
 

 
 

ID Project: 2016-1-FR01-KA204-023952 
 Website: https://dilabs.eu/ 

 

 
TEXTBOOK  

Digital Community and Innovation in 
Adult and Basic Skills (DILABS) 
 
DILABS: Pedagogical Resources 

1st Collection of datas – Revision – August 2019 

 

Supported by the European Union's Erasmus+ programme. This publication does not constitute an endorsement of the 

content which only reflects the authors' point of view. The European Commission cannot be held responsible for any use of 

the information it contains. 

This document and resources included are available under the terms and conditions of the Creative Commons License 

Attribution – NonCommercial-ShareAlike 4.0 International (CC BY-NC-SA 4.0). Août 2019 

 

 

 

          

 

 

  



 

 
 

ID Project: 2016-1-FR01-KA204-023952 
 Website: https://dilabs.eu/ 

 

TABLE OF CONTENTS  

1. DESCRIPTION 

2. AUTHORS/PARTNERS 

3.1 Université de Lille (Coordinator) 

3.2 CFRG 

3.3 Collegium Balticum 

3.4 Futuro Digitale 

 3.5 Glafka      

 3.6 HIOA 

 3.7 IES Jacaranda 

 3.8 Inercia Digital 

 

 

  



 

 
 

ID Project: 2016-1-FR01-KA204-023952 
 Website: https://dilabs.eu/ 

 

 

1. DESCRIPTION 

Dilabs is short name for “Digital community and Innovation in aduLt educAtion and Basic Skills”. Project Dilabs was 

started in Oslo at OsloMet Oslo Metropolitan University in November 2016.  

To develop DILABS, the consortium  

● created a "learning community" on the topic of "key competences" 

● develoed online tools, open-learning system and collaborative system for the participants to the project 

● used formal, non-formal and informal methods in a perspective of Lifelong Learning 

Our DILABS team is made of experts in digital tools and innovation (Futuro Digitale, Inercia Digital, Glafka s.r.o.). 

We used innovative method to analyze professional activities, in order to identify relevant professional contexts, 

and match the needs of companies as far as training is concerned and initiate exchange of practice with the whole 

consortium, with training centers (CFRG/AEJD, IES Jacaranda) and teachers and researchers in sciences of 

education (Collegium Balticum, Oslomet, Lille). 

Thus, to improve training systems in adult education, the consortium had the ambition to: 

● to exchange on educational practices, 

● to foster innovation in adult education by these exchanges 

● to promote closer link with the socio-economic world by working on the analysis of their specific needs 

● to increase teachers’ skills, including the use of ICT (through collaborative tools) and videos 

● to organize training session to experiment new methodologies 
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2. AUTHORS/PARTNERS 

3.1 Université de Lille  

Country: France 

Website: https://www.univ-lille.fr/home/ 

3.2 CFRG  

Country: Portugal 

Website: http://centroruigracio.esjd.pt/ 

 

3.3 Associazione di Promozione Sociale “Futuro Digitale 

Country: Italy 

Website: http://www.futurodigitale.org/it/ 

3.4 GLAFKA s.r.o. 

Country: Czech Republic 

Website: http://www.glafka.cz/ 

 

3.5 Hogskolen Oslo og Akershus      

Country: Norway 

Website: http://www.oslomet.no 

https://www.univ-lille.fr/home/
http://centroruigracio.esjd.pt/
http://www.futurodigitale.org/it/
http://www.glafka.cz/
http://www.oslomet.no/
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3.6 i.e.s. Jacarandá 

Country: Spain 

Website: http://www.iesjacaranda.es/web/ 

3.7 Inercia Digital SL 

Country: Spain 

Website: http://www.inerciadigital.com/ 

 

3.8 Szczecińska szkoła Wyższa 

Country: Poland 

Website: https://www.cb.szczecin.pl/ 
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This is a collection of resources, analysis of pedagogical practices, or formalization of practices, and 

compilation of data. Compilation by Futuro Digitale, with the contribution of all partners.  

A specific e-tool has been developed with interactive documents, activities to enrich the output 

(Interactive Vademecum). 

3. RESOURCES 

3.1  RVCC PROCESS  

3.2 Participation Of Professional Courses In 'Festival Of Discoveries'   

3.3 French for Professional courses (cooking)  

3.4 ‘Pedagogical Approach Towards Adults (50+) In ICT Training’  

3.5 ‘Legal Framework Of Vocational Training And The Qualification Framework For The Elderly 

Care’ 

3.6 ‘Flipped Classroom. The Use Of Digital Tools To Learn Foreign Language’ OK Natalia 

3.7 ‘How To Teach Writing Skills As Part Of Basic Skills’  

3.8‘European Traineeships: The Best Way To Get Work Experience’ OK Natalia 

3.9 ‘Creating A Professional Career’  (PL) 
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3.1 RVCC PROCESS 

1) Presentation 
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2) Portfolio of competences
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3) Instructions for the portfolio 
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4) Portefólio Example 
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3.2 Example Bar and Restaurant Professional Course 
Key competences : participating to the 16 century supper  
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3.3 French language for Cooking and Pastry 
        

 
 

 
Vocational/Professional Course- Cooking and Pastry 

11th grade 
Comunicar em Francês 

(to communicate in French) 
 

Guidelines – Individual/pair work 

The French Language in Lagos 

Aims: 

-to use specific vocabulary concerning cooking and pastry with autonomy; 

-to contact in loco with restaurants, as a field work; 

-to use the French language correctly concerning this context; 

-to identify the different types of specials and ingredients of a menu; 

-to gather and organize information through the development of oral and written competences/skills; 

-to apply the gathered information to different papers. 

 

 

Strategies 

This activity will have the following stages: 

Stage 1- To gather information: research, interview to restaurant owners and employees; to gather and research 

different kinds of materials (photos of menus, restaurants and touristic leaflets); 

Stage 2- To do the school work from the gathered information 

Stage 3 – Oral presentation using Power Point programme; 

Stage 4- To organize menus in French language with special dishes from France using Word programme. 

        

Structure 

1. Cover/first slide: name of the subject, names of the student(s) and of the  teacher;  

2. To display the menu chosen and a text from a touristic leaflet (in  French) personal 

remark in French, related to the choice to the  variety of dishes and to the leaflet;  

3. To write menus in French language with special dishes from France using Word 

 programme;  

4. To write a conclusion about the utility of this kind of work. 
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3.4 ‘Pedagogical Approach Towards Adults (50+) In ICT Training’ 
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3.5 ‘Legal Framework Of Vocational Training And The Qualification Framework For The Elderly Care Job’ 

 

 

 

 

 

LEGAL 

FRAMEWORK OF 

VOCATIONAL 

TRAINING AND THE 

QUALIFICATION 

FRAMEWORK FOR 

THE ELDERLY CARE 

JOB 

INFORMACIÓN SOBRE LA FP: 

● A NIVEL NACIONAL: http://www.todofp.es/inicio.html 

● A NIVEL AUTONÓMICO: 

http://www.juntadeandalucia.es/educacion/portals/web/formacion-

profesional-andaluza  

LEGISLACIÓN FP: 

● FP BASICA: http://www.adideandalucia.es/?view=disposicion&cat=106 

● FP INICIAL: http://www.adideandalucia.es/?view=disposicion&cat=46 

● FP PARA EL EMPLEO: http://www.adideandalucia.es/?view=disposicion&cat=47 

  

LEGISLACIÓN CICLO ATENCIÓN A PERSONAS EN SITUACIÓN DE DEPENDENCIA: 

● A NIVEL NACIONAL: 

● http://www.todofp.es/que-como-y-donde-estudiar/que-

estudiar/familia/loe/servicios-socioculturales-comunidad/atencion-personas-

situacion-dependencia.html 

● A NIVEL AUTONÓMICO: 

● http://www.juntadeandalucia.es/educacion/portals/web/formacion-

profesional-andaluza/docentes/fp-grado-medio/detalle-titulo?idTitulo=112 

ENGLISH 

Spain overview- Education System 

https://eacea.ec.europa.eu/national-policies/eurydice/content/spain_en 

Vocational Training Cycles 

https://eacea.ec.europa.eu/national-policies/eurydice/content/secondary-and-post-

secondary-non-tertiary-education-43_en 

Vocational Lower Secondary Education 

https://eacea.ec.europa.eu/national-policies/eurydice/content/vocational-lower-

secondary-education-basic-vocational-training-cycles-0_en 
 

http://www.todofp.es/inicio.html
http://www.todofp.es/inicio.html
http://www.juntadeandalucia.es/educacion/portals/web/formacion-profesional-andaluza
http://www.juntadeandalucia.es/educacion/portals/web/formacion-profesional-andaluza
http://www.juntadeandalucia.es/educacion/portals/web/formacion-profesional-andaluza
http://www.juntadeandalucia.es/educacion/portals/web/formacion-profesional-andaluza
http://www.adideandalucia.es/?view=disposicion&cat=106
http://www.adideandalucia.es/?view=disposicion&cat=106
http://www.adideandalucia.es/?view=disposicion&cat=46
http://www.adideandalucia.es/?view=disposicion&cat=46
http://www.adideandalucia.es/?view=disposicion&cat=47
http://www.adideandalucia.es/?view=disposicion&cat=47
http://www.todofp.es/que-como-y-donde-estudiar/que-estudiar/familia/loe/servicios-socioculturales-comunidad/atencion-personas-situacion-dependencia.html
http://www.todofp.es/que-como-y-donde-estudiar/que-estudiar/familia/loe/servicios-socioculturales-comunidad/atencion-personas-situacion-dependencia.html
http://www.todofp.es/que-como-y-donde-estudiar/que-estudiar/familia/loe/servicios-socioculturales-comunidad/atencion-personas-situacion-dependencia.html
http://www.todofp.es/que-como-y-donde-estudiar/que-estudiar/familia/loe/servicios-socioculturales-comunidad/atencion-personas-situacion-dependencia.html
http://www.juntadeandalucia.es/educacion/portals/web/formacion-profesional-andaluza/docentes/fp-grado-medio/detalle-titulo?idTitulo=112
http://www.juntadeandalucia.es/educacion/portals/web/formacion-profesional-andaluza/docentes/fp-grado-medio/detalle-titulo?idTitulo=112
https://eacea.ec.europa.eu/national-policies/eurydice/content/spain_en
https://eacea.ec.europa.eu/national-policies/eurydice/content/secondary-and-post-secondary-non-tertiary-education-43_en
https://eacea.ec.europa.eu/national-policies/eurydice/content/secondary-and-post-secondary-non-tertiary-education-43_en
https://eacea.ec.europa.eu/national-policies/eurydice/content/vocational-lower-secondary-education-basic-vocational-training-cycles-0_en
https://eacea.ec.europa.eu/national-policies/eurydice/content/vocational-lower-secondary-education-basic-vocational-training-cycles-0_en
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VIDEOS DONE 

INSIDE THE 

ELDERLY CARE 

COURSE 

VIDEOS DE MIS ALUMNAS DEL MODULO DE TELEASISTENCIA: 

·         https://www.youtube.com/watch?v=FdgOX94vU9U 

·         https://www.youtube.com/watch?v=PZN-AIaI-XU 

·         https://www.youtube.com/watch?v=zCq089WXBKU 

·         https://www.youtube.com/watch?v=zCq089WXBKU 

·         

https://www.youtube.com/edit?o=U&video_id=4KlVPaoeBDQ&fe

ature=vm 

·         https://youtu.be/dOomLRSUD88 

  

LINKS TO DIGITAL 

TOOLS, ACTIVITIES 

EVEN THOUGH 

THEY ARE IN 

SPANISH 

● ESPACIO COLABORATIVO PARA EL PROFESORADO DE FP DE ANDALUCIA, AQUÍ 

HAY PROYECTOS, ACTIVIDADES, RECURSOS, ETC.: 

●  http://colaboraeducacion30.juntadeandalucia.es/educacion/colabora/ 

● RECURSOS PARA TODA LA FP A NIVEL ESTATAL:  

● http://www.todofp.es/profesores.html 

● SIMULADORES: 

http://recursostic.educacion.es/fprofesional/simuladores/web/index.php?xml=

f-servicios&xsl=familia 

● PROCOMUN, RED DE RECURSOS EDUCATIVOS:  

● https://procomun.educalab.es/es# 

MOODLE 

PLATFORM AND 

BLENDED 

LEARNING 

EDUCACIÓN DE ADULTOS- SEMIPRESENCIAL 

http://portals.ced.junta-andalucia.es/educacion/portals/web/educacion-

permanente/eso/semipresencial 

 

MOODLE PARA ESTUDIANTES, PRIMEROS PASOS 

https://www.youtube.com/watch?v=1FECvbIb39o 

  

MOODLE PARA ESTUDIANTES, FOROS 

https://www.youtube.com/watch?v=LSl7KKCcwfs 

  

CÓMO FUNCIONA LA EDUCACIÓN DE ADULTOS SEMIPRESENCIAL- PRESENTACIÓN PREZI 

https://prezi.com/1rt_u7upx9u7/ponencia-sevilla-julio-

2014/?utm_campaign=share&utm_medium=copy 

  

PRESENTACIÓN EDUCACIÓN SEMIPRESENCIAL EN EL IES JACARANDÁ 

BLENDED LEARNING IN ADULT EDUCATION- IES JACARANDÁ 

https://www.youtube.com/watch?v=DTMT-ntytIM 

CONTENIDOS Y RECURSOS EDUCATIVOS DE DIFERENTES NIVELES 

https://www.youtube.com/watch?v=PZN-AIaI-XU
https://www.youtube.com/watch?v=PZN-AIaI-XU
https://www.youtube.com/watch?v=zCq089WXBKU
https://www.youtube.com/watch?v=zCq089WXBKU
https://www.youtube.com/watch?v=zCq089WXBKU
https://www.youtube.com/watch?v=zCq089WXBKU
https://www.youtube.com/edit?o=U&video_id=4KlVPaoeBDQ&feature=vm
https://www.youtube.com/edit?o=U&video_id=4KlVPaoeBDQ&feature=vm
https://www.youtube.com/edit?o=U&video_id=4KlVPaoeBDQ&feature=vm
https://www.youtube.com/edit?o=U&video_id=4KlVPaoeBDQ&feature=vm
https://youtu.be/dOomLRSUD88
https://youtu.be/dOomLRSUD88
http://colaboraeducacion30.juntadeandalucia.es/educacion/colabora/
http://colaboraeducacion30.juntadeandalucia.es/educacion/colabora/
http://www.todofp.es/profesores.html
http://www.todofp.es/profesores.html
http://www.todofp.es/profesores.html
http://recursostic.educacion.es/fprofesional/simuladores/web/index.php?xml=f-servicios&xsl=familia
http://recursostic.educacion.es/fprofesional/simuladores/web/index.php?xml=f-servicios&xsl=familia
http://recursostic.educacion.es/fprofesional/simuladores/web/index.php?xml=f-servicios&xsl=familia
http://recursostic.educacion.es/fprofesional/simuladores/web/index.php?xml=f-servicios&xsl=familia
https://procomun.educalab.es/es
https://procomun.educalab.es/es
http://portals.ced.junta-andalucia.es/educacion/portals/web/educacion-permanente/eso/semipresencial
http://portals.ced.junta-andalucia.es/educacion/portals/web/educacion-permanente/eso/semipresencial
https://www.youtube.com/watch?v=1FECvbIb39o
https://www.youtube.com/watch?v=1FECvbIb39o
https://www.youtube.com/watch?v=LSl7KKCcwfs
https://www.youtube.com/watch?v=LSl7KKCcwfs
https://prezi.com/1rt_u7upx9u7/ponencia-sevilla-julio-2014/?utm_campaign=share&utm_medium=copy
https://prezi.com/1rt_u7upx9u7/ponencia-sevilla-julio-2014/?utm_campaign=share&utm_medium=copy
https://www.youtube.com/watch?v=DTMT-ntytIM
https://www.youtube.com/watch?v=DTMT-ntytIM


 

 
 

ID Project: 2016-1-FR01-KA204-023952 
 Website: https://dilabs.eu/ 

 

http://permanente.ced.junta-

andalucia.es/educacion/permanente/materiales/index.php 

GOOD PRACTICES VIDEO: HOW TO MOTIVATE STUDENTS 

https://youtu.be/StcXgiUW65U 

 

3.6 ‘Flipped Classroom. The Use Of Digital Tools To Learn Foreign Language’ 

FLIPPED CLASSROOM 
 

1. What is the flipped classroom? 
 

The “Flipped Classroom” is a pedagogical strategy where the teachers provide the 

students with all the tools or instruments they need to learn the content of a particular subject 

normally at home. The students  have to try to understand it autonomously, then after it, they 

will work in the classroom to understand the content and do some activities. 

This strategy was devised by professors Jon Bergmann and Aaron Sams, who in 2007, 

discovered a type of software that allowed to include in it PowerPoint presentations. These 

professors began to publish these presentations online, so the students who had not been able 

http://permanente.ced.junta-andalucia.es/educacion/permanente/materiales/index.php
http://permanente.ced.junta-andalucia.es/educacion/permanente/materiales/index.php
https://youtu.be/StcXgiUW65U
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to attend class could have access to the content.  Although currently, this strategy is used by 

teacher from all over the world, being able to use it in all subjects and at any educational level.  

Then, to see more clearly what this strategy is about, we present the following table: 

 

 Traditional strategy used in the classroom  Flipped Classroom 

 1st: In the 
classroom 

 2nd: At home  1st: At home  2nd: In the 
classroom 

● The teacher 
explains the 
contents to 
the students. 

● The students 
learn the 
contents. 

● The students 
do some 
activities to 
reinforce 
what they 
have learned. 

● Homework. ● The students 
receive the 
contents in a 
video or 
other similar 
instrument. 

● The students 
learn the 
contents. 

● The students 
pose doubts 
about the 
contents. 

● The students 
do some 
activities to 
reinforce 
what they 
have learned. 

Table 1: traditional strategy- flipped classroom. 
 
In conclusion, we can see how the figure of the teacher as instructor stay behind because with 

the flipped classroom strategy the teacher becomes a guide for student learning. 

 

1. The role of the teacher. 

 

Undoubtedly, this pedagogical strategy will favor the attention to the diversity of the 

students. On the one hand, the teacher will encourage the autonomous learning of the 

students. On the other hand, this strategy allows the teacher to dedicate more time to the 

students who need it most. This strategy remind us of the concept of scaffolding established by 
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Vygotsky, in which teachers put the tools at the disposal of students so they can acquired 

learning autonomously. 

The teacher also should try that the students acquire meaningful learning (Ausubel) 

through this strategy, because He/She will have to work with the students in the classroom 

trying that they can relate their knowledge and learning with previous experiences. Through 

the meaningful learning, teacher gives to students the ability to reflect on the contents, 

encouraging learning by discovery. 

 

1. The role of the family. 

 

The role of the family in this strategy is very important because the younger the student 

is the more help he/she will need from the family to access to the contents. Therefore, it is 

necessary to inform families before starting with this strategy, to verify that they have basic 

knowledge about information and communication technologies (ICT), so they can help their 

children adequately. 

 

1. Advantages and disadvantages of the flipped classroom. 

 

The advantages of using this strategy are: 

● Encourages active work and student participation in classroom. 

● It favors the attention to the diversity of all students. 

● It allows to the teacher to use other strategies in the classroom, such as debates. 

● Encourages collaborative and cooperative learning. 

● Improves learning and understanding of contents for students. 

● Students can watch the contest as many times as they want. 

● Families collaborate in the learning process of students. 

● Encourages learning by discovery. 
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The disadvantages of this strategy are: 

 

● The use of this strategy requires specific training for teachers on this strategy and how 

to use the information and communication technologies (ICT) to develop it. 

● It is possible that some students do not have the possibility of having access to internet, 

or even a computer at home, making impossible for these students to access the 

contents. 

● This methodology is based on the idea that all students will visualize the material at 

home, before attending class, but it is possible that all the student will do so, making not 

possible to work on the contents in class or solving doubts about them. 

 

1. The Information and Communication Technologies (ITC) in the flipped classroom. 

 

As we can see, Information and Communication Technologies (ICT) are very important in the 

flipped classroom, because: 

 

● Teachers and students must have basic knowledge about the use of these media, 

because the teacher must to prepare the contents through videos and the students 

must to access the contents. 

● All students must have access to a computer to access the contents that the teacher 

send them. 

 

Therefore, to develop the flipped classroom it is requires that all students have a computer in 

their home to access the content. In addiction, it is important to have a computer in classroom 

as well, as the teacher can solve the doubts of students in the classroom quickly, showing them 

images or even watch again the video that students have seen at home.  
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In addition, we will need a platform in which teachers can upload content, such as a blog, 

moodle… Also, we need tools to upload videos to this platform, which can be, for example, 

Microsoft PowerPoint, Prezi, slideshare… In the other hand, we ca use tools that like contents 

banks, where we can store videos and presentations, for example podcasting. 

 

THE USE OF DIGITAL TOOLS TO LEARN FOREIGN LANGUAGE. 
 

1. INTRODUCTION. 
 
For several years now, UNESCO has promoted the use of Information and Communication 
Technologies (ICT) to acquire learning. Since then, We have worked to eliminate the digital 
divide, which will allow people of all educational levels to access and make good use of ICT. 
 
The fact that all people have access to a computer with internet seems to be the key to solving 
the problem of the digital divide, although, this is not the case. We need competent people 
who know how to use and handle new technologies. 
 
A topic of great interest at present is to provide training to adults on new technologies, which 
will allow not only make a good use of it, also will allow us to access to other learning 
modalities, such as online or blended learning. 
 
If we consider everything commented so far and add the rejection and fear that adults have, 
not only to the use of ICT, also to learn a foreign language, we have a need to cover in this 
sector of the population. 
 
Currently, learning a foreign language is essential for all those who want to develop higher 
education, which is usually a difficulty for adults, who are faced with the need to learn a new 
language to be able to continue with their studies or even to keep their jobs. 
 
The knowledge about the use and management of ICT and also learn another language, will 
provide this sector of the population with the opportunity to access a great a wide variety of 
learning and boost their confidence and autonomy. 
 
1. DIGITAL TOOLS TO IMPROVE FOREIGN LANGUAGE. 
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First, We need to know what is this methodology about. The teaching of foreign language using 
digital tools is a methodology based on the use of digital tools. Through it, people can improve 
not only their level in the language they wish to learn or improve, They can also have a greater 
knowledge about ICT and the digital tools used.  
 
This methodology has the purpose of improving the competences related to the learning of a 
new language and digital competence, which will be so useful for them. This methodology can 
be carried out in the different learning modalities: face to face, blended or online. 
 
Before starting to learn more about some tools that can be found on internet for learning a 
foreign language, it should be noted that language laboratories could be a great tool for 
educational centres that are responsible for teaching languages courses.  
 
Languages laboratories allow us to access multimedia material, learn more about ICT, respond 
to the needs that a person may have, encourage communication and participation… A language 
laboratory is a classroom composed computers, headphones and advanced technology that 
allow us to connect computers with each other.  
 
First, We have to make a distinction between digital materials and tools. We can find both on 
internet and use them for learning or improving a foreign language. 
 
Regarding the materials, we can find a wide variety on internet: 
 

● Materials such as dictionaries, which provide us with references about vocabularies 
doubts. 

 
● Materials made by teachers: interactive exercises, audio and video recordings, texts… 

 
● Other materials such as podcasts, which allow people with different language levels to 

play, pause or even slow down the audio for a better understanding. In addiction, many 
of these podcasts have some activities, so you can check your level of understanding. 

 
On the other hand, we can say that tools are applications or websites where people can create 
the aforementioned materials, search for content… Some examples of tools are the following: 
 

● Blogs: They allow us to make publications of all kind of materials that can be used by 
different people to learn and complement information. 

 
● Video call systems: such as skype, they allow communication and interaction not only 

with our teachers or classmates, also with native people from all over the world. 
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● Appropriate use of Social Networks. First, something as simple as the use of social 

networks can be useful for us when we decide to start learning a new language. 
Changing the configuration to use the social network but through the language you 
want to learn is a big step forward because you can keep using it normally but learning 
new words in another language. In addition, through social networks we can have 
access to a multitude of materials in other languages, so it would be advisable to search 
or follow different people or social networks that adapt to what you are looking for, so 
you can learn through the use of social networks. 

 
● Movies. It may seem very common, but it is extremely beneficial if you want to learn a 

language, as it will allow us to progressively improve our understanding when we hear 
another person speaking the language we want to learn.  

 
● Other tools. There are many online tools that allow us to access them through our 

computer or mobile phone, which used regularly can help us learn a new language. 
 

● Learning vocabulary and grammar: some tools that can be useful to learn about this can 
be the following: duolingo, lingua or memrise, which usually use the game as a learning 
method.  

● Learning pronunciation: text to speech, forbo, google translate… These tools allow us to 
write a sentence or a text and listen their correct pronunciation. 

● Tuneln.com: is an interesting tool that allow us to listen radio programs from other 
countries at any time. As we said before, podcasts are very interesting materials to 
improve our understanding. 

 
In conclusion, the didactic possibilities for learning a foreign language or improve it through 
digital tools are many, giving us the opportunity to choose between multiple digital tools and 
resources. 
 
1. BENEFITS OF LEARNING A FOREIGN LANGUAGE THROUGH DIGITAL TOOLS. 
 
The first benefit that we can highlight from teaching languages through digital tools is the 
following: in many occasions you can establish an oral communication, through various tools, 
very similar to direct and face-to-face communication with a person, something that is 
fundamental in the learning of a new language. 
 
On the other hand, written communication is also favored, through very diverse tools such as 
blogs, email, chats ... we can practice our written expression. 
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Numerous theories such as constructivism (Vygotsky) and cognitivism (Ellis), affirm that the 
interaction between people is the fundamental element to create learning. The use of digital 
tools applied to the learning of a foreign language is the closest thing we can find to face-to-
face interaction with a person, through the various tools that have been mentioned in the 
previous section. 
 
Another positive aspect of learning a language through digital tools is the high degree of 
motivation that people have. It is a fact that the use of ICT enhances the motivation of people 
who use them to learn. 
 
It should be noted that use ICT for learning or improving a foreign language is essential but it is 
better if we do it through a guide of a teacher, a person who selects the most appropriate 
resources and tools that have to be used in every moment. Therefore, the teacher has to be a 
an open-minded and reflective person. 
 
Having the figure of a teacher is another benefit that this methodology can give us because we 
will have a person who act as a guide and supervisor. 
 
Another aspect that must be taken into consideration is that, at times, it will be necessary to 
adapt digital media and tools, since there are people with disabilities (auditory, visual ...) for 
whom the use of ICT can be a problem if We do not adapt them to their needs.  
 
Finally, it should be noted that all these tools and materials mentioned above, allow us to 
access them from anywhere or at any time, as long as we have a computer with internet, 
which gives us the possibility of accessing information, resources, materials ... We want, which 
is beneficial for learning, since we do not have a defined schedule, which allows us some 
flexibility to do other activities. 
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3.7 ‘How To Teach Writing Skills As Part Of Basic Skills’ 

Activity Length 

of 

time 

Pedagogical 

aims 

Training 

media 

Justification 

of the 

choice of 

the media 

Pedagogical strategy 

Share 

experiences of 

using written 

communicatio

n from working 

life 

10 min Be aware of 

necessity of 

writing 

skills in 

different 

occupations 

Summerize 

students 

‘experiences 

by common 

key points on 

the white 

board of the 

classroom 

The idea is 

to share 

different 

experiences

. 

Sorting out the 

different areas of 

written experiences 

Describe in 

detail what 

kind of 

challenges in 

writing 

different texts 

to different 

target groups 

20 min Identify 

different 

parts of 

writing as 

specific 

professiona

l and 

generic 

writing 

skills 

Summarize 

in detail the 

need of 

writing 

competences 

in whole 

class/plenary 

Use 

relevant 

examples 

on digital 

platform 

Be aware of own 

challenges in writing 

professional/vocationa

l texts 
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Practice work 

related 

individual 

writing. 

Writing a short 

text from 

experienced 

working task. 

30 min Share 

examples 

with fellow 

student and 

reflect on 

challenges 

Use digital 

learning 

platform and 

upload the 

texts from 

each student 

for feedback. 

Students 

will be 

aware of 

different 

kind of texts 

in different 

occupations 

and aware 

of written 

challenges. 

The digital sharing 

helps students to be 

more aware of 

challenges of different 

kinds of texts and 

writing basic skills. 

 

3.8 ‘European Traineeships: The Best Way To Get Work Experience’ 

Nowadays the competition on the labour market is getting bigger and bigger, and if 

someone tries to get involved in it as a young individual, there are a lot of things which might 

have a strong influence on the chance of getting the proper job. If someone wants to be 

capable and competent in the labour market, it is also inevitable to gain some practical skills 

apart from the theoretical knowledge, which is acquired in the colleges and universities. That is 

why youth challenges such as a traineeship abroad can be an ideal choice to have the necessary 

benefits for the future. 

This guide has been written specifically for trainees: traineeships are activities combine 

on-the-job training, non-formal and informal training and assessment. 

Although the article has the main focus on the student’s mobility, the hints and techniques 

described below are also useful for those who are thinking about starting their career as 

trainees. 

1.      Preparation for the labour market 
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It is extraordinary important to see regarding to this area, what kind of opportunities 

the young generation has in terms of mobility, no matter if they are related to education, work, 

or other ways of getting new experiences. Many times it is not enough to have great and 

serious achievements or good references, but it is also very important what kind of image the 

candidates express about themselves. Scheduling a job interview is only the final step of a long 

journey, which you cannot start if you are not aware of the basic, rules how to write a cover 

letter or a CV. 

Prepare a CV 

The term Curriculum Vitae comes from ancient Latin, and it can be translated more or 

less as “the course of life”, which refers to the fact that it is a short summary of a person’s life 

from a certain point of view. The CV (or resume) has many different versions and forms, so it is 

evident to know what your intentions are with document. We can mention general resumes, 

memoires, or resumes of specific topics, but the most common one what we usually mean by 

the term CV is the professional one. 

There are two main types of resumes depending on their structure, so we can speak 

about the traditional CV and modern (also known as American) CV, which have many 

differences even if the content is the same. A traditional resume can be very unique, because it 

is not just a list of details, places, and dates, but, as a whole text it is very useful by getting 

some deeper knowledge of the candidates through the expressions, the vocabulary, the 

emotions and the attitude they put into their work, so this version is maybe much more 

personal than a modern resume can ever be. 

Work experience abroad: great opportunity 

The candidates who have the motivation and the courage to start a journey abroad in 

order to be an intern, can choose among thousands of possibilities within the EU and even 

outside of it, if there are some special partnership agreements between EU and non-EU 

member countries. The European Comission also supports the tendence to increase the 
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number of international interactions and exchanges through its significant mobility projects 

such as Erasmus Plus, but there are also many others which can be found either on one of the 

Comission’s or on the Erasmus Program’s websites, so it is just up to your imagination where 

your personal borders are. 

Learning the methods and perspectives of another institute or company can be also very 

useful by improving creative competences as well as getting familiar with a foreign culture. 

Traineeships and / or internship 

In general, the position itself is more or less the same with similar kinds of activities and 

duties, the difference rather depends on the duration and the legal background. In everyday 

terms let’s say that each internship is a sort of traineeship, but not all the traineeships mean to 

be internships. A traineeship can be done as a full time job, even in the trainee’s country of 

origin, while being an intern basically supposes that the participant works abroad and it usually 

lasts for a certain period of time, which is mostly less than a year according to the practice. 

2.      Welcome in the host country 

Country and legal aspect 

The host country is relevant from another point of view, which is namely the legal 

aspect. The statement of terms and conditions should state normal terms and conditions such 

as your place of work, hours, and your starting salary, but it should also state the length of your 

training, and any requirements your employer may have about training. Before selecting the 

target area, it is important as well to check the regulation of the chosen country, for instance, 

how much time it is allowed to stay there in a row (in the EU member states it means usually 

three months), if you need to inform the local authorities or not, and, last but not least, what 

kind of documents you will need, such as a passport, visa, or any other special permission to 
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begin a traineeship. There ary many further online guides on the web sites of the embassies, 

national agencies’ or of the hosting organizations’ themselves. 

Opportunity to learn a new language 

While we must not ignore the role and importance of the applied position itself, many 

candidates pay more attention for the host country and the conditions, but it can be as useful 

as dangerous according to the reasons which are beyond this kind of mentality. The potential 

interns often think that working abroad is a great opportunity to start a language or even to 

improve it, or they would like to manage a journey to meet a new culture, people and collect 

some nice memories - but actually being an intern is not completely about entertainment, and 

it has more sense to attend some courses, private lessons or summer schools, if the language 

experience is on the spot. 

Of course, the person who is doing an internship has to be open and spend the free time 

usefully by traveling or exploring the local environment, however, it is essential to know at least 

on a strong intermediate level that language which will be the communication channel of the 

job, otherwise it makes extremely difficult to collaborate with the others, and it might be tough 

also by having some informal events with the colleagues. 

This language of traineeships is in general the English, but according to the circumstances it can 

be also French, Italian, Spanish or even the language of the host country quite simply. If it is 

possible, it definitely makes your CV more special if you learn another language (apart from the 

professional) during your mobility, because this way your abilities will be outstanding by 

comparing it to those ones’ who have just the very basics. 

Find information and choose the company 

We must mention that there is a big variety of institutes and companies which can hire 

you, such as associations, youth or voluntary organizations, NGOs, media platforms, research 

centres or even the governmental sector, if you fulfil all the necessary requirements. Certain 
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enterprises also provide the chance to work for them, but you have to remember that an 

traineeships is in general not about the salary (that is why you will get your grant), but about 

gathering work and personal experiences. In spite of this, there are some companies which are 

ready to give you a sort of payment, but if you are an intern you should not build your financial 

existence upon this aspect - obviously, in case you are looking for a full-time job, this is relevant 

information for you indeed. The budget must not be forgotten either, so check the general 

costs and economic conditions within the selected area and try to optimize your resources.  

You should not forget the fact that there is a huge competition in many working sectors 

and there might be dozens of people applying for the same job, so it is quite often that the 

employers are interested in only the most relevant details. Concentrating on a traditional 

resume takes a lot of time both from the side of the candidate and the HR management that is 

why it is not so practical by a remarkable part of the job offers to choose this way. In spite of 

these facts, it is not useless at all even today to write traditional resumes for yourself, because 

you can develop a lot of creative-, problem solver- and communication competencies, and 

starting a cover letter is also easier if you already have experiences with traditional CV. 

How to introduce yourself 

The most widespread type of CV, however, is the modern resume, that is quite simply a 

short sketch of one’s career and professional life that contains only the most inevitable 

information, so the personal details like the name, the date of birth, and, which is very 

important, and such contacts as an e-mail address or a phone number. You cannot skip from 

your resume the professional skills, your education and your possible job references, while you 

can also mention some other abilities, notable experiences, and optionally some hobbies of 

yours and an attached photo to make the document to be more memorable and special. 

Fortunately you can find hundreds of patterns, templates and examples of modern 

resumes on the internet, but you have to keep in mind that how important it is to have 

something outstanding and unique in your CV to attract the attention of the employers - it is up 
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to your imagination how you will do it, but this is the challenge you have to cope with for the 

success. After you have taken care of all the necessary preparations, the following step is to 

arrange the interview. The applications processes of certain organizations might be very 

different according to the amount of candidates, but since the selected institute is usually 

abroad the first turn is to schedule an online conversation.     

Interview 

During the interview don’t afraid of questions, if something is not clear, just ask, 

because it expresses your interest towards the organization, or, what is more, prepare with 

some questions in advance to prove that you are eager to know all the details about your 

possible work place. Don’t forget to be disciplined: it can mean that you must pay attention to 

all the information given by your examiner, but also that you should concentrate only on the 

most relevant aspects while you talk about yourself. It’s optional, but mentioning some hobbies 

of yours, describing your expectations and further skills not completely related to the chosen 

traineeship can be useful additional details, and even if you have some initial fears or concerns, 

it might be better to make them clear in advance before the whole process goes ahead. 

Surely it is needed to explain your motivations and intentions about your candidacy, as 

well as your abilities, characteristics, experiences, etc. You have to find those details which 

might convince your examiner to hire you, and it is also important to discuss about your future 

plans, targeted challenges or expectations in many cases. One additional rule should be 

respected too: be honest, and do not lie about your competences, because, from the one hand, 

your statements can be easily examined and if they are fake, you will directly loose the trust of 

all the employers, and, on the other hand, even if you will get the job, it is going to be very 

difficult to do it without the proper abilities. 

The two key factors which all the candidates should be aware of, are the type of job 

which they are looking for, and the host country which is targeted by them. The first one is 

important also from the aspect of inputs and outputs. It is not obligated, but highly 
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recommended to choose an traineeships which somehow connects to the studies and 

individual preferences in order to be successful in it, but if there are any personal goals and 

plans for the future, it’s obvious that the this experience has to offer you a job which helps you 

to improve the skills needed later by getting the proper job. 

3.      Start with the tasks 

A good introduction to the workplace is the first step to introduce the trainees in the 

environment and help to build effective workplace relationships: they have to know what is 

expected from them and what they can expect from their colleagues. 

The trainees’ tasks during the Traineeships’ period require dozens of practical skills, but 

in the same time these skills can be developed, such as being capable to work in a team, and by 

this development it also helps a lot if the trainee observes the activities of a more experienced 

colleague, or if they have a mentor/tutor during the traineeship. Apart from this, the role of the 

supervisors is also especially important, since they not only control the execution of the 

trainees but in case the trainee needs some information they can always ask their chiefs about 

the actual duties. 

Do your job, present and evaluate it 

Work preparation is an important part to make trainees ready in the workplace in order 

to give them little setting and experience in the work environment: it increased trainees’ 

confidence to enter in the workplace and alleviated anxiety for who is a bit nervous. 

Trainees were especially positive about the engaging and interactive delivery of work 

preparation. Approaches such as group work and non-formal attitude with traditional 

approaches such as presentations, held trainees’ interest and attention and keep the 

motivation at a high level. Another tool which facilitated trainees’ engagement with this 

element was an individual learning plan. 

The following factors are important to have a success experience: 
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•        Familiarity with the workplace 

•        Good awareness with the role  

•        Matched with trainee’s interests 

•        Comfortable environment of work and place 

•        Supportive environment with opportunities for formal and informal feedback 

•        Became part of the team 

In order to complete your traineeship and fulfil all the necessary criteria, it is inevitable 

to be able to examine typical situations and tasks that might occur daily, and the performance 

skills, such as expressing a personal opinion, demonstrating individual ideas, or creating a list of 

goals and objectives. Organizing the tasks is not only an essential requirement regarding to the 

interns, but it also ensures the improvement of management skills and it is useful by selecting 

the proper tasks, setting the priorities, and finding the most efficient solution within the 

shortest time and the less investment. 

Trainees need time to practise new skills, everyone makes, do your mistakes as well 

because is part of the learning process. 

Learning cycle 

The learning process in a workplace is different from the scholastic one. Traineeship 

represents the opportunity to apply the theory learned from the course of study. Remember, 

however, that each activity must be evaluated when task is done. Below are the steps of the 

learning cycle: 

·         Get the task and understand why it need to be done 

·         Get all the steps in completing the task 
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·         Understand the task and what will be assessed and how it will be assessed 

·         Be innovative and propose more options to solve your tasks 

·         Practice, experiment, test 

·         When a competency has been achieved, recognize the acquired competence 

Critical thinking 

A trainee should also be aware of how to think critically, logically and clearly, how to 

find the most practical methods and instruments to finish the tasks in time and paying attention 

to the deadlines, while using a professional language, terminology, and expressions is indeed an 

essential thing by discussing these with the colleagues. The greatest advantage and benefit of 

an traineeship is the fact that even though the approval of the traineeship supposes some sort 

of communication and collaboration skills, the job itself might strengthen these abilities and 

raise them onto a higher and matured level.  

Attitude and style 

Certainly the appearance is an evident criterion by the job, because even if your skills 

completely fit to the work you have applied for, the first impression is often related to the 

proper clothes and style you have. You do not have to be always elegant if it is not obligated for 

your workplace: you can choose something casual or general too, but it is important to avoid 

any possible prejudice. Then, the psychological aspect also has to be mentioned, such as the 

positive attitude, smiling, being open minded and self-confident, but be careful with the last 

one, because it might be a disadvantage if someone is entirely relaxed without any sign of 

respect - the partner could interpret us an aggressive or unlikeable way of communication. 

All these suggestions explained above are true not just for the interview, but they are 

very essential by the social interactions both in the office and during team buildings for 
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example. The skills and the experiences you will own after you will have finished your 

internship only depend on you: just be flexible, awake and adaptable, focus on personal 

relations and on all the chances you can get during your mobility, because this is the attitude 

that will make you to really reach the goals which have encouraged you to begin your 

adventure. 

Friendly environment and atmosphere 

Many trainees didn’t like their school environment and often they think that training 

might be similar. In reality, they found the training environment more relaxed and more 

accepting of them in comparison. So try to be friendly, smiley and always interested and 

curious, nobody likes having a work colleague who doesn’t greet anyone when arrives and 

never takes part in the discussions. 

3.9 ‘Creating A Professional Career’  

What the subject is about? 

On SSW Collegium Balticum, we know that, being the teacher is a huge responsibility. 

We want to provide our students the knowledge about themselves. They are learning about 

their temperaments, personalities, interests, assertiveness at work and life, transactional 

analysis, how to prepare CV and cover letter, The Eisenhower Martix, making the goal 

S.M.A.R.T. and much more. 

The purpose of the subject. 

The main purpose is to increase an awareness on the students psychological portrait. 

They need to know which part of their personality helps them in being a teacher and which will 

be a field to work with. They will be prepare to avoid useless quarrels and to find the best 



 

 
 

ID Project: 2016-1-FR01-KA204-023952 
 Website: https://dilabs.eu/ 

 

solution. Students will be able to watch the situation from distance and to judge it, holding the 

cold blood. 

Why is it innovative? 

The subject is innovative because it is something  totally new. In Poland there are two 

study profiles: the academic profile and practise profile. Three years ago SSW Collegium 

Balticum started changing the profiles of all faculties into practise profile. It means that we can 

employ more lecturers with master’s degree instead of PhD. The condition is that, the person 

holding the master’s degree must be a practitioner with big professional experience.  

„Creating a professional career” is a subject where students have opportunity to 

exchange their experience, feelings and opinions. Everyone learn from each other. Whey can 

recognize their strengths and weaknesses. There is no judging and raw knowledge. The lecturer 

is a moderator of discussion and  guide in a travel of exploring themselves. Lecturer inspires, 

arouses curiosity, and  encourages to discussion. 

Teaching methods: 

● discussion,  

● tests: Code Colour by Taylor Hartman,  the Holland Code (Holland’s six personality 

types), Career Anchors Test by Edgar Schein, Belbin Team Roles test. 

● Videos, 

● Recording the scenes 

● Working in groups. 

Curriculum on an example of „Assertiveness” (4 out of 18 lesson hours): 

1. What do I want from that course?- discussion and exchanging expectations. 
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2. What „Assertiveness” means for me?- team work, using flipchart and marker (Photo- 

„Trees of Assertiveness”, „Teamwork 1-6”) 

3. Is assertiveness useful any time?- discussion 

4. What remarks did you meet with about your person? How did you react to them?- 

discussion 

5. Why we are not assertive?- teamwork and discussion (Photo- „Teamwork 7-10”) 

● Shaping the attitudes of children at home and at school - rewarding not assertive 

attitudes 

● Cultural gender determinants 

● Low self-esteem 

● Sympathies 

● Fear of losing 

● Embarrassing during refusing 

● Lack of awareness about the own border 

● The 6 principles of persuasion by Dr. Robert Cialdini 

➢ Reciprocity 

➢ Scarcity 

➢ Authority 

➢ Consistency 

➢ Liking 
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➢ Consensus 

6. Why it is worth to be assertive? 

 

7. The methods of assertive reaction- recording a scenes (Video 1,2,3, Photos „Role 

playing” and „Role playing preparation”) 

● The broken record 

● A huge pink elephant 

● Consequences 

● Details 

● NO+ 

8. Skillful reaction to praise - exercise with a drawn hand on a piece of paper. 

How to accept the praise we agree and we disagree - accept, thank, analyze and agree 

or not. 

9. I can… (Photo „Your rights”) 

Submission 

Loss-Win 
Aggressive 

Win-Loss 

Disregard 

Loss-Loss 

Assertiveness 

Win-Win 
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● Have my opinions and thoughts 

● Have my feelings 

● Say YES without feeling embarrassed 

● Say NO without feeling embarrassed 

● Say „Don’t know” 

● Say „Don’t understand” 

● Change my opinion 

● Do mistakes 

● Ask 

● Be respected 

● Be listened 

● Be independent 

● Achieve successes 

● Be not assertive 
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