GUIDELINES

T
u
k
a
j

Project title: iYOT
Grant Agreement number: 15-204-012641-K2-AE-9/15
Publisher: Ljudska univerza Ptuj (Public university of Ptuj), Slovenia
For the publisher: Tanja Božič
Editing: The partnership of the ERASMUS+ iYOT project
© Authors: Tanja Božič (SI), Petja Janžekovič (SI), Agnes Raschauer (AT), Katharina Resch (AT), Alexei Usov
(SE), Birgitta Tamminen (SE), Petra Pihl (SE), Jacobo Santiago (ES), Diego Asorey (ES), Oana Mihalcea (ES),
Raluca Silvana (ES), Alcidio Jesus (PT), João Pedro (PT)
© Photographs: copyright by their respective authors and project iYOT partners.

Additional editing: Agnes Raschauer
Copyright: The Partnership of the ERASMUS+ iYOT
Layout and design: Tanja Božič
This project has been funded with support from the
European Commission.

v
n
e
s

This publication reflects the views only of the
authors, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein.

INTERACTIVE PDF BROCHURE
Date: September 2016

All the subscribed contributions reflect solely the opinions of the authors. The authors are responsible
for the contents.

iYOT Guidelines
Key words: distance counselling, iYOT software administration, educational counselling, career counselling,
counselling and communication methods, validation/recognition of non-formal and informal knowledge.

4

3. CAREER COUNSELLING ............................................................30

INDEX

3.1 Introduction to career counselling: current developments .......... 30
3.2 Elements of career counselling ................................................... 31

INTRODUCTION ........................................................................... 6

3.3 Tools and methods in career counselling .................................... 32

MODULE 1 ................................................................................... 9

3.4 Different types of job seekers .................................................... 34

1. DISTANCE COUNSELLING AND IYOT PROJECT ............................ 9
1.1 Introduction: Distance counselling and iYOT project:.................... 9
1.2. Distance counselling – new opportunities ................................. 11

3.5 Designing career development ................................................... 35
3.6 Challenges for career counselling in an online world ................... 36

MODULE 4..................................................................................38

1.3 Benefits and advantages of distance counselling ........................ 12

4. COUNSELLING AND COMMUNICATION METHODS ...................38

1.4 Main challenges, issues and conclusions for distance counselling 14

4.1 Main purpose of this guide ........................................................ 38

1.5. Technical possibilities for distance counselling .......................... 17

4.2 Assumptions for building specific guidelines............................... 39

1.6. iYOT Software .......................................................................... 19

4.3 Communication process and counselling scheme proposed for the
module IV ....................................................................................... 42

MODULE 2 ................................................................................. 20
2. EDUCATIONAL COUNSELLING ................................................. 20
2.1 Basic Principles of Counselling Work in Adult Education ............. 20
2.2 Who is adult education counsellor? ........................................... 23
2.3 Recipient of Educational Counselling ......................................... 26
2.4 Networking and partnership activities in counselling in adult
education ....................................................................................... 27
2.5 Challenges for educational counselling in on-line world ............. 29

MODULE 3 ................................................................................. 30

4.4 Proposed elements for module IV .............................................. 44
4.5 Extra bonus for module IV ......................................................... 45

MODULE 5..................................................................................46
5. RECOGNITION/VALIDATION OF NON-FORMAL AND INFORMAL
KNOWLEDGE ..............................................................................46
5.1 Intro and perspectives of recognition/validation of non-formal and
informal knowledge ........................................................................ 46
5.2 Benefits and advantages of recognition/validation of non-formal
and informal knowledge.................................................................. 53

This project is funded by the European Union.

15-204-012641 – KA2-AE-9/15

iYOT: In Your Own Time!

5
5.3 Main challenges, issues and conclusions .................................... 54
5.4 Technical possibilities for recognition of non-formal and informal
knowledge...................................................................................... 56

6. Conclusion ............................................................................. 57
7. References ............................................................................. 59

This project is funded by the European Union.

15-204-012641 – KA2-AE-9/15

iYOT: In Your Own Time!

6

INTRODUCTION

1.

PROJECT

1.1 Purpose of the project

The project “iYOT”: In Your Own Time”, funded by EU
(2015-2017) seeks to enhance the administrative and
counselling capacity of Adult Education and Lifelong
learning Organizations across Europe to enable them to
better act as counterparts to the formal educational
system, promoting the personal development and
transversal skills of adults as a means of increasing skill
capacity, competences and reducing unemployment.

The main purpose of this project is to jointly develop a user friendly
distance counselling service to meet adult’s interests, skills, personal and
occupational developments according to their available time (In Your Own
Time), which is done through a web-based software system with an
innovative mobile application (iYOT Software). This service is intended for
counsellors working in the field of educational or career counselling as
well as for adults seeking counselling – however the mobile app iYOT is
not suitable for older adults that lack ICT skills and knowledge, for people
that are poor in literacy and for people with special needs.

1.2 A project with real European Scope
The iYOT project involves partners from five different countries (Sweden,
Spain, Slovenia, Portugal and Austria) with proven experience in the adult
education and labour market field. Such representation of entities and
countries ensures a truly European output that addresses a real European
need in the educational and career counselling field.

This project is funded by the European Union.
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2.

GUIDELINES

2.2. What areas are covered?

2.1.

What are these guidelines?

So, under the perspective of the distance counselling concept, these
Guidelines try to provide knowledge on the following counselling areas or
fields:

This document represents the first stage of the project and tries to
provide, through the joint cooperation of the 5 partners involved in the
project and based on a research conducted in every country to specialists
in the counselling area, a series of general aspects and recommendations
for counsellors regarding the distance counselling concept and on a series
of areas that counsellors must domain related to the acquisition of
competences and to increase employability of counselling service users.

Presented Guidelines are a joint work of all project partners and
we tried to include all the relevant issues to cover such a wide
area as counselling for adults is. The document is divided in five
specific modules (each of the partner country prepared one
specific module). They enlightens the main issues that
counsellors working with adults via iYOT Software will meet:
from an introduction of distance counselling features and
possibilities to educational and career counselling, and from
proper communication methods for counselling to the
recognition/validation of non-formal and informal knowledge.

•
Career Counselling: Career related challenges such as career
exploration, career change, personal career development and other
career related issues.
•
Educational counselling: counselling adult students about their
studies while studying, counselling about their future studies, the student
economic counselling and other more personal issues.
•
Recognition/validation of non-formal and informal knowledge:
options to acquire or improve new knowledge, skills or competences
through different possibilities in the non-formal and/or informal
education and how to validate or get recognition of such non-formal and
informal knowledge.
•
Communicational aspects: other issues related to improve
communication skills and conduct a “humanised” counselling as much as
possible.

Distance counselling: services provided at a distance by electronic
means or delivered using ICT and which may or may not directly involve a
counsellor.

This project is funded by the European Union.
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2.3. Mission of the Guidelines
iYOT Guidelines represent the basic provision for future Training
Curriculum addressed to Guidance Counsellors (iYOT Counsellors), a
group formed by professionals such as adult educators, teachers or
workers in the adult education field, so that they can gain knowledge and
skills to be able to administer, manage and provide counselling by using
the web-based software system with an innovative mobile application
(iYOT Software).
The Guidelines will become national resources to anyone who wish to
develop their ability or skills and active involvement in education or
labour market.

This project is funded by the European Union.
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MODULE 1
1. DISTANCE COUNSELLING AND
IYOT PROJECT
1.1 Introduction: Distance
counselling and iYOT project:
Distance counselling and iYOT project

Thus, the counselling services to be provided at a distance by electronic
means for the purposes of iYOT project will be mainly related to those
framed within the career counselling, this is, counselling that helps to
foster career, education, training and employment decision making.
In addition to the guidance services included in career counselling, the
project also addresses other issues that are essential nowadays in the
counselling field and that in a certain way could be included within the
career-counselling concept. Therefore, importance will be given to
educational guidance counselling and the recognition of non-formal and
informal knowledge, as well as the best and more suitable communication
methods for counselling in order to provide a proper service and achieve
fruitful
results.

Distance or online counselling is something that exists for more than 30 –
35 years, when some kind of “tele or distance-counselling” has been
available with the emergence of the so-called
“Computer Assisted Guidance Systems” or CAGS.
Under the distance-counselling concept, and due to the fast development
and implementation of Information Technologies in our daily lives, a wide
variety of guidance services can be provided, including those ones that
this project tries to address under an EU perspective: educational
counselling, career counselling, counselling and communication methods
and validation/recognition of non-formal and informal knowledge.

“Career counselling requires one to help users identify what
information they need, where to find information, ensure the
information is accurate and current and help the person know
how the information can be used to inform decisions”. (Herr &
Cramer, 1996)

This project is funded by the European Union.
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Professional activities and target groups
Distance counselling in iYOT project can include a wide variety of
professional activities, such as:


Career related challenges: career exploration, career change,
personal career development and other career related issues.



Educational counselling: counselling adult students about their
studies while studying, counselling the students about their future
studies, the student economic counselling and other more
personal issues.





Options to acquire or improve new knowledge, skills or
competences through different possibilities in the non-formal
and/or informal education and how to validate or get recognition
of such non-formal and informal knowledge.
Other issues related to improve communication skills.

The target groups that counsellors under the iYOT project must deal with
are the following:






Adult students that need advice on their current studies or future
study options.
Young adults seeking to explore career options,
Experienced professionals contemplating a career change,
People seeking employment,
Others: parents who want to return to the world of work after
taking time to raise their child, individuals who want to manage





their own career path or that want to achieve a balance between
their job-related and personal lives, etc.
Persons looking for options or ways different from the formal
education system to acquire new knowledge, skills or
competences.
Persons who need to validate the knowledge, skills or
competences acquired out of the formal education system (for
example through working experience or through other ways of
non-formal or informal education).

Wide offer / modalities
Counselling can be also offered in different settings or scenarios, such as
in groups and individually, in person or through digital communication, a
modality that is becoming more and more important due to the
popularisation of the Internet and the use and domain of IT tools by an
increasing and very important part of the population.

Challenges
With more and more diverse career options and professional
opportunities emerging, counselling helps individuals make the right
choice about their study / career paths, career development and career
change.
That is the reason why counsellors must be constantly up-to-date with the
latest news in the field and trained to offer the best possible service in the
different options mentioned, including of course the guidance provided
by digital means or “distance counselling”.

This project is funded by the European Union.
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1.2. Distance counselling – new
opportunities
As it was mentioned in the previous point, distance counselling is
something that exists for more than 30 – 35 years, thanks to the
emergence of the “Computer Assisted Guidance Systems” or CAGS.
These systems have evolved from the very simple early systems based on
career development theory and offering a basic prescribed sequence of
activities at the end of 1960, towards more powerful programmes able to
provide a more complete service to users (such as the administration and
interpretation of assessment, monitoring the progress of the user,
delivering instruction, linking internal resources to others on web, etc.) in
line with the technological evolution, which made these systems
universally accepted for guidance practice.

continuation of the counselling work using technology-assisted
methodologies such as synchronous/asynchronous e-mail, telecounselling and videoconferencing. These counselling communication
strategies may certainly be enhanced by Internet resources (where
structures like social networks are being of great importance) as well as
by other more traditional technology-assisted supports.
Taking this trend into consideration, the evolution of mobile phones and
other electronic devices towards smart and sophisticated devices and
their popularity has opened the possibility for them to play a key role in
distance counselling. With the popularisation of mobile applications,
where the possibilities mentioned above (e-mail contact, social networks,
instant messaging, videoconferencing, easy access to resources and
information, etc.) can be brought together into one simple and userfriendly tool, make the distance counselling field ready for jumping into
mobile world.

Nowadays, the emergence of internet video chat systems and the
increasing penetration of broadband have resulted in a growing
movement towards online counselling. Users are employing software
tools
of
videoconferencing,
live
chat
and
email
with
professional counsellors in place of or in addition to face-to-face
meetings.
Thus, the current communication processes taking place go beyond
“Computer Assisted Guidance Systems” (CAGS), which have been useful
counselling support strategies for many years. As a result, counselling
processes today are based on the establishment of a working alliance or
counselling relationship with the use of technology and then the
This project is funded by the European Union.
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1.3 Benefits and advantages of
distance counselling

In addition, it is more apt to people who are more comfortable with using
the internet than going to a physical face-to-face meeting.

Anonymity
The lack of face-to-face contact can foster users to communicate more
openly without concerns for race, gender, age, size or physical
appearance issues, which may lead to an increased level of honesty (that
sometimes is not very frequent in face-to-face contact) and therefore
higher validity in the case of self-disclosure.
The internet clearly offers a level of anonymity that is perceived by many
users as non-threatening through allowing an ’invisibility’ that can make
people feel less inhibited than in person.

Affordability
Distance counselling is a more economical practice for both the
counsellors / institutions offering counselling services and the users, as it
avoids many of the expenses related to the physical facilities where the
service can be provided.

Accessibility
Distance counselling is easily accessible to all those who wish to use it.
Provides access from many places, 24/7 and can serve very large and
dispersed audience.
It overcomes barriers that may prevent people from seeking guidance. For
instance, individuals residing in rural or remote areas where there are no
counselling services can benefit from the accessibility of online
counselling.

On the one hand, counsellors or institutions offering counselling services
who do not want or cannot afford to rent or maintain a physical space
thereby lowering overhead costs of capital, property, commuting and
administration procedures when compared to traditional counselling
services.
On the other hand, users can save the money referred to the transport to
the physical place where the counselling service is located.

This project is funded by the European Union.
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Different communication options
Distance counselling permits a variety of communicational ways:
One of the most used communication methods through the internet is in
written form. Interaction between the users and counsellor often takes
place through writing emails or messaging in a chat room. This allows
both the user and the counsellor to pay close attention to their
communication and reflect on their thoughts and feelings prior to it
being expressed.
This can also be a particularly suitable way of communication for those
users who experience difficulty in expressing themselves orally. In some
occasions, some users can express themselves better by writing as they
are not “affected” by the nonverbal cues given by the counsellors.
The fact of having to articulate the messages in written form can be quite
effective in encouraging users to express themselves in more thoughtful,
self-reflective and insightful ways, especially when using e-mail, as they
can have as much time as they want to write the message. Moreover,
having a written record also allows the user to have a reference point
in future discussion, review and in the assessment of change and
progress.
Another communication tool that is getting more importance due to the
improvement in the Internet broadband and connectivity is the
arrangement of face-to-face sessions by videoconference software, where
the user and the counsellor can meet visually and interact in a “more
real” way.
In addition, distance counselling also permits users to communicate to
each other by forums and other messaging tools, where they can share

their doubts and experiences regarding the different aspects related to
the counselling topic. This communication between peers also fosters the
interaction and the self-reflection of the users.
Having mentioned the above options, it is usually recommended a
combination of different approaches: in writing, in person, over distance
or through personal contact with a counsellor in case an individual need
more feedback from the counsellor or if the situation is more complex
that it needs more encouragement and motivation, for example.

Convenience
Distance counselling permits the user to access the information at a
convenient time, especially when using the e-mail, as communication tool
as this make possible to send and receive messages at any time 24/7.
Furthermore, the interaction between users and counsellors can be
agreed on a time convenient to each other, especially when conducting a
face-to-face session via videoconference.

Access to a wide variety of information
Distance counselling is frequently based on a web portal containing
different sections with different information related to the counselling
topic (working opportunities, study options, etc.).
Such web portals can incorporate links from other sources and usually
provide access to useful and specialised sites where users can get ideas
and information regarding their interests.
Such platforms are intuitive and user friendly so that they can be easily
navigated, containing different sections that guide users through them.

This project is funded by the European Union.
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Many portals have a self-assessment section where users can introduce
their interests/background and are automatically referred to the most
suitable options they have.
Furthermore, nowadays most of the portals have a section where users
can receive feedback from counsellors or specialists in a specific field
regarding their doubts and possibilities according to their background and
interests.

1.4 Main challenges, issues and
conclusions for distance
counselling

Finally, an important feature of distance counselling is that (as they are
based on a web portal) databases can be updated from one central source
on a frequent basis, being able to provide current and concise information
to users.

These are some of the main
challenges
that
distance
counselling has to face and that
if they are not properly
addressed can represent a
threat in terms of confidence
from the users to employ this
type of counselling.

Characteristics of the system
Distance counselling systems must have the following features so that
they can represent a comprehensive, user friendly and useful tool:


The sections of the system must be clear for the users (visual and
easy to navigate though) and comprehensive (including as many
aspects of counselling as possible), but at the same time do not
saturate the user with loads of information that can make them
feel bored when looking for information. For such reason it is vital
to have a good theoretical base with updated and well-explained
contents.

This project is funded by the European Union.
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The existence of an assessment or self-assessment section is
necessary nowadays, so users can get a first approach to the
system and be referred to the most suitable options that match
with their interests / abilities, saving them time when looking for
information.



The inclusion of multimedia contents is also something that can
help the system to be more user-friendly and appeal. The use of
videos, info graphics and others can help users better understand
how to use the system in order to get the most of it or have a
clearer idea about the information provided in each section. The
inclusion of forums for peer-to-peer communication, messaging
with counsellors through chats or e-mail, or the possibility to
arrange face to face sessions through videoconferencing software
are other possibilities that give added value to the system and
make it more interactive and personal, as well as more effective.



Finally, links to specialised websites where users can complete the
information provided and direct access to social networks are
some aspects that distance-counselling systems must not forget
to include.

Counsellor competences
Counsellors behind the distance counselling systems must possess the
knowledge and competences in order to provide a proper service to users
and be credible.
It becomes necessary that counsellors have a general domain of the
system and a specific domain of the area they are specialised in:



On the one hand, they must have a good ICT skills and knowledge
on how the distance counselling system or site works, as they can
receive questions related to the general functioning of the
system.



On the other hand, counsellors must have a deep knowledge on
their specific area of domain within the system, so they can give
response to the answers related to a concrete question within a
concrete area of counselling (training possibilities for career
change, employment possibilities, validation of non-formal /
informal education etc.).

Other characteristics that they must have are the following:


Competence to diagnose the users’ needs and capability to profit
from use of technology.



Competence to motivate users to invest time.



Competence to assist users to turn data into information.



Competence to move users beyond information to an action plan.

For all these reasons, it is crucial, that distance counsellors are properly
trained and supervised, so that users can get reliable information
accessible from a distance.

Confidentiality and security
Distance counselling has to face several potential risks related to security
and confidentiality that must be properly addressed in order not to suffer
a loss of confidence among users.

This project is funded by the European Union.
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These are some of the most common problems, most of them related to
the interaction user-counsellor:


Messages not being received.



Breach of confidentiality that can occur for example when emails
fail to be received because they are sent to the wrong address or
if they are not noticed or are deleted by the counsellor
involuntarily.



Confidentiality can be breached by hackers or internet service
providers or at either end by others with access to the email
accounts on the computers.



Ensure all security software (such as anti-virus and firewall
applications) and system software updates are installed.



Encrypt your email.

Some basic recommendation to help protect confidentiality is to have the
latest versions of the security systems used, continuously upgrading their
technology to prevent security breaches.
Some guidelines for the users so that their messages cannot be easily
intercepted by third parties could be:


Use a personal computer, as less people have access to it.



Avoid sending/receiving emails at wireless (Wi-Fi) points if you are
not sure your connection is secure.



Double check the ‘To’ address field before sending the message.



Request a ‘return receipt’ so that the counsellor acknowledges
your email upon receiving it.



Use a password for access to your computer and email account,
and log out when you are finished.
This project is funded by the European Union.
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how to use the system properly, with links to download the necessary
software and other instructions.

OTHERS
Potential misunderstandings
Given the fact that distance counselling does not imply physical presence
between users and counsellors, it is possible that some misunderstanding
can be produced. That is why communication should be clear, using for
such reason mechanisms like e-mail or chats in order to clarify the
questions that remain doubtful.

Absence of physical / direct contact
Counselling has traditionally relied on the verbal and nonverbal language
of the users in order to have a better assessment and diagnosis. This is
something that distance counselling only covers (partially) when having a
face-to-face meeting session through videoconference, where the
counsellor can in some way observe and interpret such characteristics of
the person at the other side of the screen.

Technological issues
As distance counselling relies on the Internet connectivity, there is the risk
that the connection fails, especially for those living in rural areas,
something that of course reduce the effectiveness of this kind of systems.
On the other hand, the fact of getting the most of distance counselling
systems is always dependent on the IT competences or skills of the users,
both for using the system or installing additional software necessary for
their full use. Distance counselling systems must provide explanations on

For all the aspects mentioned above, it is highly recommended a
combination of different counselling approaches: in writing, over distance
or through personal contact, depending on the needs of the user and the
complexity of the situation.

1.5. Technical possibilities for
distance counselling
Technological evolution has made possible for web portals to include a
wide variety of resources and services in an organised and intuitive way
able to meet the growing demand of high-quality information by the
population, resulting in visual and interactive spaces with updated
information where users can easily navigate through and fulfil their
needs.
The possibility of bringing multiple tools together into one system for
distance counselling purposes is a reality nowadays, becoming necessary
in every system based on the Internet. More and more people are getting
used to dealing with complete and comprehensive systems on which they
can have access not only to information in the main fields of counselling,
but also to many other possibilities such as:

This project is funded by the European Union.
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Assessment or self-assessment sections to have a better
knowledge on the possibilities they have according to their backgrounds
and interests. Offering the users, the possibilities they have according to
their preferences and experiences or studies makes the searching process
much easier for them.

Interaction with peers and professionals through a wide diversity
of communicational means (forums, e-mail, chats/instant messaging,
videoconference…) in both synchronous and asynchronous ways, each of
them providing their own benefits for the persons in contact.
So, while synchronous communication (done mainly through instant
messaging or videoconference) permits a more direct and perhaps more
informal communication, with the possibility of getting almost the same
feeling of spontaneity as when being in direct contact, asynchronous
communication (through e-mail or private message posting, for example),
on the other hand, gives the person some time to think and reflect on
his/her thoughts before writing a message. This is something that helps
such person to have a more structured and thoughtful idea, providing also
a written record that permits users and counsellors review and assess the
messages written by the other part.

Access to social networks, which provides even further interaction
and information possibilities for both users and professionals. Social
networks like Facebook or LinkedIn (just to mention two of the most
important ones) are widely used and allow the counsellor to study the
profile of the user, or at least to have an overview of his/her background
and motivations before providing guidance. They also permit the user to
present his/her profile in an attractive and conscious way, which
represents a good exercise of self-knowledge and a good starting point
before looking for counselling. Another one of the possibilities is related

to the contact and networking opportunities, they provide, facilitating the
interaction of people with the same or similar profiles, interests, etc.

Links to other websites where the user can find further
information. The information provided to users in the system regarding
the different topics of counselling can be completed through links to
specialised websites.
Today, not only web portals, but also mobile devices (tablets, mobile
phones, e-books) are ready to include all the features described above.
Through intuitive and user-friendly mobile applications, the potential of
the fastest growing mobile technology and the improvement of
connectivity rates make the use of these devices ideal for distance
counselling as their different features, characteristics or options available
can be fully used.
Another point in favour of this technology lies in the fact that a big (and
increasing) percentage of the population has access to mobile devices and
uses them on a regular basis in their daily activity. Therefore, the
possibility of incorporating distance-counselling systems to such devices
permits that such persons can have the service available in their own
time, without having to go to a physical centre or being in front of a
computer.

This project is funded by the European Union.
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1.6. iYOT Software
Taking into consideration the possibilities exposed above, the iYOT Project
develops a series of software tools (web portal, e-learning platform and
mobile application) to support:

The acquisition of competences by the persons willing to become
iYOT Counsellors.

The contact between iYOT Counsellors and the persons willing to
receive advice on the career and educational field (iYOT Users).
These are the software tools that make them possible:

Web Portal as an information site with access to all project
materials, benefits and possibilities of the project, information on how to
access and effectively use the e-learning platform and the iYOT App.

E-learning Platform, as a MOODLE-based learning system where
those persons interested in becoming iYOT Counsellors can access, once
registered in iYOT Web Portal, to all the materials of all the modules and,
upon completion of the course, achieves the iYOT Certificate and become
iYOT Counsellors.

IYOT App, as mobile application that permits access to relevant
information regarding educational and career possibilities according to
the iYOT User’s profile and the interaction between iYOT Counsellors and
iYOT Users, as well as a space for debate.

This project is funded by the European Union.
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MODULE 2
2. EDUCATIONAL COUNSELLING
2.1 Basic Principles of Counselling
Work in Adult Education
What is educational counselling?
“Helping an individual to reflect on personal educational issues and
experiences and to make appropriate educational choices” (ELGPN).

»The definition of guidance as referring to a continuous process that
enables citizens at any age and at any point in their lives to identify their
capacities, competences and interests, to make educational, training and
occupational decisions and to manage their individual life paths in
learning, work and other settings in which those capacities and
competences are learned and/or used. Guidance covers a range of
individual and collective activities relating to information-giving,
counselling, competence assessment, support, and the teaching of
decision-making and career management skills. « (Council Resolution on
better integrating lifelong guidance into lifelong learning strategies,
2008:.2).

Educational opportunities are becoming larger and more complex in the
contents, methods and forms as we life in a time of faster changes and
more complex social structures and activities. Adults need new
knowledge, skills and abilities not only for work and personal
development, but also for an active role in the community throughout
their life. As is written in the Memorandum for lifelong learning, lifelong
is being joined by life wide learning (EC, 2000).
Adults need more counselling support to more easily make decisions for
education, to know how to plan their learning paths and link the results
with demands of their daily lives. S. Jelenc Krašovec and Z. Jelenc define
the counselling support with three main categories of assistance, which
we may offer to adults: (Jelenc Krašovec, Jelenc 2003:24 in Tanja Vilič
Klenovšek, 2015)
1. assistance with the involvement into education,
2. assistance with organizing education and learning,
3. assistance with the learning process and evaluation of it.
That means that the counsellor takes it upon himself to help achieve an
individual's goals and values linked to education and learning, to affect
the strengthening of an individual's motivation for learning and their trust
in their own abilities, and advising them with the choice of appropriate
options and opportunities for further education. The second category
involves choosing and deciding ways of execution and the strategies of
education and learning, and successful organization of the selected
education. Subsequently, the counsellor can help the adult with
successful and effective learning, with strengthening their ability for such
learning, and last but not least, helping them with an insight into the
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possibilities of using their newfound knowledge. (Jelenc Krašovec 2007:26
in Tanja Vilič Klenovšek, 2015).
We must take into account all three categories of guidance support, while
putting an emphasis on ensuring counselling support to adults in all stages
of adult education and learning process: before or at the beginning of
involvement in education or learning, during the learning process and at
the end of education and learning, each phase with specific guidance
activities. (Vilič Klenovšek, 2015).
Recent European documents also emphasize, that the educational
guidance for adults has a large meaning for increasing access to lifelong
learning, for motivating various groups of adults for greater involvement,
especially the disadvantaged groups, and for assuring counselling support
to adults in the process of learning.
Guidance services can play an important role in encouraging adults to
take part in education and training and can facilitate the process of
setting learning and progression goals, of finding suitable education and
training options and mapping out a pathway to reach the goals set.
“Furthermore, ‘effective information, guidance and counselling services
can help create accessible learning environments, support learning at all
ages and in a range of settings, and empower citizens to manage their
learning and work' (OECD 2010, p. 86).”
Educational counselling should consist of more than one or several
individual conversations between the counsellor and the participant. The
quality and depth should increase. The way to reach it is to see and
consider counselling to be a learning process that gives the participant

such knowledge and insight, which provide possibilities for a more viable
standpoint. The participant needs to be able to feel secure making her/his
decisions and thus having a stronger capacity to face the world around.
Professional counselling is a pedagogical working process in cooperation
between the counsellor and the participant.
Andergren (2016) argues that it is important to discuss and develop such
educational counselling that gives the participant more than just an
access to the solution of the critical or current situation.
It is time to try to entrust individuals provided with educational
counselling full responsibility for the next steps in life. If it is certain that a
participant is capable of making own decisions about her/his life, we
should take the consequences of this approach and allow the participant
to take actions in the future with reduced support from the counsellor or
preferably completely without any support. This phase-out should
definitely be individual as the participant is ready to take over her/his
responsibility. It depends on the participant's attitude, capability and
motivation. It also depends on the counsellor's attitude and
professionalism.

Educational Counselling Methods
Methods compared to models are more specific and present how one can
and should act as an educational counsellor. They deal with the question
“how” and thus they are more prescriptive in their nature. Among the
known and recognized methods Motivational Interviewing (MI), Solutionfocused approach and Coaching are mentioned. They are not only
characterized as educational counselling methods; they are frequently
used in other professional areas. Generally, less known methods are
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Peavy’s circles, Amundson’s Circle of Strengths and Savicka’s five
questions. Methods are often regarded as generally applicable, which is
explained by the fact of their effect in the defined contexts. Thus, they are
more than likely to have the same effect in other contexts as well.
The methods can apparently give the participant an idea about the skills
of the counsellor. If we define competence as the ability to achieve
results, then the way to competence is in making use of the appropriate
methods. To rely on one and the same educational counselling method
can never be the best strategy from the point of view of individuals
seeking educational counselling.

Conversation and Educational Counselling Activities
Conversation and educational counselling activities are operative and
present practical ways of how one can and should carry out the steps in a
conversation. That certain steps are taken during the conversation is
based upon the counsellor’s personal practical working theory. This can
be expressed in a set of guidelines or principles along which the
counsellor plans and implements her/his counselling conversations. The
practical professional theory is rooted in the knowledge of the
communication, conversation and educational counselling models and
methods.
Some of these have in its turn derived from the career development
theories that try to explain the causes and show the relation to people's
careers. Others are based on decision-making and selection theories that
explain how people make decisions in general.

Opportunity-based educational counselling process
Andergren (2016) calls his guidance-counselling model an opportunitybased counselling process, which consists of five different activities:






Introduction conversation
Information sessions
Group educational counselling/group conversations
Participant’s own activities
Individual educational counselling conversations

Introduction Conversation
This is an initial short conversation, in which the participant's situation
and current possible solutions are briefly discussed. In this conversation,
the participant's expectations of educational counselling are clarified
based on the individual's current situation in life. The framework for
educational counselling, i.e. the counsellor’s work and considerations
about educational counselling are presented as well as counsellor's
practical professional theory. Time scope, confidentiality, and the
participant's own anticipated activities between the different parts of the
educational counselling process are also taken up in order to make the
participant understand the importance to take her/his own responsibility.
That is an opportunity to introduce one or more educational counselling
theories or models. A plan for the participant's educational counselling
process is determined. It is appropriate already at this initial meeting
between the interlocutors to decide, what kind of own activities will be
performed by the participant until their next meeting.
Some participants may be satisfied by the conversation with the
educational counsellor. This is especially the case when the aim of visit to
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the educational counsellor is to get an answer to a substantive question
or for example, when the participant is seeking approval of an already
made decision.

Information Sessions
These are one or more occasions when different explanations of
individuals’ choice of education, profession and career are presented. The
career development theories as well as choice/selecting/decision-making
theories should be presented at this stage. This is also an appropriate
time to present once again the educational counselling method to be
used in this particular educational counselling process.

Group Educational counselling / Group Conversation
There are several different occasions when the group is used as a working
method in order to support the participants to gain greater insight and
knowledge about themselves and the world around.

The Participant's Own Activities
The participant is not passive in-between the activities that the
educational counsellor is responsible for. Among the activities that the
participant is engaged into, are search for information, reading, contacts
with the labour market etc.

Individual Educational Counselling
Several conversations between the counsellor and the participant are
arranged where they deal with the participant's unique situation. The
individual educational counselling conversation is the essence of the
educational counselling process. It can be expressed metaphorically as a
coat that embraces the various components. We can compare individual
educational counselling conversation with the doctor's visit where

sometimes the doctor will refer the individual seeking consultations or
treatment to other professional specialists or physiotherapists and then
compile everything and present it in a dialogue with the individual at a
subsequent visit. (Summary provided by: Leif Andergren, 2016)

2.2 Who is adult education
counsellor?
Adult education counsellor provides assistance to adults in education and
learning – he/she helps the participants, for example, to decide for
education, advises them in the planning, organisation and
implementation of learning, assists them in overcoming learning and
other barriers that are related to education, counsels the participants in
planning their future educational path and similar.
The practice analysis of adult education shows that an adult educator who
performs counselling work may have two roles:


the role of independent counsellor in adult education



the role of adult educator, who performs part of his/her tasks as a
counsellor (e.g. counsellor in adult educational organisation,
counsellors at self-directed learning centres etc.)

Lately, another specific role of counsellors in adult education has been
introduced: quality counsellor of adult education, who offers within adult
education organisations counselling assistance at various stages of
processes for identifying, assessing and developing the quality.
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(https://izobrazevanje.acs.si/competence_approach/counsellor_in_ae/in
dex.php?nid=17300&id=1077)
The starting point for finding the right options for education or learning of
each participant is the knowledge of the characteristics and needs of
adults who seek information and assistance in counselling activities for
adult education.
The counsellor must be qualified to obtain information about the
characteristics and needs of individual adult in the counselling process,
but also to know in advance the general characteristics and needs of
certain target groups, that share some common features. These may
change during the society and individual development so there is a need
for constant studying, monitoring and updating with them. (Jerca Rupert,
2011)

Educational counselling in Europe in the 2000s is different from anything
seen before. The pace of changes in the society, including increased
uncertainty, rate of digitization and migration means that the educational
counsellor has a very dynamic reality to work in. People, work and
phenomena are no longer, what they were before or what they may
appear to be. Stereotyped understanding of the reality is disappearing in
the same pace as everything around us is constantly changing. Today no
counsellor can predict what the next counselling conversation will bring.
Today the counsellor does not know what type of participant he/she will
meet. Previously, it was somehow predictable. Now we can talk about a
wider range of things when meeting individuals. We do not know what
they bring with them in today's chaotic world; a more differentiated
world with a much greater number of variables.
The requirements for counsellors' skills tighten because counselling
profession, like most other professions, must constantly change and
adapt to current demands and expectations in order to achieve its goals.
The educational counsellor her- or himself is the essential tool in
counselling work that’s why it is mostly about the skills, flexibility and
attitude to one’s work. Today’s situation and the rapid and unpredictable
pace of development makes such areas as social orientation and
knowledge of how people think and in what state they are even more
important. Due to these facts, the work of the educational counsellor has
become a more diverse work.
The importance of educational counselling for the participant's future is
considered self-evident and is often described in positive terms. However,
the counsellor's importance for the participant's future is often
underestimated or not even mentioned. When studying the career
development theories (theories that claim to explain why a person
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chooses a certain career) (W. Patton, M. Mcmahon, 2014) the counsellor's
role as one of the determining factors is missing. It is clearly stated that
the counsellor does not affect the individual’s choice of the career path
he or she actually chooses. The session with the counsellor is actually one
of the factors that affect the participant's choice. Therefore, the
counsellor's actions at the counselling session are of the utmost
importance and significance. A counsellor can, as it is often said "make a
difference", which means that he or she contributes to the fact that the
participant's situation is clarified and improved. However, the counselling
session with the counsellor can also mean the opposite or that nothing
happens afterwards.

there should not be fixed and pre-determined questions like from the
manual in professional educational counselling. The questions asked by
the counsellor are generated depending on what happens during the
interaction with the participant. The questions are generated at the
particular moment and are often a reaction to what the counsellor
identifies as the candidate's message. (Summary provided by: Leif
Andergren, 2016)

To help the participants in finding their
own inner reality, their own image of
the external reality - how those two
correlate - is the first fundamental goal
and
meaning
of
educational
counselling. The second is to help the
participant to discover what he or she
would like to be heading for. The third
is to work with the participant to
create the most efficient routes to the
destination, which the participant says
he or she wants to reach.
In addition to knowledge about relevant theories and methods, the
practical part of the conversation depends on the counsellor's selfknowledge, approach and values. As the counsellor uses oneself as a tool
in the conversation, we can conclude that the essence of the
conversational and counselling skills are based on both the knowledge,
own experience and of what is considered as necessary in professional
practice (theories, models, methods, activities). It is worth noting that
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Educational

assistance prior to inclusion in education (motivation and encouragement
setting realistic goals, confidence building, etc.) as well as during
education (to develop learning habits and techniques, the use of learning
technology, eliminating other barriers, etc.).

Performance of the individual to cope with the challenges offered by
today's way of life depends on many factors (personality structure of the
individual, level of education, the complexity of the job, individual family
situation, etc.). Difficulties that adults face are very different; most of
them are associated with everyday obstacles that hinder the achievement
of the objectives. (Jelenc Krašovec, 2007:23)

The educational counsellor must establish different effects on an
individual's educational opportunities, needs and wishes, if he/she wants
to understand and comply with the counselling assistance. (Jelenc
Krašovec, 2007:25)

2.3 Recipient
Counselling

of

The participant/client is a central element of the counselling process.
From his/her characteristics and needs depend the choice of counselling
approaches, strategies and the types of aid. For proper planning and
implementation of counselling activities, the counsellor should know the
impact of the adult learner’s characteristics on the course of the
counselling process.

The main obstacles that a person must overcome if he/she wishes to
participate in education are:


situational barriers stemming from the individual's current
position,



institutional barriers posed by educational institutions and



dispositional barriers affecting psycho-social characteristics of the
individual. (Radovan, 2007:4)

All these factors are interrelated; they interact also with determination of
individual performance in education. More problems in education face
the ones that are less educated, more socially disadvantaged, adults with
low levels of education, more excluded from social life, less confident and
more uncertain people.
Most adults without basic education due to various factors, notably
because of bad experiences with previous education, will probably not be
included on their own-initiative neither in the non- formal, much less in
formal education; their needs are unclear and often unrealistic. In this
group, the role of the counsellor is extremely important, as they will need
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2.4 Networking and partnership
activities in counselling in adult
education

needs of different target groups for lifelong learning. The more the needs
are specific and diverse, the larger is the need for integration of different
experiences and approaches, and we need to consider:


Educational challenges are multidimensional or connected to one
another. Cooperation and sharing are crucial for the proper
settlement of these.

In a modern society the adult education is characterized by increasing
diversity of education, offers of educational programs, the variety of ways
of derivation of adult education and learning, with emphasis, that the
content of education and learning is increasingly tailored to the needs of
different groups of adults and developmental needs of the local
environment. (Tanja Vilič Klenovšek, 2011:81)



The field of action on lifelong learning often lacks coordination.
This deficit is in the networking of fundamental importance.



Networks are based on the synergy that needs to be established
at:

All of that brings along the experience and knowledge that each
organization, individual professional worker, educator of adults in this
diversity of educational offers can be effective if he is aware of offers
made by others, if he knows the needs of other groups of adults, if he
knows the needs of local environment in which he operates. (Tanja Vilič
Klenovšek, 2011:81)

b) Institutions, in a form of coordination, partnerships, commissions, the
European associations etc.;

This has contributed to opening of organizations that are operating in the
field of adult education for cooperation with others, towards searching
for synergies and complementarity in operation. In Europe, the
networking of the organizations for adult education has become a part of
everyday functioning and integral part of quality assurance and
professionalism of professional workers.
The authors of ‘’The art of networking’’ (2009) stated, that the networking
is organisational answer to diversity and complementarity of educational

a) activities like projects, conferences, researches, seminars;

c) Experts, practitioners or managers and other members of the
network.


Networks should enhance the impact and effectiveness of
learning and contribute to the quality of this. (Tanja Vilič
Klenovšek, 2011:82)

General characteristics of networking
When it comes to networking, it is all about the integration of joint
activities on particular work field and at the same time individuals
develop their work and expertise. Some organisations and individuals can
belong to different networks at the same time. Crucial for networking are
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substantive conditions of networking, that base on trust and identification
of common interests.
Integration and participation in the network base on common objectives
and activities, established by a group linked to the network. Activities
based on the exchange of information, knowledge and experiences as
well as on joint activities deriving from common goals. The most basic
objectives or the networking can provide:


Greater efficiency and optimum performance in a given area,



Better quality,



Greater rationality,



Greater wholeness and



Often interdisciplinary.

Voluntary integration,



Equality of partners,



Compliance with common professional’s ethics



Willingness to cooperate



Respect of partnership agreements

On national/state level,



On regional or even more narrowly, at the local level,



On the institutional level (in particular organization when
different individuals and representatives of various professions,
workplaces connect with each other, etc.)

Networking can be:


more formal – with a specific structure and mode of operation
and rules,



more non-formal – with a general structure and mode of
operation left to the initiative of individual members, no set of
certain rules.

Networking and partnership in counselling activities in adult education

Important starting points in the operation of the network are the
fundamental principles of cooperation such as:




Irrespective of where and how we provide counselling activity in adult
education, it is important that every professional worker that carries that
out have comprehensive and high-quality information, knowledge and
experience of the entire adult education and learning. (Tanja Vilič
Klenovšek, 2011:86)
An important feature of educational guide counselling is to consider every
individual as a whole that is why cooperation with the other actors in the
community that can contribute to this process is crucial.

Network structure can be set at different levels depending on the goals of
networking and involvement of members. It can work:
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2.6 Challenges for educational
counselling in on-line world

opportunities for education, expert materials for counsellors that are
available on-line, a large offer of forums – also in the sense of FAQ –
frequently asked questions and answers related to adult education as well
as on-line counselling sessions with the educational counsellors.
The on-line educational portals are more and more popular in Europe and
offer different kinds of counselling support in education decisions.
Some examples:
https://ec.europa.eu/education/ (Supporting education and training in
Europe and beyond)
http://www.studyportals.com/ (Education Choice Transparent, Globally)
http://www.unesco.org/new/en/education/resources/unesco-portal-torecognized-higher-education-institutions (UNESCO Portal to Recognized
Higher Education Institutions)

With the advent of internet services and its spread to every facet of life,
the counselling profession is not left behind. The application of computer
technology to counselling procedures is gradually creeping into every
society. The traditional face-to-face, office visits will be partially
disappearing with time though not entirely replaced by computerized
counselling known as e- counseling or online counseling. The use of
computers in virtually all aspects of human activities is rapidly expanding.
In fact, there is hardly any activity of life in the world today that is not
involved with the use of computer.
Educational counselling is no exception. One can find certain tools
available on-line, particularly great amount of information about
educational programs, training opportunities at different levels, courses,
different providers of those, information about the calls, financing

http://www.european-funding-guide.eu/ (European funding guide – Find
money for your education)
http://www.scholarshipportal.com/ (Find Scholarships to Finance Your
Study)
http://www.europeancampus.com/( European Campus is an International
Education Consultancy Group offering its expertise and services to
students as well as institutions.)
http://www.eaie.org/community/expert-communities/admissionrecognition.html (the EAIE is the acknowledged European centre for
expertise, networking and resources in the internationalisation of higher
education.)
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contexts, i.e. in human resource departments of organizations, by life
coaches or at career services in institutions of adult and higher education.
Career counselling can happen during various stages of an individual's life
course: in stages of unemployment, at the time of finishing an education,
during times where one wishes to further develop or change the course of
one’s career while being engaged in employment (Thiel 2004: 910-911).

MODULE 3
3. CAREER COUNSELLING
3.1 Introduction to career
counselling: current
developments

Since career-counselling needs to take into account the current and
prospective situation of the labour market and occupational trends, it is
very much dependent on the condition of the labour market and its
development. Growingly, international and global processes play a role
for advising clients. As Amundson* sketches out, developments that have
informed career counselling and occupational realities in the last decade
include:

“Career-related decisions have far-reaching impacts on the lives
of people and are amongst the most important decisions that
people make; […]. However, the context in which career decisions
occur today is so complex that many people require assistance in
exploring alternatives, weighing the consequences associated
with various options, and creating a career plan that will help to
give focus to their lives, while remaining responsive to the everchanging world in which people live.” (Hiebert 2009: 12)



advances in technology and information and greater emphasis on
technological skills;



less defined and predictable career pathways – both within
organizations and in looking for work;



more opportunities to work in different parts of the world but
also globalization;



greater competition and pressure for productivity;



greater reliance on temporary or contract positions, greater need
to consider self-employment options;



increased emphasis on interpersonal skills, i.e. teamwork,
networking;



the need for continuous learning (Amundson 2006: 4).

Career counselling is often times primarily associated with Public
Employment Services, yet it is actually conducted in multiple professional
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At the same time, the scenarios in Europe of how national labour markets
are governed remain diverse and policies regarding professional insertion
services are subject to frequent changes. In this sense, it is not possible to
write guidelines on career counselling in the mode of “one-size-fits-all”.
Thus, we try to point to general specifics of career counselling that are
important to keep in mind for designing the counselling process and
delineate how they might relate to the increasing use of digital
technologies in this field.

3.2 Elements of career
counselling

“ As counsellors attempt to work within this new more
challenging environment they find that their funding is being
reduced while expectations are rising. In many ways they are
living the same reality as their clients.” (Amundson 2006: 5)

Career counselling can include the following tasks:

Career counselling circumscribes a very complex professional practice,
including a multitude of different activities that range from informing or
lending emotional support to performing administrative tasks. Some
counsellors need to synchronize these divergent tasks, which follow
different rationales, in their daily routines. Some counsellors are able to
focus more on single elements of the career counselling practice.




Providing job seekers with information





Activating job seekers






Emotional support

Managing administrative processes of job search and insertion of
clients into the labour market
Analysing, diagnosing and developing occupational profiles
Administering trainings (on the application process, skill
development etc.)
Doing research and up-keeping of databases
Networking with local actors and relevant institutions

Reflecting on professional practice
Since the counselling practice may involve such diverse activities,
counsellors need to possess a variety of skills and competences. Many
times the requirements of the different tasks clash with each other, i.e.
monitoring the administrative process of job seeking while at the same
time accommodating emotional needs of the clients. Thus, the diversity of
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activities can result in complex and challenging working conditions for the
counselling staff, necessitating not only continuous skill development but
also opportunities for talking about and reflecting on their experiences
(psycho hygiene and supervision).
Aside from the diversity of professional activities, counselling practice is
often characterized by a high workload, time constraints for handling
individual clients and a very bureaucratic, procedural approach to dealing
with job seekers on the part of employment services. Hughes, for
example, notices an “increasing pressures for services to design and
develop cost effective and accessible and effective careers resource
facilities and services” (Hughes 2013 cf. Bimrose et al. 2015: 8-9). Yet, the
challenging profile of career counselling necessitates specific
organizational settings for administering high quality services, such as
time and resources available for counselling each job seeker or networks
of cooperation for redirecting clients to other service providers in case
needed.

3.3 Tools and methods in career
counselling
Career counselling, as every field of counselling, is characterized by a
double orientation: on the one hand, the counsellor needs to be an expert
in labour market and occupation issues; on the other hand, he or she
needs to have insight on how to design a counselling relationship (i.e.
knowledge on interpersonal and communication skills).
Counsellors are confronted with a set of typical challenges that arise from
this double orientation as well as from the specific elements that make up
career counselling as professional field:

Counsellors as managers of information:

Counsellors need to find a systematic way to deal with the huge
amount of information they are confronted with. Especially due to the
growing availability of online information on the labour market and
employment opportunities, counsellors need to scan, filter and synthesize
a vast amount of materials. Since jobs are increasingly offered and
searched for Europe-wide, they need to access information on different
European countries and be versed in the working conditions in different
regions in order to advise their clients. At the same time, counsellors need
to have very specific knowledge on the local environment; the quality of
their counselling being dependent on knowing local actors, being able to
adequately refer people and creating opportunities for cooperation with
local businesses.

Moreover, clients are often times overwhelmed by the multiple
sources of information and do not know how to search or have no idea
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where to find relevant information. Thus, counsellors further need to
instruct their clients on how to deal with the amount of sources or
process information for them.

Counsellors as managers of expectations: Counsellors
have to deal with a mismatch of expectations






on what career counselling is able to offer, since many clients
approach the process with a passive attitude, expecting the
counsellor to find a job for them;
between the interests and preferences of the clients and their
opportunities based on their occupational profiles;
between the clients’ profiles and existing job offers /
opportunities of employment;
between an adverse attitude of clients who are mandated to
attend the services and their tasks and duties as career
counsellors;

Counsellors as managers of processes vs. counsellors as
psychologists: Counsellors need to document and monitor the clients’
progress in very technical processes, while at the same time try to
emotionally support their often times distraught clients. One central
element of the counselling interaction that remains wanting in a very
procedural approach to career counselling is the design of the relationship
between counsellor and client. “[T]he need to develop and maintain a
good counselling relationship” (Amundson 2006: 7) entails “making every
effort to see the whole person, not just the problems” (ibid.). While career
counselling might be focused on job related issues, it is considered
important to address personal issues within the counselling as well, since
areas such as health, family life or general well-being all play an essential
part for pursuing careers.

Activation of clients is a very important task underlying
many career counselling interactions: dealing with resistant
(due to being mandated to attend services), sceptical (due to bad image
of Public Employment Services) or passive clients (due to being
overwhelmed, frustrated or distraught)



Empowerment of clients
Structuring of the job seeking process: getting clients started,
composing an itinerary, defining goals etc.
Central methods used in counselling are interviewing and diagnostic
techniques of assessing and analysing in order to identify what clients are
looking for, their profiles (strengths and weaknesses, educational and
occupational experiences) and where they want to go, but also matching
them with labour market requirements. There is a vast array of methods
used in career counselling (see Jigău 2007), which cannot be mentioned
here. Only two trends in counselling methodology shall be invoked:

Narrative focused counselling methods which “capture the full
narrative through the eyes of the person involved” (Amundson 2006: 8),
i.e. by encouraging the clients to tell stories about their working lives and
important situations;

Dynamic counselling methods which are attentive to clients who
feel overwhelmed with their situation of unemployment; “the use of a
greater range of counselling methods, some of which include: focused
questioning, metaphors, card sorts, mind mapping, values exercises,
achievement profiling, walking the problem, task analysis” (ibid.).
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3.4 Different types of job seekers
“In order to be able to meet the broad range of client
needs, different types of services need to be offered, and
agencies need practitioners that collectively have a
broad range of competencies, keeping in mind that it is
not necessary for each practitioner to be able to
address all client needs. This situation is best visualized,
not as a single continuum of services. from less
intensive to more intensive, but as overlapping circles
signifying services that are different in nature, designed
to meet different client needs.” (Hiebert 2009: 8)

The clients counselled vary considerably


in terms of their educational background or



Age / stage in the life course.



Some of them are employed, wishing to change the course of
their career or to pursue additional training.



Others are unemployed, seeking for a job – among them newly
unemployed as well as long-term unemployed clients.



Clients who are mandated to come and



Clients who attend services at their own volition.



Individuals facing multiple difficulties, i.e. loss of job, economic
hardship, personal problems.

Thus, career services are to be oriented at the individual client in order to
cater to specific needs of very different types of job seekers. In this sense,
the types of services needed depend greatly on the target audience.
While some clients might be in need of in-depth one-on-one counselling,
others might be better suited with information or training sessions in
groups.
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3.5 Designing career
development
Due to individualization of career paths and transformations in the field of
work leading to more flexibility, but also less stability, there is a growing
notion of career development as process that stems over the better part
of an individual's life course and is not confined to a single decision at the
beginning of working life. People are increasingly called upon to actively
design their occupational pathways, raising the need for professional
guidance through these processes.
Since the design of career development is heavily dependent on the type
of client and the situation they find themselves in (unemployment, skill
development, transitional career phases etc.), it is no longer possible to
depict a single model of how to successfully design career development.
In the counselling interaction, the specific course of career development
needs to be defined based on information on the client's situation,
background and personal interests and the counsellor's input on current
occupational trends and training opportunities. Key element is a reflexive
dimension taking into account the client's situation from a holistic point of
view.
One model prototypically describing this process is put forth by Gati and
Asulin-Peretz. They identify a process of five-stages for helping clients to
make decisions on career development. First, client’s readiness for the
career decision-making process shall be enhanced by increasing their
motivation, giving them information on the process and starting an

exploration of their personal interests and strengths. Second, a stage of
pre-screening helps to assess career options, which are explored in-depth
in the third stage of the process (Gati & Asulin-Peretz 2011: 264-265). The
counsellor “is helping the client explore promising alternatives and find
out which of these options really match the individual's preferences” (ibid.:
265). In the ensuing stage, a choice shall be made through comparison
and analysis of the potential options in relation to the individual abilities
and preferences. Stage five focuses on the implementation of the choice,
which is assisted by the guiding actions from the counsellor. The authors
describe hindering factors for pursuing processes of decision-making
which have to be tackled in the counselling interaction, such as general
indecisiveness by the client, pessimistic views, lack of information about
the self or external conflicts such as problems in personal relationships
(ibid.: 266-267).

“As career counsellors seek to weave together career
competencies through the lifespan they need to focus on helping
people identify and apply life/career patterns. […] The pattern
identification exercise involves an in-depth exploration related
to values, skills, personal style and significant others. The
analysis is collaborative and the focus is always on the ways in
which patterns can be identified and applied across different
aspects of life.” (Amundson 2006: 6)
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3.6 Challenges for career
counselling in an online world

The integration of ICT in the delivery of career guidance and counselling
services is constantly increasing, making digital technologies an important
dimension within current career counselling practice. Many job seekers
try to find jobs online, gather information on continuing education online
or communicate with career counsellors online. The need for mobile
counselling is further growing, since many face-to-face counselling
services are full or lack resources (Schiersmann/ Remmele 2004: 7).
With the increasing integration of ICT into career counselling, the
guidance counsellors are pressed to develop new skills needed when
engaging in online guidance, such as:

“In career service delivery, five different ICT functions have been
identified: delivering online guidance; offering distance learning
online; funnelling users into the existing off-line services; acting as a
diversion by taking the pressure away from existing off-line services
that are in short supply; and providing a forum for individuals to
discuss with others or with practitioners.” (Offer & Sampson1999 cf.
Bimrose et al. 2015: 13).



skills for online delivery (how can counselling be done digitally;
developing of interactive forms of dealing with clients as well as
focusing on written formats);



establishing trust online;



digital competencies for gathering and editing information or
managing processes online;

While digital technologies offer many opportunities for career counselling
practice – i.e. reaching more people, even people who are geographically
far away – they also pose a number of challenges. When a relationship
between a client and a counsellor is established through online
communication, it needs to be stated from the beginning how this
relationship will look like. For example:
 How quickly is the counsellor expected to answer?
 How can the counsellor make sure the client understands and reacts to
the interventions? Is the client able to give feedback on the process?
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 How is the technological capability of the client ensured (Bimrose et al.
2015: 19)?
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MODULE 4
4. COUNSELLING AND
COMMUNICATION METHODS
4.1 Main purpose of this guide
With this module, we want to facilitate the inter-action between
counsellor and user / client via mobile application for that the distance
counselling will not be a barrier or can be mitigated as much as possible
from the start of contact between them.
We believe that here lies the vital importance of this module, which
allows, on the one hand, saving the energy needed to spend in the act of
counselling from the counsellor at a distance point of view, and secondly,
it enables users – adults seeking counselling, to easy access on the mobile
application. This is also one of the main purpose of iYOT and thereby
encourage their motivation for participation. It provides answers on their
needs for knowledge and contacts, eliminates doubt, and above all, it will
contribute to better self-esteem for user and counsellor as well.
An interesting and existing challenge for all involved in this project and
something that we have committed to do is to conduct as much
‘’humanized’’ counselling as it is possible via mobile application.
“What do we want to achieve with this set of guidelines for the module
IV - Counselling and communication methods for iYOT counsellors on the
use or through this mobile application?”

In a first global response and considering the specificities
of the project iYOT, we simply want to:

Facilitate the interaction between iYOT counsellor and user/client
via the mobile application so that the guidance distance will not be a
barrier or at least, it will be mitigated as much as possible from the start
of contact between them. This global response corresponds to the
innermost foundation of communication in human relationship, which
can never be subtracted to the welcome of new technologies.
On the other hand, and with our minds fixed on the purpose of the iYOT
project, this mobile application, perceived as a tool that serves as a means
to an end, lead us here to a second major question:
“Within the counselling field (that it is vast), how will this counselling be
run, that is, how will it be operationalized?”
Regarding the dynamics of communicational human interrelationship, the
counselling would perhaps be much easier and more likely to be carried
out if it is performed or conducted as a process with steps and stages that
are well established and defined. Therefore, we simply want:


To operationalize the counselling through the mobile application
like a process so that both the iYOT counsellor and the user/client are
familiar with all the steps and stages from the beginning of the
counselling process and are aware of all the advantages, opportunities as
well as the restrictions.
We believe that it is fundamental that in the act of preparing these
specific guidelines for the module IIV – Counselling and Communication
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methods and in accordance with the ambitions of the iYOT project we list
a set of assumptions form the user’s/client’s, iYOT counsellor’s and from
the iYOT’s tool point of view.

4.2 Assumptions for building
specific guidelines
To develop the specific learning objectives of this
module, we consider (in addition to the specifics of iYOT
project), a set of assumptions. They are added to the
overall responses in the development and formulation
of these more specific guidelines, which require as prerequirements - a number of assumptions - that the
user/client wants or the specialist counsellor point of
view needs and also from the point of view of iYOT
services that will be provided, i.e., through the mobile
application tool. Therefore, it is on this iYOT triangle,
client/user - Mobile app - counsellor, which will run all
the communicational and relational process.

c) All clients/users have expectations of different levels;
d) Not all clients/users “fit” or intend to acquire the service from
iYOT mobile app.
Even though the mobile application in the counselling process over
distance is the advanced technological tool from which potential users
(adults seeking counselling) could benefit greatly we must note that they
differ in their level of education, their origin or their background, their
level of maturity. They all have different
personal stories, communicational skills,
different way of dealing with all kind of
situations, different profiles etc.
Being an adult person seeking for educational
or professional counselling would be the only
thing they have in common at the beginning
when they are registering in the iYOT mobile
app and come in contact with the iYOT
counsellor. However, their reasons or
expectations could be very different and a
counsellor would have to deal with their
different
needs,
doubts,
frustrations,
defensive modes, misfits, fears, longings,
curiosities, hesitations or with their search for
knowledge, motivation etc.

2.1. Assumption from the iYOT user
/client’s point of view
a) Clients/users come in all “shapes and sizes”;
b) Clients/users seeks counselling services for various reasons or
motives;

Finally, and not subtracting anything that was mentioned and for
contradictory it may seem, because the essence of human development
guidance and counselling (for life) is crucial regardless of age or their
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labour or educational situation, we emphasize that not all users/clients
will want to register in the iYOT platform, even those who are
unemployed. In fact, they could not all “fit” or want the services available
in iYOT project or they simply do not want to be registered due to
personal reasons (in the latter case, it will be difficult to understand what
are their reasons!).

However, we present below a set of assumptions that we assume must
be present in the attitudes, professional and social competences of an
iYOT counsellor during the counselling process:

Attitudes:

On the other hand, the iYOT project being still in an “embryonic” phase of
its existence cannot cover everything that corresponds to the guidance
and counselling services that the current world demands or the “state of
the art” is.








Anyway, even as a pilot project, and as such still reserved for certain items
of guidance and counselling, it always reveals the importance of the
profile, availability and an attitude of the iYOT counsellor. Meaning the
inter-relational communication with the user/client in the first moment of
contact, and the skills necessary to give the most appropriate responses
through specific counselling process and limited as possible.

Insightful;
Honest;
Empathic;
Open-minded;
Accommodate to the diversity;
Active listening mainly to:
a) the language of feelings;
b) for the language and cognition;





Does not judge or issue personal opinions;
Resist to the distractions;
Is genuine (It is the only way that a counsellor can convincingly
convey warmth to the user’s).

2.2. Assumption from the iYOT counsellor’s point of view
Although the relationship or communication method “face-to-face”
cannot be established in direct presence in the counsellor’s workplace,
there is the possibility of a closer encounter via “Listening room” that will
be created in this mobile application. However, the traditional
configuration of counselling will be changed and in accordance with Bedi
(2006) the counselling process in the traditional way has been recognized
(by customers/users) as an important moment in establishing mutual
confidence and in acceptance of agreements, but we will describe this
subject in detail in the next point.

Professional competences:






Knowledge on how to document the interactions and progress
with the customer/user;
Results-oriented;
Knowledge to collect, analyse and use information;
Knowledge to convey information clearly;
Experience in how to customize the problem and the goal
together.
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Social competences:

Greeting;

Politeness;

Kindness.
With all that has just been referenced in iYOT counsellor’s perspective in
carrying out their activities, whether from the user's/client’s point of view
and with their wide diversity of motivations and associated expectations,
the interrelationship between them (even based on a concrete process or
specified counselling phases) will always run through an entire
communication process inherent on this “vehicle” (mobile application) on
which the services and contacts will be available.
Therefore, in the following section, we will expose a set of assumptions
that we consider relevant due to the change of the traditional context
setting that usually occur in the counselling process.

2.3. Assumptions from the iYOT application’s point of
view





welcome; new safe mode and restraint, new way of listening to
the point of view of clients/users; new means of promoting
counselling combining the tool with its use or purpose);

New space as a means of “self-service” to the client/user (for
development and personal pleasure, care of personal needs taking care of yourself as a client/user, self-reflection, new ways
to get opportunities of information, opportunities of employment,
training, contacts, etc.).
With this, we want to emphasize that this new tool prints, in the
communicational and relational act of the counselling process between
iYOT counsellor and the user/client, the most basic of human
communication - experiential perception by both persons involved.
Therefore, more than ever the phenomenon of human perception as well
as individual self-contours in the communicational model requires from us
its full understanding in order to have a prophylactic attitude, and thus it
is possible to alleviate potential conflicts and subsequent dropouts.

New configurations of physical counselling environment (different
from traditional);
New client/user’s perceptions about the environment or context
in which the counselling process occurs;
New counsellor’s perceptions about the environment or context
in which the counselling process occurs;
New counselling tool (using the tool as a means of building
relationships and commitments, as an entry point to the
communication relationship, new way to create an inviting
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4.3 Communication process and counselling scheme proposed for the
module IV
Based on the above-described assumptions (for a better understanding and to have an overview on how the communication will connect both the
counsellor and user/client of iYOT), we present schematically the new context in which it will be established the “bridge” over which this process will
become an effective and affective reality.

Scheme adapted from Borgen (2002)

In this diagram, the module IV – Counselling and Communication
Methods, the mobile application will be a bridge that connects:





The perceptions of the user and counsellor, on the situation of the
user needs;
The client with new perspectives on internal support issues,
forces and capabilities;
The client with new external perspectives on the resources that
may provide assistance;
The client’s action strategies that is desirable and feasible for the
process of “transition”.

To accomplish these tasks, the guidance from the iYOT counsellor is
required:






Clear intentions: It is the goal of helping the client to fulfil an
external goal (or internal!), or become more self-sufficient and
resilient in terms of decision on career or problem solving (Or
both!);
An evolution of the relationship of mutual trust with the
client/user, with empathy as appropriate attitude and the
requirement of the minimum communications skills;
Courage to use communication skills to challenge preliminary
views that are present by the client/user (which are sometimes
idealized and unrealistic), based on their own level of

understanding about how personal consultation with their
problems should take place.
At this point, the ethical behaviour and skills should serve as a guide to
the iYOT counsellor. In addition to the pledged concrete results that must
be achieved within the Erasmus + program framework, we must not
forget this is a tool that is designed for people who are currently at a
delicate stage of life. Only with empty and active listening, we can achieve
effectiveness.
We know that it is on the innovation in the guidance process through new
technologies via mobile application and with all the advantages that
entails, but we also know that, and in a humanistic perspective, that only
with genuineness, empathy and active listening it will be possible to make
it effective.
With this, we leave the efficiency to the technology, communication, and
human relation to the overall effectiveness of this project.
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4.4 Proposed elements for module IV

TARGET GROUP

Adults seeking counselling

1º GENERAL PURPOSE FOR THE MODULE

POINT OF VIEW

HUMAN COMMUNICATION (TOPICS TO BE ADDRESSED)

Facilitate the interaction between iYOT
counsellor and user/client for that via the
mobile application for the guidance distance
will not be a barrier or at least, it will be
mitigated as much as possible from the start
of contact between them.

iYOT Counsellor

1. The Transactional Model of Communication

2º GENERAL PURPOSE FOR THE MODULE
Operationalize the counselling according to a
process, so it could either by the iYOT
counsellor or by the user/client, from the
beginning of the contact, both be aware of
the steps that led to the whole process of
counselling with their restrictions but also
with its advantages and opportunities.

2. Intrinsic and extrinsic human motivation:

Client / User
iYOT Application / tool

 Maslow's Hierarchy of Needs;
 Herzberg's Two-Factor Theory
3. Psychological components of the communication process:
 Perceptual phenomenon on the communication process;
 The Self: Johari Window model
COUNSELING (TOPICS TO BE ADDRESSED)

POINT OF VIEW

1. Educational guidance
iYOT Counsellor

 Social Constructivism Model
 Constructivist model of career paths (Career Cycles - CC) and intervention method
2. Recognition of non-formal and informal learning
 Vocational orientation
 Career Guidance
 Life project
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TRANSVERSAL SKILLS: Empathy; Genuineness; Active listening

Based on everything that has been written in these guidelines so far, in the following table, on the scope of PROCESS COUNSELLING & HUMAN
COMMUNICATION, we present the topics that allow us to have a better apprehension of the content to be covered in module IV.
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Certainly many other considerations and elements should be discussed here for a more comprehensive overall effectiveness and deepness that this module
gauged. However, (as a rule and good practice in developing projects) we believe that in the way, the project proposal is presented and with the resources
available in the estimated time to be done, we believe that we have achieved a reasonably good balance for the production of this output.

4.5 Extra bonus for module IV
It will therefore be material that will serve well beyond the training period to the iYOT counsellors and we believe that it will be a help in the counselling
process and that may include work sheets; flowcharts; schemes to simplify procedures; etc.
We will leave attached all physical material that we can gather regarding the module IV that we will present to the iYOT counsellor so it could serve as a
physical component that materializes and connects user/client with the iYOT counsellor.
It will therefore be material that will serve well beyond the training period to the iYOT counsellors and we believe that it will be a help in to counselling
process and that may include work sheets; flowcharts; schemes to simplify the procedures; ect.
We will also be careful at the end of this module to present a list of readings for further development of the content covered for the iYOT counsellors.
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MODULE 5
5. RECOGNITION/VALIDATION OF
NON-FORMAL AND INFORMAL
KNOWLEDGE
5.1 Intro and perspectives of
recognition/validation of nonformal and informal knowledge

In the European guidelines for validating non-formal and informal
learning, written in 2015 it says:

“Validation is first, about making visible the diverse and rich
learning of individuals. This learning frequently takes place
outside formal education and training – at home, in the
workplace or through leisure time-activities – and is
frequently overlooked and ignored. Validation is, second,
about attributing value to the learning of individuals,
irrespective of the context in which this learning took place.”
(Cedefop, European Guidelines for validating non-formal
and informal learning, 2015: 14)

Definition:
Although learning often takes place within formal settings and learning
environments, a great deal of valuable learning also takes place either
deliberately or informally in everyday life.
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In the context of non-formal and informal learning, the term
‘recognition’ has several different meanings:

In a general sense, it can mean the process of giving official status
to competences (or learning outcomes) through the awarding of
qualifications, equivalencies, credits, or the issuing of documents
such as portfolios of competences.

It can also refer to social recognition in terms of the
acknowledgement of the value of skills and competences in the
labour market or for academic entry or progression – sometimes
called currency.

It refers to the acceptance of the principle of recognition of nonformal and informal learning by national education, training and
employment stakeholders (UIL 2012).

Ultimately, it underlines the recognition that learning is a social
activity and depends for its value on its placement within a social
framework.
Policy makers in OECD countries have become increasingly aware that
knowledge, skills and competences acquired through this way represents
a rich source of human capital. In many cases, this is fully recognised
through the wage premiums paid to those with experience. However,
there are some people who are not fully aware of their own stock of
human capital or its potential value. There are also some individuals who
are unable to put all the learning they have acquired to full use because
they cannot easily prove their capabilities to others. Recognition of nonformal and informal learning outcomes does not, in itself, create human
capital. However, recognition makes the stock of human capital more
visible and more valuable to society.

So, why is the recognition of non-formal and informal knowledge so
important and significant for individuals?






It can provide validation of competences to facilitate entry to
further formal learning (people can in this way complete formal
education more quickly, efficiently and cheaply by not having to
enrol in courses for which they have already mastered the
content);
Recognition provides greater visibility and therefore potential
value to the learning outcomes and the competences of people in
the labour market (this can make it more efficient and cheaper for
workers and employers to match skills to jobs);
Recognition makes the stock of human capital more visible and
more valuable to society.

We can say that the main objectives/purposes of assessment and
validation of non-formal learning of adults are:





For entering or continuing formal education: continuing
terminated education, changing educational programmes,
continuing education at a higher level.
For acquiring National Vocational Qualifications (NVQ)
For documentation and assessment of individual’s knowledge and
experience (competences), with the goals to provide a better
flexibility on job market (easier re-employment, changing work,
career development and changes), for personal growth (better
self-esteem, higher motivation for education and work, better
quality of life) and for the development of key competences.
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There are four distinct phases in recognition/validation of non-formal and
informal knowledge: identification, documentation, assessment and
certification. And although the validation is most commonly found within
the education and training, making it possible to acquire a formal
certification on the basis of non-formal and informal learning, it can also
be carried out by several institutions and stakeholders outside those, such
as labour market authorities, economic sectors, enterprises and voluntary
organisations.

Professional activities
Irrespective of the different legal basis in European countries and
different arrangements, the entire process of recognition/validation
should include the following steps:









familiarizing the candidate with the procedure and options
(information),
advise the candidate in the preparation of the application,
the candidate prepares and submits an application,
discussion or an interview with the candidate,
evaluation of knowledge acquired outside of accredited
educational institutions,
decision on the recognition of non-formal or informal knowledge
(partially or fully),
carrying out verification (if necessary),
evaluation of the knowledge acquired: with the credit points and
the recognition of the entire program or just a part of it.

directly involved with validating candidates at different stages of the
process. All of those who offer information, advice and guidance
(orientation), those who carry out assessment, the external observers of
the process, the managers of assessment centres/procedures and a range
of stakeholders that have an important but less direct role in the process).
They should all have not only validation competences but also soft skills
such as intellectual capacity.

Key knowledge and skills of counsellors:






Thorough knowledge of the validation process.
Thorough knowledge of the education system.
Capacity to rephrase learning experience into learning outcomes
that can be matched with existing standards.
Understanding of the labour market.
A list of contacts (experts) to answer specific technical questions
(social partners and other sector experts).

Key knowledge and skills of assessors:






Be familiar with the validation process (validity and reliability).
Have experience in the specific field of work.
Have no personal interest in the validation outcome (to guarantee
impartiality and avoid conflict of interest).
Be familiar with different assessment methodologies.
Be able to inspire trust and to create a proper psychological
setting for the candidates.

Validation/recognition of non-formal and informal knowledge largely
depends on the work carried out by the practitioners and professionals
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Be committed to provide feedback on the match between
learning outcomes and validation standards/references (via
support systems).
Be trained in assessment and validation processes and
knowledgeable about quality assurance mechanisms.
Operate according to a code of conduct.

The main tasks of a professional worker in the role of an
informant are:



In a process of assessment, evaluation and recognition of informal
knowledge there are three professional profiles:

informer,

counsellor/advisor,

assessor.
It is not excluded that one person can combine two or even all tree roles.






informing potential candidates and the wider public about the
possibilities, evaluation and recognition of non-formal and
informal learning,
presentation of the usefulness and benefits of the process of
identifying, evaluating and recognizing non-formal and informal
learning,
presentation of the process itself,
motivating candidates to participate in the process,
cooperation with consultants in a particular procedure,
concern for their own professional development.

The main tasks of counsellor working with candidate are:
Key task of the professionals in the process of
assessment, evaluation and validation of non-formal and
informal knowledge are:







Work with the candidate,
management, work planning and development work,
documenting and preparing reports,
cooperation with other organizations and individual experts,
promotion of the importance of informal knowledge and
assessment procedures and recognition,
professional training.








informing,
motivating the candidate to participate in the process,
management of the consulting interviews for planning and
derivation evaluation - preparation of plan,
promoting the processes of identifying and self-assessment of the
acquired knowledge, skills and competences of the participant,
promote and supervise the preparation of the portfolio as a key
instrument in evaluation,
providing overall support and advice to the candidate during the
evaluation.
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Other tasks of the counsellor are:













providing information on the procedures for the evaluation and
recognition (promotion) to the participants (in the phase of the
recruitment) and to other actors (partners in the environment),
preparing the necessary database to support the evaluation
procedures;
to maintain contacts with other organizations and professionals,
participate in the development (planning) of tools, instruments
(methods) for carrying out evaluations,
monitoring of derivation processes from different perspectives,
fulfilment of agreed documentation,
management and work planning,
preparing reports,
various tasks for promotion,
evaluating the results and effects,
service training for the work of an evaluation consultant.

The main task of the assessor for the recognition and
validation of non-formal and informal knowledge are:





search and review evidence of candidate’s learning outcomes,
management of the evaluation,
assessment of the adequacy of competence in accordance with
certain standards of knowledge,
verification of the candidate's qualifications in the specific area
using appropriate methods of examination and assessment,



give feedback information regarding matching of learning
outcomes with the evaluation standards,
service training.

METHODS AND TOOLS used in recognition/validation of
non-formal and informal knowledge
The tools for recognition/validation of non-formal and informal
knowledge capture different aspects of learning experiences. They reflect
practical skills or theoretical reflections in varying degrees. The
characteristics of the learning outcomes may require more than one tool,
for example a combination of written tests and practical challenges.
(Cedefop, European Guidelines for validating non-formal and informal
learning, 2015:45).
As it is written in the European Guidelines (2015) the tools are important
because they influence the overall quality – validity and reliability of the
recognition/validation process and its outcomes and also the way how
individuals experience validation and determine whether their
experiences are captured or not.
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The most important is therefore the right selection of methods and tools,
because this is what determines what information will be obtained about

The quality of any method depends on those implementing it.
The level of qualifications/experience of assessors is one key
element in quality assurance. The wide range of available
tools can be considered as positive but will also require that
counsellors and assessors reflect on what is appropriate and
fit for purpose.”
(Cedefop, European Guidelines for validating non-formal
and informal learning, 2015: 45)

the individual’s previously acquired knowledge, skills and competences.
The methods and tools that we choose must also be reliable and
unambiguous.
a)






Tools for extracting evidence
Tests and examinations
Dialogue or conversational methods
Declarative methods
Observations
Simulations



Evidence extracted from work or other practice

b)




Tools for presenting evidence
CVs and individual statement of competences
Third party reports
Portfolios

On-line methods and tools:
EUROPASS provides important ADVANTAGES
http://europass.cedefop.europa.eu/documents/curriculum-vitae




allows the use of standard European forms
It encourages the recording of formal and informal knowledge
promote international exchange and foreign language learning

Europass consists of five forms:
1.
Europass CV: the data sheet for the preparation of a business CV;
2.
Europass Language Passport: the form of a more detailed
description of language skills;
3.
Europass Mobility: a certificate of working or learning experience
abroad (promotes description of specific professional and social
competencies);
4.
Certificate Supplement: include a description of the skills
acquired between formal vocational training, and placement of
qualifications in the national education system;
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5.

Diploma Supplement: include a description of the skills acquired
in post-secondary and higher education, as well as placement of
qualification in the national education system.

E-portfolio (https://en.wikipedia.org/wiki/Electronic_portfolio)
An electronic portfolio (also known as an eportfolio, e-portfolio, digital
portfolio, or online portfolio) is a collection of electronic evidence
assembled and managed by a user, usually on the Web. Such electronic
evidence may include input text, electronic files, images, multimedia, blog
entries, and hyperlinks. E-portfolios are both demonstrations of the user's
abilities and platforms for self-expression. If they are online, users can
maintain them dynamically over time.
E-portfolio is as a type of learning record that provides actual evidence of
achievement. It can facilitate users' reflection on their own learning,
leading to more awareness of learning strategies and needs. In education,
e-portfolios have six major functions:

● Document skills and learning;
● Record and track development within a program;
● Plan educational programs;
● Evaluate and monitor performance;
● Evaluate a course;
● Find a job

Those documents are used for various purposes -diagnostic checks at the
entrance to the education or the completion of this and formative
assessment during the process of education and learning. Thus, the folder
of learning outcomes / collection folder / Portfolio defined as a summary
of the individual's competency (achievements), realized learning (formal,
informal or ad hoc) or experience in working and living. It can serve as a
record of, or as a note on the development of the individual stages in the
learning process. In the field of professional qualifications, it means
"standardized" view of individual learning -working or other experience,
systematically arranged acquired competences and qualifications meets
requirements expressed in the standards of knowledge. (UVPZ, 2015:88)
A 2012 report by JISC, “Learning in a Digital Age”, noted that e-portfolios,
blogs, wikis, podcasting, social networking, web conferencing and online
assessment tools are increasingly being employed alongside virtual
learning environments to deliver “a richer, personalised curriculum to
diverse learners”.
In the time when almost nothing is done without the use of modern
technology and the evolution of mobile phones and other electronic
devices is advancing with supersonic speed the possibilities of distance
counselling are spreading. The mobile application iYOT offers the
opportunities for users to contact iYOT counsellors via e-mail, social
networks, instant messaging, videoconferencing, to easy access to
resources and information. Our intention is to develop a simple, userfriendly tool that would make distance counselling popular and wide used
as a good comparison to face-to-face counselling sessions.
From the recognition/validation of non-formal and informal knowledge
point of view, we see a great potential in identifying, documenting,
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assessing and even certifying this kind of knowledge, skills and
competences of individuals over distance.

 http://www.eportfolio.eu/
http://www.coe.int/en/web/portfolio
(European
Language
portfolio - ELP)
 http://europass.cedefop.europa.eu/
 http://europass.cedefop.europa.eu/documents/curriculum-vitae
(Curriculum vitae)
 http://europass.cedefop.europa.eu/documents/european-skillspassport/language-passport (Language passport)
 http://europass.cedefop.europa.eu/documents/european-skillspassport/europass-mobility (Europass Mobility)
 http://europass.cedefop.europa.eu/documents/european-skillspassport/certificate-supplement (Certificate supplement)
 http://europass.cedefop.europa.eu/documents/european-skillspassport/diploma-supplement (Diploma supplement)

5.2 Benefits and advantages of
validation of non-formal and
informal knowledge

Recognition generates four different types of benefits:
1. economic benefits (by reducing the direct and opportunity costs that
are associated with formal learning, by shortening the time required to
acquire qualifications in formal education, by allowing human capital to
be deployed across the economy more productively by giving people
access to jobs that better match their true skills);
2. educational benefits (it helps to underpin lifelong learning by helping
people learn about themselves and develop their career within a lifelong
learning framework);
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3. social benefits (it provides a way to improve equity and strengthen
access to further education and to the labour market for disadvantaged
minority groups, disaffected youth and older workers who did not have
many opportunities for formal learning when they were younger);

5.3 Main challenges, issues and
conclusions

4. psychological benefit (it can provide a psychological boost to
individuals by making them aware of their capabilities as well as offering
external validation of their worth). *

These are some of the
main challenges that
recognition of nonformal and informal
knowledge has to face:

Recognition can also help to improve equity:





it can make it easier for dropouts to return to formal learning,
giving them a second chance;
it can be attractive to members of disadvantaged groups such as
indigenous people and migrants whose competences may be less
evident, or who for one reason or another have not been able to
acquire qualifications through the formal education system;
it can help to rebalance equity between generations, since a much
smaller cohort of older workers had access to higher education
(and the corresponding qualifications) than is the case today. *



We need better communication about recognition:



to have a clear communication and information about both the
benefits of recognition and the processes involved.
to help reach those who are unaware that they have acquired
competences through non-formal and informal learning channels
or that those outcomes have potential value.
to help contain the costs of communication.
to help promote the acceptability of qualifications obtained
through non-traditional ways.
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Recognition processes are often marginal, smallscale and not yet sustainable so:


Recognition procedures and processes could be
improved:



We need to find the way to raise the profile of recognition,
simplify recognition processes, give them greater validity, and find
the right balance between benefits and costs.






There could also be a better integration of
recognition processes into lifelong learning
policies:





by encouraging a learning outcomes attitude across all learning
settings reinforcing and extending the trend already apparent
towards greater emphasis on learning outcomes in the formal
education system;
education institutions in some countries might need to reorganise
their study programmes into smaller modular study units to
document what has been learned by those students who do not
graduate;
better integration of recognition of non-formal and informal
learning into existing qualifications frameworks would also
reinforce its place as part of a coherent and comprehensive
lifelong learning strategy.







by simplifying and strengthening the procedures for recognition;
by enlarging the range of competences that can be assessed
through recognition processes and for integrating recognition
processes within existing qualification standards;
With greater convergence, and even standardisation, of
procedures for awarding qualifications whether the learning has
occurred in a formal or non-formal/informal setting.

Assurance of confidentiality and security

In the case of distance counselling, we must face the challenge of assuring
the confidentiality and security in order to maintain confidence and trust
among users. Especially in the case when users are sending their
documentation to the counsellor in order to evaluate it. They need to be
assured that these files would reach the right address and person. Having
to deal with personal data of the clients, we think that this is the main
challenge we are facing. Nowadays everybody should have appropriate
protection and the latest versions of the security system when using the
modern technologies in order to prevent security breaches.
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5.4 Technical possibilities for
recognition of non-formal and
informal knowledge
Nowadays more or less every person possesses or has access to different
modern technologies such as mobile phone, tablets or computer. More
and more people search for information via internet, through web portals
where they can find variety of resources or services.
So, the question we are asking here is how can recognition of nonformal and informal knowledge work over distance, with the help of
iYOT mobile app?

themselves better in writing, they could contact them through e-mails,
messengers or write in forums, for those who rather speak and have eye
contact with other person, they could use videoconference or Skype
meetings…

Useful links to other websites where the user can find further
information about the recognition of non-formal or informal knowledge (a
list of counsellors working in the area, assessors and institutions,
described process of recognition of non-formal and informal knowledge,
tools and methods, costs etc.)


iYOT application, user friendly and clear would have the
possibility for users to send all the collected documents to the counsellor
of their choice for evaluation.


There are some people who are not fully aware of their own stock
of human capital or its potential value, or have no idea that the
knowledge they gain in informal or non-formal settings can be recognized.
So first of all we see the value of such an application to even promote and
introduce the process of recognition of non-formal and informal learning
to its users, to familiarise them with basic information and possibilities.

Second of all they can interact with peers and professionals
through a wide diversity of communicational channels (forums, e-mail,
chats/instant messaging, videoconference, etc.) and get immediate
feedback on the information they inquired or at least as soon as possible.
The users would have the opportunity to select a distance counsellor and
use the communication methods of their choice. For those who
experience difficulty in expressing themselves orally and express
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6.2. The iYOT Project contribution to Counselling

6. Conclusion

6.2.1. A comprehensive Approach

6.1. A complex and changing scenario
The guidance activity in adult education is strengthening in the last years;
forms of counselling activities are becoming more diverse, each with its
own specific role, but all with the same aim, to provide assistance and
support to adults in many different form, processes and content of
education and learning. Especially important it is ethics and the quality of
the counsellor's work. As complex as the activity is, the more important it
is to develop and produce a derivative guidance work or counselling,
based on the high expertise of the educator, his / her professionalism and
ethical operations and readiness for cooperation and networking with
other entities in the field of adult education and learning.
Needs of adults aged 25-64 for participation in lifelong learning is still
growing; EU target is to achieve a 15% inclusion by 2020, in 2015 it was
10.7%, which shows that counselling is important and that it is therefore
necessary to develop different ways to approach the counselling to
various target groups of adults and make counselling even more efficient
and high qualitative.

In response to the new complex counselling scenario, the iYOT project
aims to increase the capacity of adult educators and staff of adult
education organizations offering different courses, trainings, lifelong
learning activities and counselling services to adult participants with fast
and effective access to counselling and information, pursuing at the same
time an increased involvement of adults in guidance counselling.
Thus, on the one hand, the project provides counsellors or persons with
interest in performing counselling activities with updated and Europeanbased information on the different fields related to professional and
educational counselling that will allow them to deliver quality distance
counselling. On the other hand, it also provides those users willing to
receive counselling, with an individualised feedback that will increase
their capacity to undertake new learning, mobility or working
opportunities, motivating them for active involvement in lifelong learning
activities.
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The project puts at the disposal of both sides or project
beneficiaries - (potential) counsellors and users that want to
receive counselling - an user friendly distance guidance
counselling service to follow adults interest, skills, learning
needs, personal and occupational developments according
to available time of interested users (In Your Own Time),
done through a web-based software system with an
innovative mobile application (iYOT Software).

6.2.2. IYOT Software
Thus, to improve the quality of guidance counselling work, which will be
as close as possible to the needs of different target groups of adults, we
develop a new technique that effectively handles and responds to the
needs of adults for education and counselling, a new software tool –iYOT
Software – that permits the project beneficiaries (both counsellors and
users interested in receiving counselling) to have a 24/7 space for
information and interaction in career and educational areas.
Through this intuitive and user-friendly software, the potential of the
fastest growing mobile technology and the improvement of connectivity
rates make the use of mobile devices ideal for distance counselling as
their different features, characteristics or options available can be fully
used.
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ANNEX
Glossary; Source: ELGPN Glossary on website http://www.elgpn.eu/glossary June 2016
Term

Definition

Career

The interaction of work roles and other life roles a person’s lifespan, including how they balance paid and unpaid work, and their involvement in learning and
education.

Career guidance

A range of activities that enable citizens of any age, and at any point in their lives, to identify their capacities, competences and interests; to make meaningful
educational, training and occupational decisions; and to manage their individual life paths in learning, work and other settings in which these capacities and
competences are learned and/or used.

Counselling

The interaction between a professional and an individual helping them to resolve a specific problem or issue.

Counselling or guidance that addresses one or more of the following domains: career/ occupational decision-making, skills enhancement, job search and
Employment
counselling/guidance employment maintenance. Activities include assessment, development and implementation of an action plan, follow- up and evaluation.
Helping an individual to reflect on personal educational issues and experiences and to make appropriate educational choices.
Educational
counselling/guidance

Guidance

Help for individuals to make choices about education, training and employment.

Guidance counsellor

A trained individual delivering guidance as defined above. Guidance counsellor assist people to explore pursue and attain employment.

Guidance service

The range of services offered by a particular guidance provider. These might be services designed for different client groups or the different ways that guidance
might be delivered (e.g. face-to-face, online, telephone, etc.)

Lifelong guidance

A range of activities that enables citizens of any age and at any point in their lives to identify their capacities, competences and interests, to make educational,
training and occupational decisions and to manage their individual life paths in learning, work and other settings in which these capacities and competences are
learned and/or used.

Lifelong learning

All learning activity undertaken throughout life, which results in improving knowledge, know-how, skills, competences and/or qualifications for personal, social
and/or professional reasons.

Validation of non- A process of confirmation by an authorized body that an individual has acquired learning outcomes against a relevant standard. It consists of four distinct phases:
formal and informal (1) identification – through dialogue – of particular experiences made by an individual; (2) documentation – to make visible the individual experiences; (3) a formal
assessment of these experiences; and (4) recognition leading to a certification, e.g. a partial or full qualification.
learning
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