List of recommended tools
	Nr.
	Name of the instrument
	Country
	Organisation
	Source

	Type of the instrument
	Short abstract

	1
	SSI Café conversation 
	UK
	-
	www.theworldcafe.com/
	1
	Café conversations are based on the assumption that the usefulness of the knowledge we acquire and the effectiveness of the actions we take depend on the type of questions we ask. So creating an environment where people experience the spontaneity of a small group discussion means that questions can be asked that open the door to dialogue and discovery.  These invite creativity and new ways of seeing problems. Constantly examining one’s own assumptions and each other’s opens up a creative group mind-set leading to new evolving solutions.

	2
	Cafetogo


	UK
	-
	www..theworldcafe.com/cafetogo.pdf
	1
	Cafetogo: Conducting a Café Conversation is simple. Clarify at the start the purpose of the meeting. Create a welcoming space. Explore questions that really matter to the participants. Encourage everyone to express themselves and ensure the more vocal participants appreciate that diversity of opinion is important. Look for connections between diversity. Through shared listening notice emerging patterns, themes and insights.

	3
	Volunteers'  group 


	Finland
	The Voluntary Work Unit of the Helsinki City Social and Health Services Department


	www.hel.fi/wps/portal/Sosiaalivirasto
	1
	The basic idea in this project is that the volunteers should be given a chance to take part in creating, designing and implementing activities together with the staff. This way new forms of activities could arise, the volunteers feel more engaged and they can also find new meaning in their own personal lives. The volunteers'  group gather about once a month and they have 12 meetings altogether. As a result of the project the group has implemented two ideas on how to recruit new volunteer workers to the organisation.

	4
	Preparation course for retirement


	Finland
	The Helsinki City Staff Department 


	www.hel.fi/heke


	1
	One-day retirement counselling events for municipal workers of Helsinki. The programme of the day covers information on pension security, pension system, applying for a pension, possibilities for study and other activities.

	5
	Open study circle for retired people


	Finland
	The Adult Education Centre of the City of Helsinki


	www.hel.fi/tyovaenopisto


	1
	Open and free study circle for retired people. The activity aims to prevent loneliness among older people and encourage retired people to participate.  The group meets once a week and there is always a one hour lecture on varying subjects. Beside the lecture there is time for free discussion, some activities of mutual interest and coffee drinking. The people in the study circle can together with the tutors suggest and discuss the themes of the coming-up lectures and activities in the course. During the first pilot year the group members also started to organize activities and excursions by themselves outside the study circle meetings. The organizers wanted this activity to produce new friendships and social networks among retired people and encourage older people to use and share their tacit knowledge with each other.

	6
	Removing barriers to learning for older people
	Hungary
	Budapest Cultural Centre
	Breaking down barriers to learning for older people – a training manual (ContinYou, 2004)
	1
	This training programme can be used by trainers who are training others to work successfully with older learners but the activities can be used with older learners as well. The programme is a five-day training session.

The activities 

· help participants understand barriers to learning for older people

· help them find ways to overcome these barriers that will work in their own circumstances

· model inclusive methods of training that participants can use back in their own setting

· help participants relax and enjoy their learning.

	7
	Click on it, Granny! Course
	Hungary
	Budapest Cultural Centre
	http://www.bmknet.hu/index.php?option=com_content&task=view&id=241
	1
	Target group: senior citizens over 55. The aims are:
· providing the opportunity to older generation to learn about new ICT

· showing how to access information
· using the internet as a new way of communication (send and receive e-mails)
Main features:

· developing a special curriculum tailored to the older learners’ needs

· small groups (6, max 10 learners)

· making the program as accessible as possible (physically and financially)
· providing them with notes and handouts which are improved regularly
· ensuring consultation during and after the program

· good atmosphere and creating a real community
· certificate with their picture

· no previous experience is needed

	8
	Senior non-profit advisors programme
	Hungary
	Budapest Cultural Centre
	
	1
	It is an 8 day training programme for those who are willing to do voluntary work in different organisations making use of their expertise. Ex-managers of companies were selected. The aim is to prepare them for work as volunteers for NGOs where there is a lack of such expertise. 

Using the method of self-assessment within the framework of a training programme (counselling competence, personal SWOT analysis and motivation). At the end of this process they were able to decide whether or not they wanted to work as volunteers.

Lesson that they had to learn: it is very important to prepare the host organisations as well for hosting volunteers! 

	9
	Plan60 Empowerment Courses 

Plan 60  Empowermentkurse  und Kompetenzentrainings
	Austria
	Forschungsinstitut des Wiener Roten Kreuzes


	Oberzauchner, N.; Stadler-Vida, M.; Rappauer, A.; Pabst, B. (2006): Anleitung zum (Un-) Ruhestand. Ein Handbuch zur Planung und Umsetzung eines Gesundheitsförderungsprogramms für ältere Menschen. Ein Ergebnis des Modellprojektes Plan60. Wien: Forschungsinstitut des Wiener Roten Kreuzes.
	1
	In the empowerment courses the promotion of health resources and other potential was aimed at, preventing physical, mental and social health problems. It was intended to create a fostering environment for older people to autonomously implement own ideas for retirement and to actively participate in societal activities as active citizens (and therefore enhancing health of participants). 
In the empowerment courses relevant topics for older participants were collected to further develop these together. The biography of participants was taken into account as well as their current life situation. 

	10
	„Zum alten Eisen? Zu neuen Ufern!“ 
Retirement prepartion course
	Austria
	Austrian Red Cross
	Gröschel, C., & Huppmann, I. (2004). Zum alten Eisen? Zu neuen Ufern! Pensions-vorbereitung als Baustein zu einem gesunden Älterwerden. Konzept und Kursunterlagen. Wien: Österreichisches Rotes Kreuz. Gesundheits- und Soziale Dienste.
	1
	The Austrian Red Cross developed a workshop for older people one year before retirement to prepare them fort he physical, mental and social transition into this new life situation.

	11
	My personal memory map 
La mappa dei miei ricordi personal 
	Italy
	Autonomous district of Bolzano
	http://www.provinz.bz.it/intendenza-scolastica/download/sestante_01.pdf   http://www.provincia.bz.it/berufsbildung/kompass/index.htm
	1
	This simple and clear map could help the participants to focus on the relevant  argument to point out during the discussion concerning their life stories. The map propose 6 fields where it is possible to note the relevant arguments they want to present: work, formal learning path, non formal learning path, voluntary service/ free time, family and particular events/others.

	12
	Competence balance for working mothers and fathers, those interested in further education and work returners
Kompetenzbilanz für berufstätige Mütter und Väter, an Weiterbildung Interessierte und BerufsrückkehrerInnen
	Austria
	Deutsches Jugendinstitut München


	Erler, W.; Gerzer-Sass, A.; Nußhart, C.; Sass, J. (2003): Die Kompetenzbilanz – Ein Instrument zur Selbst-einschätzung und beruflichen Entwicklung. In: Erpenbeck, J.; Rosenstiel, L. (Hrsg.): Handbuch Kompetenz-messung. Erkennen, verstehen und bewerten von Kompetenzen in der betrieblichen, pädagogischen und psychologischen Praxis. Stuttgart: Schäffer-Poeschl.
	2
	With this instrument skills acquired in the family can be made visible and used for job applications. It can also be used by organisations who want to know about informal competences of their employees. 
The instrument is directed at personal life circumstances and experiences from work within the family. Working life is not elaborated on here. It includes different exercises to collect skills from family work. 


	13
	Citizen’s learning dossiers
Libretto formativo del Cittadino   
	Italy
	Ministry of Labour - Regional Agencies for the Lifelong learning
	G.U. 3/11/2005 n.256 http://www.lavoro.gov.it/Lavoro/Europalavoro/SezioneCittadini/Formarsi/FormazionePermanente/Libretform.htm
	2
	The Personal Training Record is an instrument designed to gather, summarise and document the various learning experiences of working citizens and their skills: acquired during their training pathways, working and everyday lives. The intent is to increase the transparency and usability of skills and the employability of people.

The Training Record was defined by national institutions (Inter-ministerial Decree dated 10 October 2005) and is ruled and issued by the Regions and independent Provinces within their exclusive fields of responsibility related to vocational training and skills certification.

	14
	Europass
	All countries
	European Parliament and the Council
	
	2
	

	15
	Europass CV and personal portfolio
	Finland
	Workers’ Educational Association WEA Finland


	REFINE (Recognising Formal, Informal and Non-formal Education) project 2004-2006


	2
	The portfolio process was carried out in interaction in a peer group and with a tutor in the beginning of the course. The CV was filled up in the end. The project showed, that the Euro-CV with the use of a portfolio is a good tool to recognise own competences and to document them. The portfolio helps the candidate to evaluate his/her skills gained in non-formal learning, which will then be transmitted to the Euro-CV as a documentation of skills and competences.

	16
	My personal history as an activist
	Finland
	KSL Civic Association for Adult Learning 


	REFINE (Recognising Formal, Informal and Non-formal Education) project 2004-2006


	2
	The portfolio documents and reflects the development and nature of the skills and competences obtained in organisational activities. The form of the portfolio is free and the project showed that some kind of a structure e.g. some keywords, good examples etc. are needed to help the participants to orientate towards the process. The structure is preferably to be created in interaction in a peer study group and with a tutor. An example of a structure available.

	17
	Recreational Activity Study Book
	Finland
	The Youth Academy


	http://www.nuortenakatemia.fi/index.php?lk_id=47, REFINE (REcognising Formal, Informal and Non-formal Education) project 2004-2006
	2
	A kind of extended record of recreational activities and the non-formal and informal learning that takes place in those activities. The entries are written and signed by an adult responsible for the activity concerned and the young person fills in the part  “Self-assessment of the learning”. The adult is responsible for describing the activity and successes and competencies acquired through it. Although the booklet is used among young people, it gives the SLIC project a lighter, clearly structured and recreational activities oriented model of a portfolio self-assessment tool.

	18
	Quali-Box
	Austria
	Berufs- und Bildungsinformation BFI Vorarlberg


	Mathis, Klaus (2000): Quali-Box – Ein Selbstarbeitsinstrument der Berufs- und Bildungsberatung. In: Grundlagen der Weiterbildung (GdWZ). – 11 (2000), H. 3, S. 144-148.
	2, 3
	The 6-module instrument by the Berufs- und Bildungsinformation Vorarlberg helps to better recognize own skills and to plan next steps in career planing. It is directed at technical, social and other personal competences.
Every module has one topic and can be used individually without the other modules. Module 6 is the closing module.

	19
	Assessing Voluntary Experience
	Hungary
	Budapest Cultural Centre 
	http://www.oka.hu/alap.php?inc=dsp&menu_id=23&almenu_id=7

http://mapage.noos.fr/leonardo.vaeb/
	2, 3
	The skills profile was developed by an international team. The aim was to identify, evaluate and validate skills and qualifications acquired through informal learning in volunteering. 

The portfolio consists of nine parts: 

1. a biography of the volunteer 

2. a list of training followed 

3. the missions fulfilled 

4. a method to identify the competences (mind-map) 

5. a list of competences (tables of competences) 

6. an action plan for the volunteer 

7. a synthesis of the portfolio 

8. the volunteer's curriculum vitae 

9. Annexes : European CV , presentation of the association 

	20
	ProfilPASS
	Germany
	DIE - Deutsches Institut für Erwachsenen-
bildung


	http://www.profilpass-online.de/
	2, 4
	The ProfilPASS is a pass for adult education which has been available in Germany since 2006.  It can be used for different fields of interest, e.g. volunteering. A person can map his or her competences, acquired during working life, in school or in voluntary engagement, in family life or leisure time, with the help of this instrument. 
When using the ProfilPASS  a professional process management or counselling is recommended. The instrument and the counselling process together form the ProfilPASS-System.
The instrument is available for 27.90 €.

	21
	KOMPAZ Kompetenzanerkennung
	Austria
	Volkshochschule (VHS) Linz


	Erler, Wolfgang (2003): Die Kompetenzbilanz. In: Straka, Gerald A. (Hrsg.): Zertifizierung non formell und informell erworbener beruflicher Kompetenzen. Waxmann.


	3
	In 6 steps skills of a person are collected and are certified with a certificate. For this reason the VHS Linz has been using the internationally evidence-based competence profile of the Swiss CH-Q (Change Qualification) Programme since 2002. 
Participants are asked to analyse their individual competence profile in self-assessment and external assessment. Personal, social and communicative skills are compiled in the assessment centre. All skills are taken into consideration – learned in all phases of life.

The KOMPAZ ends with a certificate, which summarizes all formal and informal competences of the participant. KOMPAZ costs 320.00 €..

	22
	Silver Net Association
	Hungary
	Budapest Cultural Centre
	http://www.ezustnet.hu/


	3
	The Silver Net Association was established by older learners who graduated from the “Click, on Granny!” course. Net Grannies design their action plan and further trainings are organised by the BCC based upon their needs.

	23
	Personal Development Plan 
	Finland
	The Competence Developer Programme of the City of Helsinki run by the University of Helsinki


	Palmenia Centre for Continuing Education


	3
	The Competence Developer Programme of the City of Helsinki is a pilot programme run by the University of Helsinki. During the programme the participants make a Personal Development Plan, PDP. The bases for the PDP are one’s own competences and strengths as well as personal aims for learning and developing as a Competence Developer. The plan consists of a five-phase form that helps think about one’s career and present and future competences as a developer. PDP is a process completed during the programme.

	24
	Balance of competencies and projects for the future
Bilancio delle competenze e progetti per il futuro 
	Italy
	Autonomous district of Bolzano, project KOMpetenzenPASS
	http://www.provinz.bz.it/intendenza-scolastica/download/sestante_01.pdf p.17-20  http://www.provincia.bz.it/berufsbildung/kompass/index.htm
	3
	This document that is the last one of a series of tools developed by the project " KOMpetenzenPASS/il sestante competenze allo specchio" provides a simple and clear tool where in the first part we can find a balance of competences and in the second an action plan.

	25
	Career Cafe 
	Finland
	Several actors on vocational training both from the field of administration and education in the metropolitan area
	www.urabaari.fi
	3
	The centre provides personal guidance and counselling free of charge for those considering a new career or profession. In a personal meeting the counsellor maps the competences of the client. Then in a interactive process the client and the counsellor try to form the client's wishes and thoughts into a concrete action plan. No specific profiles or formulas are used, since every case is so individual and the process leans strongly in a person-to-person interaction. A questionnaire leading to the personal action plan is available.

	26
	Standard certificate by the University of Strathclyde
	UK
	University of Strathclyde
	
	4
	

	27
	Standard certificate by the Adult Education Centre of Helsinki
	Finland
	The Adult Education Centre of the City of Helsinki
	The Adult Education Centre of the City of Helsinki
	4
	Model of a certificate handed to students after completing a course


	28
	“Click on it Granny” Certificate
	Hungary
	Budapest Cultural Centre
	http://www.bmknet.hu/index.php?option=com_content&task=view&id=241


	4
	The 25 hour course finishes with an exam and older learners receive a certificate. The certificate is personalised with their photo or with a photo of the group. 



	29
	Kompetenz-Portfolio der Volksbildungswerke


	Austria
	RÖBW - Ring Österreichischer Bildungswerke


	Kellner, Wolfgang (2005): Partizipation und Kompetenz, Kontinuität und Wandel – 50 Jahre Ring Österreichischer Bildungswerke. In: Kultur und Bildung; Die Zeitschrift des Burgenländischen Volksbildungswerkes, Nr. 3-4.

Kellner, Wolfgang (2004): Informelles Lernen im Freiwilligen Engagement: Der Weg zum Kompetenz-Portfolio für Freiwillige. In: Grundlagen der Weiterbildung, 1/2004.
	4
	The Kompetenz-Portfolio for volunteers is a systematic way of raising awareness for one’s own skills and of presenting own competences which were acquired during voluntary engagement. Volunteers and their organisations are often not aware of the skills a person learns in volunteering. Therefore these skills are not used for individual development or job applications. 
With the help of the Kompetenz-Portfolio and a competence workshop skills learned in voluntary engagement are collected, assessed and documented. After the compilation of the portfolio there is the possibility of developing a competence certificate with the portfolio trainer.


	30
	A study module 

certificate
	Finland
	The Finnish Adult Education Association (VSY)
	The Finnish Adult Education Association (VSY)
	4
	The certificate is used in the Curriculum to Promote Active Citizenship, which is a study module developed by The Finnish Adult Education Association (VSY).


