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1. Introduction 

άLINK-INC Fostering equity and inclusion in Work-Based Learning by equipping trainers and mentors with 

innovative approaches to address cultural and ethnic diversity in VETέ ƛǎ ŀƴ ƛƴƴƻǾŀǘƛǾŜ ǇǊƻƧŜŎǘ ŦǳƴŘŜŘ ōȅ 

the Erasmus+ Programme of the European Union, aimed at the integration of intercultural competencies 

and the management of cultural diversity in Work-Based Learning (WBL), in order to prevent 

discrimination and support the participation of migrants and ethnic minorities in learning and social 

inclusion. LINK-INC project is being developed by six partner organizations (VET providers, educational 

companies and social partners) from Austria, Bulgaria, France, Italy, Portugal and Spain. 

The target group and users of our project results are VET and in-company teachers, trainers, tutors, 

instructors, mentors, counsellors and other professionals involved in Work-Based Learning, especially those 

working (or likely to work) with migrants and ethnic minorities - the final project beneficiaries - among VET 

students and in-company apprentices. 

LINK-INC Toolbox is the forth intellectual output of the project, it is a useful resource of practical 

information for the direct implementation of innovative methods in cultural and ethnic integration in 

Work-based Learning. It contains a set of practical tools and methods adapted to the specific needs of the 

users and beneficiaries of the project, to be applied in the organizations, services and professional activities 

related.  

The practical contents, methodologies, activities, dynamics and resources contained on the Toolbox will be 

a central instrument to be applied and tested during the pilot trials, the tools from Module 1 are aimed at 

trainers to be applied with learners, and the ones related to Module 2 are aimed to be applied directly with 

trainers, they are specifically addressed to training professionals and designed to be useful in the 

management and organization of their WBL training programmes.               

This Toolbox is a practical Open Educational Resource (OER), available on the Open Online Centre of the 

project.  

Furthermore, the tools presented are organised following the structure of the LINK-INC curriculum:  

- Module A: Intercultural Competencies for WBL 

 Unit A.1: Intercultural awareness 

 Unit A.2: Intercultural communication 

 Unit A.3: Intercultural conflict resolution 

- Module B: Management of Interculturality in WBL 

 Unit B.1: Intercultural dimensions at work 

 Unit B.2: Processes: Plan-Implement-Evaluate intercultural WBL 

 Unit B.3: Intercultural dimensions of the organizational communication. 

This Toolbox is designed to train and up-skill VET staff on new approaches and practical tools to apply and 

manage diversity in WBL. 
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2. Tools Collection Overview  

 

MODULE A 

 

Tool Name Type of tool Tool Purpose 

Unit 1 

Introducing myself Individual activity Introduction  

Prejudice quiz Group dynamic Introduction  

IŀŀǊǳƴΩǎ ǇǊƻōƭŜƳ Case study Group/team building  

Unit 2 
Build a tower Small groups dynamic Group/team building  

How do you say  Group dynamic Motivational dynamics 

Unit 3 
Facing problems Small groups dynamic Introduction  

Life is complicated Role Play Motivational dynamics 

 

MODULE B 

 

Tool Name Type of tool Tool Purpose 

Unit 1 

Cultural dimensions theory  Group dynamic Intercultural Awareness  

Exploring the Three Levels of 
Culture 

Individual activity or 
small group dynamic 

Intercultural Awareness 

Intercultural Sensitivity Scale Assessment tool Intercultural Sensitivity 

Unit 2 

Collaboration recommendations 
WBL recommendations 
template 

WBL Management  

Individual activities Plan  Monitoring sheet WBL Management  

Trainee Individual assessment Assessment form WBL Management  

Unit 3 

Time management in 
Interculturality  

Brainstorming / Group 
activity 

Time management in 
WBL 

Cross cultural WBL  Small groups dynamic Intercultural awareness 

 SWOT analysis  Small groups activity  Intercultural Awareness  
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3. Tools for intercultural competencies for WBL 

A.1. Intercultural Awareness  
 

V Introducing myself   

Type  Individual activity  

Purpose Introduction (personal introduction) 

Field Intercultural awareness / Communication  

Aims  
The aim of this activity is: 

- Develop communication  

- get to know each other 

Description 

Each student should prepare is own presentation in a creative way, 

approaching the following spheres: 

- Myself and I 

- Myself and others 

- My country and its traditions. 

 

The trainer should present this activity to trainees with some 

advance, so they can think creatively and can make an innovative 

presentation.  

Links / material  Computer, internet, projector, cardboard, fabrics Χ 

 

 

 

 

 



 

 
 

5 

 

 

V Prejudice quiz 

Type  Group dynamic 

Purpose Introduction 

Field Intercultural awareness  

Aims  
The aim of this activity is: 

- to leverage cultural differences to integrate trainees. 

- to raise awareness about first impressions and prejudices.  

Description 

Every participant gets a worksheet from the trainer. They will write 

down their names on top of the worksheet. Then the worksheet will 

be passed on to the participant on their right side. 

This participant will write down the answer to the question the 

trainer asks about the person who wrote his or her name on top of 

the worksheet. This goes on and on until the worksheet is back to the 

person who wrote his or her name on top of the worksheet. 

 

The questions: 

1.   what is his/her age? 

2.   what is his/her home country? 

3.   where does he/she lives? 

4.   what kind of hobby does he/she has? 

5.   what kind of sport does he/she like? 

6.   what is his or her favourite television program? 

7.   what is his or her favourite music? 

8.   what is his or her favourite vacation? 

9.   how does he/she live? (house, apartment, boathouse...?) 

10. how many brother/children does he/she have? 

11. what newspaper/magazine does he/she read? 

12. what way of transport does he/she use to get to training 

institute? 
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13. what is his or her favourite food? 

14. what kind of pet does he/she have? 

15. where will this person be in 5 years from now? 

16. what does this person do in his/her leisure time? 

17. what is his/her favourite country to spend the holidays? 

18. what kind of books does the person prefer? 

19. what is his/her favourite singer/artist? 

20. What would the person do for a living if he/she was not in this 

present training? 

 

In the next step, every student will read what the colleagues wrote 

and a discussion should be held about the answers. If they found 

ǎƻƳŜ ƪƛƴŘ ƻŦ ǇǊŜƧǳŘƛŎŜΣ Ƙƻǿ ƎƻƻŘ ǘƘŜȅ ƪƴƻǿ ŜŀŎƘ ƻǘƘŜǊΧ   

Links / material Worksheet  

 

 

V IŀŀǊǳƴΩǎ ǇǊƻōƭŜƳ 

Type  Case study  

Purpose Group/team building - Intercultural skills  

Field Intercultural awareness  

Aims  
The aim of this activity is: 

- To reflect about cultural differences 

- Get to know each other 

Description 

«Haarun calls his tutor, Jonh, and tells him that cannot be at the 

practical evaluation because he is with a massive headache. The 

conversation goes like this: 

WƻƘƴΥ ά²Ƙȅ ŘƻƴΩǘ ȅƻǳ ǘŀƪŜ ŀ ƳŜŘƛŎƛƴŜΚ ¸ƻǳΩƭƭ ŦŜŜƭ ōŜǘǘŜǊΦέ 

IŀŀǊǳƴΥ άLǘΩǎ wŀƳŀŘŀƴ ǎƻ L ŎŀƴΩǘ Ŝŀǘ ŀƴȅǘƘƛƴƎΦ L ŀƳ ŦŀǎǘƛƴƎ ŦǊƻƳ 

ǎǳƴǊƛǎŜ ǘƻ ǎǳƴǎŜǘΦέ 
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WƻƘƴΥ ά.ut you are missing a very important evaluation. We took 

ǿŜŜƪǎ ǘƻ ǎŎƘŜŘǳƭŜ ŀƴŘ ǿŜ ŎŀƴΩǘ Řƻ ƛǘ ƛƴ ŀƴƻǘƘŜǊ ŘŀȅΗ L ǘƘƛƴƪ ƴƻ ƻƴŜ 

ǿƻǳƭŘ ŎŀǊŜ ƛŦ ȅƻǳ Ŝŀǘ ŦƻǊ ǘŀƪƛƴƎ ŀ ƳŜŘƛŎƛƴŜέ  

IŀŀǊǳƴΥ άLΩƳ ŀŦǊŀƛŘ ǘƘŀǘ ƛǎ ƴƻǘ ǇƻǎǎƛōƭŜέ 

WƻƘƴΥ άhƪΣ ōǳǘ ǘƘŀǘ ŘƻŜǎƴΩǘ ƳŀƪŜ ŀƴȅ ǎŜƴǎŜΦέ» 

 

Based on the text, the trainer should promote a discussion based on 

the following questions: 

1. What is your opinion about this situation?  

2. How do you think John handled with the situation?  

3. Do you think Haarun posture is understandable?  

4. Do you think Haarun should participate on the assessment? 

5. How do you think Haarun feels after this conversation?  

6. How do you think the organisation should proceed if Haarun is 

not present in the evaluation?  

7. In your life, have you experienced similar situations? 

8. What are the specificities of your culture that are important for 

other people to know about? 

Links / material Sheet with case study 

 

 

A.2. Intercultural Communication   
 

V Build a tower 

Type  Small groups dynamic 

Purpose Group/Team building  

Field Communication / teamwork 
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Aims 

The aim of this activity is: 

- Develop creativity  

- Develop leadership qualities 

- Deal with success / failure 

- Develop communication  

- Develop team work  

 

Description 

Build two / three small groups of 3 ς 4 people. In each group a leader 

is elected. The group sits around a table and the trainer blindfolds 

the other members of the group. Only the leader is allowed to see.  

The group-leader gets a written working instruction:  

ά¸ƻǳǊ ǘŀǎƪ ƛǎ ǘƻ ōǳƛƭŘ ŀ ǘƻǿŜǊ ŀǎ ƘƛƎƘ ŀǎ ǇƻǎǎƛōƭŜΦ ¸ƻǳ ƘŀǾŜ о ƳƛƴΦ ά 

.ǳƛƭŘƛƴƎ ƳŀǘŜǊƛŀƭ όŎƘƛƭŘǊŜƴΩǎ Ǉƭŀȅ ōǊƛŎƪǎ ƭƛƪŜ [ŜƎƻύ ƛǎ ŘƛǎǘǊƛōǳǘŜŘ ƻƴ 

the table. The trainer is starting the countdown and watching the 

time. 

After three minutes the height of the tower is measured. The next 

group gives it a try with the same sequence. 

Questions to discuss after all groups finished the task:  

Did the groups solve the task well? 

Is there a winner? 

Who was the best leader? 

Who was the best working group?  

Did the leader make some work or only the other members of the 

group? 

What is the best method? 

Did anybody have the idea to remove the blindfolds? (Explanation: 

there was no instruction for the leader or the other participants to 

keep them) 

How is team work practiced in your culture? 

Discussion about team work in different cultures & countries 

Links / material  Small building blocks (Lego), blindfold, and ruler. 
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V How do you say? 

Type  Group dynamic  

Purpose Motivational dynamics  

Field Communication / Intercultural skills 

Aims 
The aim of this activity is: 

- Develop communication  

- Be aware of cultural differences   

Description 

 

There are basic cultural differences affecting communication. The 

answer to a question can be given in different ways derived to what 

is important in that specific culture and that can be reflected in the 

communication style.  For this activity, trainer should write different 

questions or actions related to communication in several cardboards 

and then scatter them by the room. Each trainee should walk around 

the room and write in each cardboard an example of an answer, or 

the words he usually uses to perform that action.  

Examples: 

 

 

 

 

 

 

How do you ask questions in a polite way?  

Answers example:  

- /ŀƴ L ŀǎƪ ȅƻǳ ŀōƻǳǘΧ 

- LΩŘ ƭƛƪŜ ǘƻ ŀǎƪ ȅƻǳ ǎƻƳŜǘƘƛƴƎΧ 

- tƭŜŀǎŜ ǘŜƭƭ ƳŜΧ  

- L ǿŀǎ ǿƻƴŘŜǊƛƴƎ ŀōƻǳǘΧ 
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Other examples that trainer can use: 

- How do you complain about something? 

- Iƻǿ Řƻ ȅƻǳ ŀǊƎǳŜ ǿƘŜƴ ȅƻǳ ŘƻƴΩǘ ŀƎǊŜŜ ǿƛǘƘ ǎƻƳŜƻƴŜΩǎ Ǉƻƛƴǘ ƻŦ 

view?  

- How do you complain about something? 

- How do you express sympathy? 

- How do ȅƻǳ ǎŀȅ άƴƻέ ƛƴ ŀ ǇƻƭƛǘŜ ǿŀȅΚ 

- Others. 

At the end of the activity trainer should analyse the answers with the 

In a conversation, how do you change the 

subject?  

Answers example:  

- .ȅ ǘƘŜ ǿŀȅΧ 

- ¢ŀƭƪƛƴƎ ƻŦΧ 

- ¢Ƙŀǘ ǊŜƳƛƴŘǎ ƳŜΧ  

- Oh, befƻǊŜ L ŦƻǊƎŜǘΧ 

 

How do you ask for a favor?  

Answers example:  

- L ǿƻƴŘŜǊ ƛŦ ȅƻǳ ŎƻǳƭŘΧ 

- ²ƻǳƭŘ ƛǘ ōŜ ǇƻǎǎƛōƭŜ ǘƻΧ 

- LΩŘ ōŜ ƎǊŀǘŜŦǳƭ ƛŦ ȅƻǳΧ  

 

How do you refuse something?  

Answers example:  

- ¦ƴŦƻǊǘǳƴŀǘŜƭȅΧ 

- {ƻǊǊȅΣ ōǳǘΧ 

- ²Ŝƭƭ ǘƘŜ ǘƘƛƴƎ ƛǎΧ  
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class and promote a discussion. Do they find any cultural differences? 

If so, those differences should be debated and explained to trainees, 

so they can better understand and accept these dissimilarities.    

This dynamic had an influenced on how trainees express themselves?  

Links / material  Cardboards, marker pens  

 

 

A.3. Intercultural conflict resolution 
 

V Facing problems 

Type  Small groups dynamic 

Purpose Introduction - Ice breaking 

Field Conflict resolution 

Aims 

The aim of this activity is: 

- to realise that everyone as problems 

- to know each other 

- mutual aid and support. 

 

Description 

- The group of trainees must be divided into groups of 2 to 3 

participants. They should make a list or mind map of the problems 

that could occur in everyday life (at home, in school, on the street, 

ƛƴŘƛǾƛŘǳŀƭƭȅΣ ǿƛǘƘ ƻǘƘŜǊǎΧύΤ ǎƻƳŜ ƻŦ ǘƘŜǎŜ ǇǊƻōƭŜƳǎ Ƴŀȅ ǊŜǉǳƛǊŜ 

fixing, whereas others may require planning. 

- The trainer should provide a discussion on how those problems 

could be overcome and what factors or steps trainees need to 

consider, when faced with a problem. 
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Links / material White board, markers, paper, pens.    

 

 

V Life is complicated 

Type  Role play 

Purpose Motivational dynamic   

Field Conflict resolution in WBL 

Aims 

The aim of this exercise is: 

- Identification of problematic situations that can emerge in a work 

based learning context.  

- Reflexion about the attitudes of each character and the possible 

solutions for the several problems.    

- Communication skills development.  

Description 

In trios, role play the following situations that might occur in the 

workplace ς one person should be the trainee, other the tutor and 

the other company worker. 

Examples:  

- trainee has been late for work for three times in a week  

- tutor is being challenged about unsafe working practices  

- the trainee is discriminated by a company worker 

- company material has been stolen, everybody blames the trainee 

ōǳǘ ƘŜκǎƘŜ ŘƛŘƴΩǘ Řƻ ƛǘΦ 

The participants must be creative and invent their own stories.    

Provide a discussion for debating the main conclusions of the role 

plays.     
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Links / material White board, markers.  

 

 

4. Tools for the management of Interculturality in WBL  

B.1. Intercultural dimensions at work 
 

V Cultural Dimensions Theory  

Type  Group dynamic  

Purpose To develop knowledge in Cultural Dimensions Theory  

Field Integration / WBL skills 

Aims 

This exercise has the propose to explore the Geert Hofstede Cultural 

Dimensions Theory, to make comparisons between possible countries 

that learners may originally be and to reflect about the cultural 

differences that trainer can predict and be prepared for.    

 

Description 

Cultural norms have a great impact in how we establish our 

relationships. According to the culture we were raised, we behave 

and act in particular ways, very similar to the central tendency in our 

society. 

Nevertheless, in the interaction with people from other countries and 

cultures, we intend to think before react, because we never know the 

impact of our actions.    

Using the Cultural Dimensions Theory (Link-Inc Handbook, p.15) as a 

starting point, it is possible to evaluate our approach, our decisions, 

and our actions, based on a wide-ranging belief of how people in a 

specific society might think, behave and react. 

We should never forget that every individual is unique, and there is 
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no consistent society, but this model can be used to gather 

information about a particular country and the dominant traits of its 

population, preventing us from experiencing uncomfortable 

situations in interacting with foreign people. 

How to apply this tool?  

Trainer should give a small introduction to Cultural Dimensions 

Theory, and after splitting the class in small groups (4, 5 person) 

propose the group to review their country scores, and compare them 

with the countries or cultures that their trainees grew on. Suggest 

trainees to think about some interactions they may have with them 

according to the data collected. Ask if anyone has been involved in 

some critical situation, and reflect if it makes more sense now, given 

the additional information? 

Groups should research and learn more about one specific culture, 

compare the data they have discovered with Hofstede's scores. 

Define the accurateness from this theory as his relevance for their 

work. 

Trainer should propose to use Geert Hofstede website, where 

trainees will find a list with the dimension scores for each country and 

they can make comparisons between countries: https://geert-

hofstede.com/countries.html  

Links / material  Computer, internet connection  

 

 

V Exploring the Three Levels of Culture 

Type  
This activity is for one individual or small groups of two to three 

people. Multiple groups might work simultaneously if the exercise is 

performed with a larger group. 

Purpose Integrations and Reflexion  

https://geert-hofstede.com/countries.html
https://geert-hofstede.com/countries.html
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Field Integration/WBS Skills 

Aims 

To explore the culture of your organization by describing the 

behaviours, values, and assumptions:  

¶ Behaviours are the most observable level of culture, it 

consists on behaviour patterns and outward manifestations of 

culture, such as perks provided to collaborators, dress codes, 

the level of technology used (and where it is used), and the 

physical layout of work spaces. Some notable characteristic 

behaviours may have considerable longevity ς such as rites, 

ceremonies, organizational myths, and manner of speaking.  

¶ Values underlie and, to a large extent, determine behavior, 

but they are not directly observable (as behaviors are). There 

may be a difference between stated and operating values (the 

values the organization espouses, and those that are actually 

άƛƴ ǳǎŜέύΦ hǊƎŀƴizational values are frequently expressed 

through norms ς characteristic attitudes and accepted 

ōŜƘŀǾƛƻǊǎ ǘƘŀǘ ƳƛƎƘǘ ōŜ ŎŀƭƭŜŘ άǘƘŜ ǳƴǿǊƛǘǘŜƴ ǊǳƭŜǎ ƻŦ ǘƘŜ 

ǊƻŀŘέ ς and every employee quickly picks them up. 

¶ Assumptions, to really understand culture, we have to get to 

the deepest level: the level of Fundamental Assumptions. An 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǳƴŘŜǊƭȅƛƴƎ ŀǎǎǳƳǇǘƛƻƴǎ ƎǊƻǿ ƻǳǘ ƻŦ ǾŀƭǳŜǎΣ 

until they become taken for granted and drop out of 

awareness. 

To reflect on which aspects of your culture are enabling or inhibiting 

your work. 

 

Description 

The participants have to answer the questions below 

Typical behaviour patterns 

¶ If someone came fresh to our workplace, what would 

particularly strike them? 

¶ How would we characterize how people interact at our 

organization? 
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Stated values 

¶ What do we say we value in our organization? 

¶ Do we always live up to these values, or are different values 

sometimes displayed in what we do? 

Fundamental assumptions 

¶ What views and attitudes do we take for granted? 

¶ What assumptions underlying our work are simply not 

questioned? 

Reflection 

Which aspects of your culture do you think are enabling you to 

innovate? Which aspects of your culture are inhibiting or 

obstacles? 

Sharing 

In the comments section of this activity, we encourage you to 

share something that you learned or something that surprised 

you. 

Links / material Paper sheet and pens 

 

 

V Intercultural Sensitivity Scale 

Type  Self-Assessment Form 

Purpose Integration and self-awareness   
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Field Intercultural Dimensions of work 

Aims 
The aim of this Scale is to define: 

- The level of intercultural sensitivity of the participants  

- Ability to discriminate and experience relevant cultural differences 

 

Description 

 

Intercultural Sensitivity Scale 

Below you can find a series of statements concerning 

intercultural communication. There are no right or wrong 

answers. Please, answer the questions immediately without 

thinking too much about them, by indicating the degree to which 

you agree or disagree with the statement. Thank you for your 

cooperation.  

5 = strongly agree, 4 = agree, 3 = uncertain, 2 = disagree, 1 = 

strongly disagree (Please put the corresponding number to your 

answer in the blank before the statement). 

 ____ 1. I enjoy interacting with people from different cultures. 

 ____ 2. I think people from other cultures are narrow-minded. 

 ____ 3. I am pretty sure of myself in interacting with people from 

different cultures. 

 ____ 4. I find it very hard to talk in front of people from different 

cultures.  

____ 5. I always know what to say when interacting with people from 

different cultures.  

____ 6. I can be as sociable as I want to be when interacting with 

people from different cultures. 

 ____ 7. I don't like to be with people from different cultures.  

____ 8. I respect the values of people from different cultures. 

 ____ 9. I get upset easily when interacting with people from different 
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cultures.  

____10. I feel confident when interacting with people from different 

cultures.  

____11. I tend to wait before forming an impression of culturally-

distinct counterparts. 

 ____12. I often get discouraged when I am with people from 

different cultures. 

 ____13. I am open-minded to people from different cultures. 

 ____14. I am very observant when interacting with people from 

different cultures.  

____15. I often feel useless when interacting with people from 

different cultures. 

 ____16. I respect the ways people from different cultures behave. 

 ____17. I try to obtain as much information as I can when interacting 

with people from different cultures. 

 ____18. I would not accept the opinions of people from different 

cultures. 

 ____19. I am sensitive to my culturally-distinct counterpart's subtle 

meanings during our interaction.  

____20. I think my culture is better than other cultures. 

 ____21. I often give positive responses to my culturally-different 

counterpart during our interaction. 

 ____22. I avoid those situations where I will have to deal with 

culturally-distinct persons.  

____23. I often show my culturally-distinct counterpart my 

understanding through verbal or nonverbal cues. 

 ____24. I have a feeling of enjoyment towards differences between 

my culturally-distinct counterpart and me. 
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Instructions:  

Items  Rating 

Normal rate  
1, 3, 5, 6, 8, 
10, 11, 13, 14, 
16, 17, 19, 21, 
23, 24 

If the answer  
is 1 = 1 point 

If the answer  
is 2 = 2 point 

If the answer  
is 3 = 3 point 

If the answer  
is 4 = 4 point 

If the answer  
is 5 = 5 point 

Reversed rate 
2, 4, 7, 9, 12, 
15, 18, 20, 22 

If the answer  
is 1 = 5 point 

If the answer  
is 2 = 4 point 

If the answer  
is 3 = 3 point 

If the answer  
is 4 = 2 point 

If the answer  
is 5 = 1 point 

You should add the points of all 24 items. The closer you are to scoring 120 points the more 
intercultural sensitive you are.  

 

This items can be divided in three dimensions:  

- Interaction Engagement (items 1, 11, 13, 21, 22, 23, 24) 

- Respect for Cultural Differences (items 2, 7, 8, 16, 18, 20) 

- Interaction Confidence (items 3, 4, 5, 6, 10) 

Trainer must provide a discussion with trainees to review the answers 

and make a common reflexion about the scores obtained.  

Links / material Questionnaire template and pens.  

 

 

B.2. Processes: Plan-Implement-Evaluate Intercultural WBL 
 

V Collaboration recommendations   

Type  WBL code of conduct  

Purpose WBL Management (implementation) 



 

 
 

20 

Field Planning and implementing WBL  

Aim  
Detailed advice and guidelines for anticipated student behaviour on 

placement 

COLLABORATION RECOMMENDATIONS  

 

Between VET provider  and Host company, was stablished this collaboration recommendations 

referring to trainee (name) ______________________ Work Based Learning process, from the 

Apprenticeship Course  __________________, based on the following clauses: 

 

1. OBJECTIVES/CHARACTERISTICS OF WORK BASED LEARNING  

1.1 Consolidation of theoretical and practical learning acquired during training; 

1.2 Approaching trainees with their future professional activity reality and provide a stronger and 

fruitful link between VET Provider  and Host company; 

1.3 The stage is mandatory, with a duration of ___ hours, runs from __.__.____ to __.__.___ with an 

interruption between ____ and _______ year; 

 

2. TRAINEE RECOMMENDATIONS    

Trainee should: 

2.1 Follow and actively participate in the implementation of the tasks assigned to it, developing an 

interesting work for the institution or company that provides the work based learning; 

2.2 Respect, in carrying out their tasks, the obedience duties, diligence, confidentiality, attendance 

and punctuality; 

2.3 Keep at all circumstances a courteous and loyal behaviour; 

2.4 Take care of entrusted materials/equipment; 

2.5 Make the work based learning final report covering consistently the most relevant aspects of the 

stage. 

 

3. VET PROVIDER RECOMENDATIONS    

Vet Provider should: 

3.1 Establish links between the student and the proposed entity to provide the work based learning; 

3.2 Be in charge for insurance, transport allowance, food allowance and training allowance, 

concerned to trainees during work based learning; 

3.3 Appoint trainee supervisor; 

3.4 Be available to, within its capabilities, provide all the educational support that may be requested 

by the entity hosting the trainee; 
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3.5 Record in trainee personal file the observations made during work based learning follow-up. 

 

4. HOST COMPANY RECOMMENDATIONS  

The host company should: 

4.1 Receive trainee and provide satisfactory conditions for conducting work based learning; 

4.2 Do not assign tasks that do not comply with the trainee professional profile of the course and 

that are not provided in the respective training program; 

4.3 Keep the attendance registration updated; 

4.4 Participation in meetings organised by the vet provider; 

4.5 Provide to trainee the technical information necessary to develop the report referred on 2.5;  

 

5. ï GENERAL RECOMMENDATIONS   

 

5.1 Dress Code 

 

A placement provider can legitimately tell their employees and students to dress in a certain way 

at work, they may do so for health and safety reasons or for expected standards. 

 

The dress code may be written but more often it will be an unwritten rule, either way it must be 

agreed before the placement commences between the placement provider and the VET Provider. 

It is each studentôs responsibility to speak to the VET Provider placement staff to ensure they are 

aware of the expected dress code. 

 

To promote a harmonious working environment and atmosphere students must not wear or 

display 

anything that is likely to cause an offence of a racist, sectarian or of a sports club/team nature 

e.g. 

shirts, scarves, coats, caps, badges, kitbags, phone covers or jewellery etc. 

 

It may be necessary to wear Personal Protective Equipment (PPE) - protective clothing, helmets, 

goggles or other garments or equipment designed to protect the wearer from injury. The student 

will be informed of this before the start of the placement and will receive training in the safe use 

and storage of the PPE. 

 

5.2 Attendance 

 

Students must attend placement on the days specified in the placement agreement and regard 

each 

placement as if it were a permanent position. 

 

Each student must make every effort to have 100% attendance because failure to do so could 

result 
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in failing the placement module or being asked to leave by the placement provider. 

 

In the event of absence due to sickness while on work placement, students must adhere to the 

same 

procedures as would any employee giving as much notice as possible to their placement provider 

and VET Provider placement staff. 

 

5.3 Punctuality 

 

Students should be at their placement work stations and ready to work no later than their starting 

time. 

It is important to be on time and not delay the dayôs productivity. Students should handle 

personal 

issues and small talk before and after their placement hours to avoid wasting time at work. 

 

5.4 Holidays 

 

Placement students will either benefit the VET Providers holiday periods while on placement or 

the holidays of their placement provider, this will be agreed and communicated to the three 

placement partners before the placement starts. 

 

5.5 Health & Safety and Insurance 

 

Students on placement are to be treated as any other employee would be by the placement 

provider for Health & Safety purposes, under the same terms and conditions, and protected 

through compliance with the statutory Health & Safety requirements. 

Students are responsible for their own actions on placement, they must listen to and adhere to all 

health and safety advice prior to and during their placement. 

 

5.6 Cultural Diversity and Equality  

 

The VET Provider recognises and values the diversity brought to it by individuals and therefore 

requires everyone to be treated with respect and dignity. The VET Provider is committed to 

avoid discrimination in all its practises including placements. 

It is the studentôs responsibility to report any discrimination and incidents of sectarianism, 

racism and homophobia they may witness or experience, to VET Provider placement staff. 

Students must 

not behave in a manner that could be offensive to other students, VET Provider placement staff 

or 

placement providers. 

 

There must be no: 
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a. Discrimination against age, race, sex, disability, sexual orientation or community background 

b. Students must not participate in: jokes, racist remarks, offensive language (swearing etc.) 

and sectarian songs 

c. Threats, graffiti, wearing of football shirts/hats/scarves 

d. Accessing any websites displaying sectarian, political, violent or sexual images. 

 

 

Local, date  

 

Trainee: _____________________________________________________ 

 

Caregiver (if trainee is a minor) _____________________________ 

 

Vet Provider: _____________________________________________________________ 

 

Host Company: ______________________________________________________ 

 

 

 

V Individual Activities Plan 

Type  Monitoring sheet 

Purpose WBL Management (monitoring and evaluation) 

Field Planning WBL / Follow up WBL  

 

 

WORK BASED LEARNING  

INDIVIDUAL ACTIVITIES PLAN  

 

TRAINEE Identification 

Name  
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Training Course 
(professional output 
designation) 

 

 

Training   
Modalities  

Apprenticeship 
programmes 

x 

VET 
programmes 
for young 
people 

 
Technological 
Specialisation 
programmes   

 

Adults 
Education 
and 
Training 
courses 

 
Modular 
Training 

 

 

VET Provider (name)   
     

Contacts Tel.  E-mail  

 
HOST COMPANY 

Designation  
 

Tutor name  
 

Contacts Tel.  E-mail  
 

Period 
__- __ - ____ to __-__-____ 
and __-__-____ to __-__-____ 

Duration 
(hours) 

    ____h Schedule From _____to_____ 

 

 

Objectives to be achieved (with WBL fully developed) 

   

1.   
   

2.   
   

3.   
   

4.   
   

5.   
   

6.   
   

7.   
   

8.   
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9.   
   

10.   
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    26 
 

 

Competences to acquire/consolidate 

 

Activities for development  V 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

(print as many sheets as necessary)  
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Observations 

 

 

 

 

 

 

 

 

 

 

 

Day  

 

 

Month 

 
 

 

Year 

Host Company 
 

VET provider   
 

Trainee 

     

(Director name)  (Director name)   

1. st  Review  

Day 

 
Month 

 
Year 

Host Company 
 

VET provider   
 

Trainee 

     

(Director name)  (Director name)   

2. nd Review  

Day 

 
Month 

 
Year 

Host Company 
 

VET provider   
 

Trainee 

     

(Director name)  (Director name)   



 

 
 

28 

V Trainee individual assessment  

Type  Self-assessment form 

Purpose WBL Management (self-assessment) 

Field Planning WBL / Assess WBL  

 

TRAINEE SELF-ASSESSMENT 

 

 

 

 

 

TRAINEE Identification 

Name  
 

Training Course 
(professional output 
designation) 

 

 

Training   
Modalities  

Apprenticeship 
programmes 

x 

VET 
programmes 
for young 
people 

 
Technological 
Specialisation 
programmes)   

 

Adults 
Education 
and 
Training 
courses 

 
Modular 
Training 

 

 

VET Provider (name)   
     

Contacts Tel.  E-mail  
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HOST COMPANY 

Designation  
 

Tutor name  
 

Contacts Tel.  E-mail  
 

Period 
__- __ - ____ to __-__-____ 
and __-__-____ to __-__-____ 

Duration 
(hours) 

    ____h Schedule From _____to_____ 

1
CEF ς Cursos de Educação e Formação para Jovens; CET ς Cursos de Especialização Tecnológica; EFA ς Cursos de Educação e Formação 

para Adultos  

 

LǘΩǎ ƛƴǘŜƴŘŜŘ ǿƛǘƘ ǘƘƛǎ CƻǊƳ ǘƘŀǘ ȅƻǳ ǊŜŦƭŜŎǘ ŀƴŘ ŀǎǎŜǎǎ ǘƘŜ ².[ ǊŜŀƭƛǎŀǘƛƻƴ ǿŀȅ ŀƴŘ ŎƻƴŘƛǘƛƻƴǎΣ ōŜƛƴƎ 

the time to identification of positive and negative aspects, but also for leave your suggestions.  

 

Read carefully each one of the statements and mark with X your answer, according to the following 

scale:       1 ς Never; 2 ς Rarely; 3 ς Sometimes; 4 ς Often; 5 ς Always.  

 

DOMAINS EVALUATION CRITERIA  1 2 3 4 5 

KNOWLEDGE/SKILLS 

Knowledge and professional skills  

I applied my theoretical and practical knowledge in the 

implementation of activities foreseen on the individual 

activities plan.  

     

Quality and work organisation  

LΩǾŜ ƻǊƎŀƴƛȊŜŘ ǘƘŜ ǿƻǊƪ ǘƘŀǘ ǿŀǎ ǊŜǉǳŜǎǘŜŘ ǘƻ ƳŜΣ identified 

priorities ŀƴŘ LΩǾŜ ŘƻƴŜ ƛǘ ǳǎƛƴƎ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ƳŜǘƘƻŘǎΣ 

bearing in mind the quality requirements. 

     

Work rhythm/dexterity 

LΩǾŜ ǇŜǊŦƻǊƳŜŘ ǘƘŜ ŀŎǘƛǾƛǘƛŜǎ ƻƴ ǘƛƳŜ ŀƴŘ ŘŜƳƻƴǎǘǊŀǘŜŘ 

techniques and equipment knowledge applied to the specific 

work. 
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DOMAINS EVALUATION CRITERIA  1 2 3 4 5 

Autonomy, initiative and creativity 

LΩǾŜ ǇŜǊŦƻǊƳŜŘ ŀŎǘƛǾƛǘƛŜǎ ŀǳǘƻƴƻƳƻǳǎƭȅ ŀƴŘ L ǘƻƻƪ ǘƘŜ 

initiative to make proposals for solving the problems that 

arose. 

     

Health and safety rules  

LΩǾŜ ǊŜǎǇŜŎǘŜŘ ǘƘŜ ƛƳǇƭŜƳŜƴǘŀǘƛƻƴ ŎƻƴŘƛǘƛƻƴǎ ƻŦ ǘƘŜ ŘƛŦŦŜǊŜƴǘ 

activities by applying safety and hygiene rules and avoiding 

accidents that jeopardize my safety and/or of other people.  

     

RELATIONAL 

Teamwork and interpersonal relationships 

LΩǾŜ established good relationships and had an ease in 

integration and in the performance of collaborative teamwork. 

     

BEHAVIOUR   

Sense of responsibility   

I engaged myself in the implementation of the proposed 

activities, complying with the guidelines and with the agreed 

times and demonstrated a responsible behaviour. 

     

Participation and professional adaptation 

I have shown interest to collaborate actively in the planned 

activities and had ease of adaptation to new proposed tasks 

and to the work environment. 

     

Personal presentation 

I have demonstrated appropriate behaviour in the work 

environment and a careful presentation. 

     

Punctuality and attendance 

I have fulfilled the punctuality and attendance established 

rules. 
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Make a comment that reflects your performance during the work based learning in the company, 

identifying strengths and weaknesses and making suggestions that, in your point of view, can contribute 

for the improvement of the organisation and implementation of this training.   

 

Strengths  

 

 

 

 

 

Weaknesses  

 

 

 

 

 

 

 

 

Suggestions 
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Your Individual Activities Plan was totally fulfilled?   
 

 Yes  No 
 

 

If you answered No, please justify   

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

________ 

Date: _________________________ - __________ - __________ 

 

Trainee signature:  
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B.3. Intercultural dimensions of the organizational communication 

 

V Time Management in Interculturality  

Type  Brainstorming / group activity   

Purpose Time management in WBL 

Field Communication / Time management / Intercultural awareness  

Aims 

The aim of this resource is: 

- Develop the awareness on time management according to different 

cultures  

- adapt the organizational communication.  

Description 

The concept of time management in a culture affects how it values 

time and control time. Consequently, differing concepts of time and 

its management across cultures are a significant problem in 

organizations that are open to receive foreign trainees. 

 

Each culture has its own perspective of time, meeting deadlines and 

managing the work when dealing with trainees from different 

nationalities across the world can be one of the most challenging 

aspects of managing intercultural relationships. Culturally different 

attitudes to time management can be harmful in trainee WBL 

pathway. 

 

Before you begin to search for solutions, take some time to 

understand why trainee is not careless about the time. Ask the 

following questions: 

 

- Do you understand whȅ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ōŜ ƘŜǊŜ ƻƴ ǘƛƳŜ? 

 

- Do you feel that ǇǳƴŎǘǳŀƭƛǘȅ ƛǎƴΩǘ ƛƳǇƻǊǘŀƴǘΚ LŦ ǎƻΣ ƘŜ could be 
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habitually late. Perhaps he ŘƻŜǎƴΩǘ see their lack of punctuality as a 

problem for himself, so he believes ƛǘ ƛǎƴΩǘ ŀ ǇǊƻōƭŜƳ ŦƻǊ ŀƴȅƻne else. 

¸ƻǳΩƭƭ ƴŜŜŘ ǘƻ ƳŀƪŜ Ƙƛm aware of how their lack of punctuality 

impacts you. 

 

- Are you going through a situational disorganization? This occurs 

when a person experiences a traumatic or one-time situation or 

event. For example, feeling of discrimination, difficulty in integration, 

family problems... 

 

- Do trainee άǘƘǊƛǾŜέ ƻƴ Ƙƛǎ disorganization and he can´t keep 

deadlines? Some people sub-ŎƻƴǎŎƛƻǳǎƭȅ ŎǊŜŀǘŜ ŎƘŀƻǎ ŀƴŘ άŀǊǘƛŦƛŎƛŀƭ 

ŜƳŜǊƎŜƴŎƛŜǎέ ǘƻ ƪŜŜǇ ǘƘŜƳǎŜƭǾŜǎ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǿƘŀǘ ǘƘŜȅΩǊŜ ŘƻƛƴƎΦ 

They feel that they work best under tight deadlines, and they may 

ŜǾŜƴ ƎŜǘ ŀƴ άŀŘǊŜƴŀƭƛƴŜ ōǳȊȊέ ŦǊƻƳ ǘƘŜƳΦ 

 

- Do trainee have a medical condition that can cause moderate to 

severe disorganization? Depression, bipolar disorder, attention deficit 

disorderΧ If you suspect that someone has a medical condition that 

ƛǎƴΩǘ ōŜing treated, talk to the person about seeking medical help. 

 

hƴŎŜ ȅƻǳΩǾŜ ƛŘŜƴǘƛŦƛŜŘ ǿƘȅ ȅƻǳ ǘƘƛƴƪ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ŎŀƴΩǘ ƳŀƴŀƎŜ ƛǎ 

time effectively, try some of the strategies below to help. 

 

Activity:  

 

Trainer should promote a brainstorming session about time 

management in Interculturality.  

Divide the class in small groups and ask them to imagine that they are 

hosting a foreign trainee and he shows some problems in time-

management.  

The group should identify some questions to follow during a 

conversation with trainee, and try to recognise the main reasons 

behind the lack of time management and at the same time overcome 

this issues.     

After the small group discussion, share the conclusions in the large 
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group, reflecting about the theme.  

  

Below the trainer can find a guideline to support this brainstorming:   

 

- Lack of Knowledge 

 

If trainee ŘƻŜǎƴΩǘ know about time-management, or why he should 

bother to be more organized, this could be a fairly easy fix. 

 

- Express your concerns. Start by letting them know tƘŀǘ ȅƻǳΩǊŜ 

concerned about his lack of time-management. You want to see them 

succeed, but you believe that their disorganization will hold them 

back. 

 

- Focus on the benefits of being on time. The trainee might not want 

to invest the time or effort to change, so make sure you stress the 

benefits of it. Let them know what you expect of them, how are the 

rules in your country and institution. And that likely in the future he 

will have less stress, more time, and higher productivity. 

 

- Lack of Motivation 

 

If you suspect that trainee is simply unmotivated to get to manage his 

time, then you need to make him realize how much their attitude 

affects you and others 

 

- Make it clear that his lack of time management is causing you stress. 

Mention specific examples from past situations where their lack of 

discipline impacted you in a negative way. Knowing how their actions 

affect you may motivate them to change. 

 

- Explain the benefits of time management as it relates to them. For 

instance, if trainee always late in the morning, then let him know that 

this reflects poorly on him professionally. If he ever wants to be hired 

in a company, he must get on time. 
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- Find out why he deliveries his work late. For example, the trainee 

can tell you that he/she as some difficulties in understanding what is 

expected from him to do, or because he ŘƻŜǎƴΩǘ ŦŜŜƭ ŎƻƴŦƛŘŜƴǘ ŀōƻǳǘ 

the work done, so he regularly delays working on it. Some extra 

support mighǘ ōŜ ŀƭƭ ǘƘŀǘΩǎ ƴŜŜŘŜŘ ǘƻ ƎƛǾŜ ǘǊŀƛƴŜŜ the needed 

knowledge or confidence to feel comfortable doing the task on time. 

 

If necessary, if you manage trainees whose disorganization impacts 

their performance ς and coaching or training does not lead to 

improvement ς you might need to take some institutional discipline 

action. 

 

Training or tutoring non punctual or disorganized trainees can be 

stressful, especially when their bad habits affect your, other trainees 

or the institution schedule. Find out why traineesΩ don´t care about 

time management to help you decide how to approach the situation. 

 

 

V Cross cultural WBL 

Type  Small groups activity 

Purpose Intercultural awareness  

Field Communication, Planning WBL 

Aims  The aim of this exercise is:  

- to be aware of cultural differences and misunderstandings that can 

be caused. 

Description When a VET institution or a Host company are preparing to receive 

foreign trainees they should prepare.  
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Trainers work in groups of 4-5 people. They are faced with the 

following ǇǊƻōƭŜƳΥ ά¸ƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ǿƻǊƪ ǿƛǘƘ ǎƻƳŜ ǘǊŀƛƴŜŜǎ ŦǊƻƳ ŀ 

different cultural background. Think and write down all the difficulties 

that you think you may come cross. Try to develop a plan which will 

minimize the risk of intercultural misunderstandings and will facilitate 

adaption processέ. 

Considering the following:  

1) working time, public and religious holidays  

2) Dress code  

3) Addressing people  

4) Language competences  

5) Cuisine and meals  

6) Attitude to time / punctuality 

7) ICT competences  

8) Institution ς trainee relationship  

9) Work life balance, entertainment, bonus and incentives scheme 

Think of some areas that may cause trouble and try to prevent it by 

taking appropriated measures.    

Note: This activity can be performed in your professional context, in a 

focus group with the team that will work more directly with trainees 

in WBL. 

Links / material  Paper, pen, computer with internet connection 

 

 

V SWOT analysis  

Type  Small groups activity 
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Purpose Intercultural awareness  

Field Communication, Planning WBL 

Aims 
 The aim of this exercise is:  

- to be aware of Strengths, Weaknesses, Opportunities and Threats 

about organisational communication in a WBL pathway. 

 

Description 

SWOT Analysis applied in a WBL context is a useful technique for 

understanding the Strengths and Weaknesses of organisational 

communication in a multicultural environment, and for identifying 

both the Opportunities of improvement and the Threats that can be 

faced. 

Strengths and weaknesses are often internal to your organization, 

while opportunities and threats generally relate to external factors.  

Fill and discuss using a SWOT Matrix. Using the following questions: 

As trainer/tutor/mentor what I have to do for improving 

organisational communication in a multicultural environment? Why? 

How I am going to do it? What strategies can I use? What should you 

avoid?  

   
    

 S 

strengths 

 

 W 

weaknesses 

 
 

 
 
 
 

  
 
 
 
 

 
 



 

 
 

39 

Main SWOT analysis strategies: Use internal strengths to take 

advantage of opportunities / Use strengths to minimize threats / 

Improve weaknesses by taking advantage of opportunities / Work to 

ŜƭƛƳƛƴŀǘŜ ǿŜŀƪƴŜǎǎŜǎ ǘƻ ŀǾƻƛŘ ǘƘǊŜŀǘǎΧ  

SWOT Analysis is a simple but useful framework for analysing your 

organization's strengths and weaknesses, and the opportunities and 

threats that you face. It helps you focus on your strengths, minimize 

threats, and take the greatest possible advantage of opportunities 

available to you. 

This SWOT analysis can be carried out for a company, product, place, 

or person. So you can use this tool according to your needs. 

        

 O  

opportunities 

  

 T 

threats 

 

 

   
 
 
 

  
 
 
 

Links / material  Paper, pen, computer with internet connection 
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