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Foreword

Training in project work and project management

It is with particular pleasure that I present this set of ETUI activities, course and 
material, designed to equip trade union officers with appropriate skills in project 
work and project management.

My story starts about 20 years ago when I was managing a European funded project, 
TTUPO – Training Trade Union Project Officers, which become sustainable as a core 
activity in ETUI (formerly ETUCO): assisting, advising, informing and training trade 
union officers in the area of project work.

Since then, projects have become increasingly important to trade unions: more 
important in times of economic crisis, when project funding, at national and 
European level, can contribute to allowing unions to address important strategic 
objectives. But projects do not only represent financial benefits: learning how to 
design and deliver projects can help to achieve efficiently all the aspects of trade union 
work: planning, communication, teamwork, task delivery, etc. 

With this in mind ETUI decided, at the Education Conference 2009, to review the 
project management training, which had been very successful every year in terms of 
participation but had encountered various difficulties in the quality of recruitment 
(variety in the participants’ level of knowledge and experience) and insufficient depth 
because of the limited time of the course.

The result of this work is now in front of you: a certified three-level training 
programme to address trade union project needs at regional, national and European 
level Training modules are proposed on different aspects of project work and project 
management at Introductory, Intermediate and Advanced levels, with pathways for 
progression between these levels: 
—  An introductory level course, "Project work for trade union representatives" – to 

be delivered at national level by ETUI affiliates – will be suitable for union staff 
involved in organising campaigns, events, media campaigns, etc. 

—  The intermediate course – to be delivered at European level by ETUI Education 
– is addressed to those responsible for national and regional projects, as well as 
team members of European projects;

—  The advanced modules on a variety of project management areas (project 
leadership, budget, evaluation, planning, audit, etc.) are targeted at those who are 
responsible for designing, leading and managing projects at European level and at 
national projects of some scale.
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After a pilot activity in Bologna in April 2012, a revised Trainers Course and a pack of 
training material is offered here by ETUI to support the trainers in the delivery of the 
Introductory course, giving each of you the confidence to roll out further courses for 
staff from your organisation.

With the fundamental support of the TUC, formal recognition and accreditation for 
the training, mapped via the European Qualifications Framework, has been achieved, 
giving the basis and the logical framework for the construction of this "building".

The existing ETUI Service SETUP (Support for European Trade Union Projects), 
together with the implementation of a network of specialist trade union officers and 
experts, will contribute further to support our trade union colleagues in this area of 
work.

I wish to thank CGIL, CITUB, ICTU, LO-S, OGB, SEK, TUC for supporting ETUI in 
participating in the pilot course with their trainers who tested and are now rolling 
out the Introductory level course.

I wish particularly to underline the value of the team who have accompanied me in 
the construction of this "building": Colin Arthur, Harry Cunningham, Nikos Nikolaou, 
Ludwig Roithinger, Derek Stubbs, Frank Vaughan: without their inputs, experience 
and knowledge, both of the subject and of trade union education, ETUI could not have 
achieved this objective.

A particular acknowledgement goes to the Director of ETUI Education Ulisses 
Garrido for believing in the value of what we are doing and assuring project 
management training as one of the priorities of Education activities; to Sylviane 
Mathy for supporting and helping at each step. Thanks to the newcomers Ilaria 
Costantini and Alex Martin, the project officer of ETUC, who have contributed by 
making synergies and broadening the scope of this activity to all the ETUC affiliates, 
and to Donata Cutuli for joining in and participating whenever possible.

Finally, a lesson from this story of my past 20 years?

For a good project we need a strong project idea responding to the organization’s 
needs, a skilled and motivated team, time, resources and quality!

… And some good times to share together 

Thanks to you all 

Silvana Pennella 
EU Programmes Officer
ETUI Education
October 2012
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Course content

Section Activity Subject Resources Page No.

Introduction 9

Section 1
ETUI – teaching methodology 
and the role of the tutor

1 Paired introductions — Summary sheet 12

2 An introduction to ETUInet 15

Jargon Buster 16

3 Using Educational Units and 
Learning Outcomes 

— Summary sheet 
— Unit Descriptors

18

4 Team challenge activity — Instructions
— Summary sheet 

24

5 Tutor needs and support — Summary sheet
— Confidence Log 1 

28

Section 2
Preparing, teaching,  
reflection and next steps

6 Preparing, delivering and 
reviewing a teaching session

—  Planning sheet
—  Introductory Course 

book
—  Introductory Course 

tutor notes
—  ETUInet website
—  Summary sheet

36

7 Preparing to use the ETUI 
Introductory Course materials 

—  Introductory Course 
book

—  Introductory Course 
tutor notes

—  Summary sheet

51

8 Next Steps —  Confidence Log 2
—  Worksheets A and B
—  ETUInet website
—  Summary sheet

53

Section 3
Evaluation and reflection

9 Course evaluation and 
reflection

—  Evaluation form 60
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Introduction

The aim of this training course is to prepare you to deliver the ETUI Introductory 
Course, Project Work for Trade Union Representatives, in your national organisation. 
ETUI tutors will support you in this preparation.

As part of preparatory activities, your training on this course will be accredited using 
methods established by the UK TUC and upon successful completion of all the course 
activities, you will awarded a certificate for the following TUC unit: TUC Tutor Trai-
ning (Teaching and Learning) [6 credits]. Advice on how this will be achieved will 
be given during the course.

Learning outcomes
The learner should 
be able to:

Level 3
The learner has achieved the outcome because  
s/he can:

Evidence
(activity)

Location
(in your folder  
or portfolio)

1.  Plan and 
structure learning 
programmes and 
activities

1.1  Plan a session that shows clear learning aims 
and its relationship to the overall programme

1.2  Relate the content and methods of the session to 
trade union aims and values e.g. equality

1.3  Produce an extended learning plan to meet 
programme/course requirements

2.  Facilitate learning 
in groups

2.1  Set tasks for learners that encourages 
participation and enables them to draw on 
experience

2.2  Establish a rapport with groups/individuals that 
encourages discussion and questioning

2.3  Structure learning in a way that enables all 
learners to successfully perform activities

3.  Understand the 
value of feedback 
and evaluation 
for teaching and 
learning

3.1  Critique a range of feedback methods and their 
significance for the TUC approach to teaching 
and learning

3.2  Critically evaluate activities and give feedback in 
a constructive manner

3.3  Reflect on own planning and teaching, 
identifying good practice and points for 
development

4.  Understand and 
use procedures for 
accreditation on 
TUC courses

4.1  Apply the TUC/Unionlearn education 
programme to courses and activities

4.2  Establish records and evidence of achievement in 
line with TUC, Awarding Body, and other quality 
measures

Key – WS = Worksheet, TO/PO = Tutor Observation/Peer Observation, SS = Summary Sheet, FC = Flip Chart, 
O = Other





Trainers Course – Course Materials 11

ETUI — Trade Union Training for Project Work

Section 1
ETUI teaching methodology
and the role of the tutor
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Activity 1
Paired introductions

Aims

This activity will help you:
— Begin to get to know other members of the course
— Set out some of the aims for this course
— Practise interviewing skills.

Task 1

Interview the person next to you and find out:

— Their name
— Their union/organisation
— Their experience of trade union education 
— Their trade union and labour movement experience
— Any experience of project work
— Types of courses they may have tutored on
— What they want from the course, their aims
— Any concerns they may have about the course.

Use the worksheet opposite to make a note of their responses.

Task 2

Briefly introduce your partner to the whole group, indicating their:
— Name and union/organisation
— Experience
— Any wants and concerns.
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Resources

— Summary sheet: Paired introductions

Time

10 minutes

Report Back

Learning outcomes None
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Summary sheet 1 
Paired introductions

Your partner’s name?

Their union/organisation?

Experience of trade union education?

Trade union and labour movement experience?

Experience of project work?

Types of courses they may have tutored on?

What they want from the course, their aims?

Any concerns they have about the course?

Keep a record of your own aims and/or concerns for the course
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Activity 2
An Introduction to ETUInet

Aims

This activity will:
— Introduce you to the ETUInet web portal
— Allow you to practice skills in using the portal 
— Help you gain confidence in using ETUInet

Task 1

Your ETUI tutor will provide you with your username and password. Please write them 
in the boxes below to remind you of them later. You will need to enter your username and 
password every time you log into ETUInet.

Username Password

Task 2

Log-in to ETUInet www.etuinet.org, choose Train the Trainers course. Enter the forum 
Introductions – saying hello and reply to one of the questions posted by the course tutors.

After posting your individual answer, with the assistance and support of the members 
of your group, read then the responses of the other course participants and add a brief 
comment on some of them.

Resources

— ETUInet website
— ETUInet instructions

Time

45 minutes

Report Back

Learning outcomes None
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Jargon Buster

As you work through the activities on this course, you may be introduced to some unfa-
miliar technical terms or phrases. If so, please let your tutor know that you are unsure of 
the meantime of a term or phrase and ask them to explain it. 

This sheet (and any additions to it) will help you note down each term or phrase and 
write the correct meaning alongside it.

Term or phrase What it means
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Introduction to portfolio building and accreditation

Accreditation, i.e. the award of educational credit or qualification, is currently something 
that ETUI is considering and actively experimenting with. Currently a number of ETUI 
courses are being accredited using the support of the British TUC. ETUI is evaluating 
these tests and trials to inform its strategy and future action on accreditation generally.

Accreditation is simply recording the evidence that course participants generate to 
show that they have achieved specific learning outcomes. If you are unfamiliar with 
learning outcomes, this section of your course notes should provide you with a good 
understanding.

A crucial element in accreditation is portfolio building. By a portfolio we simply 
mean a folder to record course participants’ work. Normally it is a record of each partici-
pant’s response to an activity or task. Each participant’s responses can then be assessed 
against learning outcomes and if the outcomes are met, educational recognition or an 
award (sometimes a qualification) can be given. This is the model of accreditation ETUI 
is currently experimenting with. 

At this stage in course development, course participants attending the Introductory 
Course may not all be able to have their learning accredited and certificated because a 
national arrangement (similar to the TUC’s) is not yet in place in their country. Howe-
ver, ETUI would like to enable all participants who successfully undertake the Trainer’s 
course to have their learning assessed (by the course tutor) and recorded. This will 
enable ETUI to generate valuable practical information by union tutors that will then be 
used to inform the ETUI’s accreditation strategy.

As a tutor delivering the Introductory Course, ETUI expects you to be comfortable with 
the concept and use of educational units and learning outcomes. This course will enable 
you to directly experience learning outcomes and work with them over the next few days. 

Your ETUI tutors will give you an opportunity to discuss and share experiences of using 
learning outcomes in trade union education.
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Activity 3
Using educational units
and learning outcomes

Aims

This activity will help you to:
— Become more familiar with education units and learning outcomes
— Apply educational units to union courses and activities

Task

Your tutor will give provide you with:
— A course outline for a typical trade union course aimed at union representatives; and
— Three educational units from the TUC Education programme Passport to Progress

Working in groups, look at the course outline and choose the educational unit that best 
supports the course activities. Be prepared to say why you have chosen the unit and why 
the other units do not fit.

Resources

— Course outline and activities
— A selection of units from the TUC Education programme Passport to Progress
— Summary Sheet

Time

30 minutes

Report back

You will be asked to elect a spokesperson to provide a short report back on behalf of your 
group.

Learning outcome: 4 Assessment criteria: 4.1 and 4.2
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Summary sheet 3
Using educational units and learning outcomes

Date

Main elements of the course:

Educational unit(s) that best support the proposed course: 

Why did you choose this unit(s)?

Group members:

Reflection/comment:
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Resources for Activity 3

Proposed course aims and activities

A trade union trainer wishes to develop a course to enable workplace representatives to 
start to develop action on creating a healthy workplace, in particular, around the issue 
of smoking in the workplace.

The course content will include:
— Illness and passive smoke
— Developing a trade union approach to dealing with smoking at work
— Health Act and smoke-free regulations
— Relevant legislation and your workplace
— Smoke-free policies and procedures
— Negotiating a policy to deal with smoke-free workplaces
— Creating a draft workplace policy on smoke-free environment
— Developing a trade union activity on smoke-free environments
— Action planning

Unit A

Learning outcomes
The learner should be able to:

Assessment criteria
The learner has achieved the outcome because 
s/he can:

1. Understand a range of hazards in the workplace 1.1  Identify how changes that have taken place within 
the workplace may have an impact on health and 
safety.

1.2  Summarise the hazards identified by union health 
and safety representatives in TUC or other surveys

1.3  Explain how an equal opportunities approach can 
improve health and safety at work for different 
groups of workers

2.  Understand the use of prevention and control 
measures in the workplace

2.1  Investigate and report on prevention and control 
measures for a priority risk in the workplace

3.  Link union health and safety representatives 
inspections with the risk assessment obligations of 
employers

3.1  Explain how health and safety representatives 
inspections can be used to monitor and review an 
employer’s risk assessment procedures
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Unit B

Learning outcomes
The learner should be able to:

Assessment criteria
The learner has achieved the outcome because 
s/he can:

1.  Recognise hazards and risks associated with specific 
illnesses at work

1.1  Identify symptoms and causes for specific illnesses 
in the workplace

1.2  Identify hazards and explain the risks associated 
with specific illnesses at work

2.  Understand how legislation, company policy or other 
requirements relate to specific illnesses at work

2.1  Identify a range of sources and types of relevant 
information

2.2 Identify relevant legal standards
2.3  Describe how the identified information relates to 

specific illnesses at work

3.  Understand prevention, control and action measures 
associated with specific illnesses at work 

3.1  Identify the main forms of prevention and control 
measures relating to specific illnesses at work

3.2  For a specific illness, select appropriate 
information and produce a plan for dealing 
with the specific illness in the workplace, which 
includes relevant action.

Unit C

Learning outcomes
The learner should be able to:

Assessment criteria
The learner has achieved the outcome because 
s/he can:

1.  Recognise the relevance of new health and safety 
laws and information to own workplace

1.1  Identify new laws and information that are 
applicable to own workplace

1.2  Explain how a new law or information relates to 
own workplace

2.  Know how to keep up to date on changing health 
and safety laws and information

2.1  Identify ways of keeping up to date on health and 
safety matters

3.  Use a range of resources to locate new laws and 
information

3.1  Identify information resources which provide 
details of new laws and information

3.2  Describe the usefulness of information resources 
to you role as a union health and safety 
representative
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Evidence recording

In Activity 3, you should have completed the associated summary sheet and 
made some written notes explaining why you choose the most appropriate unit for 
the course outline. Your completed summary sheet will be regarded by your course 
tutor as 'evidence of learning'.

This evidence of learning will now show that you have completed the associated 
'learning outcome' for the course. In this particular case, this is learning out-
come 4, assessment criteria 4.1 and 4.2.

By generating similar evidence of learning throughout the rest of the course, you 
will create sufficient evidence to meet all the course’s learning outcomes and the-
refore be awarded a certificate for this course from the TUC’s awarding body.

The best way to record your evidence of learning is to complete the summary or 
planning sheet for each activity and to carefully file these in your course folder or 
portfolio. 

Some participants find that the best way to do this is to file all the summary/plan-
ning sheets at the back of their course folder. In this way, your course tutor will be 
able to find and validate your evidence of learning for the whole course.

Should you have any questions or concerns regarding this process, please find time 
to speak to your course tutor at the earliest opportunity.
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TUC Tutor Training (Teaching and Learning) [6 credits]

Learning outcomes
The learner should be  
able to:

Level 3
The learner has achieved the outcome 
because s/he can

Evidence
(Activity)

Location 
(in your folder 
or portfolio)

1.  Plan and structure learning 
programmes and activities

1.1  Plan a session that shows clear learning 
aims and its relationship to the overall 
programme

1.2  Relate the content and methods of the 
session to trade union aims and values e.g. 
equality

1.3  Produce an extended learning plan to meet 
programme/course requirements

5, 6 & 7

5

5

2. Facilitate learning in groups 2.1  Set tasks for learners that encourages 
participation and enables them to draw on 
experience

2.2  Establish a rapport with groups/individuals 
that encourages discussion and questioning

2.3  Structure learning in a way that enables all 
learners to successfully perform activities

5

5

5

3.  Understand the value of 
feedback and evaluation for 
teaching and learning

3.1  Critique a range of feedback methods and 
their significance for the TUC approach to 
teaching and learning

3.2  Critically evaluate activities and give 
feedback in a constructive manner

3.3  Reflect on own planning and teaching, 
identifying good practice and points for 
development

5

5 & 6

5 & 7

4.  Understand and use 
procedures for accreditation 
on TUC courses

4.1  Apply the TUC/unionlearn education 
programme to courses and activities

4.2  Establish records and evidence of 
achievement in line with TUC, Awarding 
Body, and other quality measures

3

3

Student Name (please print):   

Signature: 

Tutor Name (please print): 

Signature: 

Date: 
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Activity 4
The Team Challenge

Aims

This activity will help you to:
— Understand the importance of using games in trade union education
— Share experiences of using team games 
— Consider why we use a team game in the Introductory Course

Task 1

Your tutor will set you a task, providing you with clear instructions (that are produced on 
the following page) which you will be asked to follow. In order to get the most out of this 
task, we ask you to follow carefully the Team Challenge instructions about what 
you can do with the resources and what you cannot do. You will receive all the necessary 
resources to enable you to successfully complete this task.

Task 2

On completion of task 1 and using the worksheet for this activity, consider:
—  How well was the game set up? Are there any outstanding points that you would 

highlight?
— Did you monitor participation during the game?
— What could have gone wrong?
— What are team games about for trade union educators and trainers?
— Why should we use a game activity for the Introductory Course?
— What do you think are the main learning points?

Resources

— Various materials
— Summary sheet
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Time

110 minutes in total:
— 10 minutes for instructions and presentation of the game and resources
— 10 minutes for planning within each team
—  Time for completion of the challenge as stated by the team but definitely not more 

than 30 minutes
— 60 minutes for report back and discussion 

Report back

Your tutor will invite comment from all participants in a plenary session.

Learning outcome None
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The Team Challenge 

Instructions

Your team is required to undertake the project of carrying 13 marbles from one side of 
the court to the other by rolling in pipes. All 13 marbles must be in motion at the 
same time. The exact route to be followed will be shown to you by the course tutor.

Rules

— You cannot use anything else apart from the pipes given to you to carry the marbles.
— You cannot touch the marbles with your hands while they are rolling in the pipes.
— All team members must stand on the same side of the pipes.
— When a marble falls out of the pipe, the team starts the task again from the beginning.
—  The marbles must always be rolling forward inside the pipes towards the direction of 

the finishing point (never backwards).
—  The marbles must leave at the start of the court (basket 1) and end up at the finish of 

the court in basket 2.

Not following any of the above rules will result in the tutor observing your work decla-
ring a foul.

Resources

—  Pipes 
— Marbles 
—  “Warning tape” or chalk (to indicate the pre-marked route)
—  2 baskets – 1 at the start of the route where there are the marbles and 1 at the finish 

where the marbles should end up via the pipes.

Time

1.  You have 10 minutes to plan how you are going to carry out the task and familiarize 
yourselves with the materials.

2.  At the end of the 10 minutes, as a team, you are to state to the facilitator(s) how much 
time you need to perform this challenge of transferring the marbles from basket 1 to 
basket 2 following the specified route.
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Summary sheet 4
The Team Challenge

How well was the game set up? 

Are there any outstanding points that you would 
highlight?

How successful was your group?

Did you encourage participation of all the group 
members during the game?

What were the main challenges?

What could have gone wrong?

How well was the time managed? 

Were there any issues regarding different languages 
or cultural habits?

How did you deal with:
— different styles of contribution
— different degrees or commitment and participation?

How well was problem-solving handled? Were there 
any decision-making or leadership issues?

If you were to start this activity again, what would you 
do differently and why?

Was the preparation time used effectively? Did you 
practice the route?

What are team games about for trade union educators 
and trainers?

Why should we use a game activity for the 
Introductory Course?

What do you think are the main learning points?

Is there anything else you consider relevant?
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Activity 5
Tutor needs and support

Aims

This activity will help you to:
—  Start to consider how you will deliver the ETUI Introductory Course on project work
—  Identify any areas where you may need further clarification and support

Task 1

Use the Confidence Log No. 1 to record how confident you feel at this point in time about 
delivering the ETUI Introductory Course on project work.

Task 2

Share your thoughts with colleagues on the course. Are there areas of complementarity, 
where you can usefully support each other? Do you have other colleagues in your organi-
sation that might provide useful advice and support? In your group, identify and discuss 
areas that require further clarification or areas that you need assistance with. List these 
on a flip chart.

Time

30 minutes

Report Back

Share key points with other members of the course group and with tutors in a plena-
ry discussion, where you can identify existing or potential sources of support for each 
member of the group. All group members should be prepared to contribute during the 
discussion.

Use the Summary Sheet Five to make notes during the plenary discussion.



Trainers Course – Course Materials 29

ETUI — Trade Union Training for Project Work

Resources

— Introductory Course Book and Tutor Notes
— Confidence log 1 
— Summary sheet
— Flipchart and pens

Learning outcome: 1 Assessment criteria: 1.1
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Summary sheet 5 
Tutor needs and support

Date

Areas that require further clarification/assistance?

Existing or potential areas of support?

Group members:

Reflection/comment:
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Section 2
Preparing, teaching,
reflection and next steps
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Preparing, delivering
and reviewing a teaching session

The central aim of this Trainers Course is to prepare you, as a union educator, to deliver 
the ETUI designed course Project Work for Trade Union Representatives.

Your contribution through your role in successfully delivering an ETUI designed course 
is crucial to the strategic success of the ETUI programme on project work.

In preparation for delivering the Introductory Course, you will be asked to deliver a team 
teaching session to other course participants. For this session, you will assume the role 
of a tutor and the other participants will become your students. (During other sessions, 
which your colleagues will be teaching, you will participate as a student).

This is a very important activity and you should take the utmost care to consider how 
best to approach this section, as well as how you will work effectively with other course 
colleagues.

The next activity: a word about methodology

Your course tutor will put you into a small group and allocate your group a specific tea-
ching session to deliver with other course participants. There will be a total of four tea-
ching sessions, delivered by four teaching groups.

Therefore, for one teaching session, you will assume the role of a tutor working with 
other tutors to deliver your allocated session. For the other three teaching sessions, you 
will assume the role of a course participant working in groups with other partici-
pants, as normal in trade union education.

The teaching sessions will be:
Teaching session 1 – Project tasks
Teaching session 2 – Putting things first
Teaching session 3 – Establishing a team
Teaching session 4 – Project costs

In your role as a tutor, you will be expected to complete the planning sheets in prepara-
tion for your teaching session. The planning sheets can be found in this section of the 
course materials.
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In your roles both as a participant and as a tutor, you will take part in the evaluation of 
the various teaching sessions:
—  As a tutor you will evaluate your own teaching session, using the Summary 

sheet: Self-evaluation.
—  As a participant you will join in an oral evaluation of each of the other teaching 

sessions.

You may find it helpful to note your different roles and who you will be working with in 
the table below.

Teaching session/role I will be a tutor,  working with I will be a participant, working with

Teaching session 1 
Project tasks

Teaching session 2
Putting things first

Teaching session 3 
Establishing a team

Teaching session 4
Project costs

Some points to remember

As an experienced trade union educator, you will be aware that good union trainers are 
very mindful about:
—  How course participants will report back on tasks and activities
—  How you will support participants to complete activities – what guidance will they 

need?
—  The theme/aims/objectives for activities
—  Timings for activities and breaks
—  How and when you will take feedback from course participants
—  The need to be positive and constructive when providing feedback
—  The role of the tutor in not dominating discussions 
—  What evidence you will need to generate to show that all course participants have met 

the course objectives and learning outcomes
—  How the evidence fits the learning outcomes
—  What additional resources you will need to set an activity and for the participants to 

successfully complete an activity.
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Activity 6
Preparing, delivering and reviewing
a teaching session

Aims

This activity will help you to:
—  Develop your skills in planning and running a teaching session
—  Become more familiar with the Introductory Course materials
—  Use appropriate and constructive criticism when giving feedback to aid development
—  Further develop you planning skills and your skills as a tutor
—  Start to think about how learning outcomes can assist you as a union educator 
—  Start to think about how you will deliver the Introductory Course

Your tutor will remind you of the structure of the ETUI Introductory Course and its 
learning outcomes. 

In groups:
—  You will be allocated an activity from the Introductory Course to deliver.

Task 1

Plan to run one activity from the Introductory Course and use the Planning Sheet to 
record your reasoning. 
—  Read through the appropriate section of the course, including the activity sheets and the 

relevant Tutor Notes. You will find copies of the four Introductory Course activity sheets 
and worksheets for the teaching sessions immediately following Planning Sheet Six 
in this book. 

You will need to think about:
—  How you and your other group members will deliver a short session relating to the 

section of the Introductory Course you have been given
—  How the course participants will report back on their work
—  How you will support the participants (your learners) to complete this activity – what 

guidance and resources will they need to successfully complete their task?

Try and think about:
—  Aims for the session and how it will link with earlier and later parts of the course
—  How the activity contributes to the learning outcomes for the course
—  The teaching method that will best meet your aims/objectives
—  The materials and resources you will need and how to organise them
—  The balance between group activity and feedback
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—  Timing
—  The 'evidence' that will be generated during the activity, and how it should be recorded
—  The role of each member in delivering the session

Task 2

Run your session in the time set. The rest of the course participants will act as your lear-
ners/course participants.

Task 3

After you have completed your session, you will have an opportunity to comment on 
your experience as an Introductory Course tutor and participants will be asked for their 
feedback. 

Please complete the Summary sheet: Self-evaluation for the session you have been 
involved in teaching.

Resources

— Planning to run a session planning sheet
— Introductory Course Course Book
— Introductory Course Tutor Notes
— Additional resources available online on ETUInet (www.etuinet.org) 
— Summary sheet: Self-evaluation

Time

Task 1 – Planning to deliver a session: the rest of the day
Task 2 – Delivering a session: 60 minutes
Task 3 – Review: 30 minutes 

Plenary review at the end of the activity: 30 minutes

Learning outcome: 1, 2, and 3 Assessment criteria: 1.1, 1.2, 1.3, 2.1, 2.2, 2.3, 
3.1, 3.2, 3.3



ETUI — Trade Union Training for Project Work

Trainers Course – Course Materials38

Planning sheet 6
Preparing to run a session 

Aims for the session

What (in general terms) do you want course 
participants to be able to do/understand?

How does this link to earlier/later parts of the course?

Rationale

What type of activity is required?

What do you want the participants to do that will help 
achieve the aims of the session?

How does the session relate to the ETUI’s value base?

Tutors

What will each member of your teaching team be 
doing during the session? Make sure that everyone  
is involved.
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Planning sheet 6
Preparing to run a session 

Learning outcomes

How will the session contribute to the overall learning 
outcomes for the course?

Evidence

What evidence of learning will be generated during 
the activity? How will it be recorded?

Timing

Plan to ensure that there is appropriate balance 
between group activity and report back.

Resources

What activity sheets and reference materials are 
needed? Be sure to work with what is available in the 
classroom.

Special considerations or other comments
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Tutor/peer/own comments on strengths and weaknesses of planning
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Teaching Session 1
Project tasks

Aims

—  To understand the importance of identifying distinct tasks in project work
—  To practise skills in identifying the key tasks necessary for the successful completion 

of a project

Tasks

Your group will be given an outline idea for a project. Read through the outline carefully 
and discuss what needs to be done to complete the project successfully. Don’t spend too 
much time discussing the detailed subject matter of the project, but concentrate instead 
on determining the work involved. 

Identify first the main areas of work. Don’t worry about order or sequence at this stage; 
just concentrate on identifying the main areas of work. Then list the major tasks that 
will need to be undertaken in each area.

Make a list of the main tasks to present to the other participants. Your list should pro-
bably have between 15 and 20 tasks.

Resources

—  Project Outline
—  Project Task List worksheet
—  Flipchart and pens / Post-It notes or computer

Time

45 minutes

Report back

Nominate a spokesperson to present the list to the rest of the course participants, using 
a flipchart or a Word document / PowerPoint to support your presentation.

Learning outcome: 3 Assessment criteria: 3.1
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Project task list

Use this sheet to list the main tasks involved in realising your project:
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Teaching Session 2
Putting first things first

Aims

—  To understand the importance of sequencing and scheduling tasks in project work
—  To practise skills in sequencing and scheduling the key tasks necessary for the suc-

cessful completion of a project

Tasks

Following feedback from the plenary discussion, quickly review your list of key tasks and 
make any necessary adjustments.

Then think first about how much time you will need to complete each task. 

Next consider how the tasks relate to each other in time. Are there tasks that need to wait 
until other tasks have been completed before they can be started? Are there others that 
can run in parallel?

Finally, map out your task list as a simple Gantt chart. You can do this either by using 
a flipchart and pens / coloured sticky paper or by using the Gantt chart template file 
provided for use on a computer.

Resources

—  Project Outline
—  Project Task List
—  Flipchart, pens, coloured paper
—  Computer with Gantt chart template file (Excel)

Time

60 minutes

Report back

Nominate a spokesperson to present the list to the rest of the course participants, using 
your flipchart or the computer and Gantt chart template.

Learning outcome: 3 Assessment criteria: 3.1
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Teaching Session 3
Establishing a team

Aim

—  To understand and practice skills in identifying and organising roles and responsibi-
lities in a project team

Tasks

Look again at the list of key tasks you have established. In your group, discuss and iden-
tify the various roles of other people that you will need to involve to carry out these tasks. 
Think about what you have learned about teamwork and team-building in the previous 
activity.

Draw up a simple plan of who is involved in each task and highlight who is responsible 
for co-ordinating each task, using the Responsibility Assignment Matrix (RAM).

Resources

—  Project Outline
—  Project Task List
—  Responsibility Assignment Matrix
—  Team Work Reflection Sheet
—  Flipchart and pens or computer with file

Time

45 minutes

Report back

Nominate a spokesperson to present the list to the rest of the course participants, using 
your flipchart or the computer and RAM template file.

Following the plenary discussion there will be an opportunity for you to complete the 
Team Work Reflection Sheet.

Learning outcome: 3 Assessment criteria: 3.1
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Team work reflection sheet

Note here the main points that you personally have learned from this and the previous activity.

Personal action points

Has this activity or the previous one suggested to you any steps that you could take to improve team 
work in your own union or workplace? If so, make a note of them here.
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Teaching Session 4
Project costs

Aims

—  To identify those areas of work in a project that will generate costs
—  To identify those costs and to categorise them

Tasks

Looking again at the list of tasks involved in your project, discuss and identify the key 
kinds of costs that your project is likely to incur. (NB. Kinds or types of cost, not actual 
amounts.) Work through this process task by task.

Make a list of the costs and then group them into different major categories of cost.

Resources

—  Project Outline
—  Task List, Gantt Chart and RAM
—  Project Costs worksheet
—  Flipchart, pens and Post-It notes or computer with Cost Categories Template)

Time

45 minutes

Report back

Nominate a spokesperson to present the list to the rest of the course participants, using 
either a flipchart or the computer and Cost Categories Template file).

Learning outcome: 3 Assessment criteria: 3.1
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Project costs

Working from the Project Task List and RAM, list the main costs that your project is likely to incur:

Try to group these into different categories of cost:
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Summary sheet 6
Self-evaluation

Please self-evaluate your teaching session using the Summary sheet 
below.

Evaluation of Teaching Session

Which parts of your teaching session went well? Why do you think they went well?

1.

2.

3.

Which parts of your teaching session would you 
like to improve?

How would you improve these parts?

1.

2.

3.
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Activity 7
Preparing to use the Introductory
Course materials

Aims

This activity will help you to:
—  Review the content of the Introductory Course materials
—  Raise any issues regarding content that need further clarification 
—  Discuss any areas of the Introductory Course content that you require additional sup-

port or assistance with.

Task

In pairs, review and discuss the content of the Introductory Course Course Book and 
Tutor Notes. List any issues that you and your partner need further clarification with. 
Are there any areas of the Introductory Course that you need technical assistance with? 
Are you comfortable with all the subject areas you will be expected to cover?

Resources

— Introductory Course Course Book 
— Introductory Course Tutor Notes
— Summary Sheet Seven

Time

45 minutes

Report Back

Your pair will be invited to give a short (5 minutes) presentation covering any points and 
issues raised in the task to the other course participants. Use bullet points on a flip chart 
to highland your key points and any issues.

Learning outcome Assessment criteria: 3.2
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Summary Sheet 7
Preparing to use the Introductory Course materials

Date

Main points:

Group members:

Reflection/comment:
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Activity 8
Next Steps

Identify challenges/opportunities in offering the Introductory 
Course nationally and discuss further support and next steps

Aims

This activity will help you to:
—  Further discuss how the Introductory Course can be delivered nationally
—  Identify challenges/opportunities
—  Start to develop a plan to enable you to deliver the Introductory Course
—  Identify further support in delivering the Introductory Course

Task 1

Two sets of flipcharts will be located in the room and your tutor will invite you to write 
up any challenges and opportunities you consider relevant to organising and delivering 
the Introductory Course nationally.

Task 2

Using your initial thoughts, complete the two planning worksheets to start your initial 
plan of action to deliver the Introductory Course. Then complete Confidence Log No. 2.

Task 3

In a plenary session, your tutor will invite a discussion concerning:
—  How you will deliver the Introductory Course nationally
—  Any additional support within your own organisation or network, or from ETUI Edu-

cation that you may require to successfully deliver the Introductory Course.

Task 4

Review your initial planning work sheets and make any changes as a result of the plena-
ry session. Upload your two planning worksheets into the relevant section of ETUInet 
(www.etuinet.org) . Your tutor will provide instructions for doing this.
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Resources

— Planning Worksheets A and B
— Confidence Log No. 2
— ETUI.net web site

Time

60 minutes

Learning outcome Assessment criteria: 1.1, 3.3
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Section 3
Course evaluation & reflection
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Activity 9
Course evaluation and reflection

Aims

This activity will help you to:
—  Evaluate key aspects of this course in terms of your individual experience
—  Discuss with your other course participants key aspects of this course that you 

thought particularly useful or enjoyed 
—  Discuss with your other course participants aspects of the course that could be fur-

ther strengthened or improved 

Task 1 – Individual evaluation and reflection

Please take five minutes to complete the individual evaluation refection sheet. Do not 
pass your completed form to Silvana Pennella until the end of this activity. You may need 
it to inform the discussion for Task 2.

Task 2 – Group evaluation and reflection

Your tutor will put you into groups. 

Please discuss the course, elements of the course and any associated topic (such as pre 
course information and instructions) with other participants in your group. 

During your discussion, you might like to comment on three aspects of the course that 
you thought particularly useful or enjoyable. In addition, you may wish to comment on 
three aspects of the course that could be further strengthened or improved. 

Time

Task 1 – 5 minutes
Task 2 – 30 minutes

Report Back

Please elect a spokesperson to report back on behalf of the group to the other course 
participants in the plenary session. 
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Task 1
Individual Evaluation and Reflection

Please indicate your degree of satisfaction with the course: 
If you give a low score (0-25%) please give reasons for this.

0% 25% 50% 75% 100%

Were your general expectations for the courses met?

How clear were the course aims and objectives?

Did you receive sufficient pre-course information? Yes / No (delete as appropriate)

Please score the course in terms of:

— Content

— Working groups

— Presentations

— Plenary sessions

— Materials

— The use of Moodle

How useful did you find this type of course for you 
and your trade union?

Language support (if required): 

— Interpretation

— Written translations

The training venue 

The organisation of the course

Do you have any general comments or suggestions to make regarding the organisation and content of a 
future similar course?
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More in detail on the quality of training you have received

Could you specify your impression of:

— The role of the ETUI tutors in supporting you as individual and your working groups?

— Were the aims of the different plenary sessions clear enough? Please mention any session(s) which were not.

—  Do you think that some elements/aspects of the course should have been covered more deeply? 
(please mention which)

— Was there sufficient support material for the course and was it clearly produced?

As for the future planning and development of the national course in your country, could you specify if you:

—  Feel that you have the technical knowledge to deliver a Level 1 course or are there some points or gaps that 
you require further support with? (please mention which they are)

—  Feel that your still need further support and, if so, of which kind?

(please use a separate sheet if required)

Thank you
Name: 
Please hand your completed evaluation form to Silvana Pennella


