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PROJECT AND PARTNERS
The project “2018-1-NL01-KA202-038947 - SELF-REGENERATE - Self-Employment and English for Peripheral
Regions” enables students to become international entrepreneurs. SELF-REGENERATE is based on an
innovative coaching tool that has been tested by BTF in the UK, the Bridge Model. The Bridge model supports
entrepreneurs to go through the four steps of start-up business: 1) Creation of business idea 2) Establishing a
business 3) Growing a business 4) Managing a sustainable business. The Bridge Model is a business coaching
methodology delivered by group and/or individual mentoring. The project is funded by the Netherlands
National Agency. There is 1 coordinator and 5 partners from 5 countries in the project.
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HOW TO USE THE HANDBOOK
The SELF-REGENERATE Trainer's Manual is a handbook to establish the training programme in coaching and
mentoring (i.e. a 'How to Guide'). It is designed for mentors, coaches and educators (i.e. teachers, assistants and
administrators).
The Handbook has been written for trainers working with VET students from peripheral regions and within the
VET migrant students learning field, applying a methodology of training for new entrepreneurs and willing to
enable students to become international entrepreneurs.
The curriculum includes:
1. A theoretical introduction of IO1 (Handbook for trainers and Curriculum & Trainer’s manual)
2. Games and exercises, and self-assessment tools for the Learners to use in order to put the knowledge that
they acquired into practice (Handbook for learners and Training manual for learners)
3. Case studies and good practices on the topics of each module (10 tutorial videos)
This manual has been made up of instructions for activities, learning processes and assessments. Moreover, the
role of a facilitator is discussed in detail and the benefits of experiential learning are also discussed. This is
important

to

ensure

trainers

fully

understand

the

aim

and

process

of

SELF-REGENERATE.

By going through this Handbook, you will be able to understand the concept of facilitation and mentoring, to
know how to organise group and mentoring activities, how to use training content and the online platform, as
well as, providing you with information about management’s commitment, how to involve local networks and
what is financing.
Once you have read this Handbook, you will find one more document - Curriculum and Trainer’s manual - which
will be your guide that will walk you through the bridges of the Bridge model.
We believe that with the training material that we have applied to our online platform, and described in this
handbook, you will inspire many people to seek their way for improvements and personal development and do
this in an interactive and playful way.

GOOD LUCK!
THE SELF REGENERATE TEAM
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INTRODUCTION
THE HANDBOOK FOR TRAINERS is an outcome of the project SELF REGENERATE. SELF-REGENERATE has two
objectives:
- To increase the capacity of VET students to create more successful enterprises. Thus, enabling them to
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become economic drivers of their regions.
- To increase the capacity of VET institutions to provide practical and real enterprise support.
Before starting, it is important to understand the basics of the project and handbook. Why is it worth
completing? Why is it worth reaching the final goal? Thus, in this part you well get to know:
1. What is SELF REGENERATE?
2. How does it work?
3. What is THE BRIDGE MODEL?

What is SELF
REGENERATE?

How does it work?

What is THE BRIDGE
MODEL?

What is SELF REGENERATE?
The SELF-REGENERATE curriculum is a combination of three core ideas: an integrated business coaching model,
the Bridge Model and very operative English support. These three ideas increase the chances of local start-up
creation and inevitably helps start-ups seek clients and opportunities abroad.
SELF-REGENERATE brings two issues together that have an important impact on VET students and young
people's chances of succeeding in peripheral regions. Peripheral regions are areas that are marginalized,
struggle to compete with more urban areas, and offer few employment opportunities. As a result, they suffer
from a net out migration of young people. This emigration pattern can cause the GDP of these regions to fall
by 4% according to studies conducted by the Economist.
Therefore, the need to develop entrepreneurial competences for young people is urgent. This can be achieved
by raising awareness of entrepreneurship, developing entrepreneurial competences and helping the next
generation set up an enterprise that is adequate enough to compete and thrive in today’s markets.
There is also an interesting correlation between career progression of becoming an entrepreneur with language
knowledge. Eurobarometer’s ‘Europeans and their Languages’ (2012) reported that one of the main motivating
factors to learn a language is to improve career prospects and work abroad. However, language support is
limited and costly for young people (Eurobarometer, 2012).
VET can address these 2 issues by enabling students to create a local enterprise and ensuring that they become
fluent in business English. The creation of a coaching methodology for VET that combines entrepreneurship
coaching and business English can have an important impact on peripheral regions. It can enable students to
create their own enterprises locally. Moreover, with business English fluency, they will be able to communicate
with clients from abroad, expanding their horizons and thus becoming successful international entrepreneurs.
In this context, SELF-REGENERATE’s target group are:
- VET students from peripheral regions.
- VET migrant students

How it works?
SELF-REGENERATE enables students to become international entrepreneurs. SELF-REGENERATE is based on
an innovative coaching tool that has been tested by Bridging to the future organization in the UK, the Bridge
Model. The Bridge model supports entrepreneurs to go through the four steps of start-up business: 1)
Creation of business idea 2) Establishing a business 3) Growing a business 4) Managing a sustainable business.
The Bridge Model is a business coaching methodology delivered by a group and/or individual mentoring.
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SELF-REGENERATE will take this further. The Bridge Model will be adapted to a VET context and it will ensure
that students can also become fluent in business English. For example, this includes how to write emails,
customer relations, conducting a meeting, working as a team and pitching your business in English.

What is THE BRIDGE MODEL?
The Mission
The Bridge Model is about creating jobs. It is a practical and proven framework to support new business
people, new entrepreneurs, social innovators and public sector organizations spinning out into the private
sector. The origins of The Bridge Model lie in the need for support for entrepreneurs and business people –
support which is from business people for business people.
The Bridge Model offers a flexible framework to start and develop a business, and consists of four stages –
each termed a ‘bridge’. Each step over the bridge offers support to a business person and entrepreneur and
is supported by insightful advice from active business people.
The Bridge Model is a framework – it is not a rigid model. It offers ideas, a structure and proven methodology
which should be seen as a starting point and a guide for new businesses and ventures.

A Flexible Approach
To implement the Bridge Model you must ensure that you are flexible in approach. Remember, the model is
more about supporting the entrepreneur to develop rather than solely focusing on the business idea.
Therefore your approach needs to be one which takes into account the needs of the individual, and be
adaptable to settings. The Model can be delivered in a variety of informal, non-formal and formal settings
and can be used on a one to one basic and group settings. The Learning Methodologies used are all based
around Peer Mentoring and Coaching.

Starting to work with an entrepreneur
When you first meet your entrepreneur, it is important that you understand whether they have the
characteristics of an entrepreneur. A good way to do this is getting them to do the following Entrepreneur
Audit:
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DOES THIS SOUND LIKE YOU?

THAT IS

SOMETIMES THAT'S ME

WOW,

DEFINITELY

THAT'S ME

MOST OF

THAT'S ME

THE TIME

EXACTLY

NOT ME

Nobody has to tell me to get to work. I figure
out what has to be done and do it before I'm
asked.
I like to be in control of whatever jobs I'm doing.

I'm rarely satisfied with the way things are. I
want to change them, make them better.

I'm good with people. I enjoy creating teams of
people to tackle a challenging task.

I rarely take no for an answer. I am known to be
very persistent because I know I can't
accomplish much on the first try. I just keep on
trying
If I'm told something is impossible to do, I often
can't resist seeing if it's true. I don't mind failing
if I learn something in the process.

Whatever job I have, I need to feel that I'm
accomplishing something, not just putting in
time.
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More than anything else, I love to earn money.
It gives me freedom and power.
When I'm working for someone else, I'm always
thinking of how I'd change things if it were my
business.
I'm willing to accept responsibility and take the
heat if my decisions are wrong, but I want the
credit (or rewards) when I make the decisions
that produce the right results
When I'm doing work I really like, I don't mind
working hard for long hours. In fact, it doesn't
even seem like work.
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4 BRIDGES OF THE BRIDGE MODEL
The Bridge model is an internationally and nationally used product. It has been the basis of the creation of
over 40 businesses, all of which are trading and developing.
The Bridge Model is shaped into 4 journeys, each representing our journeys we have taken ourselves. We
have used the idea of crossing over a bridge using a series of steps for a number of years, so can assure you
that it works.
▪

Bridge 1 equates to Start My Business

▪

Bridge 2 equates to Grow My Business

▪

Bridge 3 equates to Strengthen My Business

▪

Bridge 4 equates to either bespoke work, niche sectors or as a stage beyond Strengthen My Business.

More information

• More information of Bridge model you can find here:
"http://www.bridgingtothefuture.co.uk/bridgemodel/bridge-model.aspx"

This Bridge model was modified and adapted for the Self Regenerate project:
▪

Bridge 1 equates to Learn about my region

▪

Bridge 2 equates to Ambitions to be an entrepreneur

▪

Bridge 3 equates to I am an entrepreneur in my region

▪

Bridge 4 equates to Self-reflection

Below you will find all 4 Bridges of Bridge model adapted for the Self regenerate project.
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BRIDGE 1:
I WISH TO LEARN ABOUT MY REGION -> I AM WELL VERSED IN THE SOCIOECONOMIC ENVIRONMENT OF
MY REGION
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BRIDGE 2:
I HAVE AMBITIONS TO BE AN ENTREPRENEUR -> I AM READY TO BECOME AN ENTREPRENEUR IN MY
REGION
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BRIDGE 3:
I AM AN ENTREPRENEUR IN MY REGION -> I AM READY TO BECOME A GLOBAL ENTREPRENEUR
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BRIDGE 4:
SELF REFLECTION -> WHAT HAVE I LEARNT? AM I ABLE TO TRANSFER THAT TO THE NEW LEARNERS
FOLLOWING ME?
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DESCRIPTION OF THE CONCEPT OF FACILITATION AND
MENTORING
Mentoring Definition
✓ Mentoring is a developmental partnership through which one person shares knowledge, skills,
information and perspective to foster the personal and professional growth of someone else. We all have
a need for insight that is outside of our normal employment and educational experience. The power of
mentoring is that it creates a one-of-a-kind opportunity for collaboration, goal achievement and
problem-solving.
✓ The purpose of mentoring is always to help the mentee to change something - to improve their
performance in something, to develop their qualities, to develop their skills, to realize their vision, or
similar. This movement is from where they are, ('here'), to where they want to be ('there').

Your role as a trainer (mentor)
What comes first before starting the preparation for the training course directed to VET learners? The answer
is - the understanding of your own role as a trainer in the work with future target groups. As the trainer, it is
necessary to understand yourself before you meet other adult learners that you will work with. It is a time
to face all doubts and convictions, check your tools and reconsider your approach towards perspective
learning. But, what does it exactly mean "understand yourself"?
We suggest to reflect on four areas:
1. Know yourself as a learner
2. Know yourself as a facilitator of learning
3. Know your target group
4. Know your concepts and tools
KNOW YOURSELF AS A LEARNER
Trainers should not forget that whilst being the
learning organisers, they are at the same time
learners themselves. When you know yourself
better as a learner it brings you to better
position in facilitating the training.

There are some questions that may help you to unfold as
a learner:
- How do I prefer to learn?
- Am I passionate about learning?
- What helps me in my learning process?
- What blocks me in my learning?
- How much do I see myself as a lifelong learner?
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KNOW YOURSELF AS A TRAINER FOR LEARNING

There are some questions that may help you to unfold as

Before you start an activity with a group of adult

a trainer:

learners, you have to think about yourself as a

- What is my own theory about how learning happens?

trainer of the learning process. Your main task

- Who is responsible for the adults learning?

when acting as a trainer is to help the group

- How do I create the right conditions for learning?

increase their effectiveness by improving the

- What is my understanding of the ‘learning to learn’

process and structure of both the group and

competence?

activity.

- What does this all mean for my role as a facilitator?

KNOW YOUR TARGET GROUP

There are some questions that may help you understand

The adult learners that you are working with

target group better:

might not see the learning process as much of a

- What is the background of my target group?

learning adventure as you do. Essentially, the

- Do I know anything about their learning histories?

learning process should empower adults, building

- What prejudices do I have about their abilities?

on their strengths and abilities, thus helping them

- Do I need to provide any kind of enhanced support in this

to increase their self-esteem as learners.
KNOW YOUR CONCEPTS AND TOOLS
Trainers should be able to bridge the world of
learning theories and practices, and the world of
adults. They should be aware of policy

process?

There are some questions that may help you to get to
know the tools better:
- Where do the key competences for lifelong learning
come from?
- How much do I know about the value of learning?

developments, and find appropriate ways to

- How can I introduce these concepts in a user-friendly

connect those to the adults.

way?
- What tools can I use at different stages of the learning
process for this target group?
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The Role of the VET trainer
The VET trainer plays a pivotal role in facilitating and ensuring that the Bridge model methodology is effective
for the trainees. Their role includes:
✓ Recruiting and selecting the Entrepreneurs and Coaches
✓ Supporting the Peer Coaches.
✓ Overseeing the Coaching process
✓ Facilitation of group learning activities
✓ Supporting Entrepreneurs in validating their QEAS and progress across the Bridges

Tips for VET Trainers
• Watch for signs of "lopsided" coaching. This occurs when one party is devoting more time and
energy to the mentoring process than the other. In most cases, efforts should be equal. Make
sure both parties are committing time and energy to the process.
• Ask the mentee questions such as: "How would you solve the challenges to meet your end
goal?" or "What do you think the solution is for you?" in order to sharpen their problem-solving
abilities.
• By working together in a group, mentees often bond and build a network, which is valuable for
a cohort of mentees moving at a similar pace into new directions in their lives.
• An advantage of group peer coaching is that mentees receive multiple sources of feedback, not
just that of one Coach. Hearing the same message from many sources can have an increased
impact.
• Remember that your coaching time is precious and needs to be used wisely. You need to decide
what you are able to deliver as an experienced trainer and where and how the Peer coaches
are used.
• Through the course you will use coaching as the method to empower and enable your
entrepreneurs, whether you are working within a group or with an individual in a formal or non
-formal setting.

18

SKILLS FOR YOU AS A TRAINER
Emotional intelligence - is the measure of an individual’s ability to recognise and manage their emotions,
and the emotions of other people, both individually and in groups.

Empathy - Empathy is, at its simplest, the awareness of the feelings and emotions of other people. It is a key
element of Emotional Intelligence, the link between self and others, because it is how we as individuals
understand what others are experiencing as if we were feeling it ourselves.

Building rapport - Rapport is a state of harmonious understanding with another individual or group that
enables greater and easier communication. In other words, rapport is getting on well with another person,
or group of people, by having things in common, this makes the communication process easier and usually
more effective.

Communication - is simply the act of transferring information from one place to another, whether this be
vocally (using voice), written (using printed or digital media such as books, magazines, websites or emails),
visually (using logos, maps, charts or graphs) or non-verbally (using body language, gestures and the tone
and pitch of voice).

Listening - Listening is key to all effective communication, without the ability to listen effectively messages
are easily misunderstood – communication breaks down and the sender of the message can easily become
frustrated or irritated.

Reflecting - as an extension of good listening skills, you need to develop the ability to reflect words and
feelings and to clarify that you have understood them correctly. It is often important that you and the speaker
agree that what you understand is a true representation of what was meant to be said.

Clarification - In communication, clarification involves offering back to the speaker the essential meaning, as
understood by the listener, of what they have just said. Thereby checking that the listener's understanding
is correct and resolving any areas of confusion or misunderstanding.
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Questioning - Questioning is key to gaining more information and without it, interpersonal communications
can fail. Questioning is fundamental to successful communication - we all ask and are asked questions when
engaged in conversation.

Providing feedback - In life as much as in work, it’s important to know how to provide feedback to others,
effectively and constructively without causing offence.

Tact and Diplomacy - Using tact and diplomacy appropriately can lead to improved relationships with other
people and is a way to build and develop mutual respect, which in turn can lead to more successful outcomes
and less difficult or stressful communications
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LEARNING STYLES
Researchers have confirmed that students learn in different ways, in other words, that they have different
learning styles. Teachers used to teach primarily to verbal or mathematical learners, which didn’t allow for
the full development of student potential. Today, good teachers understand the different learning needs of
students and offer assignments helping several types of learners.

1. Visual learners
2. Aural (auditory) learners
3. Kinesthetic learners
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1. Visual learners
Visual learners retain information more effectively when visual aids are used, such as pictures, images, film clips,
colours and diagrams. They're also good at understanding visual data presented in maps, charts and graphs.
Strategies for teaching visual learners:
✓

Use visual aids - most other learners will benefit from visual elements as well.

✓

Provide visual analogies and metaphors to help with visual imagery.

✓

Sometimes graphics are not easy to use for specific topics but consider writing key points in front of the class
as this provides visual cues.

✓

Substitute words for colours and pictures.

✓

Ask the students to write down explanations and take notes because this entails looking at your presentation
or visualising what you’re presenting.

✓

Colour or emphasise key points in text.

✓

Avoid using large blocks of text.

✓

Include exercises where the students create mind maps.

✓

Use storytelling to help with visualisation.

✓

Colour-code and organise any materials you provide as this helps organise things in their minds.

✓

Get students to visualise using phrases, such as, "Picture this", "Let's see what you would do."

2. Aural learners
Aural learners respond to sound, music, recordings, rhymes, rhythms etc. They remember conversations well and
music causes an emotional response in them.
Strategies for teaching aural learners:
✓

Encourage your students to participate in discussions.

✓

If reading is required suggest audio books if appropriate.

✓

Suggest for them to listen to music as they go over material.

✓

Allow recordings of your training sessions or make your lessons accessible online - this is also helpful for other
learning types.

✓

Get students to pair up and explain concepts to each other.

✓

Encourage problem-solving aloud.

✓

Suggest rereading their notes when they get home.

✓

Use mnemonic devices and rhyming.

✓

If you are explaining a story, play relevant sounds from your computer.
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3. Kinesthetic learners
Practical learners process information effectively when they use their bodies and when they are actually doing
something. They put their learning into practice.
Strategies for teaching physical and tactile learners:
✓

Use physical exercises and provide hands-on experiences.

✓

Exercises where the learners are standing and walking are very effective.

✓

Include activities where learners use a pen and paper to map out their thoughts and problem-solve because
writing is a physical exercise.

✓

Find a venue that provides these learners with large spaces so they can write and draw.

✓

Encourage them to draw diagrams, graphs and maps.

✓

Get them to interact with physical objects or solve puzzles.

✓

Role-playing.

✓

Provide real life examples, such as, case studies.

✓

Suggest reviewing their notes whilst they engage in physical activity.

✓

Ask them to teach other class members some of the lesson content.

✓

When you are asking them to visualise, explain the sensations that would be felt, such as, "The wind was
forcibly hitting against the left side of my body."
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HOW TO ORGANISE GROUP ACTIVITIES
When you think about flipping your classroom or training session, think about using group work. Group work
is an excellent way to build community, enhance collaboration, increase engagement and improve critical
thinking skills. Incorporating opportunities for your learners to connect with their colleagues on a regular
basis establishes a welcoming learning environment and builds their capacity to be successful in groups when
they are faced with a long-term project.

The Principle of Participation
Research findings consistently validate the "principle of participation" in the team building – i.e. group
members more readily accept new ideas and new work methods when they are given the opportunity to
participate in making the decision to change and to participate in deciding how to implement the
change. Leaders practicing participative management can use varying degrees of group member
participation. This requires knowledge of specific skills and methods: how to listen so that group members
talk about their problems; how to conduct efficient meetings; how to get group members to set
performance goals.

Formal and Informal Groups within Organization
Organization is a combination of interrelated groups. These groups can be classified, according to their
orientation, as formal and informal ones.
Formal groups are those designated and sanctioned by the organization. These groups possess legitimate
power within the organization, and generally are formed to accomplish a designated task or function.
Informal groups are ones created by employees themselves, not sanctioned by the organization. These
groups can be created around a work place issue (interest groups) or an activity outside the work place
(friendship groups).

Basic Forms of Groups: Groups, classified according to their purpose, can be functional groups; task
forces created to complete a specific task; interest groups formed within the work place by a common
interest; peer groups joined friendship outside the work place; and formal committees.
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Formation and Development of Groups
As groups evolve through the four stages of mutual acceptance, decision making, group maturity, and
control, their ability to deal with different and increasingly complex problems also evolves. Management
should be aware of the progress of a group and assign tasks accordingly. As a group matures and grows, it
evolves standards of expected behaviors and attitudes. These are the group norms that are very important
in the reinforcement of group loyalty and identity.

Group Behavior Norms
Behavior within a group conforms to the expectations of its members. This expected behavior takes place
within a range defined by upper and lower performance standards accepted by the management and the
group members. If management wishes to increase worker productivity within the group, it must change
both the lower and upper performance standards.

Group Status
The status of a group within the organization is dependent upon four major factors: the importance of the
task assigned; the success of the group; the status of the individual workers; and the nature of the rewards
to the group's members by the organization. An organization should enhance the status of a group if it
wishes willing and enthusiastic participation by the workers.

Groups and Creativity
Techniques to increase creativity and generation of new ideas by a group include brainstorming, nominal
group technique, and the Delphi technique.
Brainstorming is used with a small group to generate a large number of alternative solutions to a problem,
defined by management, in a short period of time. During the alternative generation phase, no criticism
may be voiced because this would interrupt the generation of potential solutions. During the evaluation
phase, each potential solution is evaluated in detail by the group.
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Nominal group technique is used in conjunction with the planning activities of management to create
managerial contingencies and future projections. In this technique, a problem, defined by management,
is presented to a small group. Each member individually generates as many solutions to the problem
presented as possible, in writing. There is no communication between group members. After a given
period of time, group members present their ideas. The ideas of each presenter are recorded. The group
members can ask the presenter to clarify the ideas, but no criticism is voiced during these presentations.
After all group members have completed their presentations, the recorded ideas are discussed and
criticized. After the group discussion, each participant is asked to rank the ideas in writing and
anonymously.

Video

• Visit
"https://www.youtube.com/watch?v=RaN2iNegrZg"
for more information about Nominal group
technique.

Delphi technique is suitable for identifying future trends. It may be used when personal interaction may
influence the quality of the information generation process. Experts constituting the group do not meet
physically. The Delphi group coordinator sends questions to the individual group members in writing. Each
member is asked to answer these questions anonymously. Evaluation of these answers by other group
members is also done anonymously. The coordinator tabulates and summarizes the answers and returns
the summaries to the group members, who are asked to examine the criticism and modify their original
answers if necessary. At no point does any group member know who proposed a specific idea or who
criticized it. The focus is exclusively on the merits of the idea, never on the individual personality.

Video

• Please watch the following short video:
"https://www.youtube.com/watch?v=bHwohMjG9OA"
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HOW TO ORGANISE MENTORING ACTIVITIES
Mentoring is a special partnership between two people based on commitment to the mentoring process,
common goals and expectations, focus, mutual trust and respect. Mentoring can also encompass activities
that allow for the transfer of knowledge and skills from one employee to others.
Both the mentor and the mentee give and grow in the mentoring process. The mentee can learn valuable
knowledge from the mentor’s expertise and past mistakes and, competencies can be strengthened in specific
areas. Mentees will have the opportunity to establish valuable connections with higher level employees.
The success of mentoring will depend on clearly defined roles and expectations in addition to the
participant’s awareness of the benefits of participating in the mentoring program.

Benefits of Mentoring for the Mentor:
• Renews enthusiasm for the role of expert
• Obtains a greater understanding of the barriers experienced at low levels of the organization
• Enhances skills in coaching, counseling, listening, and modeling
• Develops and practices a more personal style of leadership
• Demonstrates expertise and shares knowledge
• Increases generational awareness

Benefits of Mentoring for the Mentee:
• Gains sharper focus on what is needed to grow professionally
• Furthers development as a professional in a higher level position
• Gains capacity to translate values and strategies into productive actions
• Complements ongoing formal study and/or training and development activities
• Gains career development opportunities
• Gets assistance with ideas and honest feedback
• Demonstrates strengths and explores potential
• Increases career networks and receives greater agency exposure
• Improves ability to express expectations, goals, and concerns
• Receives knowledge of organizational culture
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As participants reflect on being mentored, time should be devoted to determine the qualities desired in a
mentor and what you would like to gain from the partnership. Mentor can use the questions below:
• Do you want someone who has been on the same career path that you would like to follow?
• Do you want someone who has modeled the competencies you would like to strengthen?
• Do you want someone who has the skills that you currently don’t have but wish to acquire?
• Do you want someone who will be a good sounding board for your goals?
The mentee’s development depends on exploring career aspirations; strengths and weaknesses;
collaborating on means to “get there”; implementing strategies; and evaluating along the way. The mentor
will help light the path for the mentee to follow. Learning from the wisdom and past experience of the mentor
will serve the mentee well and produce great benefits.

Responsibilities – Mentor:
• Meet with your mentee and/or engage in mentoring activities in-person (or on the telephone as a
backup)
• Willingly share your experience and professional success in the organization
• Explain how the organization is structured
• Support the organization’s mission, vision, and goals
• Look for experiences that will stretch the mentee (i.e., shadowing during meetings, suggested readings,
etc.)
• Stay accessible, committed, and engaged during the length of the program
• Listen well
• Provide open and candid feedback
• Offer encouragement through genuine positive reinforcement
• Be a positive role model
• Share “lessons learned” from their own experiences
• Be a resource and a sounding board
• Keep your conversations confidential
• Let the Mentoring Program Manager know as soon as possible if you are having a problem connecting
with your mentor.
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Responsibilities – Mentee:
• Meet with your mentor each month and/or engage in mentoring activities in person (or on the telephone
as a backup)
• Be proactive about contacting your mentor and scheduling meetings
• Commit to self- development
• Assume responsibility for acquiring or improving skills and knowledge
• Discuss individual development planning with the mentor
• Be open and honest on goals, expectations, challenges, and concerns so others can help you
• Prepare for meetings and come with an agenda
• Actively listen and ask questions
• Seek advice, opinion, feedback, and direction from the mentor
• Be receptive to constructive criticism/feedback and ask for it
• Keep your conversations confidential
• Respect the mentor’s time and resources
• Stay accessible, committed, and engaged during the length of the program
• Comfortably give feedback to the mentor on what is working or not working in the mentoring relationship
• Let the Mentoring Program Manager know as soon as possible if you are having a problem connecting
with your mentor.

How to develop a mentoring plan
There is no single mentoring plan that fits everyone. Some are formal, official programs within an
organization, while others are more casual and informal relationships that you create for yourself. Whether
you are designing a mentoring program for others or are interested in finding your own mentor, learning
how to develop a mentoring plan will help you get started.
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STEPS:
1. Identify the purpose of your mentoring relationship.
•

You may want to teach specific information or develop a particular skill. Having a clear purpose in mind will
help you develop a specific mentoring plan that meets your needs and expectations.

•

Academic mentoring relationships help students learn skills for studying, writing, and math that will help
them succeed in the classroom.

•

Personal development mentoring focuses on growing in social or leadership skills, or in developing one's
character.

•

Workplace mentoring often partners new employees with current ones in order to help them learn specific
tasks or jobs. There may also be training opportunities designed to help an employee earn a promotion, or
to transition into a different job.

2. Determine the format of mentoring that you would like to put in place.
Each person prefers a certain environment in which they can connect with their mentor. Decide what works
best for you.
•

Traditional mentoring consists of a one-on-one, face-to-face relationship.

•

Group mentoring includes one mentor but several mentees.

•

Team mentoring involves several mentors with several mentees.

•

Peer mentoring consists of a more mutual relationship, where each person mentors the other.

•

E-mentoring tends to be one-on-one, but takes place via email and the Internet. However, the individuals
involved in e-mentoring often start their relationship with a face-to-face meeting.

3. Identify potential mentors.
Mentors should be knowledgeable in the area that you want to learn about. You should also have a good
connection with them. If you cannot think of anyone, ask a friend or supervisor for suggestions.

4. Ask someone to mentor you.
It is important that you are clear and upfront about your initial expectations for this mentoring relationship
so the potential mentor can decide if they are a good fit. If the person declines, do not take it to heart. Simply
ask someone else.
•

If you are pairing others together in mentoring relationships, it is important that you consider your matches
carefully. Take interests, personalities, and skills into consideration.
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5. Brainstorm potential activities or discussions.
You have a particular purpose for this mentoring relationship. Explore different things you may learn
throughout it.
•

Make a list of specific things you want to learn. For example, if the purpose for mentoring is to learn more
about classic literature, identify authors like Shakespeare and Milton in whose work you have a particular
interest in learning.

•

Write a tentative agenda for mentoring sessions. Do this with your mentor. Allow them to add things to the
list. For example, they may want to introduce you to a classic author you have never heard of.

6. Create a structure for your mentoring relationship.
This helps both mentors and mentees have appropriate expectations and enables them to decide if the
commitment is one, they can realistically manage.
•

Determine when and how often you will meet. Figure out which days and times work best for you. Then,
based on your goals for this mentoring relationship, decide how often you need to meet with your mentor.

•

Decide where you will meet. Some mentors prefer to have their mentee tag along with them during daily
routines. Others may want to meet in a more casual setting such as a coffee shop, a restaurant, or the park.

•

Lay down relationship guidelines. Together, decide when it is appropriate to call each other, what
information will be kept confidential, if it is okay to visit one another at home, and so forth.

•

Set a tentative time frame for your mentoring relationship. Mentoring often takes place for 6 months to 1
year. At the end of that time, revisit your purpose for meeting and decide if you want to renew your
commitment for another set period of time.

7. Commit to the mentoring relationship.
Trust and reliability are two factors that are essential in strengthening the mentoring relationship. Each
person needs to agree to show up regularly and on time. They also need to fulfill any personal obligations
they agreed to throughout the mentoring. For example, if you are reading through a book together, each
person needs to finish the reading for each session.
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HOW TO USE THE TRAINING CONTENT AND THE ONLINE
PLATFORM
Tips on how to improve the Training Content
If this first line wasn’t so expertly crafted to hook you in, you would have clicked away already. That's half
the secret of creating engaging corporate training material (or any other kind of content): grabbing your
audience's attention. The other half, of course, is sustaining that attention.
Here are 5 tips on how to improve your training content and achieve both:

1. Start with a bang
You never get a second chance at making a first impression. Use your opening line to hook your learners in.
Start with your best joke, an impressive factoid, or an engaging anecdote. Whatever you start with, make
sure it's bold and exciting.
Your first chapter has a large impact on how the learner will perceive the course. It sets the tone and pacing.
Don't waste your first pages on a boring intro, or on providing a summarized overview of the rest of the
course – that's what the table of contents is for. Instead, try to get the learner excited about the course, and
to convince them of its practical value.

2. Train, don’t educate
To know how to improve your training content, you must first understand its intended audience and purpose.
For example, whereas academic training is focused on providing students with a deep understanding of a
subject, enterprise training is all about meeting the company's goals. Your content should reflect this fact,
and not stray beyond what's required of employees to know to do their jobs well (you are always free to
include pointers for further study for those that are so inclined).

3. Tell a story
Every human culture loves a good story. Stories move us, help us connect, show us different perspectives,
and even cause positive neurochemical changes in our brains. Applying the power of storytelling to your
training course is a great way to connect with your learners and keep them engaged.
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Give your training content a narrative arc. In other words, a beginning, a middle, and an end. To learn how
to improve your training content from a narrative perspective, study how instructors like Richard Feynman
incorporate storytelling elements in their lectures even when their subject matter is physics or math. You can
also learn a lot from documentaries – and not just about animal life and World War II. Documentaries are
excellent sources of narrative strategies and innovative visual techniques that you can adopt in your video
content. TEDx talks, too, can serve as great examples of the narrative structure and storytelling approaches
– the most viewed ones are usually very expertly crafted. Don't be afraid to include actual stories and
anecdotes relevant to your subject. Used as examples, they will help drive the point home and make the
lesson memorable.

4. Be brief
When we advised you to "tell a story" in our previous tip, we meant a short story – not an epic saga. Less is
more. Take the time to edit your content down to the essentials. Follow the advice of French author Antoine
de Saint-Exupéry, who famously said that "Perfection is achieved, not when there is nothing more to add,
but when there is nothing left to take away".

5. Omit filler words and phrases
There are few things duller than a text brimming with filler words. You know their kind. Words like "that",
"very", "just", "almost", "basically", "truly", "actually", and so on which make no difference to what you say,
and just slow the reader down. Along with filler words, avoid commonly used idioms and cliches. Those might
not be filler, but they lack life and are the equivalent of stock photography for writing. Anytime you see
yourself opting for one, try to come up with an original way of saying the same thing. Go through your copy
several times until you have eliminated all such fillers from your finished training materials. When in doubt,
stick to basic verbs and nouns, and avoid qualifiers and turns of phrase that are not essential to what you're
saying.
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Online Platform
The Online Platform is integral to SELF-REGENERATE. It is an accessible and easy to use Open Educational
Resource (OER) for trainers, participants and anyone interested in the project. The Platform holds three
functions:
1) An OER where students can test their knowledge through innovative and practical exercises of English and
Enterprise. Visitors can download, adapt and upload training activities, the manual or individual activities.
2) A forum and action platform, for participants to seek and provide support to other participants. This
creates an e-learning community which can live past the end of the project.
3) Multimedia content. 10 tutorial videos are included on particular business English courses, based on role
playing.
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MANAGEMENT’S COMMITMENT
What makes a great manager great? It depends on whom you ask. Many think the secret lies in brilliant strategic
insight—the intellectual horsepower to decide where and how a company should compete. Others stress
discipline, believing that the ability to execute plans is what sets the superior manager apart. Still others feel
that a great manager is, above all, inspirational—capable of uniting an organization and leading employees to
great things.
These viewpoints are all valid, of course. But while they shed light on how executives’ personal qualities can
vary, they tell us little about the underlying practice of management—about the actions successful managers
take to weave strategy, execution, and leadership together. By focusing on who executives are, the common
explanations distract us from how they manage.
Commitments are extraordinarily powerful—a fact that executives can all too easily lose sight of. Caught up in
the hurly-burly of the present, managers often take actions that, while beneficial in the near term, impose
lasting constraints on their operations and organizations. When market or competitive conditions change, they
can find themselves unable to respond effectively—even though they may see a threat clearly and know they
must take action. They find themselves caught in a web of commitments that they (or their predecessors) have
spun.
Managers who understand the nature and power of their commitments can wield them more effectively
throughout a company’s life cycle. Entrepreneurs can avoid taking actions that imprint a new venture with a
dysfunctional character. Managers in established enterprises can reinforce past commitments that are still
benefiting the company, and they can learn to recognize when past commitments have become roadblocks to
needed changes—and replace them with new, rejuvenating commitments.

Double-Edged Swords
A commitment refers to any action taken in the present that binds an organization to a future course of action.
Not all managerial choices qualify as commitments. A CEO’s decision to build a war chest of cash, for instance,
is not binding because it does not commit the business to a particular course of action—the cash remains
available for any kind of investment. If, by contrast, the cash had gone toward erecting a specialized factory or
building a brand, the company would have been making a commitment. An action becomes a commitment, in
other words, if it restricts a company’s future options in a way that would be costly to reverse.

35

Commitments provide important benefits inside an organization as well. They give employees a clear sense of
focus and help them prioritize and coordinate their actions. They’re also motivational. They can, in particular,
create excitement and energy in difficult times, inspiring employees to persevere despite hardships and
setbacks. CEO Michael O’Leary’s vision for Irish carrier Ryanair—he has pledged to make it Europe’s biggest
airline within five years by offering low-cost fares—motivates employees to excel even in the face of intense
competition from entrenched rivals.
But the benefits of commitments come at a cost. Because commitments prescribe certain future actions and
preclude others, they limit a company’s flexibility. When a management team commits a company to a
particular manufacturing technology, for example, it prevents the organization from gaining deep expertise in
other methods. When a chief executive announces her intention to lead an organization to dominance in a
particular market, she forecloses other strategic avenues. When a business head signs a long-term contract
with a component supplier, he narrows his choices about which products his unit can make and sell. The gains
in efficiency and focus that commitments provide may outweigh the costs of inflexibility for a long time, but
when conditions change, a company may find itself locked into outdated patterns of operation and competition.
A commitment’s advantages may turn into liabilities.
Commitments are, in short, double-edged swords, and their dual nature is apparent throughout a company’s life
cycle. When an entrepreneur starts a business, he makes decisions about products, markets, competitors, and
partners that imprint an identity on the organization, defining what it can and cannot do. As the business
matures, managers reinforce that identity through new commitments involving strategy, finance, personnel, and
operations. At some point in the company’s evolution, the original identity may prove insufficient or even
counterproductive, requiring managers to transform the business through a set of new commitments that
contradict the earlier ones. An ill-considered commitment during any of these three stages can doom a business.

How to foster trainee commitment?
One of the fundamental responsibilities of any trainer may be to foster trainee commitment. In a sense,
trainers act like coaches of a sports team – they have to be willing and able to guide, teach, and develop their
employees (think "players") to help them to succeed. As a trainer, consider these top 8 ways to earn,
maintain, and increase commitment from your trainees:
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1. Believe in your trainees.
Your trainees possess certain skills, knowledge, and experience. Once they have been trained
appropriately, let them do the work, knowing that they will do their best. Provide the resources, training,
equipment and coaching they need to succeed.
2. Know their strengths and weaknesses.
Be aware of the strengths and weaknesses of each trainee. This will enable you to assign tasks that allow
them to succeed as well provide a challenge in ensuring varied skills and strengths.
3. Acknowledge their achievements.
Acknowledge and praise your trainees when they complete a task well. Thank them verbally and
consider other more tangible rewards. For example, a written thank-you note may help build a relationship
of mutual respect.
4. Be grateful for their contributions.
Unless proven otherwise, assume your trainees are trying their best, even when they don't quite get it
right. Thank them for their efforts; coach and train them to do better next time.
5. Let them do the work, but don't be afraid to get involved with them.
Empower trainees by letting them do their work and provide opportunities to enhance their skills. Offer
assistance when the going gets tough or they are overwhelmed. Always be willing to assist by doing the
same work alongside your trainees.
6. Emphasize teamwork.
Highlight groups within your business through projects and goals that require teamwork to accomplish.
Then reward the teams that do an exceptional job.
7. Talk straight to them.
If there is a problem, let them know you are concerned and discuss ways that you can partner to develop a
workable solution. The trainee will be more likely to take ownership of the problem and solution if given
some input in the matter. Listen and try to understand the obstacles to the trainee’s success.

8. Let them grow...and sometimes, let them go.
Encourage your trainees to pursue professional growth opportunities. Offer opportunities and challenges to
grow.
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BUILDING NETWORKS
Business networking is the process of establishing a mutually beneficial relationship with other
business people and potential clients and/or customers. The primary purpose of business
networking is to tell others about your business and hopefully turn them into customers.

The Benefits of Business Networking
•

New contacts and referrals - The most obvious benefit is to meet potential clients and/or generate
referrals, which you can then follow up to add to your client base. Networking can also help you
identify opportunities for partnerships, joint ventures, or new areas of expansion for your business.

•

Visibility - You need to meet and communicate with potential clients and business partners on a
regular basis to maintain your business relationships. Attending business luncheons and
other networking events raises your personal profile and can help keep you front and center in the
minds of the right people.

•

Staying current - In an ever-changing business climate it is important to keep up with the target
market conditions as well as overall trends in your industry. Knowing the market is the key
to developing a successful marketing plan. Attending seminars and networking with your peers and
business associates on a regular basis will help you stay current.

•

Problem solving - In addition to the potential of increasing your business you can often find
solutions to your own business problems or needs by networking. For example, if
your business needs the services of a bookkeeper, accountant, or lawyer you may find the ideal
candidate via networking, or if your business needs equity financing for startup you may be able to
find an angel investor or venture capitalist through networking channels.

•

Sharing knowledge and experience - Networking is ideal for expanding your knowledge by taking
advantage of the viewpoints and prior experience of others. If for example, you are thinking of
getting into the import or export business you may be able to get some valuable advice from
someone else who has done similar business internationally. Taking advantage of the experiences
of others before you invest time and money in a particular venture can be invaluable.
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•

Confidence and morale - Most business people are optimistic and positive. Regularly associating
with such people can be a great morale boost, particularly in the difficult early phases of a new
business. If you are not naturally outgoing, regularly meeting new people can also boost your
confidence and on a personal basis you may form new friendships with like-minded people.
The purpose of business networking is to increase business revenue - one way or another. The
thickening of the bottom line can be immediately apparent, as in developing a relationship with a
new client, or develop over time, as in learning a new business skill.

Make the Most of Your Business Networking
1) Meeting people in person seems old fashioned in the digital age, but wherever possible you
should network face-to-face. Social media platforms such as Facebook, LinkedIn, and Twitter are
excellent ways to communicate with customers and business associates, but they do not substitute
for meeting people in person. A lot of local business is still done on a handshake basis, and the best
way to network with other local business owners and entrepreneurs is through business groups.
2) The best business networking groups operate as exchanges of business information, ideas, and
support. The most important skill for effective business networking is listening; focusing on how
you can help the person you are listening to rather than on how he or she can help you is the first
step to establishing a mutually beneficial relationship.
3) Don't spread yourself too thin. Business networking is about cultivating relationships - you're not
going to be able to do that if you're trying to be an active participant with five or six different groups.
And you need to be an active participant in whatever networking group you join. It's contributing
that will bring you the benefits of networking you're looking for, such as more business. You need
to not only attend the meetings of your networking group regularly, but go prepared to offer
something of value to the group.
4) Choose the networking group that's best for you. A strong contact referral group such as BNI,
whose purpose is to find and exchange referrals, operates very differently than a community service
club such as Rotary International whose primary purpose is to serve the community.
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Business Networking Groups
1) Local business groups - Most cities and towns everywhere have local business groups that meet
on a regular basis. Workshops on business topics, and other networking events, provide members
with many opportunities to connect with other organizations.
2) BNI (Business Network International) - The purpose of each BNI group is to provide referrals for
its members. Only one person from each profession specialty is allowed to join a chapter of BNI,
which eliminates the possibility of competition among members of the group.
3) Mastermind groups - Mastermind groups were the brainchild of Napoleon Hill, who wrote Think
and Grow Rich among other works, in the early 1900's. "Mastermind groups offer a combination of
brainstorming, education, peer accountability and support in a group setting to sharpen your
business and personal skills".
4) Community service groups - Rotary International is one example of such a group. Paul Harris
formed the Rotary Club of Chicago on 23 February 1905, so professionals with diverse backgrounds
could exchange ideas, form meaningful, lifelong friendships, and give back to their communities.
Groups such as Rotary can be ideal business networking groups for those who enjoy mixing service
to their community with networking.
5) Professional associations - Specific industries have specific challenges and opportunities and
those who also work in your industry will know them best. Membership in such groups can also
boost your professional standing.
6) Social media/ online business networking groups - One of the things the internet excels at is
creating opportunities for people to get together online so social media/online business networking
groups are legion. If you're a business professional, you definitely want to be on LinkedIn. Other
than that, once again pick the networking group or groups that are the best fit for your business and
your goals.

Video

• Please watch
"https://www.youtube.com/watch?v=U0Vtd1_k7rg"
for more information on Business Networking
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FINANCIAL MANAGEMENT
Financial management is one of the most important aspects in business. In order to start up or even run a
successful business, you will need excellent knowledge in financial management.
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What is financial management?
Financial management involves planning, organising, controlling and monitoring financial resources in order
to achieve organisational objectives and involves a range of financial tactics. You can only achieve effective
financial management if you have a sound organisational plan. A plan in this context means having set
objectives and having agreed, developed and evaluated the policies, strategies, tactics and actions to achieve
these objectives. Sound financial management will involve you in long-term strategic planning, and shortterm operations planning. This financial planning should become part of your organisation’s ongoing planning
process. Sound financial management is one of the most important policy development and monitoring areas
of a board of directors. Board responsibilities are somewhat different in an organization with senior staff
compared to one without senior staff or limited senior staff. Financial policy is developed to reflect these
different roles and responsibilities facing these two main types of boards. Generally, the lines of authority
can be described as:

Lines of Authority in a Policy Governing

Lines of Authority in an Administrative

Board

Governing Board

The Board authorizes the Board Chair to liaise

The

Board

authorizes

the

Executive

with the Executive Director who supervises

Committee to monitor and supervise the

Staff who implement board policy through

Volunteer and Paid Staff who implement

programs and services

board policy

Good financial management will help your organization to:
•

Make effective and efficient use of resources

•

Achieve objectives and fulfil commitments to stakeholders

•

Become more accountable to donors, funders and other stakeholders

•

Gain the respect and confidence of funding agencies, partners and beneficiaries

•

Gain advantage in competition for increasingly scarce resources

•

Prepare for long-term financial sustainability.

•

Diversify income and manage risk

Good financial management has four important components:
1. A clear finance strategy
2. A plan for generating income
3. A robust financial management system
4. A suitable internal environment.

Finance Strategy and Reserves Policies
How to develop a finance strategy for your non-profit organization and the importance of reserves policies
should be the central focal points. Your finance strategy is a plan of how you will finance your organization
and its activities, what money you will need and where it will come from. Your strategy should describe how
you intend to move from your current position to your intended position.

Questions to answer when developing a finance strategy
 Where are we now?
 What are our plans for the future?
 How will we get there?
 Do we know what the risks are and how we will manage these?
 How will we manage the competing demands of spending against savings
needed?
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Budgeting
Board responsibilities cover many areas of operation, one of which is budgeting. Part of approving a budget
means asking sufficient questions so that the budget is understood.

Questions to answer when developing a budget
 Does the budget reflect the organizations priorities?
 What are the fundamental assumptions upon which the budget has been approved (ex.
inflation rates)?
 Who is responsible for monitoring and controlling budget expenditures?
 What are the boards’ budget policies that govern the preparation and control of the budget?

Generating Income
Generating income is more than fundraising. It is about making your organization sustainable by establishing
a range of funding (diversifying your sources of income), so that you are not dependent on one source. The
fundamental question is how to generate income in a sustainable way for your non-profit organization.
Your income generation plan must ensure that:
•

you are raising sufficient levels of income to enable you to deliver your organisation’s purpose; it must
cover all costs incurred.

•

you have taken into account any restrictions imposed by funders on how your organisation can use the
funds received

•

you have a sufficiently diverse source of income to avoid the high level of risk associated with
depending on one source.
Funds received from funders for a specific purpose are known as restricted funds: you are legally
obliged to use them only for the purpose for which the funder gave them to you. In contrast,
unrestricted funds can be used for any purpose that helps you to achieve your charitable objects.
The more unrestricted funds you have, the more freedom of action you have. You can for example,
choose to cover costs that funders are reluctant to fund, like core costs.
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The discipline is the same whether generating restricted or unrestricted income and funders will require the
same financial information of you. Some of the basic information required is;
•

Clarity that the organisation is seeking funding to meet a specific beneficiary need.

•

Financial details of your organisation.

•

How the funds will be used; e.g. what percentage of the funds will go towards core costs, salaries etc.

•

Your organisation’s ability to manage finance.

Sustainability and diversification
A good plan for generating income will aim to achieve sustainability by stabilizing your funding base, in some
cases increasing your funding and diversifying your funding sources. Sustainability ideally means managing
your income streams in such a way that if or when one stream comes to an end, the work can be repositioned,
making it suitable for funding by another stream. Opportunities available to diversify income streams range
from donations and grants to service level agreements or contracts to deliver services, to trading in goods
and services.

Remember fundraising activities have costs associated with them, e.g.
fundraiser’s time. It is important therefore that these are reflected in the
associated budget plan. Diversification also has costs associated with it,
such as increased management effort etc. You must therefore recognize at
what point the benefits of diversification are outweighed by costs.

Policies and procedures
Several of the policies you need to have result from your obligations in managing people. Induction is a good
way of making policies known to new employees, volunteers and trustees, but they also need to be
systematically reinforced in a variety of contexts.
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Policies checklist:
Your policies and procedures should start with the Boards’ financial responsibilities and its governance
model/style. The following areas are some of those that would benefit from written policies and be included
in a financial management manual:
 Board Members financial responsibilities
 Controls on Expenditure - who can spend what and with whose authority.
 Controls on Income
 Controls on Financial Accounting - for example, who records cheques received and who banks them.
 Exercising Budgetary Control - who can spend how much and on what and what expenditure needs special
permission.
 Controls on Human Resources - who can recruit and for what roles, what permissions are needed and who
authorizes pay grades/scales.
 Controls on Physical Assets - for example, who can authorize the sale, purchase and lease of buildings or
equipment.

Defining good policy
A good policy is:
• easily understood and written in plain, jargon-free English
• has a definite purpose for its creation and is linked to your strategy
• is flexible, can adapt to change and is suited to the culture of the organization
• is developed through the involvement of employees and interested stakeholders
• is communicated to all relevant people.

How to develop a policy
To develop a policy you must:
• decide whether this is an area where the board or the executive committee should be determining policy
• arrange for a sub-group, member of staff /individual board members to produce a draft policy for discussion
• discuss (including consultation with board members, employees, volunteers and service users as applicable)
and agree on the final version
• in the case of board policy, ensure the entire board ratifies the document and builds in a date for review.
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Dear reader,
We hope you enjoyed reading this Handbook and found useful information.
After reading the Handbook, we invite you to move on to the Curriculum and Trainer's manual and start the
training sessions.
We would like to remind you that you can find Tutorial videos on the Online platform that will guide you
through all 4 Bridges of the Bridge Model.
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