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Introduction to META-COIN

In an era of rapid technological advancement, shifting socio-economic dynamics, and
increasing global interconnectivity, the META-COIN project, co-funded under the
Erasmus+ Programme (2022-1-FI01-KA220-VET-000086285), addresses the pressing
need for the development of meta-skills to meet the demands of the future labour
market. Meta-skills, encompassing capabilities such as critical thinking, adaptability,
emotional intelligence, and creative problem-solving, are higher-order competencies
that underpin the ability to learn, innovate, and respond effectively to complex
challenges. As workplaces become increasingly multifaceted, these skills form the
foundation for both personal and organisational success, enabling individuals to remain
resilient and adaptable in evolving professional landscapes. The project seeks to
enhance awareness of these competencies and integrate them into vocational
education and training (VET) methodologies to align with global workforce demands.

The significance of meta-skills becomes particularly evident in internationalised and
multicultural work environments, where the ability to manage diversity and promote
inclusion is pivotal. Multinational corporations, educational institutions, and
community-driven organisations all benefit from the integration of meta-skills in team
management and operational strategies. Within such contexts, meta-skills facilitate
effective communication, the resolution of cross-cultural challenges, and the leveraging
of diverse perspectives for innovative solutions. Their application extends beyond
professional interactions, ensuring collaborative and inclusive practices essential for
addressing complex organisational issues.

The present Trainers' Manual has been developed to assist educators and trainers in
incorporating the META-COIN training offer, including its course curriculum, activities,
and assessment methodologies, into both online and offline educational contexts. It
provides a comprehensive framework for the integration of meta-skills training into
diverse learning environments, enabling participants to acquire the competencies
necessary for success in a rapidly evolving labour market. Its focus on practical
implementation bridges theoretical insights with application, ensuring the effective
delivery of training tailored to the needs of individuals and organisations.

The development of the META-COIN course was informed by a rigorous methodology
employed in creating the project’s Good Practice Guide on ‘How Meta-Skills Have Been
Trained in Work Contexts Worldwide’. The partnership synthesised its findings into this
guide, offering a comprehensive resource for institutions, educators, and professionals
to incorporate meta-skills into their training frameworks. The first step involved the
creation of national reports by each partner country, based on comprehensive desk
research. These reports identified best practices in VET and CVET training curricula
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across Europe, analysing their effectiveness using a standardised set of Key
Performance Indicators (KPIs). The KPIs evaluated practices based on criteria such as
success rates, sustainability, gender equality, diversity, and adaptability, among others.
Each practice was rated on a scale from 1 (least efficient) to 5 (most efficient), ensuring
an objective comparison of training methods across different contexts. The 15 best
practices identified through this evaluation were included in the guide, providing a
foundational framework for structuring the course.

The next step involved incorporating industry insights through surveys and interviews
conducted with companies and organisations in the partner countries. These
interactions offered a critical perspective on existing training gaps and real-world
requirements, ensuring that the course structure addressed actual market demands.
The methodology for gathering these insights employed three distinct questionnaires
tailored foremployees, HR managers, and administrative staff. This structured approach
allowed the partnership to gather unbiased, comparable data across varying national
and cultural contexts. The survey and interview findings provided essential input,
particularly in identifying the relevance of the three primary areas covered in the course
curriculum: Self-Development, Working in Teams, and Dealing with Change. These
thematic pillars were chosen by the consortium to address the meta-skills most sought
after in contemporary professional settings.

The META-COIN materials are an OER resource thanks to the Erasmus+ project funding,
registered as Open Educational Resource under creative commons CC BY SA which
means they may be changed, the project shall be cited, and the materials produced using
this resource must also be labeled as OER CC BY SA.

@O0

The Best Practice Guide may be downloaded here:

ENGLISH: https://metacoinproject.eu/outcomes/
FINNISH: https://metacoinproject.eu/fi/tulokset/

FRENCH: https://metacoinproject.eu/fr/resultats/

GERMAN: https://metacoinproject.eu/de/ergebnisse/
HUNGARIAN: https://metacoinproject.eu/hu/eredmenyek/

ITALIAN: https://metacoinproject.eu/it/risultati/
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The partnership

This manual, along with its accompanying training resources, is the intellectual output
of a transnational collaboration between seven European organisations: Omnia
(Finland), KMOP Policy Center (Belgium), 36,6 CC (Scotland), Artemisszid, (Hungary),
ENGIM (ltaly), Padmanau Studio (Germany), and Syncnify (France). Reflecting the ethos
of the Erasmus+ Programme, this partnership combines diverse cultural and
professional expertise to design innovative approaches that promote adaptability,
inclusivity, and sustainability.

CHMHRIA POLICY CENTER

Through its structured project and course methodology committed to advancing
vocational education and training (VET), META-COIN addresses critical workforce
challenges, ensuring the development of a skilled, resilient, and future-oriented labour
force capable of navigating an increasingly interconnected world.

META-COIN Methodology

The META-COIN materials are directed at trainers and educators wishing to incorporate
the development of meta-competences in initial and continuous professional training.
In this publication, trainers are given practical ideas on how to support their learners’
process of self-empowered learning in adapting to changes that may have or will come
up in their everyday personal and professional lives to allow them to respond with more
confidence and resilience in situations that may call for creative and flexible solutions.

The META-COIN course allows for three modes of learning: individually - through e-
learning, and in-person group settings, either in a hybrid or in a fully offline version. The
course combines theoretical explanations with practical application and offers a lot of
time for self and group-reflection. Each module includes theoretical background and
hands-on activities to immerge in the topic and to allow the participants to determine
their own learning.

To start off the process of self-empowerment, learners are provided with a self-
assessment tool which they may turn to repeatedly as they work through the materials
to understand how their perspectives are changing and what their current status quo
feels like to them, where they feel more confident and where they understand the topic
they are learning about more profoundly.
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The individual e-learning course consists of small units that participants may work on
following theirown timing. Thisis especially helpful for employees who integrate learning
sessions in their working day, for example as a suggestion by their management, as part
of the CPD - continued professional development — in the organisation. There is a User
Guide, to allow for smooth access and proceeding within the LMS - learning
management system - that bring the MOOC to the learner. The MOOC is accessible
through the project website: https://metacoinproject.eu/courses/, where the User Guide
also can be downloaded.

This manual offers guidance for the trainers as to how to conduct a training for a group,
in a class setting using the presentations and activity descriptions provided in the hybrid
group materials course. The three modules with its theoretic module-, and topic
introductions as well as activity-sheets provides the trainer with hands-on materials,
theoretical background and further resources. The activity sheets are for offline groups,
however, there are cues as to how to use the tools in hybrid and online settings. The
trainers may also decide to incorporate the individual e-learning course from the LMS in
the learning process as another additional resource.

By the end of the course, learners will have gained both theoretical insights and practical
skills, preparing them for real-world applications in their private and professional lives,
enabling them to react in a more informed way, using meta-competences and interact
more self-reflected with others.

All materials are linked throughout this Trainer’s Manual singly, and there are links for
downloading the course introduction, as well as the full modules as pdf. In the following,
the self-assessment tool and the course structure with its materials will be explained.

Self-Assessment Tool: self-reflection on the status quo

The self-assessment tool allows the participants to evaluate their status quo and laterto
reevaluate their meta competence learning. This self-reflective practice supports the
self-empowerment aimed for by the course and give the individuals time to understand
themselves better. Its structure follows the modules and topics of the course. For each
topic, five statements are rated using a scale ranging from 10-1 which incorporates the
EQF levels:

0 | am confident
| ask for occasional support
| still need support
It’s early days
| am starting to take responsibility for my actions

g O N 00 O =

| am starting to think for myself
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| try but always need support to keep going
I try but | give up easily

I would like to try

That sounds like me

= N W b

The results are visualised in a spider graph and can indicate topics to pay attention to in
further learning, if the result for a topic is lower than the average.

My meta-skill levels

10
Learning Skills
10

Creativity Critical Thinking

10 10
Problem Solving Selt-Management

Readiness to Chibge Emigkional intelligence

Flexibility Social Skills
10 10

10

Cultural Awareness

The use of the Self-Assessment Tool is explained in more detail in the User Guide.
Following this ink to Self-Assessment Tool

Self assessment of meta skills - META-COIN Project

participants can access it online during various points in their learning journey. For
each of the 12 meta-competences, there is one question for which a number between
10-1is chosen according to above descriptions. Entered manually in the Self
Assessment Tool, the outcome gives indications which skills may be improved with the
META-COIN learning tool.
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META-COIN Course Structure

Learning activities for meta competences forinternationalised working environments are
available inindividual e-learning in a MOOC and as hybrid group materials. The course is
structured in three modules with four topics each:
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All modules with their four topics have descriptions with aims and outcomes, and
activities with fully developed materials, resources and sources. These materials are
available as downloadable PDF files, linked in this manual.

All members of our international partnership members participated in making these
materials, therefore there are differences, for example sometimes the outcomes and
objectives are more formulated for the trainers, sometimes more for the learners. Also
the citation and referencing styles differ throughout the materials. We have used Al,
sometimes for drafting materials, surely for the initial translations, and then proofread
the texts.

Module 1: Self Development

Self-Development reflects the essence of personal growth and continuous improvement,
emphasising a journey of self-discovery and enhancement. This module aims to equip
individuals with the necessary skills to thrive in both personal and professional settings,
focusing on learning skills, critical thinking, self-management, emotional intelligence, and
empathy. By fostering these abilities, it prepares learners to adapt to the ever-changing
demands of modern life, ensuring they can acquire, retain, and apply new knowledge
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efficiently. Enhancing learning strategies and critical thinking skills enables individuals to
analyse information objectively, make reasoned decisions, and solve problems effectively,
essential traits for success in today's fast-paced society.

In addition to cognitive skills, the module highlights the importance of self-management,
emotional intelligence, and empathy, crucial for both personal productivity and interpersonal
relationships. Self-management skills such as self-motivation, self-awareness, and the ability
to work autonomously are vital for achieving goals and maintaining productivity. Emotional
intelligence and empathy are key for building and maintaining healthy relationships, fostering
compassion, and creating a collaborative environment. By focusing on these areas, the
module aims to develop well-rounded individuals who are not only knowledgeable and skilled
but also empathetic, capable of contributing positively to their working environment and
society.

Self-development is the art of nurturing one's soul, mind, and spirit, embarking on a journey
of perpetual growth and enlightenment. The module title itself underscores the idea that
development is a personal endeavour, one that requires self-examination, commitment, and
effort. It implies a holistic approach to growth, including not just intellectual capabilities but
also emotional, social, and practical skills. Under this scope, the present module is designed
and broken down into four essential topics, each chosen to address critical aspects of personal
and professional growth.

1.1 Learning Skills

Learning skills are fundamental as they form the foundation for acquiring and mastering new
knowledge and competences. By developing strong learning skills, individuals can improve
their ability to absorb information efficiently, which means they can process and understand
new concepts more quickly and thoroughly. Additionally, effective learning strategies enable
individuals to retain information longer, which is essential for long-term knowledge acquisition
and application. This is not only beneficial for career development but also for personal growth,
as it encourages a lifelong pursuit of knowledge and self-improvement.

Activities:

ACTIVE LISTENING The activity is based on the principle “Motivation- Activation —
Reflection” principle. The first partis done by each
participant on his/her own while the second part is carried
outin small groups. A final wrap up summarises the findings
that each participant might have encountered.

MY PERSONAL The exercise 'my personal strategy' is a personalised self-

STRATEGY management activity that encourages participants to actively
plan, monitor, and reflect on their own learning strategies,
following simple steps towards clear and achievable goals.
Participants can experiment with different learning strategies,
testingthem in order to identify one or more methods useful
for enhancing their personal learning journey. The process is
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described in a mind map, a kind of timetable with a defined
structure, but which the participant must fill in individually
and freely, asif it were a game. Each step, both individual and
group, must be recorded on the personal sheet and
contribute to the learning experience, at the end of which it
will be important to carry out a review.

1.2 Critical Thinking

Critical thinking endows individuals with the capacity to analyse information with objectivity,
evaluate arguments rigorously, and arrive at reasoned decisions. This cognitive process
involves questioning assumptions, recognising biases, and considering alternative
perspectives, which are essential for a comprehensive understanding of any issue. In an
environment where the proliferation of information is vast but not uniformly reliable, the
discernment of fact from fiction becomes an invaluable skill. Consequently, critical thinking
equips individuals to solve problems with greater efficacy, make well-informed choices, and
navigate complex scenarios with assurance.

Activities:

BY WORD OF The exercise is based on the “motivation — activation —
MOUTH reflection” principle which is the base of the “Six seconds”
methodology for emotional intelligence (see below). This
activity is a reenactment of the classical children game

“Chinese Whisper”.

THE THREE SIEVES  The activity follows the pattern of “motivation — activation —
reflection” and the role of the teacher/trainer is to engage the
students in reflection through some key questions. One their
part, the participants will have to engage by sharing their
experience.

1.3 Self-Management

Self-management, including self-motivation, self-awareness, and the capacity for autonomous
work, is vital for personal productivity and the attainment of long-term objectives. Self-
motivation drives individuals to set and pursue meaningful goals, while self-awareness allows
for a realistic assessment of one's strengths and areas for improvement. The ability to work
autonomously builds independence, fostering a sense of accountability and responsibility for
one's actions. Moreover, self-management skills are crucial for effective time management,
stress reduction, and the maintenance of a healthy work-life balance. These competencies
enable individuals to navigate the demands of both personal and professional life with
confidence and resilience.

Activities:

DISCOVERING YOU  The 16 Personality Test, inspired by the Myers-Briggs Type
Indicator (MBTI), classifies individuals into 16 types based on
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cognitive and behavioural preferences. It enhances self-
awareness and interpersonal understanding by examining
dichotomies such as Introversion vs. Extroversion. In group
settings, it fosters communication, collaboration, and
appreciation of diversity.

MY SOLO QUEST The "Solo Quest Map" is a self-management exercise where

MAP participants plan, monitor, and reflect on personal growth
using SMART goals and the Eisenhower Matrix. It provides a
structured framework to break larger goals into manageable
tasks with clear milestones.

1.4 Emotional Intelligence

Emotional intelligence and empathy are indispensable for the cultivation and maintenance of
healthy interpersonal relationships. Emotional intelligence entails the recognition and
regulation of one's own emotions, alongside the comprehension and influence of the emotions
of others. Empathy enables individuals to establish deeper connections with others,
establishing an environment of compassion, cooperation, and mutual respect. These
competencies are essential for effective communication, teamwork, and the resolution of
conflicts, as they promote understanding and collaboration among diverse groups. By
developing these skills, individuals can create more harmonious and productive relationships,
both personally and professionally, leading to greater overall success and fulfilment.

Activities:

EMPATHY MAP This activity helps you understand other people better: What
they think and feel or what they say and do in different
situations. What is their pain/pressure points and what does
their success look like.

EMOTION CARDS This activity aims to support the recognising, naming, and
coping with emotions and feelings.

Module 2: Working in Teams

There is hardly any job interview where at some point the candidate does not face the
question: “Are you a good team player?” The answer is usually an enthusiastic “Yes!”, but it
takes more to convince our future employers that we will function well in their team. The first
step is to show them that we understand what they speak about. Indeed, what does it mean
to be a good team player?

Competence is a combination of knowledge, skills and attitudes, so the question can be
translated in this way: what should somebody know, what things should they be good at and
what should be their general disposition to help a group develop? In this case, the attitude
may come first.

Selfishness runs against teamwork. The collective must be seen as a value, for which some
amount of sacrifice is worth. At the same time, without individual responsibility and the will to
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do ones’ very best the positive effect of affective involvement in the group may be lost. Here
comes the importance of skills. Any group is an abstraction to some extent. Concretely, the
group manifests in interactions. Communication is the key! It is great if we can communicate
clearly, but at the same time we should learn how to pay attention to the other as a person,
not just as the recipient of the message. Cooperation is doing with. Doing with means
sometimes to make compromises, to let some of our best ideas go if they do not seem the
best idea to accommodate others.

Cooperation means to be able to adapt, to listen, to lead or to give in — depending on the case.
Cooperation means also to accept that diversity is the natural context to any kind of team, and
it is better to embrace it than to work against it.

Formal knowledge is less important for working well in teams than skills and attitudes but there
are certain things that are useful to know, and which can be learned. It is because what you
think about group culture (culture in general), group identity, diversity, leadership or
communication may affect the way how you evaluate events and facts, and how you act in
certain situations. Humans are meaning-making creatures and as we go through our days, we
do not stop creating naive theories to give explanations to our experiences. The advantage
that we have on animals is that we can rely on the knowledge of those that have been there
before us. Thatis why it is a good idea to learn about existing theories of team work to confront
with them our naive theories.

2.1 Social Skills

Social skills are the abilities that allow individuals to interact effectively and harmoniously with
others. They include a wide range of capabilities such as communication, active listening,
empathy, conflict resolution, teamwork, and adaptability. These skills enable people to
understand and respond appropriately to the feelings, needs, and behaviours of others in
various social contexts.

In a team setting, social skills are crucial because they foster collaboration, build trust, and
create a positive work environment. When team members communicate well and show
empathy, for example, they can better understand different perspectives, resolve conflicts
amicably, and ensure everyone feels valued and heard. This ultimately leads to improved
productivity, creativity, and a more cohesive group dynamic, making it easier to achieve
common goals.

Activities:

DIALOGUE BINGO Examine your own typical ways of interacting and develop
them in a more dialogic direction.

THE NAPKIN, THE It's said that some of the best ideas were written on a napkin.

IDEAS, THE GROUP This activity imitates this scenario, to encourage the teamto
collaborate to solve problems creatively and thanks to
teamwork. Simple activities like this one with the napkin,
create moments of discussion that can help build the working
group thanks to the development of key transversal skills
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2.2 Teamwork

such as empathy, problem solving, teamwork, cultural
awareness.

The skill of cooperation is the ability to work effectively and willingly with others to achieve a
shared goal. It involves open communication, sharing responsibilities, offering support, and
showing respect for diverse perspectives within a group. Cooperation requires not only a
willingness to work alongside others but also adaptability, compromise, and a focus on
collective success over individual interests.

Cooperation is vital in team settings because it fosters unity, trust, and efficiency. When team
members cooperate, they pool their unique skills, knowledge, and ideas, which often leads to
better decision-making, innovation, and productivity. It also helps to reduce conflicts and build
strong interpersonal relationships, ensuring that challenges are tackled collaboratively, and
successes are celebrated together.

Activities:

DIVERSITY GAME

VIRTUAL TEAMMATE

WHAT DOES
WORKING IN ATEAM
MEAN?

CHANGING MY HAT

Participants are engaged in an activity where they form
groups and based on the experience, they reflect on the
criteria of how we tend to form groups in real life. Challenged
by the facilitator, they are pushed to creatively find different
ways of group formation, which allows a deep discussion
about group identity, exclusion and inclusion, aswas as a
reflection on the comparative advantages of homogenous
and diverse teams in a working environment.

This activity works towards including all members of a team,
using their competences and diversity as fully as possible and
making them know each other better. The trainer asks the
group to choose a topic, this could be a real problem in the
workplace, a situation where change is necessary to adjust. In
small teams, the learners explore their individual strengths
and competences and with these they build a “virtual
teammate” combining all these capacities that allow to find
the best solution.

Self-assessment activities on the meaning of “teamwork”. The
idea behind this activity is to make the participants aware of
the skill we use when working in a team and about their
importance.

NB: This activity is meant to be done in a multicultural group,
with people speaking different languages.

In this activity, the trainer or a learner chooses a dilemma, a
problem or a real-life situation to think about. It serves as a
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practice of changing perspectives and as the activity
proceeds, many perspectives are experienced, therein
teaching about flexibility which is fundamental to training
readiness as a competence: Stepping across the door swell
more easily each time. Each learner is assigned a role
represented by a coloured hat and invited to explore the
problem or situation from multiple angles through teamworkin
the verbal exchange but also in changing roles individually.

2.3 Cultural Understanding

Cultural awareness is the ability to recognise, understand, and respect the differences and
similarities between one's own culture and other cultures. It involves being conscious of
cultural norms, values, communication styles, beliefs, and behaviours that may vary across
different groups. This awareness enables individuals to interact more effectively with people
from diverse cultural backgrounds.

In team settings, cultural awareness is crucial because it helps to build inclusive, respectful,
and harmonious environments. By appreciating and valuing diverse perspectives, team
members can foster mutual respect and reduce misunderstandings or conflicts. It also
encourages innovative thinking and more effective collaboration, as diverse experiences and
ideas are integrated into problem-solving and decision-making processes. Cultural awareness
thus strengthens teamwork and enhances the overall performance of the group.

Activities:

CULTURE IN THE
ROOM

THE ONION OF
IDENTITY AND
CULTURE

DECENTERING
PICTURES

META-COIN TRAINERS’ MANUAL

The activity invites us to understand that culture is present
everywhere around us - and even within us. Training rooms,
living rooms, dining rooms as well as the public space are “full of
signs of culture”. To appropriately decode a space, we need to
be aware of the norms and values of its builders and inhabitants.
Participants in this exercise decode the signs in the physical
space that refer to cultural values and norms.

This activity wishes to explore the concept of culture and identity.
It can also serve getting to know each other, but not as a first
exercise, as the information we share may have sensitive
components that are more difficult to unveil (or name) to total
strangers.

This activity demonstrates that we do not only passively bear the
imposition of cultural norms, but we internalise and perpetuate
them. It is a good way of introducing the concepts of frame of
reference, sensitive zones and culture shock and the core
concepts of intercultural theory. During the exercise, participants
are asked to reflect on pictures that are likely to trigger strong
emotional reactions. During the discussion they realise that what
is at stake on the picture is not what is represented, rather their
own cultural embeddedness.
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2.4 Leadership

Leadership skills are the abilities that enable an individual to guide, inspire, and influence
others toward achieving a common goal. These skills often include effective communication,
decision-making, problem-solving, empathy, adaptability, and the ability to motivate and
delegate tasks appropriately. Good leaders lead by example, provide direction, and foster an
environment where team members feel empowered and valued.

In a team setting, leadership skills are important because they help maintain focus, drive
progress, and build a positive and collaborative work culture. Effective leaders bring out the
best in each team member, ensuring that everyone contributes to their fullest potential while
promoting cohesion, trust, and resilience. This results in more productive, efficient, and
motivated teams that are better equipped to overcome challenges and reach their goals.

Activities:

COMPARING The objective is to understand different leadership styles

LEADERSHIP across cultures and explore how these styles manifestin

STYLES various cultural contexts. Learners will discuss their
preferences, reflect on the adaptability of leadership stylesin
multicultural teams, and develop insights on leading
effectively in diverse environments.

WHAT JUST The activity aims to enhance participants' ability to effectively

HAPPENED? navigate cultural diversity to lead and manage conflicts within

multicultural teams through interactive learning and skill-
building exercises by explaining cross-cultural interactions.

Module 3: Dealing with Change

Competences to deal with change are essential in today's fast-evolving world. These skills,
such as problem-solving, creativity, and readiness to change, enable individuals to navigate
uncertainty effectively. Problem-solving fosters the ability to address challenges
systematically, while creativity encourages innovative solutions. Readiness to change reflects
an openness to new experiences and approaches, vital for adapting to shifting environments.
Flexibility ensures individuals can cope with unexpected events and stressors without losing
focus or productivity. Together, these competences equip individuals to thrive amidst constant
change, maintaining both personal and professional growth.

Change is a constant in both personal and professional life and adapting to it effectively
requires more than just practical skills, it calls for a shift in mindset. This module is designed
to help individuals develop key competences that foster adaptability and resilience in the face
of change. It focuses on nurturing a mindset that embraces change, encourages flexibility, and
promotes creative problem-solving.

By working through these exercises, participants will enhance their ability to adjust
approaches, think innovatively, and remain open to new possibilities. Whether it's navigating
uncertainty, handling stress, or finding new ways to overcome obstacles, the competences
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covered in this module will equip learners with the tools necessary to thrive in ever-changing
environments. The goal is not just to cope with change, but to leverage it as a catalyst for
personal and professional growth.

3.1 Flexibility

This competence includes uncertainty tolerance, stress resilience, and adaptability, ensures
individuals can cope with unexpected events and stressors without losing focus or productivity.
Flexibility, in the context of dealing with change, refers to the ability to adjust one's thinking,
behaviour, and approach in response to new or shifting circumstances. It involves openness
to new ideas, the capacity to modify plans when necessary, and a willingness to let go of rigid
ways of doing things. Flexibility is crucial when facing unexpected changes or uncertainties,
as it allows individuals to adapt without becoming overwhelmed or resistant.

Being flexible means remaining composed under stress, reassessing goals or methods as
needed, and maintaining productivity despite disruptions. It also includes the ability to pivot
quickly in response to challenges, embracing change rather than avoiding it. Overall, flexibility
enhances a person's capacity to manage uncertainty, solve problems creatively, and thrive in
environments where change is constant.

Activities:

CIRCLE OF The circle of influence is a concept that helps participants
INFLUENCE organise their own opportunities to influence various matters.
It consists of three concentric circles that represent different
levels of influence and control. At the centre of the circle are
the matters that can be influenced and decided upon, while
the outer circles depict matters that have limited control.

The circle influence activity can be done alone oras ateam

together.

UNDERSTANDING Tolerating uncertainty means adapting to change, surviving

SELF CONFIDENCE  with stress and settling for not knowing what'’s next. You can
learn to accept uncertainty by anticipating triggers and
making peace with not having control over things.

3.2 Readiness

Readiness to change is vital to successfully navigating and implementing change because it
represents the mindset and willingness required to embrace new situations, ideas, or
behaviours. Without readiness, individuals may resist change, viewing it as a threat rather
than an opportunity. This openness to change makes the transition smoother, enabling
individuals to adapt quickly and effectively.

When people are ready to change, they are more likely adapt their behaviour to take proactive
steps, learn new skills, adjust their attitudes, and modify their behaviours in alignment with
new demands. This readiness fosters a sense of resilience and flexibility, which are crucial for
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overcoming challenges and uncertainties, making the process of change less stressful and
more productive. Essentially, readiness to change sets the foundation for a successful,
sustainable adaptation to new realities.

Activities:

THE CHANGE YOU
WANT

MIND YOURSELF

3.3 Problem Solving

Getting to know the stages of change and working with
SMARTIE goals towards small achievable stepsina small thing
to adaptto as it changes

This activity is for you or with your team.

Mindful listening to others and your own feelings and thoughts
needs practice. With emotional literacy, communication
becomes easier as self-confidence and empathy strengthen.
This is where emotional safety begins. This activity is for you or
with your team.

Problem-solving is a critical competence for dealing with change because it equips individuals
with the ability to analyse challenges, identify solutions, and implement effective strategies
when faced with new or unexpected situations. In times of change, problems often arise due
to unfamiliar circumstances, disruptions, or complexities. The ability to approach these issues
with a structured and creative mindset is key to navigating transitions successfully.

Effective problem-solving involves critical thinking, decision-making, and resourcefulness, all
of which help individuals break down complex issues into manageable parts, evaluate options,
and choose the best course of action. This competence enables individuals to adapt quickly,
find innovative ways to overcome obstacles, and maintain progress despite uncertainty. In
essence, problem-solving is what transforms change-related challenges into opportunities for

growth and development.

Activities:

UNEXPECTED
STORIES

WHO IS IN CHARGE

The activity is based on the model “Motivation — Activation —
Reflection”. The Motivation Activation and Reflection (MAR)
modelis a psychological and educational framework
designed to understand and promote learning, behaviour
change, and personal development.

Recognise the rules that your own mind produces regarding
your own behaviour or relationships with other people. Rules
are instructions and requirements for yourself produced by
your mind. Learn to evaluate whether the rules help you to
live according to your values or vice versa.
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Sometimes it can be difficult to recognise your own
regulations. If you notice that the rules are adversely
affecting your behaviour, learn to notice when this happens -
and act differently.

Five whys (5 whys) is a problem-solving method that
explores the underlying cause-and-effect of problems. The
primary goal is to determine the root cause of a defect or a
problem by successively asking the question “Why? “

3.4 Creativity

Creativity plays a key role in dealing with change because it enables individuals to think
outside the box and come up with innovative solutions to new or complex challenges. When
change occurs, especially unexpected or disruptive change, familiar methods and strategies
may no longer be effective. Creativity allows people to explore alternative approaches,
generate fresh ideas, and adapt to shifting circumstances in a way that traditional thinking
might not allow.

In times of change, creativity helps individuals and organisations find new ways to achieve
goals, navigate uncertainty, and seize opportunities that arise. It fosters adaptability by
encouraging flexibility in thought and action, helping people embrace change as a chance for
growth and improvement rather than something to fear or resist. Creativity is, therefore,
essential for problem-solving, resilience, and thriving in dynamic environments.

Activities:

CREATIVE Creativity activities vary and are widespread, there are many
EXERCISES to choose from to create and foster an inclusive environment
and create a more engaged learner. Activities provide a series
of short creative team building exercises that encourage
integration of learners from learning and work-related

sectors. Creative exercises help foster diversity in learners.

MIND MAPS Mind Mapping is a versatile development tool that can be
adapted to many situations which can help you connect skills,
ideas, relationships and encourage creativity. Mind Mapping
helps learners strengthen and develop their skills, develop
self-awareness, connect ideas, grow creativity and areas for
improvement.

Resources
e The online multi-language glossary of the Erasmus+ DiM Project may be of help
to Trainers with multilingual groups. The project website provides a centralised
platform for sharing key information, updates, and resources with stakeholders
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and the broader community. While the dictionary is a didactic tool to be used by
teachers in their lessons and by students to implement their autonomy by

learning how to learn. Please follow this link for access to the resource:
https.//www.36and6.pl/36-6-scotland/dim-project

Sources

The sources are given within each module.

DOWNLOAD AREA: META-COIN group materials for hybrid settings

The activity files are available online in the form of PDFs as shown throughout the
description of the topics and we have added them in the following pages in the order of
the modules and topics.

Course materials and links in the project partnership languages:

ENGLISH: https://metacoinproject.eu/outcomes/

FINNISH: https://metacoinproject.eu/fi/tulokset/

FRENCH: https://metacoinproject.eu/fr/resultats/

GERMAN: https://metacoinproject.eu/de/ergebnisse/

HUNGARIAN: https://metacoinproject.eu/hu/eredmenyek/

ITALIAN: https://metacoinproject.eu/it/risultati/
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