. not a boat to leave the island! What
would you take and why?'
Allow 5 minutes for the young people to draw up their list of three items, before sharing their choices with
the rest of the group. As with most icebreakers and relationship building activities, it's good for the group
leaders to join in too!
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Planning group sessions
Short description

Application requirements

This tool is from NEETS AT RISK project and it’s an example of group sessions topics to promote youth
employability. Check http://www.preventingneets.eu/ to access the tool

• Time for preparation
• Computer

Sources

Recommendations

16

Group sessions should not be
seen as formal training
moments. Use non-formal
methodologies for improving
participants involvement and
motivation.

How to apply
You can use this tool as an inspiration to set your themes and to organize your group sessions. Nevertheless,
it’s important that group sessions topics are related to your participant’s needs that you will know better
through the diagnosis in the preparation phase and through the initial interviews. So, how to plan group
sessions:
1 – Know your target and your target needs related to skills development
2 – Define a set of soft and employability skills that you want to tackle in the group sessions
3 – Think in group dynamics that can be used in each session and related to each topic (you can get
inspiration from some that are presented in this guide) as a practical exercise for them to actually train the
targeted skills
4 – Define the resources that you will need for each session
5 – Prepare a “session flow” document” for each session
6 – Put all this information in a table to get a better overview
7 – Be prepared to adapt your original plan according to what works best and your participants’ profile
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Spaghetti Marshmallow Challenge
Short description

Application requirements

The Spaghetti Marshmallow activity is designed to get people working together to build and test
with an emphasis on collaboration and bias to action. It’s a great group activity for teambuilding and
it can also show the importance of test and error.

• Approx. 45 min

Sources
Adapted from 08

Group kit:
• 20 pieces of spaghetti
• 1 marshmallow
• 1 yard of string
• 1 yard of tape

How to apply
1/2 Facilitator. Form groups of 3/4 participants.
Instructions: In your groups of 3/4 you are going to be building/prototyping a structure using group kit’s
materials. Challenge: build the tallest freestanding tower you can in 10 minutes using only these materials
(facilitator can use an online timer to show passage of time). If there is extra time, let groups have a second
attempt.

Measure Towers – Announce the winner! (5 min)
Debrief activity (10 min) - What strategy did you use? What was the hardest part of this challenge? Easiest?
What have you learned? As a group what skills did you use? Which skills were complementary? Why is testing
so important? How can we relate this activity to young people looking for a job, education or training
opportunity? Sum-up information and close session.

Recommendations
Use this exercise or other to
promote teambuilding in a
group session after an icebreaker.
Stronger bounds can make the
group more receptive to
future group sessions.
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TV / Game Show
Short description

Application requirements

Adapt a popular TV game or quiz show to generate interest and ideas,
test local knowledge and/or understanding of project plans and
processes.

•
•
•
•
•

Sources

Recommendations

Adapted from 05

Approx. 90 min
Cards for questions / answers
Projection screen
Computer
Room with enough space to “create” a TV show setting

Themes and format of the challenges should be selected
according to group’s needs and characteristics.

How to apply

1/2 Facilitators. You can use an adaptation of “Who wants to be a millionaire?” format but with teams instead of individual players.
You can use this tool for a group session to work several job seeking skills. (Examples: Do’s and don’ts on CV writing; Do’s and don’ts on job interviews?
•
•
•
•

Step 1. Prepare questions to participants and possible answers. Split questions into rounds from the easiest to hardest ones.
Step 2. Divide the group into 3/4 elements + 1 host. Define with the entire group a possible symbolic prize.
Step 3. Make one question per group. Each group gather point for each right answer.
Step. 4. The group with more accurate answers wins.

You can diversify the quiz and instead of only questions, they can also do mime, complete sentences, drawing, etc.
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Canva
Short description

Application requirements

Canva is a graphic-design tool website. It’s very simple to use and can
be very helpful to develop curriculum vitae (CV), business cards, flyers,
email banners, etc.

•
•

Sources

Recommendations

www.canva.com

If the topic is CV building it can be useful that participants
have already heard the basics on CV development before they
actually design their CV.

Computer(s)
Online access

How to apply
Canva can be used in multiple ways. First visit at www.canva.com. For example, you can use it for individual or group sessions where the aim is
personalized CV building (1/2 Facilitators)
After participants are allowed to explore the website and to understand how it works, facilitator ask them to go to CV section and choose one model
they would like to individually work on. Usually participants like to work in Canva website and if they have access to internet outside the project they can
continue using it after session ends.
Facilitator can give feedback when required or only in the end of the task.
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My professional values (1/2)
Short description

Application requirements

To recognise what one valued in a
professional opportunity.

• Approx. 90 min
• Separate cards:
To learn new things; Career achievement; High remuneration; To have
responsibility; Task autonomy; Job security; Pleasant working environment;
Development of career; To collaborate with the others; Flexible hours; Respect the
chain of command

Sources

Recommendations

Adapted from 21

It can be done as an individual exercise but works better with a group.
It is recommended that the elements of the group already feel comfortable with
each other.
It can also be adapted to training opportunities (what they value the most in a VET
training for example).
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My professional values (2/2)
How to apply
1.

The facilitator distributes the cards about values and asks everybody to arrange them following a decreasing importance criterion (the
first will be the most important till the last one that will prove to be the least important). If one wants she/he can add a value that is not
included in the list. It isn’t allowed to give the same importance to two or more values.

2.

In the meantime, the facilitator prearranges a sheet with the list of the participants’ names and two columns nearby.

3.

Everybody is then asked to indicate what value she/he assesses more important for her/himself and what conversely turns out the last in
the classification, and the pairs of values are written near the participants’ names.

4.

At this point a collective discussion is opened about what values are subscribed mostly or on the contrary are little appreciated.
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Improvisation
Short description

Application requirements

Apply improvisational performance to job interview simulation. It’s possible to be applied to other
topics. This is an exercise adaptation.

• Approx. 60 min
• Spacious room
• Carpet or other feature to
simulate the stage (doesn´t
have to be in higher position)

Sources
Adapted from 01

How to apply

Recommendations
Prepare
some
warm-up
exercises with the group first
to start to build trust and to
get the group “in the mood”.

Everybody sits on the floor (or in chairs) in a circle around a carpet/blanket that will be the improv’ stage
Facilitators give the instructions (ex. 2 people will voluntarily go to the “stage”; one will be a job interviewer and the other will be the applicant.
Everybody should participate and to do so, each of you can interrupt the improv´at any time touching the right shoulder of the person that you will
replace (the interviewer or the job applicant). When you replace someone you must take the action from the exact position of the former participant
but you can change entirely the course of the story. There will always be 2 persons on the stage)
Debriefing: group discussion about:
-How they felt about the exercise
- How to behave (non verbal and verbal) in a job interview according to different interviewer’s attitudes or questions

59

Photovoice
Short description

Application requirements

Photovoice is a participatory action research methodology created by Caroline Wang and Mary Ann
Burris in the early 1990’s where “people can identify, represent, and enhance their community
through a specific photographic technique” (Wang & Burris, 1997, p. 369). For this project
Photovoice can be used to support the identification of some key issues important to discuss among
young people in NEET situation.

•Approx. 60 mins
• Printed photos

Sources
Adapted from 28 | 31

How to apply

Recommendations
If photo topic is related to
something they would like to
change, to difficulties or
challenges it’s very important
to add a topic to discussion
focus on possible solutions to
not end the session in a
negative and powerless mood.

Facilitator or group choose a theme for the photo challenge (according to the participant’s needs and profile). E.g.:
•A thing about my life I would like to change (next week, next month)
•A thing about my life I’m proud of
•Something that represents one of my main difficulties in entering labour market
Ask participants to take a picture (with their mobile phone) related to the theme and to write a narrative* about the picture during next week (give the
information that pictures will be the focus of the next group session so they not show anything too private)
Ask to send the picture at least a day before next session so it can be printed
Showcase the pictures in the room, let everybody check the “exhibition”
Everybody presents his/her picture
Group discussion
*Using SHOWeD method: What do we See here? What is really Happening here? How does this relate to Our lives? Why does this situation, concern, or
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strength exist? What can we Do about it?

Speed interview
Short description
Train employability skills:
a) Interpersonal Communication b) Enthusiasm & Attitude c) Flexibility & Adaptability
d) Professionalism e) Ability to Accept and Integrate Criticism and Feedback

Sources

Application requirements
• Approx. 60 min
• Timer
• Speed
Interviewing
worksheet
• Writing utensils

Adapted from 32
How to apply
Break participants into groups of three. Explain that they are going to participate in a brief mock interview to help them practice answering some of the
most commonly asked interview questions. Have them treat it as much like a real interview as possible.
Assign roles to team members: Observer watches the interaction, rates the person being interviewed, and notes their observations on the Speed
Interviewing worksheet; Interviewer asks the questions; Interviewee answers the questions.
Variation for smaller sized groups: break participants into teams of two where the interviewer simultaneously plays the role of the observer.
Set timer for three minutes and start the interview. Walk amongst the groups and listen to responses throughout the interview session.
When three minutes have passed, stop the interview process and give groups one minute for the observer to offer feedback to Interviewee.
Repeat this process until everyone in the group has had a chance to play each of the assigned roles.
Discuss lessons learned, your observations, and share observations that could help the entire group.
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Provide work-based learning experiences to young
people
In this chapter you will find tools that can help you promote work-based learning experience to participants. Work-based learning
experiences can assume different purposes, they can contribute to orient and stabilize young people in NEET situation, to develop
skills or to insert young people in labour market or in an educational opportunity.

Inspiration tools

Individual activity

Guidance tools

Group activity

Work templates
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Mentoring guides
Short description

Recommendations

Small guides where you will find some basics on mentoring. You will find 2 different
guides: one for mentees, the other for mentors. You will have access to important
information not only to provide to mentors and mentees but also for you to mediate
mentoring relationships. You can access these tools on:

Mentoring can be an activity
very fruitful to orient and some
times even to support the
inserting phase. However,
preparing an alignment of
expectations between mentors
and mentees is a key factor.

Guide for mentor: https://trello.com/c/3iDpXuCk/14-o2-a2-creation-of-the-tools-foraction
Guide for mentee: https://trello.com/c/3iDpXuCk/14-o2-a2-creation-of-the-tools-foraction

Set a strong local stakeholders
network in order to amplify
your mentors’ pool.

Sources
Adapted from 22 “Faz-Te Forward” (TESE’s project)

How to apply
These guides are meant to be read in the preparation phase in order to facilitate and guide youth
workers in mentoring activities (including how to prepare these experiences) related to the project.
You can also adapt the different templates to the NEETS IN ACTION project.
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Mentoring agreement
Short description

Recommendations

Document that gives “formality” to mentoring relationship and points out
responsibilities of each part. It is also useful to promote a greater sense of compromise
towards
mentoring
relationship.
You
will
find
it
in
this
link:
https://trello.com/c/3iDpXuCk/14-o2-a2-creation-of-the-tools-for-action

Only use this document if
project
provides
formal
mentoring.

Sources

Adapted from 22 “Faz-Te Forward” (TESE’s project)

How to apply
This document is to be signed in the first meeting between mentor and mentee.
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Job-shadowing
Short description

Recommendations

Job-shadowing can be done as an individual or as a group activity. A short description of jobshadowing and some templates are available in Mentoring Guides (TESE, 2018). Check p. 63 of this
guide.

Involve potential employers that are
interesting for participants.
Invest in preparation.
Involve companies and/or business
associations in your local network of
stakeholders in the preparation phase.
Only involve more than 1 participant if
they have interest in the same job
function and if the company allows to
receive more than 1 participant.

Sources
Adapted from 22 “Faz-Te Forward” (TESE’s project)
Application requirements
• Organisations available
• Transportation for job-shadowing experiences

How to apply
•
•
•
•

In a later stage of intervention after knowing better participants profiles and professional areas of interest, you can organize job-shadowing
experiences.
These experiences can be done in the scope of a mentoring relationship or not. If not, you can ask participants to identify some job functions that
they would like to follow for one day. At least, ask each participant to identify and rank 4 of them.
You contact and invite organisations giving them project’ details and exposing added value of this experience (you can get inspiration on Mentoring
Guide) and schedule job shadowing experiences.
To prepare job-shadowing experience check page 20 of Mentoring Guide for Mentees (TESE, 2018).
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Guidelines for training oriented internships
Short description

Recommendations

Internships which are prepared systematically and which are oriented around real practices in
companies and businesses, and which address the strengths and talents of each individual are a
tested and successful practice and therefore with a good prospect of success.
This guideline, developed under NEETS AT RISK project aids the co-creation of such internships with
suggestions for checklists, methodological hints and a structure for planning, implementing and
reflecting the internship. The guideline describes an adaptable general model of an internship and it
can be found in this link: http://www.preventingneets.eu/

Involve potential employers that are
interesting for participants.
Invest in preparation.
Involve companies and/or business
associations in your local network of
stakeholders in the preparation phase.
Check the other kind of work based
experiences in the end of this guide as
well as the indications to organize it.

Sources
15
Application requirements
• Organisations available to receive interns
How to apply

This guide is meant to be read in the preparation phase in order to facilitate and guide youth workers in organising training oriented
internships activities (including how to prepare these experiences) related to the project.
You can also adapt the different templates and guidelines to NEETS IN ACTION project.
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Job tour
Short description

Recommendations

Job tour(s) are a vocational experience where young people can contact with different professional
fields by visiting work places.

Invest in preparation.
Involve companies and/or business
associations in your local network of
stakeholders in the preparation phase
so it can be easier to identify potential
workplaces to visit.
If possible choose a workplace with
several departments so different
interests can be meet.
It’s not recommended for only 1
participant (see job-shadowing).

Source
Adapted from Orienta.Te (TESE’s project)
Application requirements
• Organizations available
• Transportation for job tour experiences
How to apply
•
•
•

•
•

In later stage of intervention after knowing better participants profiles and professional areas of interest, you can organize job tour experiences.
You can ask group of participants to identify some companies or other workplace they would like to visit and to know more about. Identify and rank
4 of them and suggest other alternatives if that ones don’t work.
You contact and invite organisations giving them project’ details and exposing added value of this experience and explore their availability in
receiving a group of young people to visit the premises and to ask some questions about organization and/or job functions.
Before the visit, prepare participants: Explore main goals of the visit? Expectations? Questions they would like to ask? Etc.
In the end of the visit reserve a moment for debriefing: Level of satisfaction? Main learning? Biggest surprises? Etc.
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Informational interview
Short description

Application requirements

Informational interviews are moments where people go interview someone in a company where
they would like to work. This person can be a manager or someone responsible for taking decisions
about hiring employees. These interviews are not made to ask for jobs. It’s an opportunity to know
more about the company, job positions and how to get there.

• Approx. 60 min (preparation)
• Paper and pencil
• Organizations available

Sources

Recommendations

Adapted from 25

Invest in preparation.

How to apply
In NEETs IN ACTION project, this technique can be used by young people. In this interview (15; 20 or 30 min), young people would ask about what kind
of skills would be needed to work in the company; what kind of additional training is needed; what are the features that they most value in a candidate;
what are the applications that are more appealing, etc.
•Support young people in identifying 5-10 organizations where he/she would like to work
•Support contact (review the email if needed)
•Support young people in expectations management (he/she may need to make 20 contacts to have one answer)
•Support young people in the preparation of interview questions as well as to prepare CV / motivation letter /cards in case the company asks him/her
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Career speed dating
Short description

Recommendations

This tool was inspired in Career speed dating by Birmingham University. This event provides a chance
for students to ‘speed meet’ a number of STEM professionals. Using quick-fire questions, students
will gather information on a number of STEM careers. It can be adapted to NEET IN ACTION project.

Involve potential employers that could
be
interested
in
participant’s
profile/skills and in the other hand also
assure employers are interesting for
participants.

Sources
Adapted from 29
Application requirements
•
•
•
•
•

Involve companies and/or business
associations in your local network of
stakeholders in the preparation phase.

Employers available
Venue (a simple room with several tables and chairs can be used)
Paper and pen
Timer
Approx. 60 to 90 min

How to apply
•

•

In a later stage of the intervention after knowing better about the participants profiles, professional areas of interest and after working on their
employability skills, you can organize an event where you gather potential employers and your project participants so they can have speed job
interviews. For example, you can set 5 minutes for each interview. Each young people goes through as much tables as he/she can during the 60 or
90 minutes event.
This can also be made with the intent not to hire but to inform young people about their area of interest (and it would serve more orienting
purposes).
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Job or VET fair
Short description

Application requirements

Job or VET fairs are events where young people can contact with different employers/VET providers
and get more information about their professional / VET field of interest.

• Open space
• Tables and chairs
• Audio-visual material (if applicable)
• Communication material
• One morning and/or one afternoon

Sources
Developed by TESE in the scope of NEETS IN ACTION project (2018) and adapted from
Fundación Ronsel suggestion
How to apply
•
•
•
•
•
•

In later stage of intervention after knowing better participants profiles and professional areas of
interest, you can organize job / VET fairs
Set a date and a location
Identify local organizations related to participants’ interest and invite them to be present,
explaining the scope of the event
Assure logistics
Before the event, prepare participants (inform which entities will be present, manage
expectations; assure CVs are ready, presentation “pitches” are ready, etc.)
In the end or in the next group session reserve a moment for debriefing: Level of satisfaction?
Main learnings? How many professional / VET contacts? Etc.

Recommendations

It can also be used as a “grabbing”
event” if you have a stand in a fair
related to the project.
You don’t have to organize a giant fair.
It’s more productive to have fewer
representations but more suited to
young people’s interests.
Look for synergies in your local
network of stakeholders to organize
this event.
70

In-company classes
Short description

Application requirements

In-company classes are a method of moving part of the classroom teaching and learning processes to
company premises. In the tool’s source, the teacher will have the opportunity to teach theoretical
subjects and at the same time show the students how this theory can be applied on the work floor. It
is essential for students to observe how theory is put into practice.

• Transportation to organisation
• Pedagogical material if applicable
• Available organisations
• Approx. 90 min

Sources
Adapted from 27
How to apply
According to participants’ profile and interests, you can organize an in-company class as a project
activity.
1.
2.
3.
4.
5.
6.

Identify a class topic to explore on in-company class
Gather an expert (e.g. local teacher or experienced worker) that is willing to provide that class
Identify an organisation that is available to receive participants in their premises
Prepare all the logistics for the class to happen
In-company class day
At the end of the class, debrief activity with participants (e.g. main learnings, further
questions, etc.)

Recommendations

Go to the identified source for more
details on how to organize an incompany class.
Use this tool for inspiration to other in
company learning activities.
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Need more inspiration?
SALTO (Support, Advanced Learning and Training Opportunities for Youth) resources and
tools (It works within the Erasmus+ Youth programme, the EU programme for education,
training, youth and sport)

Community tool-box

Mindtools

Youth Work Resources
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