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Introduction
Basic education is important in order to participate properly in today’s society. Without being able to
read and write, perform basic mathematical operations or handle digital devices, it is almost
impossible to manage daily life. Not only when looking for a job, but also when using public transport
or going to official appointments at schools or public authorities, basic education is a precondition.
In our daily work with Roma people we have witnessed different kind of difficulties in such situations
and have been working to improve their chances ever since. Roma still face discrimination and
exclusion, as a 2012 study, conducted by the European Union Agency for Fundamental Rights, shows.
Around 20% of Roma adults consider themselves as illiterate and about 14% of Roma children don't
attend school at all. Not having access to education has a lot of negative aspects like increased risk of
poverty, high number of unemployment and so on.
Our project BERA, which is the short version for “Basic education for Roma adults”, was developed in
order to give adult Roma a possibility to easier gain access to basic education. We have created
altogether 3 intellectual outputs: one manual for basic education for adults, one toolkit for basic
education for adults in family context and one collection of data and best practice. This toolkit focuses
on basic education for adult Roma in family context.
The six participating Caritas organisations from Austria, Bosnia and Herzegovina, Italy, Portugal,
Romania and Serbia are all working with Roma people in different projects. All partners came to the
same insight, that education is a basis for Roma to get employment, but also to give them perspectives
for the future. The project is developed as an European project since in our opinion the topic does
concern many countries and therefore solutions should be developed on an European level.
The aims of the project are raise awareness (especially in the areas of politics, pedagogic and social
studies), increase the self-consciousness of Roma (by inclusion) and to develop concepts that can be
used and implemented easily. The long term results we hope to achieve are better chances for Roma
in the future due to an easier access to education and due to a higher awareness in the Roma
community about the importance of education. Therefore we hope that many organisations,
pedagogues and social workers will use and implement our intellectual outputs.
On the upcoming pages you will find in a first chapter information on the legal situation in the
participating countries in regard to formal education. The next chapter is a summary of our interviews
with experts and Roma adults about basic family education. In a third chapter you can read about
education theories. After these three introducing chapters you can find the centrepiece of our toolkit:
the learning units. This chapter is structured in a general part, valid for all learning units, and in the
specific learning units for reading and writing, mathematical competences, digital competences and
practical experience (family project).
The sixth chapter contains some additional information, which we found useful while developing the
toolkit, like for example family hierarchy and conflict management, a guideline for the first unit and a
subchapter about mobility. After a short Outlook you can find 35 learning unit examples in the annex.
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Legal situation in the participating countries
In the following chapter there is an overview over the legal situation concerning formal education in
the participating countries. Each document contains an overview of the formal education system as
well as information about costs and Romani language in the education system.

The formal education system in Austria
Overview
The school system in Austria consists of the following educational institutions:
Kindergarten: offers and conditions of kindergartens in Austria vary throughout the country since they
are the responsibility of the different provinces. The options range from public and private
kindergartens and kindergartens provided by companies and organisations for the children of their
employees. Children from one to six years of age are visiting kindergarten.
Primary school (“Volksschule”) in Austria lasts for 4 years.
Secondary school lasts also for 4 years. Students can choose between the “New middle school” and
the Gymnasium, relating to their grades. Furthermore there are many schools specialising on different
fields as sports, music, languages or natural sciences etc.
To fulfil the compulsory school attendance students have various options. They can either go to the
polytechnic institute for one year or to a higher educational school.
The higher educational school types vary a lot. There are Gymnasiums with various field
specialisations, an academy to become a kindergarten pedagogue while graduating, and academies
for technical, trading, gastronomy, tourism etc. training linked to graduation (HTL, HAK, HLW,…).
For students leaving school after 9 years, there is an option to attend a 3-4 years apprenticeship which
is called “Lehre”. This means the person is working in a regular company as an employee, but is being
trained by a professional and has to attend “Berufsschule”, a school for his/her profession once a year
for 9 weeks. During the apprenticeship the person gets less money as trained staff.
Costs
For public kindergartens and schools no fees are to be paid. However, there are other costs to be paid
for copies, events (e.g. school trips), investments like a school bag or computer, private lessons, etc.
Additionally to public institutions there are private kindergartens / schools which usually charge a fee.
The amount of the fee is determined by each school.
Funding options (such as “school entering aid” or school starting packages) vary from region to region.
Legal framework
In Austria it is mandatory for all children staying in Austria to go to school for at least 9 years, beginning
at the age of 6. In case the child is not mature enough to enter school at the age of six he/she has to
attend pre-school for one year. Additionally in the last year before entering primary school,
kindergarten attendance is mandatory.
Since 2016, after these 9 years of compulsory school there is a compulsory education or training
“Ausbildungspflicht” until the age of 18 for all youth living in Austria.
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It is either possible to go to upper secondary school or to start an apprenticeship or training. The
introduction of a penalty for parents is planned.
Romanes is an acknowledged minority language in Austria. Since most Roma in Austria are living in the
federal state of Burgenland, there is a law for education of minorities in Burgenland stating that all
schools have to offer voluntary language classes in Romanes as long as there are enough registrations.

The formal education system in Bosnia and Herzegovina
Overview
In Bosnia and Herzegovina there are pre-primary, primary education and secondary education in terms
of basic child education. Curricula is in Bosnian, Croatian and Serbian, while Romani language is not
included in school curricula1.
According to Framework law on preschool care and education, in year prior to primary school, preprimary care and education shall be obligatory for all children at pre-school age (but it varies in
practise). Pre-primary education predicted for children up to 5 years old is not obligatory. Prices and
categories for subventions vary in District of Brčko, entities and Cantons. Pre-primary care is provided
by local governments – municipalities and private kindergartens.
Primary education lasts for 9 years and is compulsory for children from 6 to 15 years. It is regulated so
that from 1st to 5th grade one teacher is assigned to teach group of subjects to one class and afterwards,
from 6th to 9th grade pupils have different teachers for different subjects. In this second period,
students get extra subjects (such as history, geography, chemistry, biology etc.).
Secondary education varies from three to four years, which can be either general or vocational
education. Regarding high school education it is important to emphasize that it is for free but not
obligatory except in some cantons in Federation of Bosnia and Herzegovina (Sarajevo Canton in 2010
-only for two years high school education, Una Sana Canton and Bosnia- Podrinje Canton Goražde, in
2012 - for one or two years of high school education).
Students who have graduated from general secondary schools (Gymnasium) get the Matura and have
an option of studying in any faculty after passing a qualification examination provided by the faculty.
On the other hand, students who graduate in technical schools get a Diploma.
Pilot project of external Matura has been implemented in Sarajevo Canton in 2016/207 which involves
students who finished 4th (final) grade.
Costs
Pre-primary education, as well as primary and secondary education is for free, but there are costs for
books, notebooks, meals and so on. Although limited, with the amounts and criteria for acceptance,
and vary from municipality to organization scholarship for students are provided by the local
municipalities or other organizations as a support.
Legal framework
1

Save the Children UK (2006) Denied future. Roma children's right of education of Roma/Gypsy and Traveler children in
Europe; Bosnia and Herzegovina, pages 46-80.
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Bosnia and Herzegovina is composed of two entities and districts: Federation of Bosnia and
Herzegovina and Republic of Srpska and District of Brcko.
The entities (Federation of BiH and Republic of Srpska) have their own constitution. Federation of
Bosnia and Herzegovina is composed of 10 cantons and each canton has its own constitution and
cantonal government. Educational system and educational sector in Bosnia and Herzegovina reflects
the administrative and constitutional setting of the country (also see Legal situation of Adult
education). Due to these circumstances, educational system in BiH is very fragmented and there are
14 different levels of authority regulating education in this country (One ministry at the state level Ministry of Civil Affairs, one Ministry in Republic of Srpska, one in Federation of BiH, 10 cantonal
ministries and the Education Department of the Brcko District Government). In 2002 Bosnia and
Herzegovina adopted Education Reform Agenda with the main aim to “depoliticize education while
creating the conditions that will ensure equal access to high quality, modern education throughout
Bosnia and Herzegovina”.
Pre-primary education in BiH is regulated with Framework law on preschool care and education.
Each of 10 Cantons, 2 Entities and Brčko District are obliged to pass their laws and harmonize them
with the Framework law (which in the practice varies).
Framework Law on Primary and Secondary Education in Bosnia and Herzegovina states that parents
are obliged to ensure regular attendance of their children during the period of mandatory education
(primary school). The failure of doing so, parents shall be subject of legal sanctions.

The formal education system in Italy
Overview
The education system is organised as follows:
- pre-primary school (scuola dell’infanzia) for children between 3 and 6 years of age;
- first cycle of education lasting 8 years, made up of:
o education (scuola primaria), lasting 5 years, for children between 6 and 11 primary
years of age;
o lower secondary school (scuola secondaria di I grado), lasting 3 years, for children
between 11 and 14 years of age;
- second cycle of education offering two different pathways:
o State upper secondary school (scuola secondaria di II grado), lasting 5 years for
students from 14 to 19 years of age. It is offered by licei, technical institutes and
vocational institutes;
o three and four-year vocational training courses (IFP) that are organised by the Regions
Costs
Primary school and secondary school are free of costs.
Every primary school pays for teaching materials, tools and equipment from its own financial
resources. Local authorities can share the expense, in accordance with regional legislation on the right
to study.
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In lower and upper secondary school textbooks are not free for parents. Subsidised textbooks can be
provided according to specific regional restrictions and certain income limitations.
Every year, the Ministry of Education sets the total maximum cost of textbooks. Measures introduced
to help parents deal with the cost of textbooks also include rental and the free loan of textbooks, as
well as the partial reimbursement of costs.
Legal framework
Education is compulsory for ten years between the ages of 6 and 16. This covers the whole of the first
cycle of education, which lasts eight years (five years of primary school and three years of lower
secondary school), and the first two years of the second cycle. After completion of the first cycle of
education, the final two years of compulsory education (from 14 to 16 years of age) can be undertaken
at a State upper secondary school (liceo, technical institute or vocational institute), or on a three- or
four-year vocational education and training course which is within the jurisdiction of the Regions.
Compulsory education refers to both enrolment and attendance. It can be undertaken at either a State
school or a non-State, publicly subsidised school (scuola paritaria).
Parents or guardians are responsible for ensuring that children complete compulsory education, while
the local authorities where pupils reside and the managers of the schools they attend also have a
responsibility for supervising their completion of compulsory education.
Roma population is not recognised as a minority group in Italy, thus having impact on how Roma
students and language is treated in Italian schools and education system.
In particular, as Romanes is not qualified as a formal language, it is also not accepted as school
language.

The formal education system in Portugal
Overview
Pre-school education is the first stage of basic education. It is intended for children aged between 3
and the age of entry into primary education (6 years). Pre-school education is optional, recognizing
that it is the responsibility of the family to educate the children first.
Basic education is divided into 3 cycles:
 1st cycle (1st year to 4th year); at the end of the course, national Portuguese Language and
Mathematics exams are carried out on all subjects.
 2nd cycle (5th and 6th year);
 3rd cycle (7th to 9th grade).
Education is the same for all students up to the 3rd cycle of basic education, except for those who need
special guidance, such as students with disabilities, who have specific guidelines.
The next cycle is called Secondary Education - it covers the 10th, 11th and 12th year. There is an
alternative curricular course to Secondary Education (3 years), corresponding to the vocational
pathway. This course in various areas such as mechanics, electricity, carpentry, design, among others,
is equivalent to a professional certification, but also allows to acquire schooling to enter in higher
education (University).
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Legal framework
In Portugal, education is compulsory for all students at 6 years of age (it can begin at age 5 if the
student is 6 years old in the year of entry). Compulsory schooling ends when the student turns 18.
Formal as well as informal classes are not offered in Romanes.
Costs
In Portugal, there are public and private schools at all educational levels, namely preschool, 1st cycle
(4 years), 2nd cycle (2 years), 3rd cycle (3 years), Secondary (3 years) and Higher Education Universities.
Within the private schools there are two systems, those that have an agreement with the state and
the students can pay less and have other social supports and the totally private ones, which, although
they are homologated by the Portuguese State, are paid in full by the students who attend it. In terms
of social support, there are several levels A, B, C and D, where the most social and economic
disadvantaged people and families are, they don´t pay for school meals, have free transportation and
books and textbooks are also free.

The formal education system in Romania
Overview
The national educational system includes the following levels:
 Kindergarten: pre-school education for children between 3 and 6 years. There is also an
optional ante-preschool level for children between 0 and 3 years
 Primary school: compulsory education for children between 6 and 11 years, which includes
preparatory grade and 1st – 4th grades
 Gymnasium (middle school): compulsory education for children between 11 and 15 years,
which includes four grades from the 5th to the 8th
 High school (secondary education): is compulsory for children between 15 and 17 years (9 th
and 10th grade) and optional for 18- and 19 year olds (11th and 12th grade). Students can choose
from different options – they can either have a theoretical, vocational or technological
education
 Higher education: provided by universities, institutes and study academies
 Optional trainings organised by institutes, organisations or other entities
Legal framework
Education is compulsory in Romania up until grade 10, which includes primary and secondary
education.
Although it is compulsory for each and every Romanian citizen to learn in the official state language,
which is Romanian, regardless of their nationality, it is also possible for a minority to study in its own
native language, e.g. Romanes. Every city, town, institution or facility is required to provide education
in the official state language (Romanian), as well as in the language(s) of the local minorities
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Costs
According to National Education Law state education is free, for Romanian citizens without any
discrimination. Students who do not have the opportunity to study in an educational establishment
will be supported by the reimbursement of transport costs to the nearest school, or will receive free
accommodation and meals at boarding schools, except for those enrolled in university education.
Students who do not have the opportunity in their home town to learn in their native language are
supported by returning the costs of transport to the nearest school with native language teaching or
receive free accommodation and meals at the boarding of school with teaching in their mother tongue.
Students and teachers in state-owned education and accredited compulsory education benefit from
free school textbooks, both for Romanian language and for the language of national minorities, under
the law. School library is free for students and teachers.
In state university institutions, education is free of charge for an amount of students approved annually
by the Government, and for a fee for others who did not get in the free places. In private universities,
education is for a fee.

The formal education system in Serbia
Overview
The official state education system consists of:
- pre-primary school for children with 6 years of age,
- elementary school, lasting 8 years, for children between 7 until 15 years of age,
- secondary schools, they can last for 3 year, education for various skills, and 4 year education
for technician degree
- high schools and universities
Legal framework
Activities of the basic education are carried out in accordance with a special law regulating the field of
adult education. Every person has the right for free and quality primary education and education in
public schools. Primary education is compulsory until the age of 15. When a pupil reaches his/her 15th
birthday he/she can leave the basic educational system without finishing it. A parent or guardian is
required to ensure that his/her children regularly attend school. If the family does not send its child to
school, they will have to pay a penalty and they will lose the child allowance part of the social help.
Romanes is not allowed to be used as a school language – classes are in Serbian or Hungarian (in
Vojvodina).

Costs
Basically the education in Serbia is free, but the parents have to pay for the books. The costs of the
books can be between 80 and 120€, depending on the school grade. The parents have to buy all the
needed equipment that their child can attend the school. The parents have to pay for the snack or for
the lunch if the child is attending the day care. If the school is organizing some additional activities for
pupils, the parents have to pay the cost of the activity.
The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
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The Ministry of Education pays the salaries of the teacher and the local municipalities pay the other
cost of the schools.
Some NGOs try to help with needed books or other equipment by giving parents a package full of
school material and also some local municipalities have support programs for school costs, but there
is no national law or guideline.
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Interview summaries
This chapter sums up the most important results of the 120 interviews that have been conducted in
the six participating countries on the topic of family education with experts and Roma people. In the
first part the expert results can be found while the second contains the summary of Roma interviews.
In a last step, the most important interview findings, for the creation of the manual, are presented.

Expert - Interview summary: Basic education in the family context
For this chapter, altogether 30 adult education experts, family experts, social workers, Roma experts
etc., 5 per country, have been interviewed on the base of an interview guideline, since there are no
genuine family education experts.
In a first thematic block they were asked about the access of Roma to the education system, social,
cultural and economic factors for difficulties, discrimination, mobility of Roma and motivation. In the
second thematic block they were asked how basic education for Roma family groups should look like
in regard of external conditions and learning contents, as well as which methods and pedagogical
concepts could be used and how the special needs of the target group and family power structures
should be taken into consideration.

Access to the education system
Social, cultural, economic factors
The experts enumerated a variety of factors that make the access to education more difficult:
 Low education level of the parents (for example: the Austrian education system relies on the
supplement of the parents (private tutoring, help with learning) and reproduces social
background (affiliation to a social class determines over chances and education))
 Lack of planning (not looking in the future)
 Negative experiences in school and shame
 Discrimination (stereotypes, prejudice, low expectations vulnerability, and exclusion)
 Patriarchal systems and previously defined role expectations (for example for girls to marry);
in some countries the illiteracy rate among females is much higher than among males
 Language barriers
 Migration and/or illegal stay
 “Invisibility” in the home country - undocumented citizens; due to a lack of identification
papers they do not have basic rights
 Situation of living (poor housing, lack of electricity and water, no clean clothes, no place to do
homework, marginalization, isolation, segregation in camps)
 Economic factors (money, time, mobility, poverty, long-term unemployment, no access to
employment, no money to buy necessary materials and equipment needed for school)
 Lack of political will and social support
 Health problems, lack of health insurance, poor diet
 Low status of education in the family, lack of awareness about the importance
 Lack of information about offers (place, time, costs)
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the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

9





Frame conditions (costs, number of offers, time of courses) do not fit
Lack of preparedness of the non-Roma community and of the education system (no adaptions
to the needs of the target group; insufficient number of Roma trainer and teacher)
Courses addressed to adults often do not take illiteracy into consideration

Discrimination
All experts agree that discrimination of Roma is a huge topic. Despite the fact that nowadays there are
implemented more and more awareness programs, discrimination is still common. Especially in the
home countries of many Roma like Romania and Serbia there is still direct and visible discrimination
happening. In Austria, for example, Roma experts state that there is no direct discrimination, but there
are still hidden discrimination and prejudice, also against autochthonous (indigenous, citizens)
Austrian Roma. One expert explains that there is a historically grown general condemnation of Roman,
which is anchored in most heads of the general society. The centuries of discrimination are still not
over and can be seen for example in today’s fear of begging migrants. Prejudices such as criminal
activities are still present and for many people and politicians, Roma are disturbing the image of the
EU in the 21st century.
Hence, most Roma are living in formal or informal settlements, which are often outside of the cities or
villages. This segregation leads to social exclusion. Roma, so some experts, are often marginalizing
themselves creating mutual difficulties of social adaption.
Furthermore discrimination can increase school dropout rates and make it impossible to find a stable
job. The education system in most countries is not prepared for Roma. Teachers are not trained to
work with this target group and some of them are reproducing prejudice.
Moreover, experts in Serbia mentioned, that returnees from EU countries are being discriminated
because they are returning to Serbia, and that there is no support for reimbursement of knowledge.
Many of them have no adequate documentation regarding educational achievements and most do not
know the Cyrillic letters and the Serbian language. Also legally-invisible persons, as mentioned above,
are denied all rights a persons with identity papers has.
Roma specifics and mobility
The experts agree that the mobility of the target group makes the access to education more difficult.
Schools should be better prepared in order to react to new mobile students, and there should also be
more and better offers for adults. One expert suggests forming teams of teachers in different places,
or inside the Roma community, so Roma can continue education.
However not in all countries mobility of the target group is a big issue. While in Portugal sedentariness
has already allowed a better interaction between the Roma community and the general society and
with schools, in Romania experts agree that mostly only the fathers go abroad to find work and in
order to support their family.
However also forced evictions, living in irregular camps and in extremely precarious living conditions
are not advantageous for educational carriers. Stability increases the chances of educational success
and the ability to follow continuous educational pathways. It is also a question of motivation, since
many Roma send their children to school despite living in an irregular field. Experts said, that some
Roma just don’t see education as a fundamental element to improve their quality of life and therefore
also don’t send their children to school. One expert believes that there is no higher or lower value of
The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
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education in certain cultures. It could only have developed that way by historical circumstances and
we have to keep in mind that education in schools is not the only form of education that counts. Since
some experts made the experience that this target group is hard to reach, an important opportunity,
according to several experts, would be to remove barriers by employing persons of the target group
as teachers, consultants, mediators, assistants or role models.
Additionally one expert points out that it is important to move away from global judgments, since we
are talking about a heterogeneous group. It makes a big difference if these persons are autochthonous
or allochthonous, which generation and which subgroup they belong to and if they have a permanent
residence or are mobile.
Regarding the question how we could transfer the information about the level of knowledge of the
participants to the organization providing courses in the next city, experts think that one possible
solution could be some kind of portfolio with notes of the trainers about the learning progress. The
decision if they want to pass on the portfolio to their next trainer, lies by the participants themselves.

Structure of basic education for Roma adults
External conditions (place, duration…)
Rooms
The most important thing when choosing a room for the family learning is that the family feels safe
and can work together without being interrupted or feeling embarrassed. In the opinion of most
experts, this safe environment can be either the home of the family or a courseroom as long as there
is a quiet space to study. Both options have their pros and cons but the most important thing is what
the family wants. On the one hand the own apartment can be preferred, because the family doesn’t
have to travel and they don’t have to go to public institutions. On the other hand some participants
may feel ashamed of their living situation or have not enough space to create a learning atmosphere.
Not all experts agree with the education in the family’s home and recommend courses to take place in
educational centres, training centres, in the premises of Roma organizations, social institutions or
buildings provided by parishes. It is important that it is a place where Roma would feel accepted and
respected, say the experts.
Some experts from Italy stress that holding courses inside camps or houses of the Roma community
are deemed as “worst practice”, while experts from other countries think that it is important that the
courses are in their neighbourhood.
If the offer takes place in a course room of an institution, the rooms should be bright and comfortable,
wheelchair accessible, equipped with enough tables and chairs facilities, as well as a small library, a
reading area, and proper sanitary facilities.
Duration
The experts suggest various durations from 1,5 up to 4 hours. However the most experts agree on
approximately 2 hours and with one or two breaks. The duration may increase over time. The total
duration of the course should last for at least five weeks up to 6 month and it should take place once
or twice a week. Additionally there should be learning exercises for homework. The offer should be
very flexible according to the needs of the family and its obligations. The experts think that the best
time would presumably be in the afternoon.
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Additional frame
For small, non-school children it is necessary to provide a child care option in a separate room with
workshops and toys.
Incentive, motivation
Food can be a motivation or incentive. There should be provided some food and drinks for the family.
It is important, as an expert says that there is no force, but voluntary participation. In principle no
financial incentive should be given, but for example for finishing a module, shopping vouchers can be
given. Experts also mention, that the option to find a job, will be a huge motivation for many Roma,
but they advise not to promise them, that they will get a job after the course, since this is no promise
that can be kept.
Trainer
The trainers must be educated adult education trainers and also have an idea about child education.
Furthermore the trainer has to speak the mother tongue of the family. If this is not possible an assistant
speaking the language is necessary. In case of conflicts also a Roma mediator could be useful. Another
idea of one expert was to qualify one person of a family to a group leader or tutor, who feels
responsible for joint learning, even after the end of the course.
Learning contents
Next to the planned learning contents experts have mentioned the following other learning contents:
 Body and health
 Basic democracy knowledge (participation, rights, obligations, live together)
 Basic knowledge in English/German/Italian/Portuguese
 Learn their mother tongue
 Basic idea of cultural education (museum, theatre, poems)
 Information and communication technology
 Gender diversity
 Learning competences (learning how to learn)
 Vocational trainings
 Practical training, practical skills
 Concrete tools like how to act at a job interview
 Present world (topics like being in a community, in society, in a social group, non-school
knowledge - consumer protection, packaging, labelling labels, validity deadlines,
communication, press, television, internet, social networks, graphical representation of space
- street, neighbourhood, city, north /south)
However in general the experts advise to keep in mind, that the most important contents are those
which the participants want to learn.
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Methods and pedagogical concepts
In principle the experts agree that the materials and methods must be adapted to the needs of the
participants. It is important to make the course applicable and concrete and based on content they are
interested in with an individual approach based on their daily dynamics and concrete needs.
Furthermore it is important to continuously use creative and alternative ways to teach reading and
writing skills, as well as practical examples and exercises to help them develop mathematical
competences. Therefore a variety of creative methods is important, with a lot of haptic material and
playful methods.
The experts emphasize again how important good, compelling and patient trainers are for the
implementation of the approach, who individually create or modify the material for each person.
Further notes to the methods are:
 Implement andragogy standards, treat adults as equals and act as a learning companion
 Respect their experience and knowledge
 At the beginning an energizing activity for the concentration of the group
 Course in the own mother tongue
 To go to other learning places, for example the railway station, medical centre, petrol station
 To provide materials to borrow and take home, such as games, books or CDs
 Pedagogical concept of Paolo Freire (oral discussion about daily life topics of all participants)
 Use the method of community-based education (one of the expressions of popular education,
which seeks to improve the quality of life of excluded sectors, through the popular
movements, which are organized in grassroots groups, communities, municipalities, etc.)
 Methods of text simplification, such as newspaper texts
 Connect the units with cultural elements (e.g. fairy tales) or hobbies
 Provide practical skills
 Reinforce self-esteem
 Use pictures and special textbooks
 Use games for adults and children (Montessori Language Centre textile letters, printing letters
in the flour, cutting and pasting thumbnail of cases starting in the certain letter)
 Support motivation and planning for the future
 Alternative methods (that use various visual additive exercises), or methods used with
individuals who suffer from dyslexia or attention deficit disorder (ADD)
 Diverse and practical learning materials, which can be used immediately in everyday live
 Do not re-produce school
 Do not use coercive methods and conveying negative judgments about gaps
 Avoid frustration and debasement
 Avoid children’s textbooks
 Avoid contents they do not have use of in everyday life
Roma specifics
The access to the target group, according to experts, is easier to reach with role models and persons
of the community. Persons of the target group should be involved when advertising for the courses.
Additionally it is a good possibility to visit the families in order to introduce the offer to them
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personally. The experts mentioned the importance of the pedagogue and the personal relations
between students and pedagogues. In their opinion, a strong personal relationship can provide
continuous motivation in the learning process. Also pedagogical assistants of Roma nationalities are
very important for the successful implementation of the educational process. They can help to
overcome communication problems and cultural barriers, which are the most dangerous in the
beginning.
The experts think that if we want to get nearer to the ideal of inclusion, certain values must have – and
must maintain – their proper place and significance in the school context and the education system.
Equality, solidarity and empathy are preconditions for developing communities where everyone feels
welcomed and accepted. Respect for these values can be seen through showing care, love and
acceptance of the other, no matter if we see him/her as different from or similar to us.
Furthermore some experts think that it is necessary to maintain motivation workshops for parents
about the need and importance of education for children and adults in Roma settlements.
Family structures and self-esteem
The family group method seemed to be interesting to each expert that was asked regarding this topic.
They claimed that, according to Roma culture and traditions, the idea of doing something together is
highly emphasized. Usually, they have a rigid family structure where every member has a defined role.
While female members usually take care of the household and the children, the male members’ role
is to sustain and protect the family. According to the experts, women could more easily be involved in
the family group learning strategy, while fathers could feel less comfortable in the same situation.
In general an educational path should take into consideration age, level of education and the social
role of each member of the family. It is common in Roma communities that children and younger
generations have higher educational knowledge than their parents. This might be frustrating for the
adult members of the family, but the experts assume that parents in general know that their children
know more than themselves. Therefore it is important to highlight the strengths of the parents and
not to make them feel ashamed. The pedagogues must be prepared for this and must motivate the
adult family members and not to harm their self-esteem. Being able to teach their children could be
an incentive for parents to learn together.
Especially with the topic of new media in most cases parents don’t feel ashamed, if children know more
about it.
There are numerous taxonomies (such as Bloom taxonomy) which can help in creation of methodical
concepts of activities for evaluation of different levels of knowledge. One Austrian expert explains that
basic education for adults usually doesn’t perform tests, but applies the method of” circular
questioning” to get to know the person better, in a personal conversation.
The testing of knowledge, most experts think, should be done in a practical context, individually
adjusted to the family and its daily life, for example, with asking to name the prices of certain products,
how much money they need for their family needs, household bills etc. It is important to detect what
they know and then to detect together which knowledge and skills miss so they can be more successful
in their everyday roles (household, workplace etc.).
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Critical advice
The experts have mentioned many important points to keep in mind. Below there is a shortened
collection of critical remarks and advices of the experts:
 To consider the historical load of the topic (discrimination, persecution, e.g.)
 To involve Roma and Sinti in the project and organization
 The target group of the mobile people is very small – in the meantime the majority lives in
urban areas or specific regions. It is also important to work there and to see how the
integration in the education system can look like.
 Quality of life should not be affected by the use of the educational offer – voluntariness is
important
 Observe the program planning document of the initiative adult education (Austria) – there is
information about quality criteria for frame conditions for example
 Roma-only education can be problematical because of separation etc.
 Risk of overestimating the cultural aspects, when many problems have a socio-economic origin
 Oral character of the Roma language (it affects the abstract thinking: orality is linked to
contingency; lower propensity to planning; tie with tradition, that sometimes is an asset,
sometimes is a burden; it is a factor related to the transmission of values between generations)
 The Romani language is a very strong element of identity
 Importance of early childhood education in a child's development
 Trainer should be prepared and know the Roma language, as well as understand the
differences of working with children and with adults
 Consider the various socio-cultural phases and mechanisms underlying the educational
processes undertaken by Roma families
 Understand if and how, the educational process conflicts with the values and knowledge that
the family group transmitted to all members
 Importance of respect for the personality, family values and the needs of the target group
 For many Roma the patriarchal family system still is important and significant

Roma – Interview summary: Basic education for family education
In each country there have taken place 15 interviews with adult Roma about family education. This
chapter summarizes the results of all this interviews. While some of the results will be shown for each
country other topics will be presented in a general summary.

Information on the questioned groups
Age range
Interviewed Roma in Austria were between 16 and 54 years; most of them between 30 and 50.
The age range from interviewed Roma in Bosnia Herzegovina lay between 25 and 55.
Interviewed Roma in Italy were between 22 and 52 years old. Most of them were between 30 and 40
years old.
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The age range of the interviewed Roma in Portugal was from 24 to 54 years. Most Roma were between
30 and 50 years old, but 5 Roma were also older than 50.
The interviewed Roma in Romania were between 16 and 57 years old, with the majority being under
the age of 30.
In Serbia interviewed Roma were between 19 and 66 years old, with the female interview partners
being younger than the male.
Therefore the overall age range of the conducted interviews lay between 16 and 66 years.
Distribution men/women
In Austria there have been interviewed 9 women and 6 men.
In Bosnia Herzegovina 3 men and 12 women participated in the interviews.
In Italy 12 women and 3 men were interviewed.
In Portugal there have been questioned 10 female and 5 male Roma.
In Romania there were 11 women and 4 men interviewed.
In Serbia 5 men and 11 women have been interviewed.
Altogether there have taken place 91 interviews with 65 women and 26 men.
Home country
Interviewed Roma in Austria were from Romania (9), Hungary (3) and Slovakia (3).
The home country of the interviewed Roma in Bosnia Herzegovina was Bosnia Herzegovina.
Interviewed Roma in Italy were from Romania (7), Kosovo (5) and Italy (3).
The home country of all interviewed Roma in Portugal was Portugal and all interviewed Roma in
Romania were from Romania.
The home country of Roma interviewed in Serbia was either Serbia (13) or Kosovo (3).
To sum up, Roma from Romania, Slovakia, Hungary, Bosnia Herzegovina, Italy, Portugal, Serbia and
Kosovo have been interviewed.
Family size and bonds
Almost all of the questioned Roma have children. The number of children ranges from one up to 8
children, but most of them have more than 3. All respondents live together with their family, except
for to questioned Roma which were trying to earn money in Austria at the time of the interview. Most
of the Roma prefer to spend their leisure time with their families and neighbours at home.
Duration of stay in one place
The Romanian Roma families questioned in Austria are alternately staying 3 month in Austria and 3
month in Romania. Four other Roma families are living in regulated housing conditions in Austria and
two Roma individuals are staying in Austria to earn money to support their family at home financially.
Most of the Roma questioned in Bosnia Herzegovina are living sedentary, but four of them are moving
from time to time abroad.
Almost all of the Roma questioned in Italy are living in stable conditions for a long time.
Roma questioned in Portugal live in a sedentary system of social housing provided by the municipality
for many years.
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All the interviewees in Romania claimed to have a stable residence, only the men tend to periodically
go abroad to sustain their families financially.
Serbian Roma interviewees live in the same city for a longer period. Only one person moves frequently
because of work. The interviewed Roma from Kosovo, came to Serbia during the war and are
sedentary.

Experiences with education
Previous experiences and grade of formal education
More than half of the Roma questioned in Austria have not attended school at all and four Roma have
quit school early after one up to six classes. Two of the three Roma, which have been able to finish
school, have been able to learn a trade. Also the majority of the adult family members of the
interviewees have not attended school or quit early. All questioned Roma with children of compulsory
school age, stated that there children are going to school. Though many of these children are visiting
school unregularly or only in their home country.
Almost all of the questioned Roma of Bosnia Herzegovina have never been to school and the ones who
attended school went there for 5 month up to two years and never finished. Therefore they all state
that they can teach their children nothing regarding basic education, since they are illiterate.
The grade of education of Roma questioned in Italy ranges from no up to eight classes of school. Three
interviewees have never been to school. Few of them mentioned that they enjoyed going to school.
Most of them think that their educational level is to low and they regret for not finishing school. Roma
interviewed in Italy are sending their children to school and they are getting good grades.
More than half of the interviewed Portuguese Roma are illiterate and have never been to school. The
other interviewees have finished 4 up to 7 years of school. Almost half of the questioned have attended
trainings and certifications. The grade of education of the family members of the questioned Roma
seem to be a bit better. They have 4 up to 8 years of school and few individuals have learned a
profession.
All Romanian interviewees claimed that they have attended school and most of them finished eighth
grades, but none of them has attended a vocational course. They also mentioned that they have
problems in their everyday lives with reading and writing skills and with their mathematical
competences. They state that it is difficult to help their children with the homework and that they have
difficulties with reading the invoices, etc.
Of the questioned Roma in Serbia six are illiterate and have never been to school and two have not
finished primary school. For the illiterate Roma, the tendency is that their parents were also illiterate
and for example of one person with eight children, only 3 are going to school. They cannot help their
children with learning. The grade of formal education of the other half of the interviewees in Serbia
ranges from completed primary school up to completed high school.
Importance of education in everyday life
Almost all of the interview partners stated that education is important. Many of them consider their
level of knowledge as enough for needs of their community and society but not enough for themselves
and the labour market. However some Roma think that studying for many years might not really help
to get a (better) job and to improve their living conditions.
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Roma interviewed in Italy and Portugal stated that they are discussing education regularly with their
children and other family members. They try to teach their children values and the importance of
education. If they can they help their children with the homework but some of them are not able to
which is something they regret. The majority of them thinks that boys and girls should have the same
opportunities.
Roma in Romania also say that the education of their children is important, but they allow them to
leave school before completing the formal education anyway mainly because they think that they have
already learned what is necessary and because the girls get engaged very early.
Some of the interviewed Roma do not consider themselves well informed about educational
opportunities, only few people know where to find information.
Furthermore older interviewees tend to think that they are too old to learn.
Situations where skills are missing
All questioned individuals stated, that in many situations there have been skills and knowledge missing.
Many of them have to rely on the help from others. Situations were skills are missing are for example:
 German language for Roma staying or regularly travelling to Austria
 Problems in the job search, because they don’t hold a driving license
 The ability to read and write effects the access to information as well as the ability to orientate
and organize oneself
 Technical skills (use of the computer or the cash machine etc.)
 Skills for work
 Read SMS
 Reading, understanding and filling out documents (for example: concerning matters with social
security, court, etc.)
 Write their names and sign papers
 Read the tags in shops and read invoices, etc.
Useful skills of family members
Several interview partners mentioned one person, for example a brother or sister, which is the only
one in the family with a job or has finished school. Some Roma also stated that they get help from their
children, partners and other relatives, to deal with daily life situations. However many of the
questioned Roma stated that their family members have no useful skills, which they could learn from
them. Skills which were mentioned that family members have are:
 Writing and reading (most important)
 Computer skills
 Foreign language skills (English, German, etc.)
 Solving life situations (going to the doctor, addressing personal documents, paying bills)
 Help in understanding and filling out documents
 Some children motivate parents to study
When asked about what the interview partner could teach their family members some stated that they
are teaching their children how to behave and daily live skills. Some Roma can imagine to teach their
children cooking.
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Wishes for the future
Most of the interviewed Roma are aware of the fact that education can change their lives and their
future, but also the life and future of their children, for whom they hope for better prospects and
opportunities. For many there is a strong link between education and work (even for children).
The wishes for the future of the questioned Roma vary and are for example:
 Learn reading and writing
 Get the drivers licence
 Being able to support their children and help to keep them in school
 Being able to handle everyday situations like filling different forms, signing papers, paying bills,
reading documents etc.
 Be no longer seen as different people
 More support from the state
 Foreign languages like English or German (for example in order to find a better job abroad)
 Learn a trade (for example: Hairdresser, mechanic, sewer, painter, gardener, cook, floristry,
masonry)

Structure of the learning units
External conditions (place, staff…)
Interviewees agree that it would be advantageous if the courses take place near to their community
or neighbourhood and most of them would prefer rooms of the community centre or social
institutions, like Caritas, they already know. Some of the questioned stated that they would not go to
a typical classroom. Many of them also claimed that travelling to another location would be
complicated, mostly due to lack of child supervision and travelling costs.
In order to study the atmosphere of the room has to be peaceful and quiet and the trainer should be
good and treating them respectful and supportive.
Almost all questioned Roma would feel more comfortable with a trainer speaking their mother tongue.
Only few mentioned that they would prefer to learn a foreign language with a native speaker.
Several of the interviewed Roma stressed the importance that the courses are compatible with their
family life and the school life of their children.
Duration and regularity
Regarding the duration and regularity of the learning units, the opinions of the questioned Roma vary
a lot. The answers show results from 30 minutes per unit up to 4 hours. Most of the questioned would
be ok with approximately 1-2 hours per day. Also regarding the hours per week and the total duration
opinions varied a lot from 2 up to 8 hours per week and from one month up to one year. Few Roma
can even imagine to learn for several years.
All answers of the interviewed Roma, have to be seen in correlation with the factor work and financial
support. Time resources are more limited, if the questioned has a job. Some Roma mentioned that if
they got money for their attendance in the course, they would be able to spend more time on learning.
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Learning contents
Interviewed Roma stated that they would like to learn the following contents:
 Learn reading and writing
 Learn to write the own name and to sign
 Learn the basics of mathematics
 Learn a foreign language (German, English, etc.)
 Learn a professional skill (mechanic, gardening, cooking, floristry, hair dressing, masonry,
computer science, forest resources, painting, barber, sewing, etc.)
 Learn the needed skills to pass the driving license test
 Learn computer skills and how to use the internet
 Learn about the Italian culture
Needed support to teach family members
To the question, which support would be needed to teach family members, many Roma answered,
that they would need support from a professional trainer and in terms of educational material, pens,
books, etc. However, illiterate people answered that they don’t know anything to teach.
Several Roma also stated that they would need financial support, to ensure their living, for example
with money, food, lodging and tickets for the journey to the course. Most of the interviewed Roma in
Austria can only imagine being able to learn under this circumstances.
Motivation
The majority of the questioned Roma believes that a higher level of education can help them to
improve their living conditions and to improve their access to the labour market. They think that they
will have more and better opportunities and better salaries. The possibility of being more successful in
life and to be able to do something for themselves without having to ask others for help are the main
motivational factors.
Some of the questioned stated that a good trainer as well as a good relationship with the trainer and
continuity of the courses are important factors for their motivation. Moreover courses should be linked
to the acquisition of practical tools and skills which can be used in daily life. Few interviewees also
mentioned the support of family members as an important factor.
Furthermore some questioned Roma also mentioned as a motivational factor, that education can help
to achieve social inclusion and to improve the negative image that the society has of Roma families.
They would like to be respected and seen like the rest of the society.
However the intensity of the motivation of the interviewed Roma varies strongly. Few Roma, especially
the older ones, do not find motivation. Some of them believe that education is not going to affect their
future or that they have no time, because they need to earn money. Therefore some of the questioned
stated to need or want basic needs supply.
Testing of knowledge
Regarding the question, how the interviewees would prefer the knowledge testing to be like, the
opinions vary and the answers are almost divided evenly. Approximately one third of the questioned
Roma would prefer an oral testing, where the examiner should ask the questions in a spoken form.
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Another third of the questioned would prefer a written test and the last third of the questioned see
both options as a possibility.
Important to them is, that this testing takes place in an informal way and in an out-of school
environment. Several Roma also stated that they would prefer to be tested in the group.

Interview findings for the creation of the courses
This short chapter summarises the interview findings, containing essential information for the creation
of the course and its learning units.
Family learning, Roma specifics and mobility
The experts agree that in teaching family groups it is important to keep an eye on the fact, that defined
roles in families might cause problems. Experts think that fathers might feel less comfortable in a family
learning setting than mothers. Overall trainers need to be prepared to highlight the strengths of the
parents and try to prevent them from feeling ashamed.
During the interviews with experts and Roma, it became clear, that the target group is very
heterogeneous. It is important to differentiate between allochthonous and autochthonous, as well as
sedentary and moving Roma. Even though this manual, aims to provide learning units, which can be
attended by moving Roma families, this doesn’t exclude sedentary Roma families. The importance is,
for the trainers and organisations, implementing basic education courses, to keep in mind the diversity
of families attending these courses. The approach of this manual, tries to consider all eventualities, to
make a course for all interested Roma families possible.
The interviews show, that while in Austria there are many moving Roma families, in Portugal there are
living almost only stable Roma families. In Italy, Serbia, Bosnia Herzegovina and Romania both way of
living are a reality. Even though experts stated that mostly the fathers are travelling abroad alone.
Also in matters of reasons why our Roma interviewees didn’t go to school (long) the answers varied a
lot, this was also partly because of the heterogeneity of our questioned group, from different
countries, subgroups, of different ages, gender and family sizes, as well as different durations of stay
in one country.
In order of the transfer of information on the level of knowledge of the Roma family members, from
one organisation to another, the experts think that one possible solution is, to create some kind of
portfolio with notes of the trainer about the learning progress. The decision if the family members
want to pass on this portfolio to their next trainer should be their decision. The project team specified
and explained this topic, in the additional chapter Mobility, including an example for a mobility tool.
Duration and frequency of the course
The answers on this topic, from Roma as well as from experts have been very diverse. Experts stated,
that the most important thing to consider is, that the duration and time should be adjusted to the
needs and availability of the families.
Most experts and Roma, said that one learning phase should be between 1 and 2 hours per day, but
also 30minutes up to 4 hours have been mentioned by Roma. The frequency was discussed from 1 up
to 3 times a week. The total duration of the course was discussed between 1 month and 1 year by
Roma and between 5 weeks and 6 months by experts.
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To consider the needs and obligations of the particular family, the project team decided, to split up
the courses in 45minute units of pure learning time. Additionally there has to be calculated quality
time before and after the course and a break, if the family plans to take more than one unit per day.
The family has to decide, if they would prefer one or two units per day, as well as the number of days
per week. In the additional chapter “guideline for the first unit” it is described how to come to a joint
solution on the duration and frequency, during the first unit. Experts stated that for the family learning
setting it would also make sense to assign homework sometimes.
External conditions of the course
The interviewed experts gave two options where the courses for families could take place. Either in
the family home or in an external room of, for example, an educational or training centre, premise of
a Roma organisation, a social institution, like Caritas, or in a room provided by a parish. Both options
have their pro and cons, but the most important factor is what the family wants, and where they have
a quiet place to concentrate and to work without interruptions and embarrassment.
Most interviewed Roma declared that they would prefer to learn in a course room in their
neighbourhood, like rooms of a community centre or social institution, like Caritas, they already know,
to avoid a lot of travelling time. They stated that it should not be a typical classroom and that they
need to feel accepted and respected.
The questions where the course takes place will have to be solved for each course individually, taking
into consideration the possibilities of each organisation and the needs of the particular family.
The atmosphere in the course room, experts and Roma interviewees agree, should be quiet,
welcoming and peaceful, to be able to focus on learning. Furthermore experts state, that the course
room needs to be bright, comfortable, wheelchair accessible, equipped with enough tables and chairs
as well as a small library and reading area.
Additionally Roma stated that, in order to be able to concentrate while learning, childcare for the nonschool aged children would be an important factor. This way they would know, that their children are
taken care of adequately, during the course. In the additional chapter child care worker, a job
description example is provided as a template for education organisations implementing the courses.
Contents and material
Experts and Roma agree that the contents reading and writing, mathematical competences and digital
competences are important basic knowledge. For Roma there would be more interesting things to
learn like foreign languages, professions, Italian culture and knowledge for the drivers license and also
experts think that there are more important aspects like foreign languages, body and health,
democracy knowledge, gender diversity, vocational trainings and the knowledge about the present
world which could be added. In this course structure for basic education, these topics can’t be included
due to lack of resources and time.
Anyway trainers should try to provide applicable material based on the interests and needs of the
family members, which could include information on the mentioned topics while practising reading
and writing, mathematical competences and digital competences. The learning material should be
created individually for the family members and adapted to their needs. It should be interesting,
haptic, practical, playful and creative, containing pictures and many different methods using cultural
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elements, discussion etc. The project team included 10 example units per topic, in the annex, following
these standards.
Testing of knowledge
The answers of the interviewed Roma, on how the testing should look like varied a lot and is divided
evenly between oral, written and a combination of those two. Anyhow it should be informal and not
in a school-like environment.
The interviewed experts agreed that the testing should take place in a practical context, individually
adjusted to each family member with an emphasize on detecting what they already know.
Examples for, how such a testing of knowledge could look like, are provided in the learning unit
descriptions.
Trainer
Experts agree that the course should be held by trained adult education trainers who are also having
an idea about child education, not school teachers. Roma and experts agree that the trainer should
speak the mother tongue of the family members and that the presence of a Roma mediator at the
course would be advantageous. Experts stated that a good trainer has to be able to create creative
material fitting to the concrete needs and interests of each family member with an individual approach
based on the family’s daily dynamics. Furthermore Roma stressed that the trainer needs be supportive
and to treat them with respect and experts additionally stated that the trainer has to be compelling
and patient.
In the additional chapter “Train the trainer” the necessary education of such a trainer are explained.
Motivation and incentives
Experts stated, that it is important to motivate the participants on the one hand, personally, with a
visit, a personal relationship and during the course with creative methods, and on the other hand using
incentives and rewards in form of material goods, but not monetarily. Also Roma interviewees said,
that they would need both kinds of motivation. One major motivator, for example would be food and
drinks as well as shopping vouchers, but also a good relationship with the trainer, knowledge
applicable in daily life and being able to do something without needing help from somebody else.
In the chapter general recommendations for the courses the importance of motivation and incentives
is explained in more detail, including recommendations and possible solutions.
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Education theory
“Tell me and I forget, teach me and I may remember, involve me and I learn.” - Benjamin Franklin
This chapter gives a theoretical overview over Andragogy as well as linguistic acquisition theories and
didactic input on elementary mathematics.

Basics of Andragogy
What is Andragogy?
The literal translation from ancient Greek of the term Andragogy is “leader of man”. A German
educator named Alexander Kapp had actually coined the term in 1833.
Andragogy refers to methods and principals used in adult education. It is the science which deals with
the understanding and shapes of lifelong education of an adult. All areas, from professional over social,
political and cultural education, up to the development of own personality belong to it.
Earlier scientist like Jost Reischmann arranged the adult education as a part of the andragogy. In the
meantime the concepts adult education, continuing education and andragogy are often used
synonymously in the technical literature. 2
The American educator Malcolm Knowles claimed that andragogy (man leading) should be
distinguished from the more commonly used term pedagogy (child leading).
Knowles had already begun building a comprehensive theory of adult learning and so he/she
developed the andragogical model based on six assumptions:
 The need to know: Before adults are learning something they need to know the reason for
learning it.
 The role of the learner’s experience: Experience provides the basis for learning activities and
adults come into educational activity with a bigger volume and a different quality of experience
as youths.
 The learner’s self-concept: Adults have a self-concept of being responsible for their own lives
and own decisions on education. Also important is the involvement in the planning and
evaluation of their instruction.
 Readiness to learn: Adults have such a substantial interest of learning subjects having
immediate relevance to their work or personal lives and they are able to do in order to cope
effectively with their real life situation.
 Orientation to learning: While children and youths are learning subject-centered or contentcentered, adults are life-centered or problem-centered in their orientation to learning.
 Motivation: Adults react better to the intrinsic motivation (self-esteem, quality life etc.) than
to external motivators (job, promotions, etc.).3

What is Pedagogy?
Pedagogy is the science and art of education. An instructor develops conceptual knowledge and
transfers the content of learning activities in pedagogical settings. Furthermore, pedagogy is defined
as many different types and variations of teaching. There are many different ways in which learners
2
3

https://de.wikipedia.org/wiki/Andragogik ; [2017, May]
http://academic.regis.edu/ed205/knowles.pdf , page 1; [2017, May]
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learn and trainers teach. Some of these ways are inclusive of discovery learning, group learning, hands
on learning, distance learning and independent study. So, the methods and practices of pedagogy are
used in teaching, especially of children.4

Differences between pedagogy and andragogy
Pedagogy:
 The learner is dependent on the trainer, who schedules all the activities. So the trainer decides
not only how, where and when the learners should be but also what is taught and how it is
taught. Furthermore, the learning is evaluated by the trainer.
 The method of pedagogy is didactic. Because children already have little experience which
could be gained from this kind of learning.
 In this field there is a standardized curriculum set which is based on social needs.
 Children get pressure from external influences, for example by the teacher, parents or because
of the competition for grades. 5
Andragogy:
 In contrast to the pedagogy, the learner is self-directed and moves towards independence.
Also he/she is responsible for the learning and evaluates it him/herself.
 The method of andragogy is to solve problems, discussion and service-learning. Because here,
there is a large quantity of experience gained.
 The curriculum is only an application based and the topics revolve around the life.
 Because of the internal motivation adults perform tasks and solve problems. It includes selfconfidence, self-actualization etc. 6
Similarities between pedagogy and andragogy
The common factor is that both are problem-centered approaches. Both have an authoritative figure
who imparts knowledge and education to the learners by means of interactions. Furthermore, in both
methods, the trainer provides support, feedback and also resources for better acquisition of
knowledge by the learner. Another important point is that the two approaches result in educating the
individual, and transforming his/her perspective and outlook.7

Important aspects of basic education in family system
Education in family system is also known as family learning and can be described as “any learning
activity that involves both children and adult family members, where learning outcomes are intended
for both, and that contributes to a culture of learning in the family.’8
It includes more than one generation of a family, and may be informal, through activities such as
games, puzzles, quizzes and so on, or more formal when courses are delivered in schools or community
centres.

4

https://www.boundless.com/education/textbooks/boundless-education-textbook/curriculum-and-instructional-design3/instructional-design-14/what-is-pedagogy-48-12978/ ; [2017, May]
5 Ibidem
6 https://de.wikipedia.org/wiki/Andragogik ; [2017, May]
7 http://www.buzzle.com/articles/differences-and-similarities-between-pedagogy-and-andragogy.html ; [2017, July]
8 Family Learning Works: The Inquiry into Family Learning in England and Wales, niace – promoting adult learning
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It is important to underline that family learning is often addressed to adults in order to fill the gap of
an insufficient education (illiteracy, low educational level) which can affect the school career of the
children.
This kind of situation is common in some Roma groups, where children attend school regularly, but
their parents are not able to help them with homework. Some parents, especially mothers, are aware
of this gap and feel sorry not to be able to help their children; they also regret the fact of having
attended only a few classes or none at all.
In fact ‘basic skills are important in family life. When parents lack the literacy, language or numeracy
skills to help young children with homework, those children suffer educational disadvantages that can
impede their progress and place additional burdens on schools. Parents who improve their basic skills,
whether through family learning programmes or adult education, can better support their children,
reducing the intergenerational transmission of educational disadvantage.’9
The main aim is to help parents supporting their children’s education, and courses focus on basic skills
such as numeracy, literacy and language skills. During the units both parents and children are involved
in the activities.
Family learning is a way of involving adults who don’t consider joining a traditional course; many
parents can be encouraged to attend this kind of course with the aim of helping their children and this
kind of motivation is the most important one. Moreover family learning often encourages parents to
go on to further training.
Some documents state principles to bear in mind for a good family learning.
1. The whole family should be engaged in learning together. Family learning programmes are about
working with adults and children, each one according to their learning needs.
2. Family learning is about empowering families to take control. That’s why it is important to listen to
families and to recognise their own expertise: this is a starting point for an active involvement of the
family.
3. Context and culture are crucial and have to be recognised. Interventions should consider context,
culture, timing and access issues; this is particularly important for Roma families, which belong to an
oral culture. Moreover Roma are often marginalized in the traditional learning courses, that’s why it is
important to make them feel welcomed and never guilty for their gap.
4. Family learning is a positive model. It does not start from disadvantages but from personal resources
in order to recognise each own power and use it to achieve more aims. Victimisation must be avoided,
while personal skills should be used as a leverage.
5. Family learning should be delivered according to a methodology and trainers should undergo a
specific training.
It is also important to underline that Information and Communication Technologies (ICTs) can and
should play a more important role in the acquisition of literacy. Mobile devices, open educational
resources (OER) and social media have a great potential for widening access to adult learning. These
can support adults' informal learning and improve formal and non-formal education opportunities, as
many adults with a low educational level use digital devices in order to communicate (SMS, WhatsApp,
and so on).

9

Directorate-General for Employment, Social Affairs and Inclusion: Improving Policy and Provision for Adult Learning in
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Linguistic acquisition
First of all, different designations are used for the languages which are involved in the socialization
process: mother tongue, first language, primary language, L1 and sometimes also family language or
original language. Furthermore, there is the name of the second language or L2. These are used for an
ambient language which is acquired only late. And the term “bilingualism” means to master two
languages on the level of the mother tongue. 10

Forms of linguistic acquisition
Points of interest: there are three different forms of the linguistic acquisition.
 the first language acquisition
 the uncontrolled second language acquisition
 the controlled second language acquisition or foreign language teaching at school 11
The meaning of the first language for the linguistic acquisition
Since the linguistic barrier discussion in the sixties is known that the first language plays a central role
for the language development of an individual.
The actualization and support of the specific linguistic capacity in the first linguistic acquisition of a
person and concurrent growing into a certain linguistic and cultural world lay the foundation stone for
the acquisition of other second languages or foreign languages.
And if the linguistic acquisition is not promoted and developed, it comes to a so-called
“semilingualism”. It means a bilingualism which takes an unfavourable course of the linguistic
socialization and that’s why neither the one nor the other language can/could develop. So if the first
language isn’t tightened, for example in grammar or spelling, insoluble problems would rule and the
second linguistic acquisition is affected. This is why a connection exists between the development of
the first and second language.
Frequently many people from another country get a course in L2, the language of the residence, and
the original language is cut off suddenly. The result is that none of both languages isn’t really acquired
and it leads to a sequential restriction. Also the development of generally cognitive abilities suffers
from it.12

Linguistic acquisition theories
Language is a highly complicated abstract system of grammar rules, meanings and pragmatic
conversion. The way of linguistic developing becomes influences from social, biological and cognitive
factors.
Different linguistic acquisition theories offer partly contradicting and partly complementary
explanation models.
 Imitation and conditioning (behaviourism)
 Innate mechanism (nativism)
10

Spracherwerb in der Migration – Deutsch als Zweitsprache, page 1; http://oesterreichischesdeutsch.bildungssprache.univie.ac.at/fileadmin/user_upload/p_oesterr_dt_unterrichtssprache/Publikationen_Rudolf_de_C
illia/srdp_cillia_spracherwerb_migration_2011-10-11_f%C3%BCr_BIFIE.pdf [2017, May]
11 Ibidem, page 2
12 Ibidem, page 3-4
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Interaction (interactionism)
Based on comprehensive, concrete experience (cognitivist)13

The behaviourist theory (Skinner)
The linguistic acquisition is an imitation. The environment delivers linguistic models and increases right
statements by praise or similar. Compared to wrong statements none or negative reactions is shown.
The more often a word or a statement is strengthened, the more it hardens in the linguistic repertoire.
The language is formed by the reactions of the environment. 14
Therefore, the trainer get an important role because of setting and giving appropriate incentives and
feedbacks to the reactions of the learners. In this way the trainer intervenes with the positive
(sometimes negatives) feedbacks centrally on the learning processes of the learner.
Realization:
In the practice it means trainings in small repeating steps to acquire factual knowledge (for example
vocabularies) easier.
 Learning goals: The learning goals are clearly formulated.
 The arrangement of learning tasks: The exercises are formulated easy so that positive
feedbacks predominate. Also, the learners prepare the tasks in their own speed but the order
is prescribed by the trainer. Starting with lighter topics the level of difficult will be increased
slowly.
 The arrangement of learning materials: The learning content is divided in individual small
portions and this requires learning tasks that are coordinated and build upon each other.
 Praise/Review: It is necessary to give a review or prompt feedback. 15
Practice example:
Trainer: “Can you bring me a pen, please?”
Learner: “A pen.”
Trainer: “Yes, it’s a pen.”
Applicable for families:
The behaviourist theory is also applicable for learning with families. It is better if a trainer support the
family members while they are doing the exercises. So, they can get a right and also authentic
feedback. Furthermore, they have the chance to get not only negative but also positive feedback. And
with small repeating steps the family get in conversations and learn together, as the practice example
represents
(instead
of
the
trainer,
it
is
another
family
member).
The nativist theory of language (Chomsky)
Language Acquisition Device (“LAD”) is a nativist concept as well as a hypothetical model to the
linguistic acquisition. There is an assumption in this theory that regardless of cognitive development
an innate linguistic acquisition mechanism exists, which importantly steers the linguistic acquisition.
Chomsky used the model to explain how amazingly people are able to acquire language abilities as
well as accounting for the innate understanding of grammar and so on.
Further suppositions:
13

http://www.sprachfoerderung.info/spracherwerb.htm [2017, May]
Ibidem
15 https://www.isb.bayern.de/download/1542/flyer-lerntheorie-druckfassung.pdf , page 4; [2017, May]
14
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People acquire the language intuitively and unconsciously.
All have predispositions which are used for the linguistic acquisition. These predispositions are
“formale Universalien” (these concern the character of rules in the grammar), “substantielle
Universalien” (informations about the essence of the language, for example the difference
between the linguistic and non-linguistic sounds) and on the basis of these knowledge the
learners build hypothesis about the structure of the language (process of the hypothesis
education and the process of the hypothesis assessment). 16
Realization
The learner is not learning sentence by sentence, but builds new sentences by the rules of the mother
tongue or first language. So the training is to complete or repeat right sentences to learn also the rule
of the language. Because of that the trainer delivers inputs for the language. Important is the rule of
knowledge, for example the position of verbs, which is trained together.
Practice example:
The trainer reads out a sentence from a book: “On Monday she has eaten an apple. On Tuesday she..?”
The learner completes the sentence: “...has eaten an apple”. Then the learner repeats the sentence
for remember the rule of the grammar.
Applicable for families:
The nativist theory can also adopt for family learning but with support of a trainer. Because of
completing or repeating the sentences in a correct way they should have the trainer by their side. At
least at the beginning of learning the language because of stabilizing and training the rules of the new
language.
The interactionist theory (Bruners)
In this theory the social interaction plays a central role so that the innate language can develop.
Language is acquired in interaction by common action, by a repeated play whose expiry always stays
the same in which the learner takes over increasingly the active role and finally transfers the qualified
on real situations.
It’s also worth mentioning that the social interaction takes a bearing on the respective state of the
cognitive and linguistic development of everybody.17
Realization
In teaching and learning situation it means not to solve didactic problems but the independent
discovering and constructing of problems. It’s a process of individual construction of knowledge and
the social interaction comes to the fore.
So the trainer is more in the background and has just a role of a coach or learning guide, who supports
the autonomous and social processes of work.
 The learning goal is not to find solutions on the basis of right methods but learners are able to
handle with certain situations and finally to develop some solutions. Here, it’s a reflective
system and the creation of an authentic context gets a central role.
 Methods like group works and different playful activities (inside or outside) are effective to
discovering and constructing of problems and also to get some ideas from other learners. It’s
important that learners ask questions among each other.
16
17

https://de.wikipedia.org/wiki/Language_Acquisition_Device ; [2017, May]
http://www.sprachfoerderung.info/spracherwerb.htm [2017, May]
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Practice example:
To get in interaction and communication the trainer offers a group work with ball games. The learners
are getting in interaction and talking with each other without any learning goal. They are just coming
in communication and learning complex linguistic terms from others or also from the “coach”. The
learners can use these terms in other situations.
Applicable for families:
The interactionist theory is well applicable for families because of getting in touch with others and not
only with the own family members. In fact, it is surely pleasant to be together with well knowing
people, but it is better to offers group works in completely mixed groups to get with others in contact.
With different activities they can learn from each other and they can practice the wording of questions.
The cognitive theory:
Basic condition for cognitive and linguistic development is the concrete experience of the environment
with all senses. By them images of objects are acquired, refined on and on, internalised and finally
symbolised by a word. That’s why language is at the same time also a condition of the advancement
to abstract thinking. 18
Realisation:
The human is getting informations of all subjects from the human life which are solved as cognitions
and realizations.
Here, the learner and also the trainer have a central or active role. The learner gets informations and
problem definitions from the trainer and on the basis of that, the learner develops ways of solutions.
The trainer provide an anchoring of new stuffs in previous experiences. Firstly, he/she determines an
order of priority of available knowledge regarding the learning topic. Because of that it results in a
relevant trainer structure and the learner can arrange the process of learning active and individual. As
a tutor, the trainer gives the learner a hand which has the effect that learner produces a connection
between already learned and new learning material.
Practice example:
The trainer shows the learners types of different balls. They explore and touch the objects while the
trainer give them the names of the ball. After some repeating, they involve the words in their
vocabulary.
Applicable for families:
The cognitive theory is also applicable for learning with families. They can learn different vocabularies
for the everyday life. For example little tactile objects are occur repeatedly if parents play with the
child. So if a trainer or someone else gives the learner the description or name of the object, they can
repeat the new vocabulary with the child.

18

Ibidem
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Concrete use possibility in the family education
“The dialogic learning” (Urs Ruf, Peter Gallin) 19
Structuring is the dialogue between the training person whose offer orientates itself by the
professional logic and curriculum and the learning people who use the offer of the training person in
individual manner. The major task of the learning people is to document the personal use of the offer
very authentically (so-called “Lernjournale”).
Instruments of the dialogic learning:
 The core idea
 Open tasks
 Journal or diary
 Feedback
 Norms
The dialogic learning and the instruction concept – two different training concepts in the overview 20
The dialogic learning
The instruction concept


Authentic meetings between content
and people
Pedagogical core ideas:
 Every learner should receive a personal
dialogue with the thing and he/she should
behave in his/her narrow circle as the
experts in researching.
Order:
 Everybody gets on the way and uses the
own possibilities (expression of thought
etc.).
Journal or diary:
 The learners narrate the stories about their
personal meetings with the material.



providing and practicing of knowledge

Pedagogical core ideas:
 All learners should treat the thing in such a
way as it is described in the reference books.

Task:
 You have to achieve a prescribed aim. If
someone does not make it, is excluded.

Exercise and examination paper:
 The learners try to use technical knowledge
and
standardised
procedures
so
professionally as possible.
Feedback (development perspective):
Correction (deficit perspective):
 The training person interprets respective  The training person determines the defects
learning
processes
and
gives
and misses the divergences compared with
recommendations for the wide work.
the technical norms.

19

https://de.wikipedia.org/wiki/Dialogisches_Lernen [2017, May]
Dialogisches Lernen nach Urs Ruf und Perter Gallin, page 2;
http://arbeitsplattform.bildung.hessen.de/fach/2/news/dez/dialog.pdf [2017, May]
20
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Didactics of elementary mathematics
The mathematics didactics deals with the learning and apprenticeships in mathematics in all age steps.
It searches answers to questions of the kind: What should and what could be able to learn the learning
people in the mathematics units? How should or could be taught a certain mathematical content or
how could/should be given a certain mathematical ability? How can they win more joy in mathematical
activities?
On the one hand it orientates itself by mathematics and on the other hand by the learners.
Didactic principles
Like all principles, didactic principles are no stiff action instructions or recipes. They are proposals,
suggestions and structural assistances. In last decades a huge number of such principles were
formulated by mathematic experts.
First of all the trainer should put the question to him/herself: Which foreknowledge is required? Also
important are conversations with learners like “How many arms has the cuttlefish?”, looking at
pictures together and the using of forms in the everyday life. It leads to an increase of the allocation.21
The “E-I-S-Prinzip” (J.S. Bruner)
Mathematical circumstances can be shown in three different kinds:
 “enaktiv” – acting
 “ikonisch” - figuratively
 “symbolisch” – verbally or forma
Furthermore, with the action level it is distinguished whether the learner carries out the action,
experiences the action or gets told the action and imagines it.
Practice example:
Four girls and three boys are going at the cinema. How many tickets have you buy?
 The assembling of two quantities presents an action. Also the process can be shown graphically
and be note symbolically (4+3 = 7). 22
The operational principle
The object capture meant to investigate how they are constructed and how they behave if operations
are exercised on them.
In the stricter sense this means that composition ability, associativity and reversibility play an
important role while introducing and practicing a mathematical area.23
Systematic process of the learner:
 Examine – which operations are workable and how they are tied with each other
 Find out – which qualities and relations to the objects are impressed by construction
 Observe – which effects have operations on qualities and relations of the objects (“what
happens with, if…?)
Practice example - “Sums on the hundred board” (Floer in 2003)
21

http://www.didmath.ewf.uni-erlangen.de/Vorlesungen/Hauptschule/Zahlbereiche/ws08_09/Did06_04.pdf , page 1
[2017, May]
22 Ibidem
23 Ibidem, page 4
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The learners should determine the sum of a square cutting (2x2), for example. Afterwards the cutting
is shifted around a unity to the right or down or on the left. They should answer following question:
“What happens with the sum if you shift the cutting around a unity to the right (or down, or left)?”

Concrete use possibility in adult education (best practice example)
“mathe 2000” (Wittmann & Müller)24
This concept has the principle of an active and discovering learning which means the autonomous
searching and transforming of informations and building knowledge by own activities.
Focus areas:
Activity orientation, productive practice, problem-solving action, cooperative learning, differentiation,
learning in complex situations and Individual ways of solutions
A role-playing game – addition of everyday situations:
The represented situation in the mathematic book is played by the learners. The correct spelling and
way of speaking is explained on the board. Then the situation is describing by the learners – possible
with figures/objects on the table. Afterwards they have a clearly image of several everyday meanings
of addition.
A pursuing exercise:
Three learners think up free addition exercises on the basis of the other exercise. They notice these
and try to tell an arithmetic story, perhaps with a sketch to the other learners. On account of linguistic
difficulties gives the trainer support, for example a headword which is extended to a picture
description.
The learning goals:
 Learners get to know the operation of addition in everyday situations.
 Learners explain the addition at the action level and transfer the connection on the symbolic
level.
 Learners know the meaning of the equals sign.

Important aspects of learning outcomes
The planning of teaching process begins from the very end. Although the stages of the teaching process
(planning, preparation, realization, evaluation) are interdependent and cyclical, planning is the first
step in the preparation of teaching as an intentional and meaningful activity of trainers and
participants of each educational process. Planning begins with the question: what in this process do I
want to achieve and how will I achieve this?
DeSeCo, OECD, Tuning program and many others have tried to define the key competences necessary
for life in a contemporary world that an individual gains throughout life in formal education, nonformal and informal learning processes. Key competencies are: ability to communicate in mother
tongue; Ability to communicate in a foreign language; Understanding and use of knowledge in
24
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mathematics, science and technology; Ability to use digital technology; Learning ability; Social and civic
skills in a multicultural environment; Entrepreneurship and the ability of cultural heritage. There are
three categories of key competencies:
1) Interactive use of tools (use of languages, symbols and texts), use of knowledge and information,
use of technology); 2) the ability to communicate with heterogeneous groups (creating good
communication with others, teamwork, managing and resolving conflicts); 3) autonomous action
(understanding of the broader context in which we operate, the ability to manage our life - setting
goals, priorities and strategies for their realization, understanding their own interests and the ability
to accomplish them in complex environments).
When we know what we want to achieve with teaching process, what competences we want the
participants to master, then we set objectives of teaching and formulate the learning outcomes.
Objectives imply what the trainer intends to achieve in the teaching process. Therefore, the
pedagogical goals tell us what the trainer wants to teach and is about the trainer's intentions, and the
outcomes relate to learning, e.g., what is expected from the participants to attain at the end of the
teaching process.
According to Dragičević and Dželalija25 learning outcomes are clear and precise statements about what
participants should know, understand, be able to do, value or be able to demonstrate at the end of
the teaching process. The learning outcomes are the competences that person gained by learning and
proved after the learning process. Learning outcomes, unlike educational goals (objectives) define
what one should know and be able to do a trainee rather than a trainer.
Learning outcomes26 do not indicate types of the activities or methodologies that will be used during
teaching process but rather indicate expectations what will participants be able to achieve during the
learning and teaching process. Learning outcomes should be SMART:
 Specific (outcome should be as specific as possible, formulated by clear and concrete words)
 Measurable (measuring of learning outcomes enables objectivity during assessment and it is
important to determine criteria and ways how to measure if desired outcome has been
achieved)
 Achievable/Agreed (although the trainer defines the learning outcomes in advance, it is
important that the participants are well aware of the outcomes of the program at the first joint
encounter and of the learning outcomes of each class at the beginning of each unit)
 Realistic (It is also necessary to ensure that learning outcomes are achievable in the time
period for which they are written (in duration of teaching and learning process))
 Timely defined (the learning outcomes must be time-limited and to represent the time frame
in which they will be realized)
Learning outcomes are the basis for selecting the strategies of teaching, learning and checking the
learned/adopted/developed. One of the most used theoretical frameworks for planning, preparing
and evaluating the educational process is Bloom's taxonomy of educational objectives. Bloom's
taxonomy explains three basic areas of human personality and activities that overlap each other:
cognitive, emotional, and psychomotor (knowledge, attitudes and skills). Bloom's taxonomy allows us
25
26

Dragičević/Dželalija (2016)
Ibidem.
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to display qualitatively different types of knowledge, skills and attitudes of participants in a visible and
measurable way, and we use active verbs in the process of formulating the learning outcomes for all
three areas.

Categories

Cognitive area
(Bloom, 1956; Pohl, 2000)

Emotional area
(Krathwohl, 1964)

Psychomotor area
(Simpson, 1966)

VII.

-

-

origination

VI.

synthesis/creation

-

adaptation

V.

evaluation

characterization

complex overt response

IV.

analysis

organization

mechanism

III.

application

valuing

guided response

II.

comprehension

responding

set

I.

knowledge

receiving

sensory stimulation
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Learning units
Family learning is a unique type of learning where more generations of one family can learn together.
In this structure caregivers or extended family members can also be included in case. This type of
education can be used in more types of learning situations. It can be used in informal learning
situations just like family days in the community centers or it can also be used in more formal learning
situation like in the case of the family learning courses. These formal courses can also have the aim of
developing literacy, mathematical or digital skills.27
According to the writers of the Family Learning Works “Family learning refers to any learning activity
that involves both children and adult family members, where learning outcomes are intended for both,
and that contributes to a culture of learning in the family.”28
The benefits of this type of learning are that family members can learn with each other and from each
other. Through this type of courses trainers can not only develop different skills but they can also
develop the parent-child or caregiver-child relationship.29
This kind of non-formal education can encourage adults in taking part in a course. Parent or family
members might be used to the situation where they help the children with the homework or they
would like to be able to help their children in learning1 (since many of the Roma adults cannot help
their children with the homework because of their lack of competences).
Not only adults but children can also benefit from attending a family learning course. In the children’s
case the social outcomes of attending this course will be monitored.
For the Roma people family is one of the most important values. It is very usual that more generations
are living together in the same house. Their not only share their home but the different responsibilities
in the childrearing too. The structure and the setting of family education can be more familiar for the
Roma families than the traditional schooling system for adults. This way they can be with their family
members while learning and developing their skills. It is also possible for some parts of the course to
be organized in the family’s home, in the environment where the family members can feel safe and
familiar.
A study made with disadvantaged families who took part in a family learning course showed that
parents became more positive about their communication and interpersonal skills after attending the
course. The family members also developed good literacy and numeracy skills along the course. They
also commented on how they gained better parental skills, they could manage better their children’s
behavior and they could also help more efficiently in their children’s homework.30
Since family education is not an ordinary type of course it can asks for more attention from the behalf
of the trainer, who should be prepared before starting this type of teaching. Trainers will have a great
role in the families’ learning process. It is a great duty to encourage, motivate and involve the family
members to take active part in the course.

27http://www.bbc.co.uk/skillswise/tutors/using-skillswise-as-a-tutor/tutors-article-family-learning
28BaronessHowarth

of Breckland, Bryn Davies, Nick Stuart, Ann Walker, Karen Hanson, Margaret Lochrie, Martin Dunford,
Mair Francis (2013) Family Learning Works,
Niacehttp://shop.niace.org.uk/media/catalog/product/n/i/niace_family_learning_report_reprint_final.pdf
29http://www3.northamptonshire.gov.uk/councilservices/children-families-education/adult-learning/communitylearning/Pages/family-learning.aspx
30http://dera.ioe.ac.uk/343/1/Family%20learning.pdf
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Building up and maintaining a strong and trust-based relationship with the family can influence in a
very positive way the learning outcomes of this course, which will help the members to achieve more
success in their everyday lives.

General recommendations for the courses
This chapter offers some general recommendations regarding target group, motivation, incentives,
drop outs, missing units and contracts and therefore sets the guidelines for the learning units that
follow. The recommendations are given on basis of the research done, the expert interviews and – last,
but not least – the experience of working with Roma on a day to day basis.
Target group
The target group of the learning units of the Intellectual Output 2 are Roma families. In this context
the definition for a family means more than one generation of family members and at least three
people learning together. This definition of family is adapted to fit the family understanding of Roma
people which often includes grandparents, uncles and aunts and so on. This way many different
constellations of family members learning together are possible.
Children can take part starting from the age when they are in first grade. For smaller children, a child
care has to be organised. The trainer will have to take into consideration the age of the children and
of the adults taking part. Involving teenagers in the course might have other group dynamics than
involving younger children. Every age group has its own characteristics, needs and stages of
psychological age development. It is up to the trainer’s creativity to create a way to involve the
different ages of children and adults appropriately and find adequate methods for each age group.
There might also come up some conflicts between parents and teenagers. Family dynamics and conflict
management are therefore explained in a different chapter.
Gender
In general the course is planned to take place with family groups of both gender, male and female, but
if the trainer feels the necessity to split the group by gender for some exercises this should lie in his/her
power of decision.
Motivation – strategy:
As already mentioned in the chapters “important aspects of adult education” and “Train the trainer”,
motivation will be an important part, if not the most important part, of the training. The aspect of
motivation has therefore been a separate part in the interviews where the summary concerning
motivation can be found. In short, it is the job of the trainer to keep motivation up in different ways:
In general, the trainers should not promise what they can’t keep, for example a job after finishing the
course. To motivate the family members, the trainer has to state clearly which skills can be gained in
the course and which topics will be covered, as well as what won’t be possible to cover. In order to
motivate the family members the courses have to be practical and connected with their daily life. Also
it is very important that the trainer gains the trust of the family members and meets them on the same
level, not humiliating or shaming them. Therefore, especially the first unit is crucial – details about the
first unit can be found in the additional chapters at the end of the manual.
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Still, keeping up motivation is only one part of the picture – building up motivation is the other one.
And that is only partly job of the trainers but that has to be accomplished before the course starts and
can only work if the topic of education and the importance of education is implemented in the Roma
communities. This can happen in different ways:
 Connect to local communities: it will be important that the trainer is known beforehand in the
community, so he/she should get in touch with community leaders and try to get to know the
community and their members before starting the courses.
 Social work: social work and social counselling can play an important role – for example during
counselling, in a safe and trustful environment, the topic of education and the importance of
it can be mentioned and discussed.
 Role models: one way can also be to use “role models”, people from the Roma community
that have managed to finish education and ask them to tell the community how it helps them
in their everyday life. Be careful not to promise anything (especially concerning jobs), but just
connect to their life and how education can help them there.
 Connect to schools: Since the children that are taking part in the units it can be helpful to visit
them at school and get into contact so the children get to know the trainer.
 Show importance to children: In some best practice examples, parents or grandparents have
taken part in courses because it was important for them to be able to help their children with
homework, read stories to them at night and so on. So, when talking about the project, focus
on these points as well.
Important is patience and a high tolerance level on frustration since it will take time to motivate Roma
people, that mostly have bad experiences with education, to join in. But keep in mind that every person
that comes to the courses is a person that talks about education in their community, shares his/her
knowledge and therefore acts as a multiplier.
Also, incentives can be a powerful motivation:
Incentives:
Incentives can be helpful for keeping the family members motivated as also our experts mentioned in
the interviews. Although, of course, it would be better to have family members with intrinsic
motivation but the experience shows that extrinsic motivation works well with Roma people and
therefore we recommend to use incentives when there are enough funds to do so.
Nevertheless, not every incentive is equally suitable. The incentives have to be adjusted to the family
members needs in daily life – for example, when handing out food packages, be aware if the family
members have a fridge, how they cook and where they can store things so you give them food that is
helpful to them.
Below is a collection of useful and not so useful incentives and recommendations how to use them in
the best way.
 During the courses we recommend that there are free drinks, cookies, coffee and tea available
(also for takeaway for family members at home) and, if possible, also a meal.
 Food packages can be helpful, but should only contain things they can really use. Therefore
the trainer should be aware of his participant’s habits before giving incentives.
 Also, packages with clothes or hygienic materials (shower gel, razor,…) can be used – as above
make sure the things you give are useful.
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Furthermore packages with school materials (notebook, pencils, erasers etc.) to take home
could be an incentive. Anyhow please make sure to provide enough material inside the
courseroom as well, so if something is forgotten or lost you can still have enough for everyone
to work properly.
For families, also some kind of activity together (like going to a zoo, watching a movie
together,…) can be helpful – please be aware of giving them activities they feel safe doing (fE
watching a movie in a community centre might be better than giving them vouchers for the
cinema where they might not feel welcome) and that you consider all aspects (like food, train
tickets,…).
In the some good practice projects, the family members also get money if they are attending
regularly. According to the project team, this is a huge motivator and people come regularly
because they get compensated for the loss of income (through collecting, selling, begging,..).
However, giving money changes the dynamics of the group and you have to be careful to use
it – if you decide to use money, keep an eye on the active participation during the units and
connect the money not only to being present.

Drop outs:
Another important question is how to handle drop outs. Of course every participant has to be allowed
to stop the course if he or she doesn’t feel comfortable attending anymore. If a whole family decides
to stop, we would suggest to take the following steps before accepting the drop out:
 Go and visit them at home and try to find out, what the problem is and talk about it. Probably
place or time are not working for them – so consider changing the schedule.
 If the trainer has a relationship with the family members that allows them to feel safe and talk
freely it is more likely to find a solution, for example entering a later course again, switching
courses,…
 If a family wants to drop out anyway, explain that they will have a chance to restart later again
and tell them how this will work (where can they re-apply,..)
 Make sure to give them the certificates of the competencies acquired so far and make them
aware that if they want to start again they might have to do so from the beginning.
 Visit them after some time again to show that there are no hard feelings – that might make it
easier for them to re-enter.
If one family member wants to drop out, talk with him/her in separate and also talk to the rest of the
family so you can find out where the problem is. Rules as above (being able to think about it, come
back,…) should work as well.
Missing units:
It might happen that family members sometimes miss the course due to various reasons, as for
example being sick or having an important official appointment. In order to help them keep up with
the rest of the family, appoint someone who is responsible for showing the missing family member
what has been done during the unit. If he/she needs support, be there to help out.
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Contracts:
If there are legal requirements in your country, in order to collect data of clients, or to start working
with a client, contracts can be set up. Please make sure that the contract is explained to the family
members properly. In general, if it is not a requirement, we would suggest not to generate a contract,
but to agree on rules together in the group about what to do or not to do. The rules should be set up
during the first unit – more on this in the additional chapter on the first unit.
Equipment:
The organisations needs to provide all learning materials. Handouts should be printed for each family
member and all additional material (pens, paper, needed material for practical exercises, etc.) More
information on needed material is provided in the learning units chapters for each topic. Additionally
it would be useful to hand out a personal notebook to every family member. Furthermore in order to
help them collecting all the copies they get, there should be provided one binder per family member.
In the end of the course the trainer should hand over a complete portfolio with all learning material to
each family member, so they can show it to their next trainer, if they are going to register for another
course.

Welcoming and saying goodbye
In order to include as many methods as possible the first and last part of each learning material is kept
very shortly although there are a lot of things included there:
Welcoming:
The welcoming of the family members is very important and the trainer should take enough time to
not only say hi, but also ask about their wellbeing, what they did since last time and so on. This time is
very important to create a trusting learning atmosphere and also the trainer can use it to find out if
the things that he/she is teaching are useful for families everyday life. If possible it makes sense to
include some drinks in the welcoming part so family members can get coffee, water or something else
to take to unit with them. We recommend to calculate at least 15 minutes for this part – it can also be
before official unit start so the trainer and the mediator should be there earlier.
Starting a unit:
When officially starting the unit it is necessary that the trainer tells family members exactly what they
will learn in this unit and what their outcomes for daily life will be. Those outcomes should be
formulated SMART (see explanation in the learning outcomes of each topic) so the family members
can check for themselves what they have learned.
Repetition:
Since the learning materials presented are examples and not in the order of the actual courses because
we tried to provide different ideas and impulses, it will be necessary for the trainer to come up with a
form of repetition for each unit that will build upon the last things the family members have learned.
Repetition (especially for units that are closely connected to each other by content) is a vital part of
ensuring the learning process takes place and should therefore be included in each part (shorter or
longer, depending on the topic, but it should take 5 minutes at least).
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Methods for repetition can vary and be creative – for example a discussion about how the learned
things can be integrated in the daily life, but also a quiz or a riddle or written repetition are possible.
For the contents reading and writing and mathematical competencies it is necessary to not only repeat
the last units but all content family members need to understand the next part.
Recapitulation:
At the end of each unit the trainer should be prepared to give a short summary of the things learned
during the unit and focus on the most important points. He/She can also give the family members
some ideas on how to try out the new learned things in their daily life.
Assessment:
The assessment at the end of the unit can be quite different from topic to topic, but it should be
included in all units. Ideas for assessment are: asking family members to name one point they want to
try during next unit, looking through the last exercises and give feedback, making a short quiz or asking
family members what they remember about the last 45 minutes.
Saying goodbye:
Similar to welcoming the family members, also saying goodbye will take some time and trainer and
mediator should be aware of that and plan to stay behind longer. It is useful to talk to the family
members a little more, get information about their life, ask them what they liked in the unit and so on.
Just saying goodbye and leaving will be most likely considered rude and will not help to build a good
relationship. However, the trainer should not stay for an undefined period of time but make it clear
from the beginning on that he/she has fifteen minutes after each unit and then has to leave for next
unit or something like that.

Continuous assessment
Making a continuous assessment allows the instructor to see the impact of the training course. It can
help the trainer to notice the small changes and the progress that the family members make
throughout the learning process.
The continuous assessment also helps the trainer to remember the type of activities that had a positive
impact on the group or those which were maybe too difficult for the family members. If the trainer
notices that the family members have difficulties in achieving the desired results and the proposed
learning outcomes of a course session, the trainer can change the teaching strategy by choosing
different types of activities for the next unit.
With the help of the Group learning session assessment sheet the trainer can monitor every unit and
the progress made by every participant. It also helps the trainer to remember which parts of the course
contents need more attention in the future.

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

41

Group learning session assessment
Group learning session number: ………….
Date: ………………………………………
General description of the group learning session:
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………
Learning outcomes (LO) of the group learning session:

LO

Learning outcomes of the group learning
session

Met LO
✓/ ×

Comments

LO1
LO2
LO3
LO4
LO5
LO6
Suggestions for improvement:
No.

Participant’s name

Needs further examples/exercises for LO number ….

1
2
3
4
5
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6
7
8
9
10
11
12
x – Absent from the group learning session

Trainer’s name: ……………………………………
Signature: ……………………………………………

The learning unit chapters themselves are structured as follows:
1. Introduction
a. Definition what is literacy, numeracy, digital competence
b. Why is it important?
c. Explain difference between level 1 and 2
2. Objectives and learning outcomes
a. Level 1
b. Level 2
3. Setting
a. Duration and Frequency
b. Location
c. Number of participants
4. Assessment
a. Why is it important
b. Pre- and post-testing
c. Continuous assessment
d. Testing for level 1 and 2
5. Contents of the course
6. Transferability
7. Critical points

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

43

Learning unit 1 – Reading and Writing
Introduction
Literacy and education are basic human rights.
Basic education is the minimum requirement for the realization of the personal and social rights of
every human being. Often, due to different circumstances, adults are not able to acquire basic
education, thereby further strengthening disadvantages of their social, economic, cultural and all other
aspects of life. If adults live in a family environment, then such a situation reflects on other generations
and their descendants and all other members of the family community.
The term literacy means elementary or primary literacy, secondary or functional literacy and tertiary
or digital literacy.
Primary literacy includes knowledge of reading, writing, and calculating as basic skills. Secondary or
functional literacy includes understanding of written instructions in everyday life, workplace
effectiveness and active participation in the community. The UNESCO Recommendation (1978)31
defines basic and functional literacy as a result of the process of literacy. According to the
recommendation, literate person is the one who can read and write short simple sentence pertaining
to her daily life with understanding. The UNESCO defines the concept of functional literacy in such a
way that a person who is functionally literate must be able to "engage in all those activities that require
literacy for the efficient functioning of his/her group and community and also enabling him/her to
continue to use reading, writing and calculation (basic literacy) for personal development and
development of his/her own community ".
Lawton and Gordon32 define functional literacy as „the level of skill in reading and writing that any
individual needs in order to cope with adult life“.
As indicated by Dijanošić, Bailey33, summarises Flower’s principles, which define literacy not as a static
and impersonal state:
 „Literacy is an action. Literacy is not a generalised ability a person possesses (or doesn’t
possess). Literacy is a set of actions and transitions in which people use reading and writing for
personal and social purposes.
 Literacy is a move within a discourse practice. When people engage in literate action, they are
doing more than encoding or producing text. Like any social practice, it has a history with a set
of expectations and social conventions.
 Becoming literate depends on knowledge of social conventions and on individual problem
solving.
 The new 'basics' should start with expressive and rhetorical practices. From this perspective,
what is basic is the ‘how-to’ knowledge [that] goes by various names – heuristics, process
plans, rhetorical or problem-solving strategies, critical thinking skills – but in essence they are
action plans for carrying out a literate act. In this rhetorical tradition, the basic foundational
31

UNESCO Revised Recommendation concerning the International Standardization of Educational Statistics (1978):
http://portal.unesco.org/en/ev.php-URL_ID=13136&URL_DO=DO_TOPIC&URL_SECTION=201.html [14.09.2017]
32 Lawton/Gordon (1996) page 108
33 Bailey (2004) page 286
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skills in learning to be literate are the skills one needs to read situations; to plan, organise,
revise; to build and negotiate meaning; to use and adapt conventions; and to figure out what
new discourses expect and how to enter them.
Literate action opens the door to metacognitive and social awareness. In other words, literacy
as a social, cognitive act creates some opportunities for strategic thinking and reflection that
are absent in the pedagogy of textual conventions and correctness.“

Accordingly, literacy is a dynamic, personal, but permanent process. The contemporary context
constantly requires new competencies and often ignores the fact that a certain number of adults do
not even have basic competencies. This last one particularly applies to members of marginalized
groups - the Roma population who often do not complete primary education, so non-formal and
subsequent literalization is the first step in their training for life in the community and in the
contemporary world. Starting from everyday life situations and different contexts in which we can
encounter functional literacy gains significance in the growing needs of the labor market.
Consequently, the Roma population is increasingly struggling to perform basic administrative and
other activities such as filling in forms, payment slips etc, and to provide help and support in school
obligations of their children and other parenting responsibilities they have (such as reading stories to
children, helping with homework, doing some activities together such as cooking etc.).
The purpose of this part of the toolkit is to provide teaching staff with support in the preparation and
implementation of non-formal basic adult education. The content of this part of the toolkit is defined
in two levels, one for Primary Literacy and one for Secondary (Functional) Literacy. Certainly, primary
and secondary literacy are mutually connected, and can not be separately taught.

Objectives and learning outcomes
Learning outcomes34 do not indicate types of the activities or methodologies that will be used during
the teaching process but rather indicate expectations - what will family members be able to achieve
during the learning and teaching process. Learning outcomes should be SMART:
 Specific (outcome should be as specific as possible, formulated by clear and concrete words)
 Measurable (measuring of learning outcomes enables objectivity during assessment and it is
important to determine criteria and ways how to measure if desired outcome has been
achieved)
 Achievable/Agreed (although the trainer defines the learning outcomes in advance, it is
important that the family members are well aware of the outcomes of the program at the first
joint encounter and of the learning outcomes of each unit at the beginning of each unit)
 Realistic (It is also necessary to ensure that learning outcomes are achievable in the time
period for which they are written (in duration of teaching and learning process))
 Timely defined (the learning outcomes must be time-limited and to represent the time frame
in which they will be realized)
Learning outcomes are the basis for selecting the strategies of teaching, learning and checking the
34 Dragičević, T. I Dželalija, M. (2016). Kako napisati ishode učenja? Split: Prirodoslovno-matematički fakultet u Splitu, available

at: http://stemp.pmfst.unist.hr/wp-content/uploads/2016/05/Kako_napisati_ishode_ucenja.pdf
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learned/adopted/developed. One of the most used theoretical frameworks for planning, preparing
and evaluating the educational process is Bloom's taxonomy of educational objectives. Bloom's
taxonomy explains three basic areas of human personality and activities that overlap each other:
cognitive, emotional, and psychomotor (knowledge, attitudes and skills). Bloom's taxonomy allows us
to display qualitatively different types of knowledge, skills and attitudes of family members in a visible
and measurable way, and we use active verbs in the process of formulating the learning outcomes for
all three areas.
Two levels of courses
Level 1 – reading, writing and understanding of alphabetic and short texts
Objectives 1: writing of alphabetic (capital letters), recognition of capital and small letters in words,
correct pronunciation of all letters, reading and writing
Learning outcomes:
After finishing Level 1 family members will be able to:
 Identify each letter of alphabetic
 Write each letter of alphabetic (cursive and block letter)
 Separate vowels from consonants
 Use letters to form words
 Demonstrate correct pronunciation of letters
 Demonstrate correct pronunciation of words aloud
 Write their name and surname (cursive and block letter)
Level 2 – application of reading, writing and understanding in basic everyday situations
Objectives 2 – writing simple sentences and fill forms; understanding read text
Learning outcomes:
After finishing Level 2 family members will be able to:
 Write simple sentences based on familiar and frequently used words (cursive and block letter)
 Write simple texts (such as frequently needed forms, lists, short and simple letter) (cursive and
block letter)
 Read out loud simple sentences
 Retell what they read and understood
 Answer on question based on text read
 Draw conclusions from written text
 Identify the topic of the text
 Formulate questions based on read text

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

46

Setting
This chapter describes recommended settings for learning process, such as duration and frequency of
both levels, location where learning process should be arranged and number of family members
involved. In case the recommendations do not fit the requirements of the group, it is up to trainers
creativity and knowledge to adjust learning environment and conditions to resources on disposal as
well as family members needs and abilities.
Duration and frequency
Duration and frequency should be adjusted to the family members (school hours and obligations,
depending if they live in rural areas - agricultural demands, mobility - periods of moving abroad for
work, holidays, etc.).
For optimal outcome it is recommended to organize teaching and learning process in 2 days a week,
for 90 minutes each encounter.
Because of the specifics of the family learning environment there will be less time in training situation
but assignments for the family to do together. According to the need and availability of the family,
units can be adjusted regarding duration and frequency.
The duration of the levels is 3 months each, 6 months in total. The minimum hours per level are 48
hours that consists of 36 training units (work with trainer and/or Roma mediator) and 12 of family
assignment work at home or in another surrounding. Family assignments are a crucial part of family
learning and they should be conducted weekly. The first encounter should be 2 units and the second
encounter should be consisted out of one unit and one family assignment related to the contents of
units presented that week.
The ratio of training units and family assignments can vary according to the specifics of the family. All
information on the duration of the program and the frequency of the meeting should be given to the
family members at the beginning of the program implementation, i.e. at the first meeting - plan the
time for giving such information.
Location
The preferred location is the home of the family. If so, teaching staff should make an effort in getting
to know the customs of the family members so they can be respectful of their daily routines and habits
while visiting their homes. Take the time to get to know all family members and let them get to know
you. Also have on mind the appropriate dress code. No matter the location, have on mind to include
other persons (Roma mediator, social worker etc.) who will assist you with preventing possible
distraction and assisting to the family in the process of learning. If necessary, plan additional activities
for adults and children (below school age). Take care of the learning environment (heating, light,
enough space, didactic material, coffee breaks etc.). Sometimes it will not be possible to affect the
environment, nor will you be able to change the house layout. Do not insist, but try to explain why this
would be important and then do everything else that can be done. It is important to a create positive
atmosphere (such as having coffee, exchanging information from previous unit or situation in the
family, need of the family etc.). Organize enough materials for units and family assignments. If possible,
organize a specific corner or tool kit for learning in the home environment.
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If it is not possible to organize meetings in their homes, try to discuss it with the family and ask for
their preferences and additionally make sure you put on disposal an adequate place near their homes
in a local community.
Make a query:
The trainer should make a daily and a weekly schedule together with the family members. The goal is
that the family and the trainer together define a time and the dates of the family education. The trainer
should be aware, that the family members might feel uncomfortable discussing and writing down their
whole family routine. In this case the trainer can just initiate a non formal conversation and create a
weekly schedule of planned units together with the family members.
Activity

Monday

1.

Time of waking up:

2.

Breakfast:

3.

Going to work for adults if
they work:

4.

Going to
children:

5.

Pre noon activities:

6.

Lunch:

7.

Coming back to house for
children:

8.

Coming back to house for
adults:

9.

Afternoon activities:

10.

Time for dinner:

11.

Going to sleep:

12.

Time for family learning:

school

Tuesday

Wednesday

Thursday

Friday

for

If the family members know to use watches trainer can write down times, if not, the trainer has to use
colours for day structure:
Morning: yellow
AM:
orange
Noon:
red
PM:
green
Evening:
blue
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It is very important that the trainer defines the time of the units together with the family members. If
the time and the dates of the units are defined together the family members will feel that they had an
active part in the decision making process, so it will be easier for them to follow the schedule.
Number of participants
Depending on the number of family members interested in the course, the minimum is 2 family
members (1 adult and 1 child) from one family at the time. It is important to have on mind that in this
context the definition of family is wider and it includes more than one generation within the family.
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Assessment
According to Pastuović (1999)35 evaluation is the process of determining the degree of achievement of
the objectives of education and determining the factors responsible for the outcomes achieved and
the effects of the educational process. Evaluation has different purposes, roles and ways of realization.
As stated by Kyrjacou (2001)36, the most common purposes of evaluation are:
 Provide trainers feedback on the effectiveness of their learning process management so that
they can make educational decisions, adjust the objectives and ways of teaching based on
previous knowledge and characteristics of the person who is learning.
 To provide pedagogical feedback on the competences obtained from particular areas of
instruction (whether and to what extent they have achieved the expected outcomes and are
they improving their achievement).
 Assessment in the role of having clear insight in state and current level of adoption of
competences with the purpose of further planning, adaptation of the program and realization
of the foreseen activities.
 Evaluation in the function of planning and eventual modification of the teaching process. This
is one of the reasons why valuation should be realized continuously and used in different ways.
 Providing feedback to institutions that allocate funds for educational programs;
 The assessment as a result of the work gives the possibility to send feedback about the
completed education cycle, the degree of some training, etc., and enables mobility and
transferability.
Pre- and post-testing
It is important to organize pre- and post-testing as well as continuous assessment in order to have
clear insights in participant’s progress and possible difficulties. The basis for pre- and post-testing are
the formulated learning outcomes. Therefore, the post-testing process must be based on what we
have anticipated as a result of the teaching and learning process. When planning a unit and formulating
learning outcomes for that unit, it is also important to plan the method of assessing the performance
of this learning outcome. For example, if we planned to teach our family members how to write their
first and last name, in the post-testing we will ask them to write their first and last name as evidence
of their competence.
It is advised that the trainer does a dialogue based initial testing. In this process, he/she should try to
include each participant. The formulation of the questions should be appropriate to the age. The initial
state is important information for any further planning. Further assessment can be done continuously
through trainers conversation with family members and observation.
Examples of questions for Level 1 for pre-testing and post-testing (trainer should gather information
about family members experience and expectations and to conduct testing):
 Have a conversation about everyday life and difficulties they encounter (signing papers,
writing letters to school for children etc.) (post-testing: ask about improvements in everyday
performance).

35
36

Pastuović, N. (1999): Edukologija. Zagreb: Znamen
Kyriacou, C. (2001): Temeljna nastavna umijeća. Zagreb: Educa
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Ask them about their school education and learning experience (post-testing: ask about
experience during programme).
Ask what they expect from this programme, what they would like to learn (post-testing: ask if
expectations have been achieved).
Ask them if they have troubles in identifying some letters.
Provide different letters (from paper, wood...) and ask them to choose the ones you tell them
to.
Ask them to use letters to form a word.
Ask them to choose the first letter of the word you tell them.
You choose some letters, form a word and ask them to read it to you.
Ask them if small and capital letters make a difference (are some tougher to identify than
other).
Ask them to write down some letters and try to combine them into a word.
Give them a paper and ask them to write the alphabet.
At the end of the testing, give them a thank you note for participating in the testing and ask
them to sign it.

For the family members who are already in the programme and completed Level 1 as well as posttesting, it is advised to skip pre-testing for Level 2, but is mandatory for family members who enter the
programme for the first time in Level 2.
Examples of questions for Level 2 for pre-testing and post-testing (trainer should gather information
about family members experience and expectations and to conduct testing):
 Talk with family members about their interests, everyday activities.
 Talk about possible problems they have regarding (i)literacy (post-testing: what has changed).
 Ask them what they expect from this programme (post-testing: have their expectations been
fulfilled).
 Discuss school and learning experience and habits (post-testing what has changed).
 Discuss their expectations of the programme (post-testing: ask if expectations have been
achieved).
 Ask if they read at home, do they have any literature at home, what kind of literature they like.
 Give them a short text, e.g. a written postcard and ask them to read it out loud.
 Discuss what was written on the postcard (have them retell it, ask questions so they can make
conclusions).
 Ask them to create a short reply on a postcard and also ask questions.

Content
Since each language is specific is consists different number of letter, vowels and consonants, the
contents of learning units are not divided according to them. This is only a demonstration and
recommendation for the trainer how to divide the contents according to learning outcomes.
Level 1 Contents
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No.

Units

Content of learning units for Level 1

1.

1-24

Learning each letter of alphabetic (identify, correct pronunciation, write
each letter of alphabetic, combining simple and short words depending of
the specifics of concrete language – pronunciation and writing)

2.

25-26

Separating vowels from consonants

3.

27-32

Using letters to form words, connecting letters to slightly complex but
familiar words

4.

33-34

Exercising correct pronunciation of words aloud

5.

35-36

Writing name and surname in capital letters and small letters

TOTAL units 36
Level 2 Contents
No.

Units

Content of learning units for Level 2

1.

1-10

Writing of familiar and frequently used sentences needed in everyday
activities.

2.

11-20

Writing texts used in everyday activities, combining sentences in short
text.

3.

21-25

Exercising correct pronunciation and reading of words and simple
sentences.

4.

26-31

Understanding simple text (retell, answer on question based on texts).

5.

32-36

Drawing conclusions, identify topic, formulate question.

Total units

36

Transferability
It is expected that while preparing for units and teaching process the trainer has enough information
about the family members needs, capabilities and resources on disposal as well as language specifics.
Trainers sensitivity and creativity plays an important role in adjusting units, motivation and
performance of family members.
Still we want to bring the following points to your mind that have to be taken into account when
transferring the contents and methods of this chapter to other countries:
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Number of letters: Each alphabet has a different number of letters so therefore the time
calculated to learn all letters might be too much or not enough in another country. Also, in
each language it makes sense to learn the letters in a different order than the one we have
proposed here.
Special letter combinations: Also, each language has its differences concerning combination of
letters. While in German the combination “sch” is quite common, it does not exist in other
languages. Therefore content needs to be adapted when implementing these materials in a
different language.
Pronunciation: While in some languages pronunciation is quite easy and follows simple rules,
other languages might be more of a challenge. So when using this content in a different
language that has a lot of pronunciation rules and difficulties, be aware to plan more time for
these topics.
Forming words: Also, the way how to form words out of letters is depending on the language
you teach - for some languages it might make sense to use all the letters and then start forming
words while in other languages it is common to learn some letters first, start forming words
with them and so on.
Material: the trainer has to use materials for exercise from that specific country, newspaper
from that region, food labels from that region, market flyers from that region, advertisement
from that town, informations from that town and so on. This also needs to be taken into
consideration when working with materials that contain time, measurements and so on.

Critical points
The following points need to be taken into account when implementing this learning unit:
 Group size and group composition: Especially the topic of illiteracy is one that is often
connected to a lot of shame and trepidation. Therefore it is important to be careful with group
composition - taking into account factors like age, family constellation, religious beliefs and
also the place of living. For some people it might be perfect to be in a group where everyone
knows each other while some may need more anonymity with group members they don’t
know.
 Specific language: Since this learning unit is created to be held in the participant's native
language it makes check the native language in the first interview - especially when living in a
bilingual area. In case the family members have more than one native language, they should
choose the one they feel most comfortable and safe in. This can also be Romanese, for
example.
 Foreign language: It makes also sense for Roma people to learn the language of the country
they are living in or they are spending a lot of time in while abroad. However, the basic literacy
should take place in their own, native language - further foreign language units can be
considered in addition to this content if they seem to be necessary. When they feel safe in a
foreign language already of course also this language can be used for literacy if the group
wishes it.
 School experiences: Reading and writing is often connected to school and - for most Roma with negative schooling experiences. It is very important in this context to avoid repeating
school experiences so avoiding children’s material, creating a different learning atmosphere
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and all the other andragogy basics are vital. Practice also shows that many Roma do not have
any schooling experience, therefore it is important to take into consideration their reasons for
non-participation in formal programme and expectations of this non-formal programme.
Holding a pen: For some family members (especially those that have not been writing before
at all) it may be hard to hold a pen at the beginning - let alone write. To help them it would
make sense to have small exercises at the start of each unit to warm up the hands and fingers
before writing or show them exercises they can do at home.
Handwriting: Discussions evolve about the importance of handwriting versus writing on the
computer. Handwriting is part of this unit since in everyday life there are some things that can
not be done on the computer. Nevertheless, some situations and documents (requirements,
applications etc.) require handwritten signature. However, it may be possible that in some
years handwriting will not be necessary anymore and only computer written language will
exist.
Practical use: The learning units in this part should be directly connected to the everyday life
of the family members. Therefore it is important to use material from their life - for example
songs, newspapers or information the family members know and use.
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Learning Unit 2 – Mathematical Competencies
Introduction
Being numerate means to be able to use mathematics in the everyday life. Day by day every individual
meets problems that need some mathematical competences to be solved, just as shopping at the
grocery store, taking out money from the ATM or paying bills.
Family members can meet even more daily problems that would need mathematical competences just
as keeping up the household, cooking, helping the children to make their homeworks, fulfilling
different tasks at a workplace, etc.
Having poor mathematical competences can have an important effect on the life quality, health and
future prospect of a whole family.
The main objective of this manual is to show a guideline to trainers for developing Roma adults’, family
members’ numeracy skills through a special methodology named family education.
Family learning is a unique type of learning where more generations of one family can learn together.
In this structure caregivers or extended family members can also be included in case. This type of
education can be used in more types of learning situations. It can be used in informal learning
situations just like family days in the community centers or it can also be used in more formal learning
situation like in the case of the family learning courses.37
Numeracy can also be taught within a family education course. Since being numerate is important for
every family member (both for the children, parents, grandparent or caregivers) it can be taught for
the whole family (including more generations) at the same time.
The benefits of this type of learning are that family members can learn with each other and from each
other. Through this type of courses trainers can not only develop different skills but they can also
develop the parent-child or caregiver-child relationship.38
For the Roma people family is one of the most important values. It is very usual that more generations
are living together in the same house. Their not only share their home but the different responsibilities
in the childrearing too. The structure and the setting of family education can be more familiar for the
Roma families than the traditional schooling system for adults. This way they can be with their family
members while learning and developing their mathematical skills. It is also possible for the course to
be organized in the family’s home, in the environment where the family members can feel safe and
familiar.
Numeracy can be easily developed through practical exercises which are related to everyday
situations. Some of the topics can be learnt and exercised through playing board games, preparing a
meal or making a family budget together.
Since family education is not an ordinary type of course it can asks for more attention from the behalf
of the trainer, who should be prepared before starting this type of teaching. Trainers will have a great
role in the families’ learning process. It is a great duty to encourage, motivate and involve the family
members to take active part in the course.

37http://www.bbc.co.uk/skillswise/tutors/using-skillswise-as-a-tutor/tutors-article-family-learning
38http://www3.northamptonshire.gov.uk/councilservices/children-families-education/adult-learning/community-

learning/Pages/family-learning.aspx
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Building up and maintaining a strong and trust-based relationship with the family can influence in a
very positive way the learning outcomes of this course, which will help the members to achieve more
success in their everyday lives.
This manual’s learning objectives and outcomes are divided into two levels. Level one is for beginning
learners while level two is for advanced learners.

Objectives and learning outcomes
The objective of this manual is to give guidance for trainers who are involved in adult and family
education meant for Roma adults or families.
The main learning objectives of the manual are developing the numeracy skills of adult family members
through family education. Having and maintaining an acceptable level of numeracy can improve the
life quality and future prospects of a family. Since numeracy is needed in the everyday life it is nearly
impossible to find a stable workplace without basic mathematical competences. With the rapidly
developing technology, being numerate became an essential employability skill.
Numeracy is not only needed at the workplace. Every individual needs basic numeracy skills in his
everyday life in order to count objects, make simple additions, read the clock, differentiate patterns
and shapes, prepare a meal, play a board games, etc.
The learning objectives and learning outcomes of this manual for families are divided into two levels.
Before entering the course every adult member of the family will should be evaluated to determine
their level of numeracy. Depending of their results family members will be advised to start the first
(meant for beginner learners) or the second level (meant for advanced learners) of the course.
The children who will be included in the training course will not be evaluated. In their cases the trainer
will monitor for social outcomes within the family as explained in the additional chapter.
Level one - target group: Beginner learners
The objectives of this level are to help the Roma adult family members to develop basic mathematical
skills: develop their number sense, learn to read, write and order natural numbers with zero up to
1000, execute simple and combined mathematical operations (addition and subtraction) with natural
numbers with zero up to 1000, make measurements using different units.
Mathematics can be taught through practical examples and exercises which are important and familiar
for the family. By including practical exercises to the curriculum, family members will not only develop
their number sense and learn how to execute mathematical operations, but they will also practice
these skills in their everyday life situations. By taking part on the course they can learn how to write a
shopping list, read price tags, read a recipe, interpret their bills, plan a trip, measure objects, etc.
General learning outcomes of level one:
Family members will be able to …
 Read, write, order and compare natural numbers with zero up to 999
 Understand the meaning of the two basic mathematical operation (addition and subtraction)
and learn how it can be used with one-, two- or three-digit numbers between 0 and 999
 Make simple mathematical operations (addition and subtraction)
 Make measurements – learn to measure length, weight, volume, temperature
 Use the calendar; read the analog and digital clock
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Level two – target group: Advanced learners
The objectives of this level two is to develop further and more complex mathematical skills: To execute
individually and effectively combined mathematical operations (where addition, subtraction,
multiplication and division are present at the same time), develop their number sense by counting
positive and negative whole numbers and decimals, executing measurements and changing units.
Practicing through practical examples and exercises will make the family members able to solve more
everyday situations such as planning a family budget, making a trip plan, interpret data, make a
business plan, make measurements with different measuring tools, etc.
General learning outcomes of level two:
Family members will be able to …
 Read, write, order and compare positive and negative numbers
 Understand the meaning of decimals and learn to read and write them
 Make basic mathematical operations (addition, subtraction) with numbers of any size
 Make multiplication and division with positive whole numbers
 Make measurements and conversions between units
 Use calculator or mobile phones for mathematical operations such as addition, subtraction,
multiplication and division
 Use the basic mathematical operations in everyday life situations

Setting
This chapter describes recommended settings for learning process, such as duration and frequency of
both levels, location where learning process should be arranged and number of family members
involved. In case of lack of mentioned recommendation or followed by requirements of the group, it is
up to trainers creativity and knowledge to adjust learning environment and conditions to resources on
disposal as well as family members needs and abilities.
Duration and frequency
Duration and frequency should be adjusted to family members (course hours and obligations,
depending if they live in rural areas - agricultural demands, mobility - periods of moving abroad for
work, holidays, etc.).
For optimal outcome it is recommended to organize teaching and learning process in 3 units per week,
one of them being a combined unit for 90 minutes with a break after 45 minutes. In this break
refreshments like coffee, tea, juices or cookies should be provided.
Duration of levels is 3 months each, total 6 months. Minimum hours per level are 36 hours.
All information on the duration of the program and the frequency of the meeting should be given to
the family members at the beginning of the program implementation, i.e. at the first meeting - plan
the time for giving such information.
Location
Preferably in their own homes. If so, teaching staff should put an effort in getting to know the customs
of family members so they can be full of respect to their daily routines and habits while visiting their
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homes. Arrange a preferred time when family members involved in non-formal training have time on
disposal. Take into consideration working hours, obligations, time that children spend at school, time
for meals and prayer. Take the time to get to know all family members and let them know you. Also
have on mind appropriate dress code. No matter the location, have on mind to include other person
(Roma mediator, social worker etc.) who will assist you with preventing possible distraction and
assisting to the family in the process of learning. If necessary, plan additional activities for adults and
children (below school age) and split them into different activities. Nothing is implied and keep this in
mind when planning together. Take care of the learning environment (heating, light, enough space,
didactic material, coffee breaks etc.). Sometimes it will not be possible to affect the environment, nor
will you be allowed to change the house layout. Do not insist, but try to explain why this would be
important and then do everything else that can be done. It is important to create positive atmosphere
(such as having coffee, exchanging information from previous unit or situation in the family, need of
the family etc.). Organize enough materials for units and family assignments. If possible, organize a
specific corner or tool kit for learning in home environment.
If it is not possible to organize meetings in their homes, try to discuss it with family and ask for their
possibilities and additionally make sure you put on disposal adequate place near their homes in local
community.
Have yourself on disposal for any further questions or doubts family members can have.
Number of participants
Depending on the number of family members interested in the course, minimum 2 family members (1
adult and 1 child) and one family at the time.
It is important to have on mind that in this context it is considered that definition of family is wider
and it considers more than one generation within the family.

Assessment
Assessment is important both for family members and trainers in order to understand the level of the
course and the improvement achieved during the course. 39
Assessment should take into consideration the following points:
 What are the main goals and objectives?
 Which contents seems to be difficult to learn?
 Which contents are more easy to understand and remember, and why?
In the following, some principles regarding mathematical assessment that should be taken into
account are discussed:
 Assessment should reflect the most important mathematical contents, as well as several skills
required for doing mathematics, such as reasoning, problem solving, communication, and
connecting ideas
 Assessment should support good instructional practice. Assessment can motivate people to
learn, if thought as a way to stimulate reasoning and problem solving. It could be an effective
way of supporting the willing to learn, instead of putting at risk people’s self esteem.

39

Measuring What Counts: A Conceptual Guide for Mathematics Assessment - https://www.nap.edu
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Pre- and post-testing
The pre- and post-testing aims to examine the progress of a group. With this method the trainer can
determine the family members’ knowledge from the beginning of the course and from the end of it.
At the end of the course the instructor can determine the progress level of each participant by
comparing the results of the pre- and post-test.
By use of the pre-test the trainer can determine the “starting point”, the background knowledge of
each participant. With the help of the pre-test the trainer can decide which level of the course (level
one “beginning learner” or level two “advanced learner”) would be optimal for each candidate.
The pre-test also helps the trainer to decide which topics are or are not needed for the family
members.
To determine the best method for the examination we interviewed Roma adults about this topic. In
the process of designing the instrument which will be used to determine the level of mathematical
competencies of the adults we took into consideration the answers of the interviewees. According to
their opinion the examination can be in oral and written form too.
We would recommend the trainers to make the pre- and post-testing individually with every
participant because this way they can get more realistic results.
Since an assessment might be intimidating or frustrating for many of the family members, we
recommend that the trainer starts the testing process with an informal conversation which will help
the participant to feel relaxed in this situation. After this ice breaker the trainer can start with
conducting the test.
The test contains questions and exercises that aim to determine and background knowledge of each
participant. To some of the questions the family members have to give an oral answer which will be
noted by the trainer and to some of the questions the answers are in written form.
Level 1:
Pre-test - level 1 - Mathematical competences
Participant’s name:
Question

Date:
Answer

Have you attended school?
What is the last grade you have attended?
What is your goal to achieve by attending this
course?
Can I ask you to count starting at 1? (Note to
the instructor: Write down the last number until
the person could count correctly)
If the person can count correctly, ask them to
start counting from the following numbers:
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from 54
from 87
from 126
from 589
from 1175

Calculate the solutions of the following exercises:
3+2=

12+3=

26+32=

8-2=

16-3=

86-2=

Level 2:
Pre-test - level 2 - Mathematical competences
Participant’s name:

Date:

Question

Answer

Have you attended school?
What is the last grade you have attended?
What is your goal to achieve by attending this
course?
What would you like to learn about
mathematics?
Can you give me the solution of 5-7?
Do you know how much 2.5 liters of milk is?
Can you count backwards from 753?
Can you tell me how tall you are in
centimeters?
Can you complete the following exercises, please? (by use of calculator)
5x10=

14x17=

8/2=

177/5=

Post-testing:
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After the course is over, there are two kinds of evaluation: One practical part that should be the same
as the pre-test in order to determine progress and an oral evaluation that should be done in a one-toone setting again and contain the following questions.
For level 1:
 Which parts of the course were especially useful for you? Why?
 What parts do you think you will not use? Why?
 Do you feel more comfortable going to a shop now?
 Do you use a calendar now? Did you use one before the course?
 Does the course help you to be able to read the time?
 Do you use measuring meters / liters in your everyday life now?
 Would you recommend this course to your best friend? Why / why not?
For level 2:
 Which parts of the course were especially useful for you? Why?
 What parts do you think you will not use? Why?
 Do you feel more comfortable buying or selling something now?
 Did the units help you to understand your bank account better?
 Can you help your children with their homework?
 Do you use measuring and appropriate units in your everyday life now?
 Would you recommend this course to your best friend? Why / why not?

Content
What is numeracy? Being “numerate” is being able to use mathematics in everyday life. Using numbers
and making different mathematical operations is essential in our daily life. Basic mathematical skills
are needed for mostly everything we do. It is needed for housework, at our workplaces, while we are
driving a car, while we are helping children with their homework. The lack of these competences can
have a serious effect on the lives of the disadvantaged families.
The objective of this manual is to develop Roma adults’ numeracy skills through a special methodology
named family education. By helping in gaining an acceptable level of numeracy we can improve the
life quality and future prospects of a family.
Learning mathematics through family education
For Roma people family is one of the most important values. The structure and the setting of family
education can be more familiar for the Roma families than the traditional schooling system for adults.
This way they can be with their family members while learning and developing their mathematical
skills. It is also possible for the units to be organized in the family’s home, in the environment where
the family members can feel safe and familiar.
The theoretical parts of teaching mathematics and developing mathematical skills can be introduced
through practical exercises and concrete examples which are practical and applicable in the families’
day-to-day life. This way the learning process will be easier and more enjoyable for the family members
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of the training. Studies show that practice oriented training increase the probability of family members
using and maintaining the skills after the course.40
It is recommended to create materials that are linked to the family members’ interest and goals. The
training should be based on different subject areas in which the family members show interest in.
Personal finances are just one of the topics which is suitable and interesting for mostly every individual
and it is also an optimal topic for exercising different mathematical operations. Numeracy can also be
thought by introducing practical exercises linked to cooking, household, filling in different documents,
travelling or any other topics that may be interesting for the family members.
In this chapter we will describe the structure of the training course, the learning objectives and learning
outcomes of the different levels.
According to the adult family members’ results on the pre-test we can start teaching using the learning
materials from level one or level two. The target group of level one are the beginner learners, while
the target group for level two are the advanced learners. Each of the levels consists of 36 units of
maximum 45 minutes. We find essential to plan short units with varying activities and methods so that
the family members can maintain their attention and interest. The level of difficulty of the chosen
activities and exercises for different topics should be based on the family members’ competencies.
We separated the 36 units into 9 groups of 4 separate units each. The trainer can decide how much
time he/she needs for a topic or for a learning outcome to be achieved by the family members,
depending on the group’s level of competencies and skills.
Level one - target group: Beginner learners
General learning objectives of level one:
 Learn to read, write, order and compare natural numbers with zero up to 999.
 Understand the meaning of the two basic arithmetical operation (addition and subtraction)
and learn how it can be used with positive one- and two-digit numbers with results between
0 and 999
 Learn how to make simple arithmetical operations (addition and subtraction) on a calculator
 Learn to specify the locations and the spatial relationships of different objects
 Make measurements – learn to measure length, weight, volume, temperature
 Learn how to use the calendar; read the analog and digital clock
No.
1.

Units
1-4

2.

5-8

Content
- Developing number sense
- Natural numbers with zero up to 10
- Addition and subtraction
- Comparing natural numbers with zero up to 10
- Symbols +,-, =
- Natural numbers with zero up to 20
- Comparing and ordering natural numbers with zero up to 20
- Addition and subtraction with numbers with zero up to 20

40Jacobson,

E.D., Sophie og Victoria Purcell-Gates (2003). CreatingAuthenticMaterialsandActivities for the Adult
LiteracyClassroom. NCSALL.
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3.

9-12

4.

13-16

5.

17-20

6.

21-24

7.

25-28

8.
9.

39-32
33-36

-

Natural numbers between 1 and 50
Comparing and ordering natural numbers with zero up to 50
Addition and subtraction with numbers with zero up to 50
Additions and subtractions in their everyday life with natural numbers with zero
up to 50
Use of the calendar
Analog and digital clock
Natural numbers with zero up to 99
Comparing and ordering natural numbers with zero up to 99
Simple additions and subtractions with natural numbers with zero up to 99
Additions and subtractions with natural numbers between 1 and 99
Composition of mathematical operations (using additions and subtractions in
practical exercises)
Natural numbers with zero up to 999
Comparing and ordering natural numbers with zero up to 999
Addition and subtraction with three-digit numbers
Making measurements: Length, weight, volume and temperature
Composition of mathematical operations (up to three-digit numbers) in practical
situations

Level two – target group: Advanced learners
General learning objectives of level two:
 Learn to read, write, order and compare the numbers of the set of integers
 Fractional numbers like ½ ,⅓, ¼
 Understand the meaning of decimal numbers and learn to read and write them
 Learn to make basic mathematical operations (addition, subtraction) with real numbers
 Learn to make multiplication and division with positive whole numbers
 Learn to make measurements and conversions between units
 Learn to use the basic mathematical operations in everyday life situations
No.
Units Content
1.
1-4
- Recapitulation: Numbers up to three-digit natural numbers including 0 (from 0 to
999)
- Counting forward and backward
2.
5-8
- Positive and negative numbers
3.
9-12 - Fractional numbers
- Decimal numbers
4.
13-16 - Additions and subtractions with integers and simple decimal numbers
5.
17-20 - Multiplication table – with one-digit numbers
- Multiplication with multi-digit numbers – using a calculator
6.
21-24 - Division – with maximum two-digit numbers
- Division with multi-digit numbers using the calculator
7.
25-28 - Combined mathematical operations – practical exercises
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8.

9.

39-32

-

33-36

-

Making measurements with scale, measuring tape, volume measuring
instruments, and thermometers
Conversions between different units
Recapitulation

Transferability
In writing this toolkit, we have tried to make the examples as universal as possible so it will be easy to
use them in different countries.
However, there are some points that need to be adapted depending on the country:
 Currency: There are different currencies in different European countries that use different
sums of money. While, for example, in Austria a bill for 100 euros is quite a lot of money, you
would need around 11.000 Serbian dinar do have that some amount in your pocket. Therefore
some of the examples that have been based on working with currency (shopping list, budget
and so on) will need changes before implementing them in countries with different currency.
 Different measurements: As well as different currencies also some European countries use
different kind of measuring units. In the UK, for example, you will encounter pounds instead
of kilograms, miles instead of kilometres and so on. Also, different measurements exist for
farmers in some areas where you will work with hectare and so on. Therefore adaptations
might be necessary in this parts as well.
 Calculator: We decided to use calculators for the more complicated contents because they are
easier to access and you can carry them with you and need no special room or something. In
case there are computers available in the learning location, it could also make sense to use the
computer (either spreadsheets or the calculator on the computer) for calculating. If the family
members have smartphones, also the use of the calculator on the smartphone (it is
preinstalled on most phones) is an option, of course.
 Time zones: Since learning time is also part of this unit, it might make sense for Roma that are
travelling a lot and move between different time zones, to also add this part to the contents.
Also, things like summer and winter time are not the same in each country - be aware of that
when planning your contents.

Critical points
As any of the trainings this course for developing mathematical competencies for Roma adults can hide
multiple challenges that the trainer has to be aware of from the beginning.
In this chapter we would like to list some of these provocations, based on our experiences gained while
working with Roma adults and we would like to give a guideline for the instructors in managing these
obstacles.
 Different level of competencies of the family members: The family members might have
different level of competencies. For determining their level of knowledge in the field of
mathematics we recommend using our pre-test with every participant. The result of the test
helps the trainer to decide which level of the course would be optimal for the participant (level
one for “beginning learners” or level two for “advanced learners”). In case there are
differences between the family members belonging to the same group we recommend the
trainer to take into consideration preparing different tasks/exercises according the family
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members needs and competencies. The experience shows that family members with lower
level of competencies can catch up easier if the expectations are in balance with their
knowledge and what they are competent of.
Communicational difficulties: The trainer can face communicational difficulties due to that
fact that the family members might come from a foreign country, speaking a foreign language
or they might speak Romani language and have just a minimal knowledge of other languages.
In this case the trainer can involve mediators, who can help with the translation during the
units or ask the other family members to translate some important words or phrases. We
would also recommend giving more practical exercises for these family members which do not
acquire so much speaking. Although this is a training course meant to develop mathematical
competencies the trainer can also help the family members in learning a language, teaching
new words and practicing can also be done through mathematical exercises.

 Illiterate family members: The trainer should take into consideration that some of the family
members might be illiterate. It is important to avoid those tasks and exercises that need
reading or writing skills (except for writing numbers). In case there are family members with
no reading and writing skills in the group the trainer can use images attached to the written
words of an exercise. We recommend using terms and images that are present in an adult
person’s everyday life and avoid the terms and illustrations usually meant for children.
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Learning Unit 3 – Digital Competencies
Introduction
“Digital competence is the most recent concept describing technology-related skills.”41
DigComp 2.042 identifies the key components of digital competence in five areas, and three levels of
skills
1) Information and data literacy: Browsing, searching and filtering data, information and digital
content; evaluating data, information and digital content; managing data, information and digital
content. A basic user will be able to: looking for information online using a search engine; saving or
storing files or content (e.g. text, pictures, music. videos, web pages) and retrieving them once saved.
2) Communication and collaboration: Interacting through digital technologies; sharing through digital
technologies; engaging in citizenship through digital technologies; collaborating through digital
technologies; managing digital identity. A basic user will be able to: communicating with other using
mobile phone, voice over IP (Skype), email or chat; sharing files and content using simple tools; using
digital technologies to interact with services.
3) Digital content creation: Developing digital content; integrating and re-elaborating digital content;
copyright and licences; programming. A basic user will be able to: producing digital content such as
text, pictures, audio in at least one format using digital tools; making basic editing to contents
produced by others.
4) Safety: Protecting devices; Protecting personal data and privacy; Protecting health and well-being.
A basic user will be able to: taking basic steps to protect a digital device: knowing what online
information is reliable; knowing what personal information is wise to share.
5) Problem solving: Solving technical problems; Identifying needs and technological responses;
Creatively using digital technologies; Identifying digital competence gaps43. A basic user will be able to:
finding support and assistance when a problem occurs; knowing how to solve simple problem such as
close a program, restart a computer, check the Internet connection.
Digital competence is a crucial skill in nowaday life for education, employment and social inclusion.
People need digital competence to be able to find information, to fill online forms, to get in touch with
other people, to communicate. Without digital competence no one can really be independent in social
community where most of data and information are digitised. Digital competence is fundamental in
order to actively participate in our society and benefit from digital opportunities.
Roma people tend to use digital devices in order to be in touch with their community, especially when
living abroad. Digital devices can also be considered a tool in order to improve literacy, since they
require a basic literacy skill.
Developing digital competence within a family give the chance to parents to be more involved in the
activities of their children:

41

Ilomäki, L., Kantosalo, A., & Lakkala, M. (2011). What is digital competence? In Linked portal. Brussels: European
Schoolnet. http://linked.eun.org/web/guest/in-depth3
42 DigComp 2.0: The Digital Competence Framework for Citizens. Update Phase 1: the Conceptual Reference Model;
http://publications.jrc.ec.europa.eu/repository/bitstream/JRC101254/jrc101254_digcomp%202.0%20the%20digital%20co
mpetence%20framework%20for%20citizens.%20update%20phase%201.pdf
43 Ibidem.
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Parental control: it includes all the features that allow parents to restrict the access of content
to their children, and that can support parents to keep their kids’ internet experience safe and
productive. This kind of features are available both for smartphone and tablets, and pc. Some
smartphone and tablets come with basic parental controls, but there are also apps to be
downloaded and installed. Operating systems are provided with built-in parental controls, but
it is important to use the most updated version; in case of pc each user has to log in with
his/her profile. Restrictions can be set also for the use of the most common internet browser.
 Calendar and organizer: it would be useful to have a shared calendar in order to make sure
that everybody in the family is informed about shared activities (e.g. appointment with the
dentist, meetings with teachers, and so on).
 Apps can be used in order to get and be in touch with other parents and be constantly updated
about every kind of event (using for example Whatsapp chat).
 Apps and internet clouds can be used to share data and contents, such as holidays or birthday
pictures.
In general the use of digital devices, especially the social networks, affects family togetherness, giving
parents a higher sense of presence and control in their children’s lives, compared with the former
generations. Children can potentially always be reached and this give parents a sense of safety.
In this concept digital competence is divided in two levels.
The first level of digital competence in our program focuses on the use of smartphones. Those are
easier and more intuitive to handle than computers and are more frequently available in daily life.
Therefore the knowledge how to use a smartphone provides more applicability and utility in daily life.
Additionally the fun factor of learning how to use a smartphone is bigger than with computers and
there are many possibilities to use a smartphone without being able to read and write. Level 1 is
therefore partially suitable for family members who are not able to read and write.
The second level is for families of which most members are able to read and write and focuses on the
use of computers or laptops. The use of a computer is assumed to be more complex and less intuitive.
The family members should already have basic knowledge about the internet and technical devices,
like smartphones, in general. This level gives for example basic information on saving, sending and
creating documents and using email, which are advanced digital competences in comparison to the
use of the smartphone camera.
In addition to those two levels, there will be provided the possibility for families who own a computer
and/or already have at least one family member who knows how to handle a computer, to undergo a
training level instead of going through level 1 or 2. This level concentrates on the needs of the family
members in order to handle the computer. After two mandatory introductory units on internet safety,
the family can borrow a computer, practice on their own and contact their trainer in regards to open
questions.
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Objectives and learning outcomes
Learning outcomes 44 do not indicate types of the activities or methodologies that will be used during
teaching process but rather indicate expectations what will family members be able to achieve during
the learning and teaching process. Learning outcomes should be SMART:
 Specific (outcome should be as specific as possible, formulated by clear and concrete words)
 Measurable (measuring of learning outcomes enables objectivity during assessment and it is
important to determine criteria and ways how to measure if desired outcome has been
achieved)
 Achievable/Agreed (although the trainer defines the learning outcomes in advance, it is
important that the family members are well aware of the outcomes of the program at the first
joint encounter and of the learning outcomes of each unit at the beginning of each unit)
 Realistic (It is also necessary to ensure that learning outcomes are achievable in the time
period for which they are written (in duration of teaching and learning process))
 Timely defined (the learning outcomes must be time-limited and to represent the time frame
in which they will be realized)
Learning outcomes are the basis for selecting the strategies of teaching, learning and checking the
learned/adopted/developed. One of the most used theoretical frameworks for planning, preparing
and evaluating the educational process is Bloom's taxonomy of educational objectives. Bloom's
taxonomy explains three basic areas of human personality and activities that overlap each other:
cognitive, emotional, and psychomotor (knowledge, attitudes and skills). Bloom's taxonomy allows us
to display qualitatively different types of knowledge, skills and attitudes of family members in a visible
and measurable way, and we use active verbs in the process of formulating the learning outcomes for
all three areas.
Learning outcomes:
After finishing level 1 family members will be able to:
 Use their smartphones in a safe way
 Search for information online
 Distinguish between different ways to get connected to the internet
 Act when finding unsafe content online
 Use public online offers like governmental apps
 Communicate online
After finishing level 2 family members will be able to:
 Use a PC in a safe way
 Identify different kinds of documents
 Organize documents on a data storage device
 Communicate online
 Use online translation tools
 Be aware of legal issues
44
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Setting
The course will involve one family at a time, that’s why it is important to agree upon every single
aspects of the setting, so the course will be highly customized. Families can express particular needs
about the day and the hour when units take place. For example working parents should be free in the
weekend, so units can be held also at Saturday; in order to involve children units should be held in late
afternoon, once their school day is over.
Duration and frequency
Duration of the training: the course is made up by 46 learning units 45 minutes each, 26 for the first
level and 20 for the second level.
The frequency depends on how easy the family can plan to attend the units according to daily and
weekly commitments (work, school, appointment and so on).
There can be also the chance to split the family by gender and schedule two units a week: one for boys
and men, and one for girls and women.
Location
The setting changes also according to the level:
 Level 1: For this level it is necessary that there are enough smartphones for the family
members who don’t own their own smartphone to borrow one during the unit. The location
of the course depends on the availability of WiFi, therefore the easiest option for most
organisations would be to use a suitable course room, preferably one which the family
members already know. If their family home has a WiFi-connection available and the family
prefers to do the courses there, this can be also an option.
 Level 2: the room chosen for the units should be provided with enough PCs to make possibile
that each family member can use a single PC; this will give everybody the chance to do the
practical exercises. The room should have also a pc and a projector for the trainer in order to
show the family members the example of the contents of every single learning unit.
Both level 1 and 2 require a place where people can feel comfortable.
Units of level 1 can be held in each family home. It is necessary to have an internet connection to
practice with apps working online.
Units of level 2 should be held in places provided with a stable WiFi. It should be a place where family
members can concentrate, like a room already used for digital competence courses, or a community
centre. It would be useful to have a pen and paper to take notes.
Homework: Homework should not be necessary, but it would be useful for family members to practice
in activities they learnt during the units. This will be more likely to happen if the trainer will be able to
involve the family members and make them understand how the notions acquired during the course
can be useful in everyday life. This should be underlined every time is possible.
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Assessment
Assessment is important both for family members and trainers in order to understand the level of the
course and the improvement achieved during the course45.
 Assessment should take into consideration the following points:
 What are the main goals and objectives?
 What points seems to be difficult to learn?
 What are the information more easy to understand and remember, and why?
Pre- and post-testing
Pre-test: It is useful in order to know the strengths and limitations of each family member. Furthermore
it can be used in order to compare pre-course performance with post-course performance.
Pre-test will be very practical; the contents will be the same of the first unit of each level:
 Level 1: How to use a smartphone
 Level 2: How to use the computer
Trainer will ask some question about what kind of use the family members make of smartphone and
computer:
 How often they use smartphone and computer during the day
 What is the main use of the smartphone among:
○ Make and receive telephone calls
○ Use of offline apps (calculator, calendar, camera, and so on)
○ Use of online apps
○ Use of social apps (facebook, twitter)
○ Use of other apps (bank account, fitness, maps and traffic)
○ Download and install apps
○ Other operations not listed
Trainer will ask the family members to perform some easy operation.
 What is the main use of computer among:
○ Browse Internet
○ Use social networks
○ Watch video and listen music
○ Create and edit a file
○ Other operations not listed
Trainer will ask to perform some simple operation on the computer (for example switch on the PC, use
the keyboard and the mouse).
Post-test gives a feedback about information acquired by the family members. It is important for
trainers in order to understand what topics are more difficult to understand and retain by the family
members.
Pre-test and post-test should be made individually, in order to better understand the previous
knowledge of every family member and the knowledge acquired during the course. Trainers can use
tests and assessments to understand what parts of the course is more difficult for Roma people, also
in consideration of their lower educational rates if compared with the rest of the population.
45
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Post-test:
The post-test consists in checking the matching of desired learning outcomes and the objectives
achieved.
Post-test will be individually and will consist in two parts for each level:
Oral part. Trainer asks the family members:
 Which parts of the course were especially useful for you? Why?
 What parts do you think you will not use? Why?
 What were the most important for your everyday life?
 What were the most easy and the most difficult units?
 What did you enjoy the most?
 What would you like to learn in the future?
 Would you recommend this course to your best friend? Why / why not?
Practical part. Trainer asks the family members to perform some operation learned during the course.

Content
Level 1
1.1. How to use a smartphone (one to one; 2 units) (I)
 What parts does it consist of?
 What parts are easily destroyed?
 How do you call people?
 How do you connect to the internet?
 Contacts and address book
 Create a google account
 Limited smartphone memory space
1.2. How to use the camera (whole family, 2 units) (I)
 How do you make a good picture?
 What kind of settings has your camera?
 When do you use what setting?
1.3. Explain different modes (whole family, 1 unit) (I)
 Silent mode, vibration
 Flight mode
 Battery management
1.4. What is the internet (whole family, 1 unit) (I)
 How does the internet work?
 What everyday things work with the help of internet?
1.5. Information search (whole family, 1 unit) (I)
 Voice activated search
 Google search
 Settings - language, video, privacy
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 Weather forecast
1.6. Communication tools (whole family, 2 units)
 Email address
 Whatsapp / Viber
 SMS
 FB Messenger
 Skype
 Calendar
1.7. Data transfer, data volume (whole family, 1 unit)
 Bluetooth
 Dropbox
 Direct transfer
 WiFi vs. mobile data
1.8. Protect your phone (whole family, 1 unit)
 Why and how to create a password
 Lock/unlock your phone
1.9. Safe internet for kids (whole family, 1 unit)
 Parenting apps
 Risk of unsupervised internet use
 Guidelines for internet use (how long, what, with whom,...)
 Legal issues
 Safe search
 “Good” games
 Cyber mobbing
1.10. Navigation with help of smartphone (whole family, 1 unit) (I)
 Google maps
 How to locate where you are?
 How to find next ATM / gas station / public toilet?
1.11. Free Apps (whole family, 4 units)
 What is an app
 How to find and download apps
 Free apps
 In-app-payments
 Getting to know different apps
1.12. Governmental apps (whole family, 2 units)
 What apps are helpful in my country?
 How do I use those apps?
 Getting to know governmental apps
1.13. Search for events, flea markets, yard sales, thrift shops (whole family, 2 units)
 How to look for events etc. online?
 Where can I look for events etc.?
 How to find the location and price?
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1.14. Cell phone contracts - Best operator/rate – cost control (one to one; 1 unit)
 What kind of cell phone contract do you have?
 What do you need?
 Which contracts make sense?
 Which clauses can be dangerous?
1.15. Excursions (whole family, 4 units) (I)
 What kind of machines etc. do you need to handle? (for example: ticket vending machines for
transport and parking, ATM, vending machines for food/beverages, photo booth, etc.)
 How do they work?
Level 2 – 20 units, 45 minutes each
2.1. How to use the computer (one to one, 2 units) (unit 1 as assessment)
 Start the computer
 Explain mouse, keyboard
 How to enter the internet
 What is the desktop?
2.2. Surf stations excursion (whole family, 1 unit)
 Find local surf stations
 Where is computer use for free?
 What do you have to take care of when using public computers?
2.3. Privacy and Security (whole family, 1 unit)
 Passwords on computer
 Login and logout
 Legal situation (what contents are forbidden)
2.4. Files, documents and storage (whole family, 1 unit)
 File
 Folder
 USB flash drive
2.5. Name, save (also as pdf), retrieve, print and open a document (whole family, 1 unit)
 Saving documents you receive by mail
 How to name documents
 How to open them
 How to print documents / pictures
2.6. How to use google docs (2 units, whole family)
 Open and save a document
 Navigate around in a document
 Select text
 Change text and font
2.7. Search on the internet (whole family, 1 unit)
 Syntax search
 Google settings
 Search pictures / videos / news
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2.8. Use email (whole family, 1 unit)
 Create an account
 attachments
 Cc/bcc
2.9. How to print (whole family, 1 unit)
 Type of printer (BW/Color)
 Upright and landscape mode
 Where to print (public library, print shop)
 What to print (recipes, mandalas, coloring books)
2.10. How to use Facebook (whole family, 1 unit)
 Privacy settings
 Who can see what you post online?
 Groups and sites
2.11. Online media platforms (whole family, 2 unit)
 Where to watch/stream videos (youtube, vimeo, ..)
 Where to watch news or TV programs (legal)
 Where to stream radio programms (legal)
 Which content for kids
 Copyright, legal issues
2.12. Looking for travel options via internet (busses, trains) (whole family, 1 unit)
 Timetables online
 What kind of sites do exist?
2.13. Skype (whole family, 1 unit)
 How to make video calls
 How to use Skype
2.14. Legal advises (whole family, 1 unit)
 What kind of content is okay to look at?
 What to do when you find illegal content online?
2.15. Learning platforms (whole family, 1 unit)
 Free websites for e.g. to learn languages, train skills (online cooking class)
2.16. Games on the computer (whole family, 1 unit)
 Dangers
 Privacy
 Downloading (free use)
2.17. Digital dictionaries and translation tools (whole family, 1 unit)
 What online tools can be used for translation?
 Which of them also work with language / without writing?
 Where can they be useful?
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Transferability
It is expected that while preparing for units and teaching process trainer has enough information about
family members needs and capabilities and resources on disposal as well as language specifics. Trainers
sensitivity and creativity plays important role in adjusting units, motivation and performance of family
members.
Still we want to bring the following points to your mind that have to be taken into account when
transferring the contents and methods of this chapter to other countries:
 Taking pictures: The laws for picture taking are very different in each country - concerning
which objects can be photographed as well as laws and regulations about taking pictures of
people in a public space (on the street, for example). Also, laws not only differ in this area but
also concerning publication - which pictures am I allowed to put online? In order to tell family
members the correct situation, research will be necessary.
 Age of consent: Here the situation it very similar - laws for taking pictures of children (or
making videos of them) are different from country to country. Also there may be differences
on who is allowed to take pictures - a relative, a stranger and so on. Especially for the family
context it is important to give the correct information.
 Copyright: Copyright concerning music, pictures and so on also is very complicated and diverse
since each countries has its own laws. It is necessary for family members to understand the
copyright in their country and also know that it might be different in other countries.
 Illegal downloads: Downloading material from the internet (like movies) also has different
laws regulating the matter in each country. Inform the family members about the current
situation and also tell them that laws are changing so they need to be aware that what is legal
or illegal now might not be so in the next month.
 Illegal content: Some European countries have special laws concerning content that is illegal.
Things to watch out for are for example child pornography, racism but also content like
swastikas which are illegal in some countries.
 Apps: Most of the topics can be transferred easily to other countries, but there are special
websites and apps which are important in different countries, for example governmental apps
which differ from country to country and also communication apps (WhatsApp or Viber). So it
is necessary to look for apps and websites in the language and country of the family members
for some units.

Critical points
The following points need to be taken into account when implementing this learning unit:
 Illiteracy: During the development of the learning unit, programs or apps for people who can
not read or write have been included. However, there is no alternative for illiterate people on
every topic, so in order to go through the whole course, it is necessary that the family members
have learned reading and writing already. Units marked with (I) at the end can be adapted
easily for people who are illiterate because of vocal commands or apps / programs that work
mostly without written language. The trainer should be aware of the number of family
members, who are not able to read and write an research for helpful apps, before the course
takes place.
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Copyright: Especially when using learning materials (pictures, music, videos) the trainer needs
to be careful to take material that is available under Creative Common or Public Domain
license. Public Domain (CC0) means that you can use, share and edit material for free and
without mentioning the source. Creative Commons Licenses are a bit different and can define
under which circumstances you can use the material. Copyright laws are different in each
country so keep an eye on the legal situation concerning copyright.
Technical advance: All apps, programs or methods presented in this learning unit are state of
the art at the moment - but that does not mean it stays like this. Especially in technical areas,
change is rapid and ongoing, so probably some of the things included in this learning unit will
not even exist anymore in a few year’s time. Contents and challenges, however, will stay for
longer. Therefore it might be necessary to change apps / programs / maybe also operating
systems when implementing this learning unit.
Different hardware: Since level 1 works with smartphones and smartphones exist in a broad
variety and with different operating systems, the trainer needs to be familiar with the most
common types of smartphones and operating systems, which at the moment are: Android,
Apple iOS, Microsoft Windows Mobile, blackberry. Also, for the computer or laptop in level 2
different operating systems exist - Apple iOs and Microsoft Windows (different versions). The
focus of the learning unit is on Android and Windows operating systems.
Use of the hardware: Since family members work with computers or cellphones it is important
to create rules in the first unit about the usage and discuss questions like “when is time to
privately use the computer / smartphone for chatting”? “Can we use the computers /
smartphones outside of the course?” so the learning units can run smoothly and with the
attention of the family members focused on the trainer.

Training level
This level is for families who already have a computer at home or have learned how to use one and
want to freshen up their skills because they have not used or needed it for a longer period of time.
Setting:
The setting will, in this case, be quite different from the other levels - especially concerning location
and duration of the course.
Duration and frequency:
Following the assessment, there will be four units with 45 minutes each. The first two will be combined
in a double unit and will be at the very beginning, while the third one will be after two weeks and the
fourth one will be at the end of the course after four weeks.
In between this time, the trainer will be available at fixed hours to help the family members in case of
questions or problems.
Location:
In case the family has a computer at home it makes sense to make the course in their home on their
own PC so they don’t have to get used to a different operating system or different hardware.
In case the family borrows a laptop or PC, the first unit should be at the place where they receive the
computer. The rest of the units can also be in their home.
Assessment
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In this case the assessment at the beginning is very important since the trainer needs to know what
the family wants to learn so he/she can prepare for the first unit and for any open questions.
The assessment should be done in an informal meeting (while meeting for coffee and cake, for
example) and include the following questions:
 When have you last used the computer?
 What things did you use the computer for?
 What things do you want to use the computer for now?
 What kind of programs have you installed on your computer? (if it is their own)
 Do you use anti-virus-software on your computer? (if it is their own)
 Who will use the computer most likely?
 Do you or did you have any rules (like how long, who, what about children,...) about usage of
the computer?
In case the family wants to use the computer for special purposes, for example to edit pictures, and
have no experience with the program they need, it makes sense to add a unit about that program to
the list of contents, if the trainer thinks it is necessary. Also, he/she can help them to find freeware
they can use instead of software they would have to pay for.
The unit 3, where the trainer meets with the family in between, is also a kind of assessment because
he/she has time to take a look at what they learned and help them with any open questions. Also,
since the trainer will be available for specified times during the course, he/she can assess their abilities
in case he/she is needed.
The final assessment will take place during the last unit when the computer is given back or when the
trainer comes to the family for one last time to ask about problems, but also highlights and experiences
gained.
Content:
 Privacy and safety (2 units)
○ Passwords on computer
○ Login and logout
○ Legal situation (what contents are forbidden)
○ Anti-virus programs
○ Parental safety
○ Software updates
 Open questions:
○ Difficulties with programs
○ Questions about privacy and safety
○ Data backup
○ What programs to use for what kind of purpose
 Assessment:
○ What did they learn?
○ What was helpful?
○ What kind of information is still missing?
○ What kind of information wasn’t helpful for them?
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○ How will they use the computer in the future?
If necessary, include a unit about a special software or program the family might want to use.
Points to watch:
 Borrowing of PCs: If there are enough financial resources so some PCs can be bought and
borrowed to families, it will be necessary to watch some points beforehand to make it work.
There must be an insurance on the PC so if it gets broken replacement will not be an issue.
Also, it should be considered to install a software that does not allow illegal content to be
downloaded or even watched like virus scanners and parenting software with an additional
online filter.
 Child safety: If you give a PC to a family where small children live in you should consider
installing some kind of parenting app that will not allow children to get in touch with illegal
content. Also, you should talk to the family about games and programs that may not be
suitable for small children.
 Internet connection: If the family has no internet connection at home, please check if you can
provide an USB wireless modem with mobile data (fixed amount of data on it) so they can get
access to the internet.
 Availability: Clarify the hours the trainer is available for the family for questions and also tell
them if they can go to somebody else (like the NGOs office) in case the PC is broken or stolen
or something like this so they know when and who is reachable for them.

 Theft-security: Install a software that makes the PCs not usable anymore in case it gets stolen
(or track it when it’s gone e.g. by GPS location or activating the camera).
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Learning Unit 4 – Practical experiences
Introduction
What is meant by self-organization?
Self-organization means the ability to manage the own living process without help and to use the own
possibilities in a practical way. In education self-organization means the effort of the partisipants to
aim targets and to get active in their learning process.
Another definition of self-organization denotes the efforts of a group, for example of youngsters,
mothers with small children, renters or old people, to take the own interests in one’s own hands, to
manage him/herself and to manage conflicts in a better way. Self-organization is limited by the size of
the group.46
Organization
Organization means to handle all things that were planned in a certain period, without stress and
disorder. But also the planning means organization. In principle, organization contains everything what
makes the live easier und with what work and live are made easier for you.
The big SELF for ORGANIZATION shows, that you are self-responsible for your organization. You decide,
what you make at which time and you are your own boss, you can slide things and you can do things
earlier. But by all these advantages you are self-responsible for mistakes.
You need self-organization in everyday life. You organize your daily routine. This begins already in the
morning if you go out of bed. You know, that you have to leave the house at 7 o’clock, to be in time at
work. You are organized as well as you can manage to have breakfast and to get ready in the bathroom,
so that you are really at work at 7 o’clock. But also if you learn something organization is the A and O.
You can learn better if your desk is cleaned up and if you mustn’t search for your learning material
before, to start finally.
Needed competencies and abilities for self-organization: 47
 Self-dependence
 To react on demands
 Flexibility
 Ability to solve problems
 The ability to set targets in an initiative way
 To act in a proper way
 To manage challenges in teams and organizations
 The ability of evaluation
 The ability to present something
 Willingness and ability to learn
46http://lernplan.com/selbstorganisation/;

http://www.enzyklo.de/Begriff/Selbstorganisation;
http://steffiburkhart.com/warum-mangelt-es-an-selbstorganisation/; http://www.wifi.at/hude/Kursangebote/Kommunikation%20und%20Pers%C3%B6nlichkeitsentwicklung/zeitmanagement_selbstorganisation_am
_arbeitsplatz
47 http://www.abwf.de/content/main/publik/bulletin/2004/B-02-04.pdf
http://www.schwingelschwingeldingdong.com/2012/06/gute-selbstorganisation/
https://www.vertriebslexikon.de/Selbstmanagement-Selbstorganisation.html
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The ability of communication
Result-orientated acting
Holistic thinking
The ability to manage difficult situations
The ability to make an overview
Orientation on targets
The ability to say no
Planning in a written form
Conflict- and conversation management
Own initiative
Good time management
Summary of ideas

Objectives and learning outcomes (only one level)
This part of the project is supposed to combine everything the family learned in the last three levels,
therefore including topics from reading + writing, mathematical skills and digital competencies.
The objective is to allow the family to finish a project together to realize for themselves what skills and
abilities they have acquired throughout the course of the training. A project could be for example:
 A family budget for a month with shopping lists, price calculations and price research online
 Plan a birthday party for somebody (including invitations via email and so on)
 Plan a family trip (including research, costs, duration,..)
Learning outcomes 48do not indicate types of the activities or methodologies that will be used during
teaching process but rather indicate expectations what will family members be able to achieve during
the learning and teaching process. Learning outcomes should be SMART:
 Specific (outcome should be as specific as possible, formulated by clear and concrete words)
 Measurable (measuring of learning outcomes enables objectivity during assessment and it is
important to determine criteria and ways how to measure if desired outcome has been
achieved)
 Achievable/Agreed (although the trainer defines the learning outcomes in advance, it is
important that the family members are well aware of the outcomes of the program at the first
joint encounter and of the learning outcomes of each unit at the beginning of each unit)
 Realistic (It is also necessary to ensure that learning outcomes are achievable in the time
period for which they are written (in duration of teaching and learning process))
 Timely defined (the learning outcomes must be time-limited and to represent the time frame
in which they will be realized)
Learning outcomes are the basis for selecting the strategies of teaching, learning and checking the
learned/adopted/developed. One of the most used theoretical frameworks for planning, preparing
and evaluating the educational process is Bloom's taxonomy of educational objectives. Bloom's
taxonomy explains three basic areas of human personality and activities that overlap each other:
48

Dragičević, T. I Dželalija, M. (2016). Kako napisati ishode učenja? Split: Prirodoslovno-matematički fakultet u Splitu,
available at: http://stemp.pmfst.unist.hr/wp-content/uploads/2016/05/Kako_napisati_ishode_ucenja.pdf
The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

80

cognitive, emotional, and psychomotor (knowledge, attitudes and skills). Bloom's taxonomy allows us
to display qualitatively different types of knowledge, skills and attitudes of family members in a visible
and measurable way, and we use active verbs in the process of formulating the learning outcomes for
all three areas.
Learning outcomes:
After finishing this level family members will be able to:
 Use creativity techniques
 Solve conflicts together
 Know about time management
 Evaluate a project
 Create a budget
 Use different tools for small projects
 Work together as a family on a project

Setting
Duration and Frequency:
This learning unit “practical experience” consists of 22 learning units which will take place 2 units (á 45
minutes) per course date. Which means the family will have to come to the course 11 times.
Since this learning unit focuses on a practical experience in regard to a concrete project the family
wants to undertake, the family will also have to work on their own as a team when there is no official
course.
Therefore the ongoing support of the trainer will last for 6 month. After this period the family project
goal should be accomplished.
The exact time and date of the courses can be set together in the first unit with all participating family
members together.
Location:
The location of the courses should take place in a course room of the educational organisation. It is
important that this is a room where the family feels comfortable and respected. Since a precondition
for the participation in this learning unit 4, is to have completed all other 3 learning units, the family
members might already be familiar with the course room(s) of the educational organisation anyway.
The room should provide enough space for all family members to work individually as well as have a
team (family) meeting to discuss the next steps and it should be easy to make enough room to do some
practical exercises, for example when working on topics like conflict management etc.
Furthermore the room should be equipped with at least one computer and a WiFi connection and the
possibility to use a projector.
Number of participants:
This learning unit is created to work with one family at a time. There is no specification necessary
regarding how many family members are necessary to manage the project, since the project goals will
be set as a team with the assistance of the trainer to keep it realistic and manageable relating to the
number of family members and the time frame.
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Trainer:
In regard to the trainer, it is important to choose a trainer with project management experience. At
best, this trainer is also a person which has already undertaken one of the other learning units with
the family In this learning unit the trainer is, more than ever, meant to be a partner and advisor. His/her
tasks consist of evaluating, advising and answering questions.
Budget:
For this learning unit, some of the families might not have the necessary funds to achieve their goal.
The educational organisation needs to decide how much money can be granted in total and per family
per year. It needs to be the responsibility of the trainer to distribute this money fairly and considering
the actual need of the families.
Anyhow, whether the family needs financial support for their project or not, the budget needs to be
defined and fixed before starting the project and the height should be reasonable.
Assessment
Assessment is important both for family members and trainers in order to understand the level of the
course and the improvement achieved during the course.
Assessment should take into consideration the following points:
 What are the main goals and objectives?
 What points seems to be difficult to learn?
 What are the information more easy to understand and remember, and why?
Pre- and post-testing
At the beginning of the project there will be a meeting with the whole family to assess their skills. In
order to compare results before and after the learning unit, the assessment is combined - oral as well
as written.
The oral part mainly consists of questions around former experiences that should be used by the
trainer during the assessment part:
 Have you done a family project before?
 When there is a family trip / a family celebration, how do you plan it?
○ If yes, how do you plan it? What was working good? Where could you need help?
○ If no, why not? What would you need to plan it together?
 Did you plan something together as a family in the past?
○ If yes, how did it work?
○ If no, why not?
After the oral part, there will be a self assessment part where family members are told that they should
rate their experiences and skills. It is important to tell them that nobody else (except for the trainer)
sees their answers, not even other family members.
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Here is an example for a questionnaire:
Family Self-Assessment Questionnaire
Do you as a family talk about problems?
o always

o often

o sometimes

o never

o sometimes

o never

Do you try to find a solution together?
o always

o often

How easy is it for you to motivate your family members when you want to do something?
o very easy

o easy

o difficult

o very difficult

Have you learned something about conversation skills before?
o yes

o a little bit

o no

o I don’t know

Do you use them in your daily life?
o always

o often

o sometimes

o never

Do you know something about conflicts?
o yes a lot

o yes something

o a little bit

o nothing

Are the conflicts in your family solved peacefully?
o always

o often

o sometimes

o never

o sometimes

o never

Do you use methods to calm down when you are angry?
o always

o often

Have you worked with a timeline before?
o yes

o no

o I don’t know

Do you know how to create a budget?
o yes a lot

o yes something

o a little bit

o no

Did you create an invitation on the computer before?
o yes often

o yes several times

o only once

o never

Do you think working on a family project will be easy for you?
o yes always

o most of the time

o sometimes

o no never
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Post-testing
At the end of the project, there will be an evaluation together with the trainer (oral part) and the
written survey again to show changes.
For the evaluation at the end, here are some guiding questions:
 Which parts of the course were especially useful for you in your daily life? Why?
 What parts do you think you will not use in your daily life? Why?
 Did you like working together?
○ Why / why not?
 What was easy for you during the project?
 What was a challenge?
 What did you enjoy most?
 What new things did you learn?
 How happy are you with the celebration / trip,... itself?
○ What went good?
○ What did not work so well?
 Would you recommend this course to your best friend? Why / why not?

Content
This unit combines everything the family has learned in the last three units and gives the family
members the chance to practice their skills. The aim is to create a family project together that involves
reading and writing as well as mathematical skills and digital competencies. The main topic is “self
organisation” and the most important skills for self organisation also are a part of the contents.
Contents are split up in two areas:
First, the part called “skills” lays a focus on the personal aspects the family has to acquire (or already
has). The second part is called “tools” and contains knowledge, but also methods and digital tools that
make it easier to manage a project together.
The sequence of units is not fixed - it needs to be checked in the assessment part and it is also
dependent on the project the family chooses which parts are necessary in which order.
1. Skills:
1.1. Idea finding (2 units)
 Brainstorming techniques
 Creativity methods
1.2. Problem solving skills
 What is a problem?
 Solving a problem together
1.3. Motivation
 How to motivate oneself
 How to motivate others
1.4. Basic conversation skills (2 units)
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 Listening to each other
 Sender and receiver-model
 Differences between spoken and written conversation
1.5. Address challenges: conflict solution (2 units)
 What is a conflict
 How to calm down
 Basic conflict rules
 Physical reactions to anger
1.6. Time management (3 units)
 What are priorities and how to use them
 Create a realistic timeline
1.7. Delegation and tasks
 Divide big into small tasks
 Who can do what and why?
1.8. Evaluation
 Ongoing evaluation during the project
 Evaluation at the end of the project
2. Tools:
2.1. Legal situation
 E.g. disorderly conduct, supervision of children, event registration,...
2.2. Budget control (2 units)
 How to create a budget
 Price research
 Controlling the budget
2.3. Google docs (2 units)
 Create invitation
 Work with templates
2.4. Google calendar
 Use a shared calendar
 Make an event online
 Invite others
2.5. Google sheets (2 units)
 Create a budget template
 Make a task list
2.6. Celebrate
 At the very end
 Together with trainer
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Transferability:
It is expected that while preparing for units and teaching process, the trainer has enough information
about family members needs, capabilities and resources on disposal as well as language specifics. The
trainer’s sensitivity and creativity plays an important role in adjusting units, motivation and
performance of family members.
Still we want to bring the following points to your mind that have to be taken into account when
transferring the contents and methods of this chapter to other countries:
 Taking pictures: The laws for copyright are slightly different in each country - concerning which
objects or people can be photographed as well as laws and regulations about taking pictures
in a public space (on the street, for example). Also, laws not only differ in this area but also
concerning publication - which pictures am I allowed to put online? In order to tell family
members the correct legal situation, research will be necessary. Laws for taking pictures of
children (or making videos of them) are different from country to country. Also there may be
differences on who is allowed to take pictures - a relative, a stranger and so on. Especially for
the family context it is important to give the correct information.
 Copyright: Copyright concerning music, pictures and other media is very complicated and
diverse since each country has its own laws. It is necessary for family members to understand
the copyright in their country and also know that it might be different in other countries.
 Illegal downloads: Downloading material from the internet (like movies) also has different
laws regulating the matter in each country. Inform the family members about the current
situation and also tell them that laws are changing so they need to be aware that what is legal
or illegal now might not be so in the next years.
 Illegal content: Some European countries have special laws concerning content that is illegal.
Things to watch out for are for example (child) pornography, racism but also content like
swastikas which are illegal in some countries.
 Apps: Most of the topics can be transferred easily to other countries, but there are special
websites and apps which are important in different countries, for example governmental apps
which differ from country to country. Also the most popular communication apps or networks
(WhatsApp or Viber) could differ. So it is necessary to look for apps and websites in the
language and country of the family members for some units.

Critical points
The following points need to be taken into account when implementing this learning unit into families:
 Family size: According to the definition, family can also consist of two people - like a single
mother with her child - so you have to define the family project in a way that is manageable
also for small families with less people and less time resources.
 Age: For this learning unit it would be best not only to include the older family members but
also consider younger children that are part of the family. They do not have to take part in the
course, but the project idea needs to be something where they as well can participate and
contribute their parts.
 Project idea: The finding of a project idea is the crucial point for this learning unit. If the idea
the family has does not seem feasible, it is, for example, possible to start with making a
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timeline and calculating time and money resources first so families can realize that their
project is too challenging or not doable in the time allotted. It is also possible to break a big
project into smaller parts and just work on one of the parts with the family. Also, it may be
wise to set a date which is the latest possible for change of the project idea and also
communicate it to the family.
Illegal behaviour: Since this part of the learning unit gives the trainer a high level of insight
into the family by working in family homes, creating things together, working on conflicts and
so on it can happen that the trainer also gets into touch with family problems outside of the
learning unit. Therefore it is important to create a guideline (if not already in place in the
company) how to react when noticing illegal forms of behaviour like child abuse, domestic
violence, drug use and so on. It also needs to be clear for the family beforehand that in cases
of illegal behaviour the trainer has the obligation to report to police / child welfare.
Legal situation: Another point to remember is the legal situation in the country - is the project
idea legal? What kind of laws have to be taken into account? Is there, for example, something
like a legal age for children to work? Or is the family project designed so children can not visit
school on some days? The trainer needs to be aware of this issues and has to keep it in mind
to check for any inconsistencies.
Practical project: The learning units in this part should be directly connected to the family
project. It is important for the success of this unit that everything the family learns or does
together with the trainer is working towards the family project goal - so be careful to use
practical examples and do as much work together as you can.
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Additional information
When working on the project following documents were prepared that are added to the manual for
additional information about learning with Roma families:
 Family hierarchy, conflict management in families
 Train the trainer
 Mobility
 Social benefits of family learning
 Guideline for the first unit
 Important aspects of learning outcomes
 Assessment – background information

Family hierarchy, conflict management etc.
When working with family groups the following theoretical theories and inputs can be useful. This
chapter provides information on family hierarchy, power systems, conflict management and conflict
resolution, the system theory of Luhmann, and more.
Family hierarchy
Hierarchy plays an important role in every community: finally it means the superiority and the
subordination of elements within a system. Automatically people produce a hierarchy structure if they
come together in groups. This structure mediates a feeling of security: Everybody knows which position
he/she holds.
Usually the scramble about a new position starts with the arriving or ceasing of a link in the chain. This
topic about the hierarchy is also in the family, although we live in a democratic society. If parents don’t
take the highest-ranking position even more, the family everyday life will be problematic.
By many situations, a child experiences very early differences of the hierarchy between young and old.
For example if parents explain to the child that it should not interrupt talks among adults or if the
handbag is declared to a taboo zone. If parents feel comfortable in their predominant role then the
attitude gets right and so it’s healthier for the child development. With discussions about this topic,
the child learns to accept authorities without becoming uncritical and submissive. Ever rather and
naturally the child experiences this at home, the easier it is later in school and occupation with
instructions by teaching staffs or superiors.49
A natural hierarchy in the family doesn’t mean to oppress the child or to ensure it no right to a say. It
is more to demonstrate where the limits are and what the words “respect“ and “privacy“ mean. Also
the child should be able to understand and learn its position within the family structure. In addition, it
should exist enough leeway in which the child can develop.
The hierarchical structures plays an integral role in our community and in structural and
49

https://www.beobachter.ch/erziehung/erziehung-wer-ist-hier-der-boss (link used in 2017 june)
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strategic schools, which emphasize the centrality of organization in evaluating adaptive family
functioning. Well-functioning families are thought to have clear intergenerational boundaries that
separate parents and children according to the roles and rules that govern family behavior.50
Power systems
The ones with the most power in the family have the most impact on important decisions and have an
huge effect on family dynamics. Appropriately the parents should have the power. If this power is
established the compliance is functional and the child obeys.
In dysfunctional family system children can earn control over different family matters, parents or
siblings and also gain power. The result is children find themselves in roles which contains
responsibility over things they cannot manage. They are not capable of managing this balance of
power.51
Conflict management
It is important to understand how we think about conflict because „the way we think about conflict
has important implications for the way we act in situations where conflict exists.“ (Lulof,1994).
Conflicts accompany the people since primeval times and therefore they are elementary social
phenomena. Thus, conflicts are always a part of our daily life. To learn conflict ability is an important
aspect of the development and socialization of every person.
Besides, conflicts are negative only under certain conditions, in many, maybe even in most cases they
continue the affected persons. And therefore a person matures personally- if one succeeds – in
delivering constructively a difficult conflict situation, in negotiating compromises and in finding a
solution in which before nobody would have thought.
And an organization, a family or a group develops in the communication with successfully running
discussions a conflict resolution culture which enables for special achievements.
But always the other side is carried along during the conflict: the possibility that a conflict dynamism
becomes independent and gets out of control. 52
Conflict resolution and conflict management
The both terms evoke different conceptions of the nature of conflict.
Conflict resolution implies that conflicts can be resolved or finished. However, conflict management
implies that there are some conflicts, which can not be resolved. It means that conflict is not an „on“
or „off“ phenomenon. There is a process involved in view of the choices and actions that occur during
a conflict.
The process for managing conflict can help to reduce the negative impacts of all types of conflict by
restoring fairness, process effectiveness, resource efficiency, working relationships and satisfaction of

50

http://www.pitt.edu/~momchild/publications/peerreview/hierarchies%20paper%20final%20copy%20for%20resubmission%20oct%207%202003.pdf (link used in 2017 july)
51 https://de.slideshare.net/kevins299/lecture-3-structural-family-therapy (link used in 2017 july)
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parties. Moreover the process includes a wide range of activities, communication, solving problems,
dealing with emotions and understanding positions.
Self-help
It is better to address the frictions or tensions as soon as they are perceived. To do that, it’s important
to use „I-messages“ or „I-statements“. For example „I have the feeling that you are dissatisfied with
me.“ It’s an assertion about the personal feelings, beliefs, values and so on. Also, you don’t raise a
claim to announce the truth.
This pronouncing can make easier by a moderator, who is not a party and is using
additional methods and support.
Method
Firstly, the importance is to separate the people from the conflict and also to have a focus on the
interests of individuals which define the problems. Some different options should be invented for
mutual gain and above all, it should be used objective criteria.
„Step by Step conflict resolution strategy“
1. State the problem
People who have a conflict with someone else or also themselves should be asking themselves
questions like „What is actually the problem? Why is it a problem? Is there more than one problem?“.
This can help to separate the problem from people´s feelings about it. The problem may be the feelings
associated with a particular issue, rather than the issue itself.
Other questions should also be asked:
„Am I stating the real problem? How do I know it is a problem? Is the situation a problem or is it my
reaction to this situation that makes it a problem? If nothing is done, what will happen?“
2. Who is involved?
The next step is to ask the question „Who is part or maybe the solution of the problem? And who is
affected by the problem?“
3. Examine the values related to the problems
What are some needs and concerns related to the topic? Why and which are so important? This
step helps to clarify the problem. Also it brings differences and similarities of interests between
the people who are involved.
4. Brainstorm solutions & the rank of the solutions
Gather some solutions or compromise to the problem as the group can generate. Important is not
to judge any potential ideas, but to accept all solutions from everyone.
Furthermore, everyone should rank the various ideas of solutions and then the involved people
should be able to identify the potential solutions, which would be acceptable to all individuals
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concerned. The new solutions may be identified by combining already proposed ideas. Of course,
all people should agree on the potential solution.
5. Troubleshoot the decision
Questions like „Why won´t this idea work? What are some of the barriers? What could go wrong?
“ can be helpful but the solution chosen has a reasonable chance of solving the conflict. To satisfy
oneself it should be tried.
„Putting the process into action“
As a family, it´s important to choose a minor area of conflict to practice the steps.
System theory
The components of family systems theory are:
 Family systems have elements and structure. The elements are the members of the family and
each element has characteristics. And between the elements there are relationships which
function in an interdependent manner. All of these create a structure.
 Family systems has ways of including and excluding elements. The line between those within
the system and those outside of the system is clear to all. There are open and closes boundary
systems. First means that it allows elements and situations outside the family to influence it.
It may even welcome external influences. Closed boundary systems isolate its members from
the environment and seems isolated and self-contained. No family system is completely closed
or completely open.
 Every family system has a set of rules that control the way the system functions. And also all
systems try maintain stability through feedback and messages.
 The family system has several subsystems which means small groups of 2-3 people. The
relationships between these people are known as subsystems, coalitions, alliances or
triangulations and each subsystem has own rules, boundaries and unique characteristics.53
The forming of a healthy subsystem is to develop a boundary that separates couple from children,
parents and outsiders. Also it’s important to claim authority in a hierarchical structure.
If the healthy structure of the family changes, the positions of members in the group also alter and
vice versa. In this terms of healthy and unhealthy functioning, symptoms in an individual are rooted in
the context of family transaction patterns. So, family restructuring have to occur before an individual’s
symptoms are relieved. This should be change within the family because how a family functions has a
direct effect on how an individual functions within. Only then will individual symptoms be limited,
reduced or resolved.54
Social Outcomes / family learning
Family learning means that more than one generation of a family is learning together. This learning
may be formal, learning courses are delivered in setting such as schools, children’s centers, community
centers, or informal, through events such as family fun days.
The family learning aim to help parents support their children’s education.
53
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http://web.pdx.edu/~cbcm/CFS410U/FamilySystemsTheory.pdf (link used in 2017 july)
https://de.slideshare.net/kevins299/lecture-3-structural-family-therapy (link used in 2017 july)
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Education Scotland conducted an analysis of current practice in family learning. The outcomes and
benefits of family learning can be categorized into five key areas:
 new skills
 increase confidence and understanding
 improve communication
 change behaviors
 change relationships with community and family
Family learning can improve the relationships among themselves, increase opportunities to socialize
with other families and it can also increase confidence in their parenting skills. If they learn different
activities in courses, they can replicate these at home and furthermore, they get more knowledge and
confidence to access and engage in other community activities and support. 55

Train the trainer
Important aspects of the curriculum
In the interviews, as well with Roma as with experts, the education of the trainer has been mentioned
as a crucial point. It is important that the people working with Roma families have knowledge in the
area of adult education and family education as well as information about target group and
intercultural awareness. Since most trainings for trainers don’t combine those matters, a special
curriculum and training for the trainers has to be set up in each country, taking into consideration
alternative pedagogical curricula, provided in the law of several countries.
The so-called positive discrimination can be applied with Roma as long as it justifies the results and
creates flexibility in the assessment and definition of the learning structure, evaluation and in the
places of teaching.
This curriculum must address the following areas of competence:
 Context: Context means all those abilities, information and skills that help to work in a certain
environment and with a special target group.
 Didactics: Methods and approaches to adult education and family education in general are
defined by this category.
 Social competence: This includes all skills that are needed to work with families on a group
level, but also to support all family members individually.
 Personal competencies: This set of competencies is assembling personal skills that are a
requirement for working in family education with Roma people.
For these four areas of competencies the following key aspects must be part of the training for BERA
trainers:
1. Context:
55

https://education.gov.scot/improvement/Documents/Family-Learning-Report-full-document.pdf , page 4 (link used in
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 History, culture, tradition and values of Roma
 Antidiscrimination
 Racism and antiziganism
 Stereotypes, prejudices, gender roles
 Overview of education system
 Role of Roma mediators
 Health in Roma communities (including mental health)
 Understand commercial activities of Roma People
 Social status and the role of Roma people in society
 System theory of Luhmann
 Family power structures and hierarchy
2. Didactics:
 Concepts of adult learning
 Concepts of family learning
 Methods and topics appropriate and interesting for different age groups
 Motivation theories
 Creating a learning environment in a family home
 Presentation techniques
 Preparing of units
 Concept of learning types
 Learning constraints and difficulties
 Evaluation and testing of knowledge
3. Social competencies:
 Giving feedback
 Leading and guiding a family group
 Conversation and question asking
 Group and family dynamics
 Conflict resolution strategies and conflict management
 Intercultural communication and conflicts
4 Personal competencies:
 Reflecting and evaluating oneself
 Time management
 Personal awareness
 Practice units under supervision
The concrete course set-up for the training of the trainers (requirements to take part, duration and
time of units, group size, methods of learning…) must be defined specific for each country according
to adult education guidelines and certificates that exists in these countries.
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Mobility
Roma community is characterized by diversity of traditions, change of residence, border crossings
(transregional and transnational) and continuous change of living and working context. Therefore, this
Manual, identifying the importance of knowledge for Roma population, bases its approach on
recognizing this reality and adjusting its methods to overcome problems that may occur and arise from
it.
Apart from the challenges that are expected in the realization of the teaching process, we can
anticipate two other areas of challenges: transferability and mobility.
As the achievement of key competences is the basic intention of this Program, it is important to recall
that the basic characteristics of key competencies are: generic, transferable and multifunctional. Key
competences are transferable multifunctional set of knowledge, skills, talents and attitudes needed by
all individuals for their personal realization and development, inclusion in society and
employment56.Such a determination of the character of key competences suggests that they are
generic, i.e. universal, and that they are valid for any area of human activity, regardless of profession
or workplace. They are portable and multifunctional in the context of the person who has acquired
them can perform better activities in the field of social life and/or jobs at a particular workplace. Thus,
the acquired key competencies are by their nature portable and useful to the person regardless of the
context in which they are located. The more advanced competencies are, the greater the likelihood
that the person will be more adaptable to the new environment, which is particularly important for
the members of the Roma population in terms of their mobility.
An adequate mechanism (protocol, document) that records the realized non-formal education
program is highly important as the assumption of mobility and the recognition of acquired
competencies. Although such a document does not demonstrate the acquired competencies or the
level of their adoption, basic information is provided on the learning outcomes of the program and on
realized teaching hours and other teaching activities of every participant. The function of this kind of
document is providing information about the participant and the program in order be able to continue
the same or similar program in another country as a result of moving, job search, etc.
The institution that provides the non-formal education program will keep a record of family members
in accordance with the codes of ethics and the relevant legislation regarding protection of individuals'
data. This manual does not define the database management and database elements since the
program is implemented in different countries.
Accordingly, the institution that implements the non-formal education program is obliged, upon
request of the participant of the programme, to issue a non-formal attendance document/record. The
exchange of information, for the purpose of mobility of family members, can be realized in two ways:
interinstitutional exchange of information or issuing a document to the participant. In both cases,
exchanged information is confidential and contains information about the participant and the nonformal education program. Information about the participant only refers to the name and surname of
the participant, which is the minimum of the identification elements of a person. Program information

56Abecedakarijerehttp://www.abecedakarijere.ba/kk/kljucne-kompetencije.html
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can have more content. We particularly recommend that the document contains elements such as:
training title/s, objectives and learning outcomes, thematic areas, numbers of contact and/or
individual teaching hours, and the like. Therefore, both ways of exchange of information are possible
depending on the needs of the family members.
In case that participant loses issued document, it is important to ensure that the document is reissued
or it is officially forwarded to the institution that the participant states as the one in which he/she will
continue the same non-formal training program or the one in which another training program will
begin, and it is important to prove the previously acquired competencies.
An example of such a document is provided below.
TO WHOM IT MAY CONCERN
This document provides an overview of relevant information about the participant of non-formal
basic adult education program for the purpose of recognizing, transferring and continuing the
realization of educational activities.
The document does not have the legitimacy of the testimony of the educational institution nor does
it provide qualification and avocation to the participant.
Name and surname of
participant
Full title of non-formal
education program
Institution that realizes
the program
Description of the
program

Fill in name and surname

Precise title of the training/program
Name of the institution/NGO that realized the non-formal education

Specify the main purpose and objective of the program

Specify learning outcomes which are defined for each area of the
realized program
A: Reading and writing

Learning outcomes

B: Mathematical Competencies
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C: Digital Competencies

List the activities that describe in more detail the character of the
teaching process (eg. debates, presentations, role plays, etc.) and
demonstrate the activity of the participants (eg homewokrk, portfolio,
production of a product, etc.)

Individual and group
teaching activities

Total program duration
(expressed in direct
contact hours)
Realized direct contact
hours by participants

A: Reading and writing:
B: Mathematical Competencies:
C: Digital Competencies:

___________
___________
___________

A: Reading and writing:
B: Mathematical Competencies:
C: Digital Competencies:

___________
___________
___________

The accuracy of the data corresponds to:

______________________________________________________________________________
Name and surname of responsible person and role/function
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Social benefits of family learning
“Family learning refers to any learning activity that involves both children and adult family members,
where learning outcomes are intended for both, and that contributes to a culture of learning in the
family.”57
Some researches show that family learning could increase the overall level of children’s development
by as much as 15 percentage points for those from disadvantaged groups58 and provide an average
reading improvement equivalent to six months of reading age59.
Family learning is a way to bring back adults to learning and encourage them to develop, because
family learning is a low –pressure and safe method to approach a formal adult learning. The core
motivation is a strong desire to support their children, that’s why it turns out to be so effective. Usually
family learning strengthens communication and maths skills, and adults are encouraged to make a
further step onto formal learning. This is why it has an impact on employability and engagement in
society.
In general the evidence of the impact of family learning concerns:
 skills, capabilities and aspirations of children and their parents and carers;
 the ability of parents and carers to assist in their children’s education and development;
 a range of other critical policy agendas, including employability, health and well-being and
community involvement
 adults’ confidence
 self-esteem
 motivation to learn
 parenting skills and practices
 health and well-being
 employability
 progression to further learning
 improved integration and community involvement
 involvement in culture and sport60
More specifically the Family Learning Impact Fund (FLIF)61, which was targeted at families from
disadvantaged backgrounds, reported that 85 per cent of a sample of 2,643 learners experienced some
sort of progression after participating in a FLIF course: progression in terms of their own learning or
employment (progression to another family learning course, a higher level of learning, any other
learning or training, or new or improved employment); progression in their social and personal lives
(increased involvement in voluntary and community activities and improved personal confidence);
more competence in supporting their children’s learning and development.
Adults enrolled in some kind of family learning showed more skills to manage their lives better and
find and get on at work; and it enables them to see a way out of poverty. Since usually family learning

57

Family Learning Works The Inquiry into Family Learning in England and Wales, niace – promoting adult learning
Sheffield City Council, analysis of foundation stage pupil data, 2011–2012
59 NRDC (2012) Family learning: a review of the research literature, www.niace.org.uk/sites/default/files/projectdocs/family_ learning_research_review__final_-_8_june_2012.pdf.
60 Family Learning Works The Inquiry into Family Learning in England and Wales, niace – promoting adult learning
61 Department for Business, Innovation and Skills (2013) Family Learning Impact Fund 2008 to 2011: Summary paper,
www.gov.uk/government/publications/family-learning-impact-fund-2008-to-2011-summary
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addressed disadvantaged families, it is clear the importance to develop and apply such a method, and
to involve as many families as possible.
There will be no pre- and post-testing of the level of knowledge of the children in our family learning
courses, in regard to reading and writing, mathematical competences and digital competences.
Anyhow, the trainer should monitor the social impact, of the family learning on the children in the
family. Guiding questions for such an evaluation are:
 Has the relationship between children and parents increased?
 Has there been a change in the regularity of school attendance?
 Have the children talked about getting better grades in school?
 Do the children seem more self-confident?
 Do the children seem to be more motivated to learn?
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Guideline for the first unit
The structure and the climate of the first unit can make an important impact on the family members
attitude towards the training. The positive climate of the first unit can make the family members more
motivated and more dedicated throughout the learning process.
For this reason we described the most important steps that the trainer should follow on the first unit.
1. Preparing for the first unit
The environment setting of the training is one of the factors that determine the success of participation
of persons with varying needs.62 In determining whether a specific environment is appropriate it is
important to keep in mind the specific needs of the Roma adults who will participate at the training.
To make a general thought about the Roma adults’ needs we included several questions about the
settings of the courses in our research interviews. The results of these half-structured interviews are
described in the interview summaries chapter.
For the first unit it is recommended to arrange the seats, in regard to the method the trainer wants to
use for getting to know each other, or, if no seats are required for this first method, already prepare it
for the next step on the agenda, which is working on the personal goals.
For working on the personal goals, tables will be needed and therefore, the best way to arrange the
seats would be in U shape or a circle with tables. A circle, has a powerful effect on the group, easing
communication and collaboration between the family members and the trainer. Since sitting in a
circle isn’t hierarchical, people are more likely to feel valued and accepted in the group. Sitting behind
a table can make family members feel more secure during the first unit, it also makes the impression
of belonging since they have their “own table”.
The different materials and the power point presentation that the trainer needs for this unit should be
finished and prepared before the family members’ arrival.
It is also a nice gesture to prepare coffee, tea and different small cookies for the family members.
These details can make the adults feel welcomed and it can also motivate them in the further process.
2. Welcoming the family members
Of all factors to be considered when preparing a training for Roma adults none is as important as the
properly trained and dedicated trainer. It is the trainer who creates the inviting atmosphere of these
courses. It is important that the family members feel the interest of the trainer in their various needs
and he/she also cares about them.
If there is a possibility the trainer should welcome every participant having a short informal chat with
each of them before starting the first meeting.
3. Explain the course style
It is important to provide information, about the style and method of the course in advance in order
to prepare the family members before you start. They are not used to learning by doing and discussing,
many of them will come with the opinion that he/she needs to sit and listen. The trainer can explain
the course style as follows.
62

John C. Milles, Simon Priest (1999) – Adventure Programming, Venture Publishing, State Collage, Pennsylvania
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"During this course we will experience different methods of learning.
 You will have the possibility to work individually, in pairs, in small or in big groups. (In many of
the cases you will have to cooperate with each other during the units.)
 The units will be interactive.
 We will learn by experiencing.
 We are going to have different presentations about different topics.
 You will be asked to speak and to share your opinion.
 Most of the time, you will not need to learn at home."
Furthermore it is important to introduce the Roma mediator or assistant to the family members and
to explain his/her role. The detailed description of the role and training of the Roma mediator/assistant
is in another chapter, but the following explanation might be useful, when talking to the course family
members. "This is our Roma mediator/assistant, who is here to support us during the courses. If you
are having any problems or question please feel free to talk directly to me, but if you are feeling more
comfortable to talk to our Roma mediator/assistant first, this is also fine."
4. Break the ice and get to know each other
Both the sides, the trainer and the Roma mediator/assistant and the family members can feel awkward
and anxious on the first unit. Warm-up activities and ice breaker games can help the family members
to feel comfortable in a new environment, it helps to get to know each other and feel part of a team.63
The trainer can start a discussion which could help the family members to get to know each other. One
method would be to answer interesting questions about their identity such as: How did you get your
name? Are you named after someone in your family? Is an interesting family story associated with
your name? Do you have any nicknames you are willing to share with the group? Do you have children?
What are their names? Is there a story behind their names?
The trainer can choose any other method to use in the name learning and ice breaking process
according to the groups needs and level of socialization. It is also important for the trainer to present
him/herself. Since the relationship between the family members and the trainer, as well as with the
Roma mediator/assistant, is essential, family members must feel that they also shares some
information about themselves.
An interesting icebreaker game would be the “One Match” game. In this game each participant (one
at a time) lights a match and tell his/her name and as many facts about him/herself as he/she can say
while the match is burning. When the match burns out the participant has to stop talking. The trainer
can give examples about different topics the family members can talk about like introducing
themselves, talking about their children, talking about their daily activities that they like to do, etc.
A fun method would also be, that every family members thinks of three interesting stories about
him/herself of which two should be true and one should be made up. Then every participant tells
his/her three stories and the other family members guess which one is not true. To give an example
the trainer can start with three stories of his/her own.
Another method would be to arrange groups of three people and give them the task to present each
other in front of the group. It is important that the trainers tells them what information (name, age,
family members, hobbies etc.) the presentation should contain.

63

Matthew D. Liddle (2008) – Teaching The Unteachable, Worth Publishing
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5. Identifying the family members’ goals, presenting the structure and the main objectives of this
training
It is a common fact that adults usually enter a learning process, a course with well-defined goals: “I
would like to know how to read and write after I finish this course”.
Adults need to see a concrete reason for learning. They need to be convinced of the relevance of the
training for their personal life and direct environment. Learning has to be applicable to their work or
other responsibilities, for example in their families.64
Family members will only be motivated to attend the course if they see that there is a connection
between the training’s objectives and their own will. It is important for them to know how the training
will help them in reaching their goals.
The trainer’s duty is to help the family members to discover the connection between their own goals
and the training’s objectives by presenting the structure and the general objectives and learning
outcomes of this course.
First the trainer has to identify the family members’ goals by asking them what they want to achieve
after finishing this training. The family members’ answers can be various. Some of them also might
need a frame or some examples, what a goal can look like. Therefore the trainer should prepare some
examples. Maybe some of them need these skills for gaining a better job or to manage better their
invoices or maybe some of them want to help their children with their home works.
After identifying the family members’ goals and needs the trainer can present the structure and the
main objectives and learning outcomes of this particular training. Maybe some goals and expectations
of the family members will be unrealistic. It is important to explain, that some of the goals are set too
high and can’t be achieved by attending this course. The trainer should not make promises he/she
can’t keep, but he/she can explain, that this course might be a first step toward the goal and that
he/she can help to find further courses for the participant.
The presentation can be done by using power point or just verbal explanation. We recommend using
a simple power point presentation with only images for the beginner group (for the illiterate family
members) and a more complex presentation for the advanced learner group with short written
explanations and spectacular illustrations.
While presenting the training’s objectives we recommend for the trainer to make continuous crossreferences mentioning the participant’s goals that have been already discussed. (For example: “After
learning addition and subtraction you will be able to calculate the prices of the different products. If
you would like to work in a shop this would be important and also very useful for you.”)
It is also important to make the family members understand the fact that the units are linked to each
other and that is why it is important to attend the units regularly.

The trainer should keep in mind that, according to Malcolm Knowles65, adults learn best when:
 1. They understand why something is important to know or do.
 2. They have the freedom to learn in their own way.
64
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3. Learning is experiential.
4. The time is right for them to learn.
5. The process is positive and encouraging.

6. Defining the group’s ground rules
The rules must be defined and accepted by all of the members of the group. These rules will help the
family members throughout the training to learn and cooperate in a more efficient way.
The trainer’s task is to help the family members to identify these rules. The ground rules can be various
depending on the family members needs. It is important to phrase the rules in a positive
way.(Examples for ground rules: Always be on time; One person speaking at a time, Everyone should
be present at every unit; If someone cannot participate at a unit, he/she should contact the trainer;
We talk and behave respectfully with each other; We respect the personal opinion of the other family
members; etc.)
The trainer can also explain why these rules are important. For example: it is bothering for the unit
and also for the trainer if someone is late and interrupts the unit. The person who is late can miss
important information that had been discussed before. The trainer has to repeat the main topics which
steal a lot of time.
These regulations can be symbolized with an image which can be hanged on the wall where everybody
can see it, or the trainer can make a contract, which would be signed by all of the family members.
The family members should also agree on what happens, if the rules are not respected. These
consequences should also be defined by all of the members of the group and the trainer. In general
we would advise, since we are working with adults, that there are no major consequences. The best
way to handle this kind of situations would be to encourage the family members to remind each other
of the rules whenever they are not respected.
7. Setting the timetable
If the group did not decide yet on the timetable beforehand, the first unit is the best occasion to talk
about this topic. The dates and the exact time of the courses must be discussed with the family
members and it should be based on their needs. The group should find those days and that part of the
day which is best for attending the courses.
This can happen for example with a scheme on a blackboard or poster. The trainer can make columns
for each day and depart them in 3 columns for morning, afternoon and evening. The trainer should
cross out all boxes he/she would not be able to come, leaving the possible weekdays and daytimes.
Then every participant can check the boxes where he/she would be able to come. The box with the
most conformity will be the course time.
Another possibility would be to illustrate it with a timeline on a flipchart, where family members can
mark those periods which would be appropriate for them. (For example: maybe it is more appropriate
for them to come to the units while their children are in the school or if they are working maybe they
can only attend units if those are organized later in the afternoon.) This way the group should find
those days and that part of the day which is best for attending the courses.
8. Introducing the first exercise
After a short break the trainer should already introduce and start the first practical exercise with the
family members. This first exercise will be chosen according to the nature of the course, reading and
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writing, mathematics or digital competences and will be essential knowledge, the participant will need
to know, like how to hold a pen or how to turn on a computer etc. The objective of this activity is to
help the family members to experience our teaching methods and to make them feel like they have
already learnt something useful on the very first unit.
9. Finishing the first unit
At the end of the meeting it is important to remind the family members about the date and the time
of the next meeting. The trainer can prepare a timetable for the family members, containing the dates
of the next meetings and contact information.
It is also important for the trainer to repeat the key messages of the first unit concisely and to give a
preview on what they will learn in the next unit.
Furthermore the trainer should ask the family members about their first impression. This way he/she
can also get a feed-back from the family members.
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Assessment – background information
According to Pastuović66 evaluation is the process of determining the degree of achievement of the
objectives of education and determining the factors responsible for the outcomes achieved and the
effects of the educational process. Evaluation has different purposes, roles and ways of realization.
As stated by Kyrjacou67, the most common purposes of evaluation are:
 To provide trainers feedback on the effectiveness of their learning process management so
that they can make educational decisions, adjust the objectives and ways of teaching based on
previous knowledge and characteristics of the person who is learning;
 To provide participants pedagogical feedback on the competences obtained from particular
areas of instruction (whether and to what extent they have achieved the expected outcomes
and are they improving their achievement);
 Assessment in the role of having clear insight in state and current level of adoption of
competences with the purpose of further planning, adaptation of the program and realization
of the foreseen activities;
 Evaluation in the function of planning and eventual modification of the teaching process. This
is one of the reasons why valuation should be realized continuously and used in different ways;
 Providing feedback to institutions that allocate funds for educational programs;
 The assessment as a result of the work gives the possibility to send feedback about the
completed education cycle, the degree of some training, etc., and enables mobility and
transferability.
 Evaluation in adult education has a multiple purpose such as providing feedback to participant,
trainer or educational institution, then prognostic and motivational purpose. It is important to
emphasize that the competence of the evaluator is critical to validation.
Some of the competencies that a trainer needs to evaluate are:
 To assess the extent to which the learning goals have been achieved and use that grade to
improve certain aspects of learning;
 Provide constructive oral and written feedback on a continuous basis;
 Thoroughly evaluate the work of each participant and
 Apply different assessment strategies appropriate to specific activities.
Evaluation should be fair, related to the content of the subject, and various in type and form in order
to evaluate the entire range of desired pedagogical outcomes. Participants should be familiar with the
type, forms, purpose, method of use and the criteria used for the assessment. Evaluation activities
must be maintained in appropriate circumstances, avoiding distracting participants in the realization
of the activity, attempting to reduce tensions of participants, anxiety, and allow them to have more
control in carrying out assessment activities. Assessment criteria should be familiar to the participants,
and the tasks clear, unambiguous and appropriate. Quality assessment is done by combination of
different methods (observation, conversation, testing etc.) and it refers to objectives and learning
outcomes and participants performance.
66
67

Pastuović (1999)
Kyrjacou (2001)
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Evaluation of achievement and teaching can be formative, summative, normative, benchmarking,
diagnostic evaluation, internally, externally, non-formal, formal, permanent, one-time, objective,
evaluation of the process, evaluation based on the final product.68
It is important to emphasize that different types of activities are needed in the assessment process,
and note that different activities require different types of estimation.
The basis for post-testing are formulated learning outcomes. So the post-testing process must be
based on what we have predicted as a result of the process of teaching and learning. When planning
the teaching unit and formulating the learning outcomes for that teaching unit, it is also important to
plan the method of assessment of achievement of that learning outcomes. For example, if we are
planning to teach our participants how to write their first and last name, we will ask them in the posttest procedure to write their first and last name as proof of their competence. This seems particularly
challenging in the family environment where adults and children are involved in the process, and each
of them have its own preferred methods and the characteristics that affect the final achievement.
Literature says that it is important to build confidence of participants and then to choose time and
form of mapping (Guidelines competence goals for basic skills for adults).
It is advised that trainer does dialogue based initial testing. Further assessment can be done
continuously through trainer’s conversation with participants and observation. It is important to have
on mind respect of participants as adult persons and their knowledge as well as self-confidence.
It is important to organize pre- and post-testing as well as continuous assessment in order to have
clear insight of participants’ progress and possible difficulties.
Therefore testing should be realized in real life situations and, if possible, in real terms. As a proof of
mastered competence, look for a specific product. For example, if they had the opportunity to write a
recipe and make a cake, you can eat it together and talk about the process through which they passed,
what they were supposed to do, how they cooperated, what obstacles they encountered, how they
were solved, and so on. Or, let them write an admittance to the school for the absence of a child from
class or fill out the form for issuing passports, etc. Organize testing in comfortable surroundings, start
with non-formal conversation and afterwards explain testing and its purpose. Do not test more than 1
participant at time. To get consistent and reliable results, use same test (with small variations) in preand post-testing phase. Combine methods of interview and written test and take your time, do not
rush participant.

68

compare: Temple/Steele/Meredith (2006) and Muminović (2013)
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Outlook
The goal of this toolkit was to give concrete information about the legal situation in the participating
countries, input of experts and Roma adults on the topic, education theories and further important
additional information. Overall the main objective of this toolkit was to create a course structure and
all the necessary tools and information to implement this way of training Roma adults in basic
education.
The learning units have been structured very practical and aligned to the needs of an organisation
willing to implement the courses. Each learning unit chapter, reading and writing, mathematical
competences, digital competences and family project follow the same structure and approach. Each
learning unit chapter provides information on objectives and learning outcomes, the course setting,
assessment, contents, transferability and critical points. Using this toolkit, an adult education trainer
or social worker should be able to conduct basic education courses for adult Roma and create their
own courses following the provided examples.
Furthermore it is important to keep in mind, as stated, that the most important factors for success are
to treat participants as equals, focus on the skills rather than the lack of knowledge and to be creative
and use various methods in order to prevent boredom.
We hope that as many organisations, in as many countries, as possible are going to implement these
courses in order to provide a course offer on a global scale. This way also mobile Roma could benefit
from basic education courses as intended.
Our main goal is and was to help Roma people overcome discrimination and have a brighter future –
for themselves, but also for further generations. This toolkit can be one step in this direction.
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Annex
In this Annex you can find the developed learning unit examples. There are 5 examples per topic and
level, which means 35 examples in total.

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

107

Learning unit examples reading and writing
Learning the capital and small letter A
Outcome:

Afterwards, family members will be able to

Identify small and capital letter Aa

Correctly pronounce letter A

Handwrite small and capital letter Aa

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

15

Identifying A

Practical experience

20

Shaping, drawing, writing letter A

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
Identifying letter A:
The trainer sticks pictures of objects which are
familiar to the family members and which start with
Didactic material:
letter A (for example apple) on the flip chart. They all
● Flipchart/blackboard
talk about the fruit which can be seen in the picture.
● Exercise material with letter A
Identify the initial sound A (apple). The trainer writes
the name of the object on the picture ”APPLE” with
● Paper and pens
capital block letters. The trainer reads the word
● Printed letters
“APPLE” aloud, slowly and pronouncing it correctly.
As the trainer reads the word he/she is pronouncing
every letter, but pointing at A letter he/she is saying.
Afterwards, the trainer puts up pictures of other
objects which contain the letter A (not only the ones which begin with letter A, but contain that letter)
such as car, ball, hand… and pronounces each word separately. After pronouncing one word, he/she
asks family members to tell or point him/her where in the word the letter “a” is positioned (at the
beginning, in the middle, at the end)
In the next step, the trainer writes on a board one
capital and one small letter A. Then he/she gives
family members printed out versions of different
words that should contain both the small and
capital A and asks them to take a look at all letters
and compare them to the ones that are written on

Teaching tip:
Work with objects you can find in their
houses, use items from their everyday
activities.
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the board to pick out the small and the capital letter A.
Shaping, drawing, writing letter A
After the demonstration of writing the letters, the trainer gives family members previously prepared
paper with dots forming letter A. Their task is to connect the dots and form the letter A in the different
shapes. Afterwards, the trainer can give them an assignment to write in their own notebooks the block
letter, the small block letter, the big and the small cursive letter ˝A˝ in sequence. During their work,
the trainer should check the results and correct if it´s necessary.
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Separate vowels from consonants
Afterwards, family members will be able to

Identify vowels

Identify consonants

Outcome:

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Repetition of the letters of alphabet

Oral input

25

Identifying vowels and consonants

Oral input, practical experience

5

Reflection, recapitulation and short
assessment

Group discussion

Methodological realization:
Repetition of the letters of alphabet:
Didactic material:
●
●
●
●

Flipchart/blackboard
Picture with the letters of
alphabet, of familiar objects
Newspapers
Pens

At the beginning the trainer puts out the alphabet so
all participants can see it. Then she/he places a basket
with all letters in front of them and gives them an
assignment that every family member chooses one
card and demonstrates the letter written on it. Then
the trainer asks other participants to name words
that begin with that specific letter.

Identifying letter vowels and letter consonants:
The trainer tells the family members that the alphabet has two different kinds of letters - vowels and
consonants which make different sounds when pronouncing them. Vowels are sounds that can be
pronounced without closing the mouth or a part of the mouth (like pressing your teeth together,
blocking some part of the mouth with your tongue,...) while consonants are created by blocking some
part of the mouth and stop the airflow. Using the picture of the alphabet the trainer is reading the
vowels to the family members and also points at them. In the next step the trainer underlines the
vowels. He/She then puts up pictures of objects which are familiar to family and start with following
vowels A, E, I, O, U on the flip chart. The trainer writes with capital letters the name of the object
beside the picture. As the trainer writes the letters
of the objects he/she pronounces the separate
letters and he/she shows every vowel in the word.
Teaching tip:
Then the trainer uses pictures of other familiar
Be creative, adapt the exercises to the
objects where family members have to identify the
knowledge level of the family members.
vowels and their positions in the words (at the
beginning, in the middle, at the end). He/She shows
the family members one picture, pronounces the
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word and asks them to tell him/her where the vowel is (or are). When the answer is correct, he/she
moves on to the next picture. Then the trainer uses pictures of other familiar objects where family
members have to identify the consonants and their positions in the words (at the beginning, in the
middle, at the end). He/She shows the family members one picture, pronounces the word and asks
them to tell him/her where the consonants is (or are). When the answer is correct, he/she moves on
to the next picture At the end the trainer gives some newspapers to the family members and asks, one
part of the family to underline vowels in the text with pencil, and a another part of family to underline
consonants. After this exercise the two group change their tasks, the first group will look for
consonants and the second group will look for vowels in the new text.
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Forming of words
Outcome:



Afterwards, family members will be able to
Use single letters to form slightly complex but familiar words

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

Repetition of the previous units

Oral input

30

Exercise: forming words

Practical experience

5

Reflection, recapitulation
assessment

and

short Group discussion

Methodological realization
Repetition of the previous units
Didactic material:
●
●
●
●

Flipchart/blackboard
Pens, erasers
Handout
Squares for forming words

The trainer repeats previously learned content with
participants in order to prepare them for the exercise of
forming words.

Exercises
Find missing letter
The trainer prepares a sheet which needs to be filled in and
hands it to all family members. They jointly need to find
which letters are missing and then to fill gaps in order to create a word/s. If the family members have
troubles, the trainer can help by giving hints, asking questions so the answer can became clear to family
members.
One letter makes a difference!
The trainer gives the family members letters printed on small squares of paper. Each square contains
one letter, except one. That square has one letter on each side (on the front and on the backside). The
family members need to form a word and read it loud when they finish. Upon finishing, and
demonstrating understanding of that word, the trainer directs them to turn over the square that has
two letters on it to reveal new letter which shows different word!
cat – hat; shark – sharp; sauna – fauna
The trainer gives letters printed on small squares of
paper to the family members. Each square contains
one letter. The family members need to form a word
and read it loud when they finish. Upon finishing,
and demonstrating understanding of that word, the
trainer directs them to think which letter could be

Teaching tip:
Find words that are familiar to the family
members or belong to their field of
interest, do not find too complicated
words.

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

112

removed in order to get another word with different meaning. It is advised that the trainer finds words
that are familiar to family members or belong to their field of interest.
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Correct pronunciation of words aloud
Afterwards, family members will be able to

Pronounce vowels

Pronounce consonants

Pronounce words aloud

Outcome:

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Repetition of the letters of alphabet

Oral input

25

Correct pronunciation of vowels and
consonants
Reflection, recapitulation and short
assessment

Oral input, practical experience

5

Group discussion

Methodological realization:

Didactic material:
●
●
●
●

Flipchart/blackboard
Pictures of familiar objects
Newspaper
Pens ( red, blue)

Repetitions of the letters of alphabet:
The trainer asks the family members to dictate the letters
of the alphabet, he/she writes the letters on the flipchart.
The trainer wants to check the alphabet letter knowledge
of family members. The trainer can organize a small contest
between the family members, family members one by one
in say a letter, the trainer writes the letters on the flipchart,
and beside the letter he/she can note who said it. When the
alphabet is written down, or the family members can not
say any more letters, the trainer has to count who said the
most letters and he/she can give the participant a small gift.

Correct pronunciation of vowels and words which begin with vowels:
The trainer puts pictures or draws objects on the flipchart and asks family members to identify it. (The
trainer has to use words which begin with vowels, which are familiar to the family members and which
are short or medium long.). The trainer tells the family members to pronounce the first letter and to
say the name of the objects, one by one. When they are finished, the trainer, or a volunteer from the
group, writes the name of the object/picture on the
flipchart. The family members have to read the
word, written beside of the picture. Then the trainer
Teaching tip:
asks the family members for words which starts
If there are children who know this, the
with vowels so he/she can see which words are
trainer can ask them to do the exercises
familiar for the family members. The trainer writes
first and to encourage other family
the words down on the flipchart.
members.
In the next step the trainer gives the family
members newspapers in which he/she has marked
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some parts. He/She then asks the family members to underline vowels in the text with red pencil. The
trainer will give the opportunity to every participant to pronounce vowels from his/her text. After that
the trainer marks another part of text and asks the family members to underline the consonants with
blue pencil. When they are finished, he/she tells family members to pronounce the consonants.
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Writing of name and surname
Afterwards, family members will be able to

Write their name in block letters

Write their name in cursive letters

Outcome:

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Repetition of the letters of alphabet

Oral input

25

Writing names

Practical experience

5

Reflection, recapitulation and short
assessment

Group discussion

Methodological realization:

Didactic material:
●
●

Flipchart/blackboard
Paper and pens

Repetition of the letters of alphabet:
The trainer asks the family members to dictate him/her the
letters of the alphabet and to say a word beginning with
each letter. He/She writes the letter on the flipchart and
next to the letter he/she writes the word that family
members say.

Writing names:
The trainer writes his/her full name on the flipchart in capital
block letters. After that the trainer underlines every letter and pronounces the letters out loud. He/She
counts the letters in his/her name. The trainer asks for volunteers to write her or his/her name on the
flipchart in capital block letters. Participant volunteer writes her or his/her full name on the flipchart
in capital block letters, letter by letter. Then the trainer asks all family members to write their names
on paper in capital block letters. Every participant shows the paper to the group and pronounces the
letters one by one. The trainer writes his/her full name on the flipchart (first letter is capital block
letter, rest is small block letter). The trainer asks the family members to do the same on their paper or
in their notebook, to write their name on the
notebook first letter block, capital, rest letters
small block letters. After writing their names, the
Teaching tip:
trainer asks them to, one by one, read their names
During the participant write their names
aloud correctly pronounced.
on the paper or in their notebooks,
In the next step the trainer writes his/her full
trainer has to make visible the alphabet,
name again (first letter is capital cursive letter, rest
what they together write down on the
are small cursive letters) on the flipchart. The
flipchart at the beginning of the unit.
trainer asks the family members to do the same on
their paper or in their notebook. After writing their
names, the trainer asks them to, one by one, read
their names again, aloud and correctly pronounced.
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TRAINER

NAME

first name 7 letter, family name 4 letter
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Writing of short text


Outcome:

Afterwards, family members will be able to
Write simple and short text in blockletters

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

Repetition of the previous units

Oral input

30

Exercise: writing of a short text

Oral input, practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:

Didactic material:
●
●
●

Pens
Handout with 8 questions
Handout with lines for 5
words and 5 sentences

Repetition of the previous units:
The trainer starts a discussion of previous units and
topics: is anything unclear, do they apply knowledge
gained in units, is it easier now to handle everyday
situations, do they have some open questions, did they
had an opportunity to write notes or short texts (what
was the occasion, how did they manage with their writing
skills, did they have any difficulties or problems etc.).

Presentation exercise:
The trainer gives a sheet with printed questions to the family members - 8 questions per participant
and based on their interest and age (individual work) in blockletters. Based on those questions the
family members create a short text about themselves (in blockletters). When everyone is finished, the
trainer asks if somebody would like to read to the group what they wrote. If there are no volunteers,
the trainer can ask one of the question from the list (non-threatening ones, such as “What is your
name”) and asks for every family members answers to it. One of the other options is that the trainer
presents him/herself based on what he/she wrote and then invites others. In order to check if the
materials are written correctly, the trainer will collect papers and review them individually after the
unit and provide feedback at the next learning
unit.
Teaching tip:
What is important to me
Have on mind that some family members
The trainer gives each participant a paper with 5
might be shy or insecure and you need to
lines and asks family members to write 5 words
be considerate.
that have special meaning for them - one word on
each line (individual work).
Beneath these lines there are other 5 lines. The trainer tells the family members to write a sentence
and a short text on those lines based on each word they wrote which refers to them.
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Handwriting - family calendar
Outcome:

Afterwards, family members will be able to

Write down short sentences

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

What is a calendar?

Oral input

30

Create your calendar

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
What is a calendar?
The trainer starts by giving the family members
Didactic material:
the empty calendars and tells them that they will
create this calendar in the next 30 minutes.
● Copies of a perpetual calendar
He/she shows them how the calendar works by
● One finished calendar
either showing them the big print-out or the
● One A3 example page of the
template on flipchart or blackboard. He/she
calendar
explains that the month is at the beginning of the
● Pens in different colors
page and also shows them the dates down
● Glue and scissors
below. The trainer mentions that this calendar is
● Printed pictures
not one for a special year (like 2019) but one they
● Short quotations
can keep for longer because the dates have no
days assigned to them - so it will not matter in
which year this calendar is used. He/she also
shows them what part of the template they can create for themselves - by writing down quotations or
other small texts, by gluing pictures in and by writing
in the birthdays of family members or other people
important to them.
Teaching tip:
One unit might not be enough time for this
Create your calendar
exercise - so you can either tell the family
When there are no open questions, the trainer hands
members from the beginning on to plan a
all the materials necessary (pictures, quotations,
double unit or keep everything for the
glue,...) to the family members and tells them to
next unit for them to continue.
start with the first month - January. They should first
think about any birthdays in January they want to
include and then go on creating the page. He/she
also asks them to write down at least six small texts
in the whole calendar which they can choose from the handout or come up with for themselves. While
family members are working, the trainer is present to answer questions or help family members.
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Correct pronunciation - songs
Afterwards, family members will be able to

Correctly pronounce words

Outcome:

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

Explanation of karaoke

Oral input

30

Sing

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization
Explanation of karaoke
The trainer tells the family members that in order to
practice the correct pronunciation of words they will sing
● Karaoke version of songs
some songs together. The method the family members will
● Regular versions of songs
try is karaoke. He/she then asks if somebody knows what
karaoke is or has already done karaoke singing before.
● CD-player or PC with
When somebody knows he/she will ask the participant to
speakers
explain it to the others. If nobody knows he/she tells them
● Song texts
that karaoke is an activity that has been developed in Japan
in the 1970s and means that there is only the music but no
singer on the audio so people can sing for their own. To give
them an example he/she plays one of the songs
with singing first and then the karaoke version of it.
Teaching tip:
Sing
You can also use some music in Roma
The trainer will asks family members what song
language for lightening up the
they would like to start with and give them the song
atmosphere.
texts. He/she then plays the regular version
.
encouraging everyone to sing along. When the
regular version is finished he/she asks the family
members to check the songtext for words they do not understand or do not know how to pronounce
correctly. He/she clarifies any open questions and then moves on to the karaoke version of the song.
Then he/she again asks for words that are difficult, answers questions and asks which song they would
like to do next. After about three songs time will be over and the trainer gives family members the rest
of the song texts so they can practice at home if they want to.
Didactic material:
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Text understanding
Afterwards, family members will be able to
Create a fidget spinner based on written instructions



Outcome:
Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Reading the instruction

Practical experience

5

Preparing the material

Practical experience

20

Create a fidget spinner

Practical experience

5

Reflection, recapitulation and short
assessment

Group discussion

Methodological realization:

Didactic material:
●
●

●
●

Instruction handouts
Cardboard, glue, colors to
paint, 3 euro cent coins per
spinner, scissors, pins, 2
toothpicks per spinner, hot
glue, templates
One finished fidget spinner
Paper and pens

Reading the instruction
The trainer tells the family members that in order to
practice their reading abilities he/she wants them to
create something together. He/she then shows them
the fidget spinner he/she has created before and (if
they do not know it) also shows them how to use it.
Then the trainer hands out the instructions and asks
the family members to read them through and write
down any open questions they have. They should also
write down all the material they will need to create the
spinner. After some minutes he/she asks for open
questions and answers them.

Preparing the material
Then the trainer asks the family members to prepare the material they will need for creating the
spinner according to their list. He/she also tells them that it is possible to get some material later as
well but it would be good to have everything ready before starting. When family members have all the
materials they think they will need on their working areas, the trainer again asks for open questions.
Create a fidget spinner
The trainer invites the family members to start creating their fidget spinners now according to the
instructions they have received. He/she also tells them
that in case they do not know what to do or if
Teaching tip:
something does not work
Be prepared to help with technical
they should ask him/her.
issues as well as with understanding
While family members are
issues.
working, the trainer moves
around in the room and
helps if needed. When
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family members are finished earlier, he/she can invite them to make a second spinner or ask them to
practice with the one they have created. When everyone has finished, he/she asks the family members
to bring back any material they have left to the front and clean up their working area. Then he/she
shows them how to use the spinner once again.
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Drawing conclusions, identifying topic, formulating questions
Outcome:



Afterwards, family members will be able to
Formulate questions based on read short text

Draw conclusions

Identify topic

Time (min) Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

Repetition of the previous units

Oral input

30

Exercise: reading a text, drawing conclusions

5

Reflection, recapitulation and short assessment

Oral input, practical
experience
Group discussion

Methodological realization:

Didactic material:





Paper and pens
Movie poster
Newspapers, scissors
Short texts with prepared
questions

Repetition
The trainer reflects on previous units and provides
short exercise to prepare participants for this
learning unit.
Explanation and exercises: Understanding of simple
text
Motion picture:
The trainer brings a movie poster of a movie that is
currently running in the cinema or a movie which
can be rented or seen on TV in near future. The
trainer shows them the trailer of the movie.
According to the poster, name of the movie and
trailer they need to make assumptions about the

following (example) questions:
 Is it a love story, a thriller or another genre?
Teaching tip:
 From the characters shown on poster who
Try to find a movie poster with many
might be leading role?
characters shown, which can inspire
 Is there a “good guy” and “bad guy” on the
the family and give them ideas.
picture and why?
 What is this movie about? What could be the
ending?
 What kind of story would it be if you need to write according to this poster?
Additional exercises:
Article finder:
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The trainer brings some newspapers and tells the family members to choose which articles they want
to read. Then he/she asks them to cut out one interesting article each. The task of each participant is
to read the article and formulate five questions based on the text they read. Then the trainer tells each
participant to read his/her text to someone else and ask him/her the five previously written questions.
Or, they can exchange texts and read silently (for themselves) and then to answer five previously
written questions.
Short Story:
The trainer prepares a text (short) for each participant according to their interest (household, health,
sport, famous people etc.). Beneath the text, there are five questions which the family members need
to answer and afterwards present to the other family members in short.
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Learning unit examples mathematical competences
Partitioning number 10
Outcome:


Afterwards, family members will be able to

Partition number 10
Recognize the different options how 10 can be split up

Make simple additions with one-digit numbers

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

Introduction of the activity

Oral input

10

Splitting up number ten – exercise 1

Pratical experience

10

Splitting up number ten– exercise 2

Pratical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:

Didactic material:




Small box
Handouts
Circles made of paper

Introduce the activity
This activity should be presented as a board game for
the family. It is also important to present the learning
outcomes of this activity, so that the family members
are able to understand the meaning and the aim of
this game.
The family members will understand how numbers
can be split up and they can also exercise additions
and develop their number sense.

Splitting up number ten – exercise 1
For this exercise we need a small flat box which is open at the top. The box should be split into two or
three parts by a thick paper. The family members can throw in marbles or buttons through the hole
then open the box and see how many
marbles/buttons have fallen into one part of the
box. Afterwards family members can write down the
Teaching tip:
summation.
The trainer should explain to the adults
that these games have an aim, more
Example:
precisely through these games we can
If the box is split into two particles family members
develop number sense, learn how to split
can write different variations of the addition:
up numbers and make additions.
2+8=10
6+4=10
8+2=10
In case the box is divided into three particles family
members will have to write three addends:
0+3+7=10
2+6+2=10
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Splitting up number ten – exercise 2
In this game the family members will get 10 circles made of thick paper. One of these circles’ sides is
painted red and the other one is painted blue.
Every participant has to throw these dots and count how many of them have fallen down to their red
sides and how many to their blue sides. Family members will have to write down the different
outcomes or to make a sign in the table. This game can be played as a competition: The participant
who has the most different outcomes after five rounds of the game wins or alternatively the
participant who fills out the table and has thrown all possible outcomes wins.
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Learn how to write time
Outcome:


Afterwards, family members will be able to

Write time
Create a timetable that illustrates their daily routine

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Introduce the activity

Oral input

25

Creating a timetable

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:

Didactic material:
●

Magazines or images with
activities family usually does
Scissors
Glue
Paper and pens
Time frame

Introduction of the activity
The trainer should present the outcomes of this activity.
It is also important to present why a daily routine is
important for a family.

Creating a timetable
Family members can make a list of the activities that they
are usually doing every day. The trainer can help in
writing the names of the activities collected by the family
members on a flipchart.
When the list is ready, the family can make a daily plan of
an optimal day. In case more family members are
illiterate they can also look for images (and cut out from the magazines) that will illustrate the different
activities. After the list of activities is ready they can
order the activities on a timeline and decide how
Teaching tip:
much time do they usually spend/how much time do
In case the family members have different
they want to spent doing the different activities (e.g.
daily activities the trainer can recommend
45 min, 2.5 hours, etc.) and also when during the day
to create separate plans – it is also
they need this time (e.g. from 09.00h to 10.00h).
possible to make an own plan for each
The trainer should explain and help the family
family member.
members to write the time periods correctly.
After they are ready, the plan can be hung on the
wall up somewhere in the family’s home where
everyone can see it.
●
●
●
●
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Making additions with multi-digit numbers


Outcome:

Afterwards, family members will be able to
Make additions with one- and multi-digit numbers

Calculate their expenses for a trip

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Introduction of the activity

Oral input

25

Planning a trip

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization

Didactic material:
●
●

Handout to make a list of
the expenses
A laptop (and WiFi) to look
for maps, ticket prices, etc.

Introduce the activity
The trainer can introduce the activity by initiating a discussion
with the family members about the following topics:
Do they usually go on trips? / Where have they been? / Have
they ever made a travelling plan for these trips?
Afterwards the trainer can explain the learning outcomes of
this practical exercise and the benefits of making a travelling
plan like this. The trainer should recapitulate with the family
members the methodology of addition with one- or multi-digit
numbers between 0 and 999.

Steps of doing addition per hand with multi-digit numbers:
● Write the numbers one below the other.
● Make addition with the right digit of each number as though they were one-digit numbers.
● In case the sum is 0 to 9, the sum can be written down.
● If the sum of those digits is greater or equal to 10, the rightmost digit of this sum should be
written down and the first digit of the
intermediate sum should be added to
Teaching tip:
one of the next digit of the numbers you
For younger children or for the illiterate
are adding.
family members it is also possible to
● Repeat the process with the other digits
represent their expenses with illustrations
of the numbers occurring in the addition
.
until all digits are treated. Write down
the last intermediate sum with all digits.
Planning a trip
The family should think of a location they want to go next - no matter this location is far from their
home or it is the closest town where they usually go for shopping.
Afterwards the family members should make a list of their expenses that they will have during this trip.
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Making additions with multi-digit numbers


Outcome:


Afterwards, family members will be able to
Perform additions with natural numbers with zero up to 999
Perform subtractions with natural numbers with zero up to 999

Create a family budget

Time (min) Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Introducing the activity

Oral input

25

Writing a family budget

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:

Didactic material:
●
●
●
●
●
●

Handouts for creating a shopping
list
Magazines with illustrations
Pens
Scissors
Glue
Calculators

Introducing the activity
The trainer presents briefly the main outcomes of this
unit. The family members will not only make exercises
for additions but they will also make a family budget
which will help them to manage their money.

Writing a family budget
Family members should fill in the handout by making a
list of their incomes and another list of their expenses.
These expenses can be categorized to more type of
expenses such as bills and receipts, household expenses,

childcare, etc.
The trainer can ask the family members to fill in these lists together but he/she should also keep in
mind that the income or the expenses of a family is quite confidential. In case the family doesn’t want
to share this information with the trainer the trainer can use fictive sums to present how a family
budget should be made.
Using the technique of brainstorming the trainer can easily collect information from the family
members about their income sources and their
expenses. These can be listed on a flipchart. The trainer
can also help the family in categorizing the different
Teaching tip:
type of expenses like the bills, food, clothes, etc.
The family members can also use
calculators after they already done the
If there are more children in the family group the
additions per hand.
trainer can ask them what they are usually
buying/asking their parents to buy for them? They can
also make a list with these items and their prices.
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Children can also cut out pictures from the magazines in case they cannot learn. At the end the
children’s list can also be included in the family budget as an expense.
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Measuring weight
Outcome:



Afterwards, family members will be able to
Measure the weight of an object using a scale

Compare the weights of different objects

Time (min) Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

35

Concrete exercises

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
Concrete exercises
The trainer should ask the family to measure different
Didactic material:
objects. Before placing the objects on the scale they
● Different scales (personal,
can estimate which object will be heavier or lighter,
kitchen, balance,…)
then they can read the object's weight by placing them
● Different objects from family
on the scale.
home
Measuring different objects:
 Hanger, yarn, plates
●
Measure different objects from the family’s
● Paper and pens
home
●
Place the objects in a row beginning from the
lighter one
● Find objects that have approximately the same weight
● Write down the weight of the objects using the symbols >,=,<
Afterwards they can measure:
● The children’s weights
● The adult family members weight
Teaching tip:
● The family members can hold their younger
The family members can also suggest
children and measure how much they weigh
exercises or choose different objects
they want to measure.
together
.
Additional exercises:
1. Count how many objects and which kind of objects they have to put on the scale to reach one of
the family members’ weight (e.g. they need more sacks of potatoes to reach the mother’s weight).
2. In case there are younger children who cannot use the scale, the family members can prepare a
handmade scale using just a few simple elements. For the preparation of this measuring
instrument the family will need a balance scale. If this is not possible, they need a hanger, two
small plates and a yarn. After they hung up the hanger they should tie two plates the two ends of
The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

131

the hanger. The children can place small objects on the plates and decide which one is heavier,
lighter or they can also look for objects that have the same weight.
3. In case there are infants in the family the trainer can also help to measure the baby’s weight before
and after eating - it may be easier to measure mother and baby together and then subtract the
weight of the mother.
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Recapitulation level 1
Outcome:

Afterwards, family members will be able to

Perform simple additions

Perform simple subtractions

Read the time

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Reading time

Oral input, practical experience

15

Addition recap

Oral input, practical experience

10

Addition domino

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
Reading time
The trainer tells the family that he/she has created a
schedule for this course and wants to take a look at it
Didactic material:
together with them. He/She hands out the schedule and
gives the family members some minutes to look at it.
 Schedule of next units in
He/She then explains in detail on which days and at
written form
what time he/she planned the next units and asks if this
 Paper and pens
is okay or if something needs to be changed. He/She
 Addition domino
also asks if everyone understands the schedule and if
there are any open questions. If not, the family
members should take the schedule home with them and
discuss it again and tell the trainer if anything comes up that would get in the way of them coming to
the next units.
Addition recap
Teaching tip:
When the schedule is clear for everyone, the trainer
If a competition will not work, just put all
tells the family members that he/she would like
domino stones in the middle and ask the
them to repeat some things they learned in level 1
family to create it together.
because then it will be easier to go on to the next
level. In this unit there will be additions that he/she
wants them to try out again.
The trainer gives the family members a handout with tasks.
Addition domino
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The trainer then explains the addition domino to the family members. It works like a regular domino
so every family member gets the same number of stones (made of paper). One stone is the starting
stone and the family member who has a domino stone that fits on either one of the two sides can put
it down next to the other. Here to only difference to a regular domino is that two stones only fit
together if the sum of both numbers equals to 600. Then, there is a new possibility for putting down
stones. The only trick is that in order for the stones to fit, the sum of both numbers needs to be 600.
The first family member who has no stones left is the winner. The template for the domino is below.
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Decimal numbers
Outcome:


Afterwards, family members will be able to

Convert a whole unit into smaller parts
Calculate prices per kilograms and decagrams
 Sort decimal numbers according to size

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

Explanation of decimal numbers

Oral input

10

Comprehension of decimal numbers

Practical experience

10

Calculating with decimal numbers

Practical experience

10

Sort decimal numbers

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:

Didactic material:
●
●
●
●
●
●

Flipchart/blackboard
Bar of chocolate (24 pieces)
Paper and pens
Calculator
Scale
List of decimal numbers

Explanation of decimal numbers
The trainer tells the family members that a decimal
number is a special number that expresses that the
number is not a whole number, but shows fractions of a
whole number. He/She writes down examples for
decimal numbers (e.g. 0.5, 1.25, 2.7) on a board.

Comprehension of decimal numbers
The trainer asks the family members to open a bar of
chocolate (it should have 24 pieces or at least an even
number of pieces so dividing is easier). He/She puts the
whole chocolate bar on the table and puts a sheet of paper with the number 1 on it next to it. He/She
breaks the bar of chocolate into two halves and
writes the corresponding decimal number (0.5)
Teaching tip:
down on a sheet of paper and puts it next to a half
If possible, you can also make the sorting
bar. The other half he/she breaks into two halves
decimal numbers part into a quiz for the
again, puts the correct number next to it (0.25) and
family - fastest wins or something like that.
repeats the procedure once more (0.125). At the
end he/she has four pieces of chocolate which
he/she gives to the family members and asks them
to build new decimal numbers combining the pieces of chocolate they have. He/She gives them some
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time to practice and then they can eat parts of the chocolate when they correctly write down the
decimal number that is left. Before eating the chocolate, he/she can tell them to weigh the whole bar
of chocolate on a digital scale. Then, they should calculate how much one half should weigh and check
it with the scale again. If the results do not coincide, the trainer needs to explain that it is very hard to
get an exact half by cutting apart and therefore there will be differences.
Calculating with decimal numbers
The trainer gives the family members the apples he/she has brought with him/her and tells them that
one kilogram of apples cost €2,--. He/She asks them to weigh all the apples and tell him/her how much
he/she would have to pay for all of the apples. The family members can use the calculator for this
exercise. Then, he/she asks for different prices - how much is half a kilo? How much would one apple
be? How much would one have to pay for 5 apples?
Sort decimal numbers
Then, the trainer gives the family members a list of printed out decimal numbers and asks them to sort
them by size - starting with the highest number, which they should mark with a 1 down to the lowest
number which they should mark as 15. When everyone is finished, the trainer demonstrates the
solution on a flipchart or blackboard and asks for open questions.
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Division
Outcome:


Afterwards, family members will be able to

Understand the basic concept of divisions
Use the calculator for divisions with two- or more digit numbers

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

20

Explanation of division

Oral input, practical experience

15

Exercises on division

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization
Explanation of division
The trainer explains to the family members that in order to
Didactic material:
determine how to share something equally, division can be
 Calculators
used. He/She brings some fruit or hygiene product (2 per
 Flipchart/blackboard
participant) and asks the family members to share them
 Hygiene
products,
equally so everyone gets the same number of things,
fruits,…
therefore calculate by performing a division. The family
 Pieces of one euro cents
members do not know in advance how many products they
receive, only the trainer knows. When everyone has two
products / fruits, he/she asks the family members to put
them away for later and lays down a number of cent pieces. The number should be chosen such that
each family member gets at least 15 pieces and the same number of pieces. He/She tells them the
number of cent pieces and asks them for ideas how to share them equally amongst them without
losing too much time.
He/She waits for until the first idea and tells the family to try it - stopping the time it takes them to
come to a solution. Then, he/she will tell them to think of a different method - if they do, they should
try it again while time is being stopped. At the end, the trainer asks them to tell him/her what they
think worked best and why. He/She will then tell them that they have been doing divisions all the time
now and that divisions are something they need in
their daily life - every time they split something.
Teaching tip:
He/She then asks them to collect the cent pieces
If you think they still need practice
again. The trainer adds one piece and asks the
counting, don’t tell them the number of
family how they would share it now. When they
cents you have provided but ask them to
realize that there will be a remainder, the trainer
count them.
should ask them what they would do with the cents
that can not be shared equally. The exercise can be
repeated with the trainer taking away one piece
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instead of adding because then the remainder would be bigger. The trainer then mentions that with
most divisions a remainder occurs if the solution needs to be a natural number (integer).
Exercises on division
The trainer tells the family that for divisions with higher numbers it makes sense to use a calculator
because it makes it easier. He/She then gives some calculators to family members and asks them if
they have used one before. If they have not, the trainer should take some time to explain the main
functions of the calculator (depending on the model it will differ a lot so there will be no description
here). Then he/she gives a list of tasks to each family member and asks them to solve the questions on
a handout.
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Combined mathematical operations
Outcome:

Afterwards, family members will be able to

Perform the four basic mathematical
operations using calculators

Time (min) Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Preparation

Oral and written input

105

Sports event

Practical experience

10

Evaluation

Discussion, oral input

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
Preparation
Didactic material:
The trainer tells the family (at least one unit before) that
they are going to a sports event (for example a soccer
● Tickets for sport event and
match) together. He/She tells them a meeting point and
public transport
gives them their tasks to prepare for the event while still
● Paper and pens
in the learning environment. The trainer tells the family
● Handout
members to take a look at the tasks and supports them
if there are any questions or something they do not
understand. If he/she has answered all questions,
he/she will tell the family members meeting point and
time again and asks them to bring the tasks with them
Teaching tip:
to the game.
Choose a sport you and also the family
are really familiar with - if the rules are
Sports event
not clear to everyone, you lose a lot of
During the match the trainer will sit together with the
time explaining them.
family and be prepared to answer questions (e.g. How
many people are watching? How much does a ticket
cost?) that are coming up. When the game is over, he/she asks the family members for their answers
to the questions (or takes a picture of them with his/her smartphone) so they can use them for the
evaluation part.
Evaluation
The evaluation should be done as close to the match as possible but in a learning environment. For the
evaluation, the trainer gives the family members a handout with tasks (e.g. How much money will the
organisator get from ticket sales only?) based on their observations. He/She then asks them to use
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their notes (or gives them their notes again) and a calculator to answer the questions. When everyone
is done, the trainer will read out the first question and will ask every family member to answer it. It is
important to tell them as well that for some questions there will be different answers because
everyone observed different things. Where it is possible, he/she should cite official match statistics to
compare to the family members answers.
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Measurements
Outcome:


Afterwards, family members will be able to

Use different tools to measure weights and lengths
Convert meters into centimeters and millimeters and vice versa
 Convert kilograms into grams and vice versa

Time (min) Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

15

Measuring weights

Practical experience

20

Measuring lengths

Practical

5

Reflection, recapitulation and short assessment

discussion
Group discussion

experience,

Methodological realization:
Measuring weight:
The trainer gives the family the recipe as well as two
Didactic material:
different kitchen scales - one analog, one digital.
● Digital and analog kitchen scale
He/She tells the family members to read through the
● Recipe
recipe first and then start putting together the
● Ingredients for recipe
appropriate ingredients. He/She gives them some
● Tasks list
minutes and then tells them to start weighing the
● Different tools to measure length
first ingredient in grams and kilograms. The trainer
(ruler, tape measure, caliper)
will show them how the analog scale works first so
● Paper and pens
he/she will tell the family how to read the numbers
that are shown on the scale. Then, he/she tells them
to measure the first ingredient (that is already
weighed) again with the digital scale and shows them how to read the numbers there. Most likely there
will be a difference between the analog and the digital scale, so the trainer has to explain that the
digital scale is much more precise than the other one. This is important for exact things like creating a
medicine but not as important when preparing a fruit salad. Then, he/she tells the family to keep
working together on their recipe and use both scales to see the
difference.
When they are finished with measuring and putting together all
Teaching tip:
the ingredients, the fruit salad will go into the fridge to finish.
When looking for a recipe
together with the family, take
Measuring lengths
into account that you don’t
The trainer shows the family different tools how to measure
have much time and most
length. He/She starts with the ruler and shows family members
likely will not have access to a
how it can be used correctly by measuring a piece of paper and
stove or something.
writing down the measurements in meters, centimeters and
millimeters. Then, the trainer moves on to the tape measure,
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the caliper and so on. When he/she has demonstrated all tools, he/she gives the family members a list
of tasks (e.g. size of one family member in centimeters; length of the table in meters;...) and asks them
to use all tools for taking the measurements so they can see if there are any differences, which tools
work for what and which tools will not work in certain situations.
He/She then gives the family members some time to try out. When they are finished, he/she will make
a short round asking about their experiences with the different tools.
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Excursus: Creating learning materials
Due to the fact that every group is different and the family members of each group can have different
levels of competencies, it is nearly impossible to create a manual that would fit all the expectations. In
this manual we gave examples of learning units for the trainers who would like to start family education
for Roma families.
The trainers can create their own learning materials based on the families’ needs and requirements,
their own methodology and based on the examples that were included in this toolkit.
To make this process easier for the trainer we included tips of different topics that can be used in the
process of creating diverse, practical and concrete exercises for the families.
Suggestions for concrete and practical exercises that could be used for different topics
 Cooking something together - reading recipes
 Reading phone numbers
 Making a family tree (counting how many uncles, siblings the family members have)
 Buying at grocery store, making shopping lists
 Counting how many books, clothes do the children or the parents have
 Paying bills, calculating the sum of the different invoices
 Reading street numbers
 Playing board games together
 Reading the numbers of the buses
 Reading and making different timetables
 Reading and writing the date and time of different appointments
 Measuring the children’s weight and sort them accordingly
 Reading and writing the children’s shoe sizes
 Reading the children’s timetable
 Helping the children with their homework
 Planning the family's daily routine
 Determining dates of different celebrations and holidays
 Summarising birthdays of family members
 Making a family inventory
 Reading the clock
 Reading the calendar
 Writing the age and the birth date of their children
 Filling out different documents
 Planning a trip
 Reading speed limit signs
 Measuring blood pressure
 Reading car identification numbers
 Checking tire pressure
 Doing exercises with the topic of building a house (measuring the heights of the wall, size of
windows and doors, etc.)
 Counting and making different mathematical operations with money and coins
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Counting and writing the working hours
Calculating the price of the fuel
Writing a budget for a farewell party at the end of the course
Conducting a poll (how many children have brown eyes in my neighborhood?)
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Learning unit examples digital competences
Camera – Part 1
Outcome:


Afterwards, family members will be able to

Make pictures with their smartphones
Use different settings on their smartphone camera

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

How to use your camera

Practical experience

10

Explanation of settings and technical factors

Oral input

15

Try out camera

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
How to use the camera
The trainer tells the family members to unlock their
Didactic material:
smartphones and open their camera apps. He/She tells
 Smartphones with camera
them that each camera works differently, depending
 Flipchart/blackboard
on the cellphone, and each camera has different
 PC with projector
settings and options that can be used. He/She asks the
family members to look for those settings and options
on their camera app and asks them to try to find out
what the different settings mean. He/She then also tells them to try out different settings - change
settings, take pictures and look at the differences
or changes in the picture.
Teaching tip:
Be aware, when using smartphones of the
Explanation about settings and important technical
family, that it may be a problem in some
factors
contexts when children get access to their
The trainer asks the family members what settings
parent’s data and vice versa.
they have discovered on the phones. He/She writes
down the different settings (e.g. auto, panorama,
portrait, flash mode, macro, manual, sport/action, HDR, night, ISO, WB, ..) and gives a short
explanation about each setting and mode. (look at handout for detailed information)
Try out camera
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The trainer encourages the family members to try out their cameras - taking into consideration what
they have learned so far. He/She will ask them to use different settings on the cameras, take care of
lightning, use flash and so on. After some time training he/she asks the family members to quit trying
out and asks if there are any open questions. If there are open questions, he/she will answer them.

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

146

Camera – Part 2
Afterwards, family members will be able to

Make pictures with their smartphones

Outcome:


Use different settings on their smartphone camera
 Recall picture composition guidelines
 Use installed camera apps

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

Picture composition

Oral input

20

Go outside, make pictures

Practical experience

10

Check pictures together and tips

Practical experience, oral input

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:

Didactic material:
●

Smartphones with camera

●

Flipchart/blackboard

●

PC with projector

●

Pictures

showing

composition examples

picture

Picture composition:
The trainer explains the family members different
ways how we see pictures and what’s pleasing for the
eye. Based on natural mathematical rules we prefer
different symmetry over others. He/She explains tricks
and techniques to makes interesting pictures like
framing, focusing,... The trainer can use pictures to
explain the points.

Go outside, make pictures
The
trainer goes to different places with the group (which
Teaching tip:
he/she has chosen beforehand) and asks them to take
If there is time, tell them about legal
pictures. It is important that those places are diverse situation on the trip outside - what
e.g. in the nature, in a building, in the city center and so
on. The trainer tells the family members that he/she can
help them if they have questions or want help but
mostly they should just try out and have fun together.

pictures

may

be

problematic

(depending from country to country,
e.g.

single

person,

(child)

pornography,...)
Check pictures together
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The trainer either goes back to the course room with the family or finds a quiet place close to the
picture taking location. There, he/she asks the family members to choose one picture each they think
is a good picture. Then he/she asks the family members to show him/her and each other the pictures
on the screen. He/She asks the family members for their opinion about each picture and then gives
his/her input - focusing on picture composition and tips how to improve the picture.
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Protect your phone
Outcome:



Afterwards, family members will be able to
Lock and unlock their smartphones in different ways


Create safe passwords

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

15

Good ways to lock your smartphone

Oral input, practical experience

5

What is a password?

Oral input

15

Create safe passwords – trial and error

Oral input, practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
Good ways to lock your smartphone:
The trainer shows the family members different ways
 Smartphones
how to lock a smartphone – fingerprint, pin-code,
 List with duration of password
swipe, pattern. He/She first locks the phone with one
cracking
method while explaining how he/she is doing it and
 Paper and pens
then gives the smartphones back to the family
members. He/She asks them to lock and unlock the
phone, then lock it again and give it to somebody else
who is trying to unlock it. After the most common methods have been practiced, the trainer asks the
family members what they think is the best way to lock a phone and why this is the best way. He/She
will give them some time to think about it and will then ask everyone for his/her opinion. After having
heard all opinions, the trainer moves forward to
creating safe passwords.
Teaching tip:
Be aware, when using smartphones of
What is a password?
the family, that it may be a problem in
The trainer tells them that a password is a secret
some contexts when children get access
word or phrase that must be used to gain admission
to parent’s data and vice versa.
to a place (e.g. like in fairy tales - Only the one who
Didactic material:

knows the right password can enter the castle). On a
smartphone or a computer it is a set of secret
characters or words utilized to gain access to a computer, web page, network resource or data.
Passwords help ensure that computers or data can only be accessed by those who have been granted
the right to view or access them. A password can be characters, names, numbers and signs on the
keyboard. Even your fingerprint or a drawing a pattern can be used as password.
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Create safe passwords:
The trainer will tell the family members first for what apps a password is useful (mail, facebook,…) and
why it is important to use passwords. He/She then tells the family members that there are computer
programs that are designed to crack passwords and shows them a list that says how long it takes for a
password to be cracked.
The trainer will then tell the family members to each write down a password they think is safe. When
all family members are finished, he/she will ask for a volunteer and ask the volunteer to hand him/her
his/her password. The trainer will then tell the rest of the family to guess and try to find out the
password on the paper. When every family member has said his/her tip, the trainer will ask the
volunteer to tell the family if they found out the correct password.
Subsequently the trainer will tell the family members what is important when creating a safe password.
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Free apps
Afterwards, family members will be able to

Search for apps in the app store

Outcome:


Differentiate between free and not/free apps
 Download apps from the app store
 Use one app (e.g. app for child diseases)

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Show app store including search function

Practical experience

5

Information about free and non-free apps

Oral input

5

Downloading apps

Practical experience

15

Try out app

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization
Show app store including search function
The trainer asks the family members to open the app store
Didactic material:
on their phones. He/She will then ask the family members
 Smartphones (at least two)
to look for a translation app, e.g., in the store and gives
 Smartphone for trainer
them some time. The trainer will then explain the rating
 WiFi-connection
system and tell the family to look for the app with the best
ratings. Then, he/she will ask the family to look for a selling
app, gives them some time to search for the apps and then
tells them to choose the app that needs the least amount of data to download. He/She will then ask
the family members to search for gaming apps.
Information about free and non-free apps
When the family members have found some gaming apps, the trainer asks for one of their cellphones
and shows them what apps are free and for which apps they have to pay. He/She also tells them that
some free apps have in-app-payments and shows them an app on his/her phone that uses this.
Downloading apps
The trainer has one app that he/she wants the to
family to try out. In this example the app is
“pl@ntNet” - an app that helps you to identify flowers
and plants.

Teaching tip:
If it is not possible to go outside to take
pictures of plants, bring some pictures of
plants with you.
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He/She shows the family members on his/her smartphone how to download the app and asks them
to download it on their smartphones. He/She tells them what kind of access this app has on their
phones and explains what it means to give an app access to your contact list, your network connection
and so on.

Try out app
When the app is downloaded, the trainer shows the family members on his/her phone how they can
access the app - either by the shortcut on the desktop or by opening the menu, depending on the
operating system. This app, e.g., wants to have access to your location and is asking for it every time
you open it. So the trainer has to explain what it means to allow the access and then let the family
members decide if they want to do it or not. The pl@ntNet-app has the option to take a picture of a
plant and then gives information about this plant (including a link to wikipedia). The trainer will explain
the function very shortly and then will ask the family to go outside and take pictures of flowers and
come back with some pictures and the plant names (according to the app) for them. When the family
members are back, the trainer will ask them to name some plants.
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How to use a photo booth
Afterwards, family members will be able to

Find a photo booth

Outcome:



Check the costs

 Point out the difference between a family picture and a picture for a legal document
 Take a picture
Time (min) Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Explanation of the photo booth and its functions

Oral input, practical experience

15

Picture for legal documents

Oral input, practical experience

10

Family picture

Oral input, practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:

Didactic material:



Explanation of the photo booth and its functions
The trainer explains to the family members that a
photo booth is a simple option to take and print
photos.

Handout with legal photo criteria
Wrong and right example pictures

Picture for legal documents
The trainer explains to the family members the
characteristics of a picture for legal documents
using a handout which shows the criteria in
written form and with symbols. To check, if everyone understood the criteria, he/she uses different
example pictures, asking the family members, if this picture would be admissible for a legal document.
The trainer should encourage the family members to explain their thoughts by using the learned
criteria.
Subsequently every family member is allowed to take one picture for
a legal document. The trainer should encourage the family members
to do it on their own and to ask each other for help, before asking
Teaching tip:
him/her for help.
Check
out
how
Watch out: The criteria for pictures for legal documents in your
frequented the photo
country might differ from the ones represented in this learning unit.
booth is at the time you
Especially the size of the pictures differ in european countries, but by
are planning to go,
using the photo booth this should not be a problem, since the booth
before setting a date
should provide the right size of the picture anyway.
and a time.
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Family picture
Before the excursion comes to an end, the family can take one, or if time allows several, pictures
together. The trainer explains, which picture format of the photo booth would be the best option to
choose for taking a group picture. Subsequently all family members should try to fit inside the cabin
and take some fun pictures of them. Encourage them to have fun as a family together. If necessary,
the trainer should remind the family to check, if everyone is visible, before actually taking the picture.
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How to start the computer and do some basic operations
Outcome:



Afterwards, family members will be able to
Perform basic operations, such as switch on and off the PC

Recall how to use sleep mode
 Recall when it is necessary to save a file
 Browse Internet
 Save bookmarks

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

15

How to perform some basic operations

Oral input

20

● How
to start and shut down the PC
Practical
exercises
● Input devices: Keyboard and mouse
Reflection,
and short assessment
● Therecapitulation
desktop

Oral input, practical experience

5

Group discussion

Methodological realization:
How to start and shut down the PC
The trainer shows how to start a computer (by inviting
Didactic material:
the family members to gather around his/her own)
and the different options available after usage:
● PCs
Sleep mode: It is an energy-saving mode; the
● PC with projector
computer is temporarily shut down and there is a light
flashing, but all of your work still open and will not be
lost.
- Restart: It will shut down the computer and automatically begins to turn on the computer
again. Any unsaved information is lost when the computer is restarted.
- Shut down: It will completely turn off the whole system. Any unsaved information will be lost.

Input devices: Keyboard and mouse
The trainer describes that the most important input devices are keyboard and mouse and shows how
to use them.
- Keyboard: The trainer explains the most
commonly used keys: the alphabet and
Teaching tip:
numeric keys, and the ENTER or RETURN
If internet is available let them try
key to move the cursor to the beginning of
http://mouseaccuracy.com/
a new line.
- Mouse: The trainer explains the actions
that can be performed by using the left and
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the right click, and how to select and move an object by clicking the mouse and then holding
the mouse button down (drag & drop)
Practical exercises
The trainer asks the family members to go to their own PCs and sit down in front of them. He/She will
then tell them that now it is their turn to practice using the PC. He/She then asks them to do the
following things:
Start the PC
Use the mouse to move objects on the desktop (drag & drop)
Use the right click to go through the drop down menu of the mouse
Open different symbols on the desktop such as documents, calculator and pictures
Put the pc in sleep mode
Wake up the PC
Restart the PC
Shut down the pc

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

156

Privacy and Security
Outcome:



Afterwards, family members will be able to
Describe the risks of using the internet

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

What is privacy and security on the internet

Oral and visual input

10

How to behave properly on the internet

Oral input

15

Personal data and security

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
What is privacy and security on the internet
The trainer explains why security and privacy are so important.
Didactic material:
He/She tells the family members that the internet stores a lot
● Paper and pens
of data about you, for example birthdays, social security
numbers, bank account numbers and so on. So therefore, if
somebody gets access to your files and passwords, he/she can
also get access to this kind of data and use it for his/her own purposes by, for example, creating a fake
identity or using other bank accounts to buy things online. Then, the trainer tells them that also viruses
can be a problem. Viruses on the computer are, like viruses in real life, things that make you sick. In
the case of a computer virus, it harms the computer and possibly also collects personal data. So, the
trainer tells the family members that it is important to protect your data. Protecting data means to
prevent both that information from being viewed by other people without your permission and that
data is not damaged or lost. The trainer can also show the family a video like
https://www.youtube.com/watch?v=hP18GfVBUy8 to make the point.
How to behave properly on the internet
The trainer reminds the family members that while using the internet it is important to respect other
people. He/She mentions that it can be easier to forget that you are talking or writing to real people
because you do not see them, but they still are there and you can hurt their feelings. So it is important
to keep the following ground rules:
● Don’t download illegally that means don’t use contents without the permission of the owner
(always check if contents are free or not). Don’t download anything protected by copyright,
including, for example, songs, movies, software, if you are not willing to pay for it.
● Be respectful to other people when writing or talking with them - as you would be in real life.
● Do not visit inappropriate web sites according to the existing laws (for example sites with porn
contents)
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●

●

Do not publish someone else’s personal
information or picture without their
permission.
Be aware that the laws in your country also
apply the internet.

Teaching tip:
In case the family is very closed up, find
some examples of personal data
beforehand and let them divide the data
- don’t use their personal data in this
case.

Personal data and security
The trainer asks the family members to write down
personal information about them on sheets of paper.
Each family member should write down at least two
pieces of information (address, full name, birthday, favorite food,...). When everyone has written down
two pieces, the trainer takes the examples and asks the family members to separate them into two
piles - one pile containing the things that are okay to put in the internet and the others that they think
might be dangerous. When the family members are finished, the trainer looks through the piles
together with them and tells them his/her opinion about which information should be posted and
what should better stay secret and why.
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How to use Facebook
Outcome:


Afterwards, family members will be able to

Open an account
Recall the difference between a profile, a page and a group

Use the available facebook privacy settings

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

What is Facebook?

Oral input

15

Open an account; fill the profile

Oral input, practical experience

15

Set the privacy, send friend requests

Oral input, practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization
What is Facebook?
The trainer explains to the family, that facebook is a social
Didactic material:
network that allows them to use different tools und
functionalities to communicate with friends and family over
● PCs
the internet for free. They can use Facebook on a PC with a
● PC with projector
browser and internet connections (it’s a website) or on a
● Internet connection
mobile device with WiFi or mobile data as an app. You can
search for people you know (like family, relatives, work
colleagues, people from your home town) by typing in their
names and become friends with them on facebook. Facebook is mostly used to share personal stories,
links, photos or videos with other users. You can also see and comment content from brands, stars,
musicians, news channels and other sources you like. A personal chat (messenger) is also part of this
social network. The newest tool within the network is a free to use marketplace where your can buy
and sell stuff.
Open an account
The trainer asks which family member wants to create a facebook account so the others can take a
look. He/She asks one family member to come up and sits next to him/her. Then he/she shows on
his/her PC how to open an account and how to fill the profile with personal information. He/She tells
the family members that (according to Facebook’s general terms and conditions) it is only allowed to
open an account by using their actual name. He/She then creates an account for one of the family
members and gives the others time to follow his/her steps.

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

159

When everyone who wants one (that is older than 13
years old) has an account, he/she shows the family
members how to upload the profile picture from the
USB flash drive or by taking a picture with a camera or
a smartphone and upload it from there.
The trainer then guides the family members through
the first steps and helps them to fill in the basic
personal information.

Privacy settings

Teaching tip:
Take a look at the Facebook privacy
settings and general terms and
conditions because they are
changing constantly to be up-todate.
Be aware that Facebook is not
allowed for kids under 13 years.
Check if there is another platform
more popular with your group you
could adapt this lesson to.

The trainer tells the family members that privacy
settings allow them to decide what information can be
visible to whom. This concerns their personal profile information as well as the contents they are
sharing on facebook.
He/She shows them the most important privacy settings and explains the meanings:
● Who can see my personal information?
● Who can add me as friend?
● Who can mention me in a comment or a mark me in a picture?
● Who can send me messages?
● Who can see what I share on Facebook?
Most settings can be chosen to have only friends, friends of friends, everybody or nobody as options.
The trainer needs to explain to the family that the setting everybody means that around 2 billion
people (all monthly active facebook users worldwide) can possibly see this information. He/She also
tells them that they need to be careful when choosing the option “friends of friends” because that also
means people the family does not know in person can see their postings and get information about
them.
The trainer gives the family some time to make sure the privacy settings are used correctly and asks
them to tell him/her when they are finished. When the family members are finished, the trainer looks
the chosen settings over and gives them feedback.
Afterwards, he/she asks family members to send friend requests to each other so connecting
themselves via Facebook. If there is enough time, he/she can also show them how to search for other
people they might know via Facebook.
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Skype-conference
Outcome:



Afterwards, family members will be able to
Use VOIP software (voice over IP) to get in touch with people

Make audio and video call

Time (min) Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

What is Skype

Oral input, practical experience

15
15

Managea personal
your account
contactsandand
Create
make add
calls people Oral input, practical experience
How to make a call (audio and video)
Things
Oral input, practical experience
How topeople
pick upcan do during a call

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
What is Skype
Didactic material:
●

PCs equipped with headsets, webcam
and skype installed

●
●

●

PC with projector

●
●

Internet connection
Flipchart/blackboard

The trainer explains the main features of Skype,
especially adding the differences to a regular
phone call. He/She tells the family members that
Skype
● Is a free software that can be used for phone
calls (both video and audio calls) to other Skype
users.
● Skype needs a working internet connection
(which might cost money)
● Skype can not be used to call regular phones

for free.
With Skype you can also send text messages and chat online (that also works without the app
under www.skype.com)
Also, you can send files and documents via Skype.

Create a personal account and make calls
The trainer tells the family members that in order to use
Skype, they need a personal account so they can be
reached by others. He/She then shows them on the
computer how an account is created and asks them to
follow along on their PCs. The trainer opens Skype,
creates a username and a password. Then, he/she shows

Teaching tip:
Don’t use your private account for the
exercise - create a special one just for
that and tell the family members that
you will delete it afterwards.
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the family members how to check their headset and microphone.
Next step is the status - the trainer shows them how the status can be changed from online to busy or
away.
When the account is set up, the trainer asks the family members for their usernames and writes them
down on a blackboard. Then, the trainer adds one family member to his/her skype account. This family
member will then get a request by the trainer to join the contact list. The trainer tells the family
members to be careful by accepting requests from people they do not know. Then, he/she asks them
to add each other to their contact list.
When everyone has some contacts in their contact lists, the trainer shows them how to make audio
calls by calling one of the family members and asking him/her to pick up. Then, he/she gives the family
some minutes to try it out.
After this time, he/she can show them video calls (if webcams are in place). Important is that he/she
tells the family members that they need to be careful about what other people see in the background
of the call. Also, he/she needs to tell the family that they should supervise their children's use of Skype
so nobody unauthorized by them can get in touch.
The trainer then shows the family how to make conference calls by creating a group and then calling
everyone in the group. He/She also gives them some time to try it out.
Things people can do during a call
When the trainer has the impression that family members know how to make calls, he/she can then
explain more detailed features of Skype like:
●
●
●
●

Turn the video on or off during a call
Turn your microphone on or off during a call
Send a file in a chat
Share your screen during a call (only available on desktop) so the other person can see what
you are working on (e.g. when you want to explain something to another person who can not
use the PC).
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How to translate with the help from the internet
Outcome:



Afterwards, family members will be able to
Translate words with the help of a translation tool

Use google translate via voice control

Name a useful online dictionary

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

25

Google translate via voice control

Oral input, practical experience

10

Online dictionaries

Oral input, practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
Google translate via voice control
Didactic material:
●

PCs

●

PC with projector

●

Internet connection

●

Handout

●

Paper and pens

The trainer explains to the family members that the easiest
and fastest way to get a translation is to use Google
translate. It is easy to find. Basically you only need to open
the Google Chrome browser and type in “Google translate”.
Furthermore the trainer explains that it is even working
with voice control and is reading the translation to you out
loud. It is important to mention that the voice control only
works with the google chrome browser and that if you are
using it for the first time you need to allow the program to

use the microphone of the computer.
After this short introduction the trainer should ask all family members to open the google chrome
browser, which they should already know by now, press the microphone symbol and say “google
translate”. Then the family members should already see the two boxes of google translate. The trainer
can either show them on his/her screen how to adjust the language manually, or tell them to once
again press the microphone button in the search field and include the languages you want to translate
in your search command. For example “Google translate
English Hungarian”. It is important to also explain the
sign of the two arrows which allows you to change the
Teaching tip:
direction of translating. The family members should
Research for online dictionaries and
then try to translate random words in any language they
language learning websites in regard
want to try out, while the trainer walks from person to
to languages which might be
person assisting, if necessary. After a few minutes, the
interesting for the family in advance.
trainer can explain to the family members, that
sometimes the translations are using wrong words or
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are grammatically incorrect, but for the use in daily life, these translations usually are adequate enough
and it helps to build simple, not complicated sentences. To demonstrate, the trainer can enter a
difficult sentence to translate it. Since the family members might not be able to assess the correctness
of the translation, he/she can press the button with the two arrows changing the direction of the
translation. If the sentence suddenly means something else, the family members can see the limits of
Google translate.
Online dictionaries
After discussing the reliability of google translate the trainer should show the family members at least
one reliable online dictionary which offers various translations, phrases and examples for the use of
the word. He/She should explain how it works and let them try it out as well, offering help.
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Learning unit examples family project
Conflict management
Outcome:

Afterwards, family members will be able to

Use techniques to calm down

Describe what a conflict is

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

What is a conflict?

Oral input

10

What is a conflict?

Practical experience

15

Techniques to calm down

Oral input, practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
What is a conflict?
The trainer tells the family that a conflict is a
Didactic material:
disagreement or a difference in opinion that happens
often in each setting - not only in families, but also at
● PC with projector
workplaces, between friends or even strangers.
● Stress balls
He/She adds that conflicts are not bad but can be
helpful when they are handled the right way. He/She
then shows the family a video of a conflict (e.g.
https://www.youtube.com/watch?v=8GSmhPTMk8Q).

What is a conflict?
The trainer tells the family that after having seen a conflict, he/she would like them to play a conflict
they have had in the past and asks them to think about topics in the past where there were different
opinions. If the family can not find a topic, the trainer provides one, for example if someone in the
family wants to have a pet, where to go for the next family trip and so on. He/She then lets asks one
family member to start and say his/her opinion, then the next one and so on until everybody has had
his/her turn. If the family has not started arguing by now, he/she tells them to do so now by telling
them to try their best to get their own opinion through to everybody else.
After about five minutes or if the conflict gets too violent, the trainer stops it and helps with “de-roleing” by telling everyone to take a step back and shake themselves or go outside for a breath of air.
Techniques to calm down
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When every family member is settled again, the trainer tells them that there are different techniques
how to calm down after, before or during a conflict. He/She also tells them that calming down is
important because when you are not calm, you might say things that can hurt others or that you
actually do not mean. The trainer presents the
techniques one by one and gives the family
Teaching tip:
members time to try them out. He/She also tells
If family members feel awkward practicing
them that not every technique is working for
techniques in front of others, give them
everyone so it is important that they all find the
some examples and tell them to go around
method that helps them the best. Also, some
outside, find a quiet spot for their own and
techniques don’t work from the beginning on but
practice there.
need to be practiced - so it is important to have
those techniques in mind and try and practice them
whenever the family members feel that they are
getting angry / upset / aggressive.
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Creativity methods
Outcome:

Afterwards, family members will be able to

Use creativity techniques

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

5

Idea for the project

Oral input

15

Creativity techniques for one

Practical experience

10

Collection of ideas in the group

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
Idea for the project
The trainer tells the family that this learning unit is
Didactic material:
created so they can make a small project together.
● Flipchart/blackboard
He/She tells them that the preparation time should
● Paper, pens, colors, modeling clay
be about three months and that they have a fixed
budget. Furthermore it is important that all family
● Posters and sticky tape
members are included in the process. He/She writes
down this data (three months preparation time, fixed
budget, all family members need to be included). Also, he/she tells the family that he/she will be there
to help them and to show them some methods or tools that can help them with the project.
Then, he/she tells the family that he/she does not know which project they want to make so
it is important for him/her to get their ideas. In the first step, he/she will ask everyone to think
on their own about the project and then they will think about it together.
Creativity techniques for one
The trainer tells the family members that he/she will present different methods to them. After the
presentation, they can each choose a method they like and try it for some minutes. The trainer then
tells them that every person has different ways of thinking. It can be helpful to sit down and write
down what comes to the mind when thinking about the project. For others, it can help to take a walk
outside and think about the project, then come
back and write down what they have found.
Teaching tip:
Another possibility is to use the colors and paper in
Creativity methods vary quite a lot - take
the room and draw things that come to their mind
some time beforehand to decide which
thinking about the project. Then, he/she adds, that
ones to use for the family.
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there is also some modeling clay provided because it might help to work manually while thinking about
a topic.
He/She then asks the family members again to choose one of the methods. He/She tells them to take
the things they need for it (paper, pen, colors, clay,...) and find a spot where they can sit or walk on
their own.
He/She asks them to come back in ten minutes and not to worry if nothing comes up at first because
ideas need time to develop.
Collection of ideas in the group
When every family member is settled again, the trainer tells them that the project is for all of them so
it is important to collect all ideas and take a look at it together.
Depending on the size of the group, the collection can happen in different ways - the trainer could just
tell the family members to give him/her their ideas one by one and writes them down on a poster in
front. If the family is bigger or the trainer thinks this method won’t work, another possibility is to put
three or four posters up in the room and tell the family members to write or draw down their ideas on
the posters. After the collection of ideas, the trainer tells the family members that next time they will
try to find one idea that can work for the project.
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Time management
Outcome:



Afterwards, family members will be able to
Explain why they need time management for a project

Create a timeline together

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Time management - why is it important?

Oral input

25

Create a timeline

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization
Time management - why is it important?
The trainer tells the family members that for a project it is
Didactic material:
important to have a time frame for everything that needs to
be done before so everything works out on the date of the
● PC with projector
project. Also, time management is an important skill in
● Flipchart/blackboard
everyday life - for example when going to the doctor or going
to school. He/She then tells the family that in the next units
they will learn some methods how they can plan their time
so something like this does not happen to them. He/She then shows the family the video of Mr. Bean
going to the dentist: https://www.youtube.com/watch?v=VumrpkL6RS0
Create a timeline
The trainer tells the family that he/she does not want something like in the video happening to them
during the project so it is important that they create a timeline together. The timeline will be started
today and they will finish it in the next unit.
He/She then shows the family an existing timeline and tells them what the next steps are - creating
tasks, estimate durations, set priorities, make a schedule and then assign the tasks to family members.
He/She also mentions that the time line will be transferred to a computer programme because it is
easier to work with a programme during the project.
He/She tells them that the first step in a project timeline
is to find out what needs to be done - creating tasks.
Teaching tip:
He/She asks the family to tell him/her every task they
If a lot of discussion comes up, let it
can think about that is connected to the project and
happen but be careful that the family
follows main discussion rules and
writes those tasks down on a flipchart or blackboard.
does not hurt each other. Discussion
When the collection of tasks is completed, the trainer
at this stage can be very helpful and
tells the family that the next step is to think about how
bring everyone into the project.
much time you need for each task.
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He/She then reads one of the tasks and asks the family members how much time they think they will
need for this task, then writes down the number of minutes/hours/days next to the task and reads the
next one.
Depending on the project and the family, it might not be possible to finish this in one unit. So the
trainer has to tell the family that he/she will keep everything and bring it again next unit so they can
finish working on it.
He/She also tells them that in the next unit they will try to structure the tasks according to priorities.
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Google calendar
Outcome:

Afterwards, family members will be able to

Use a shared calendar

Create events
 Invite people to events

Time (min) Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Your calendar (new calendar, sharing)

Practical experience

5

Create an event

Practical experience

10

Manage events (invitation, postpone, ..)

Practical experience

10

Android App

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
Your calendar
The trainer tells the family that google calendar
Didactic material:
has different functions that can be useful for
● PC with projector
them. He/She makes sure everyone know
● PCs
his/her google account and then tells the family
● Internet connection
members to log in and shows them how to open
a google calendar. First, everyone will configure
his/her own calendar and later on the family will
create a family calendar where they can share dates and reminders.

Create an event
The trainer shows the family members how to create an event on his/her screen. He/She tells them
that the settings are very important - so for example when creating an event it makes a difference if
the people invited have the possibility to invite guests as well. The trainer tells them to be careful when
giving guests this option because it may lead to a lot of people coming to the event that nobody knows
or has contact with. He/She then asks the family members to create an event and try to change the
different settings.
Manage events
He/She then shows the family how to invite people and what kind of settings they can chose for the
guests. He/She also tells them that it makes sense to create this event in the family calendar because
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it is easier for the other family members to change settings or invite guests when they all have the
same access to the event.
He/She tells the family members to take some time and
invite all other family members to the event. Then, they
can try to postpone the event, change time or cancel
Teaching tip:
the event.
The app is different (intuitive and
easier to handle) than the desktop
Android App
version, so if you realize that family
When the family members have had some time to try
members have trouble, you can
out the desktop version, the trainer tells them that
change to the app earlier in the unit
there is also an app available called “google calendar”.
and show them the steps there.
If there are smartphones available, he/she can tell them
to download it immediately and try it, if the family
members have no smartphones with them the trainer can use his/her phone to show them how the
app looks like.
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Google sheets
Outcome:

Afterwards, family members will be able to

Create a google sheet

Use templates

Insert text into the google sheet
 Format text

Time (min)

Activity/content

Method

5

Welcome and explanation of outcomes

Oral input

10

Templates

Oral input

10

Insert text

Practical experience

10

Use formating

Practical experience

5

Reflection, recapitulation and short assessment

Group discussion

Methodological realization:
Templates
On the screen, the trainer shows the family how to
Didactic material:
open a spreadsheet. He/She also tells them that there
are templates, basically sheets that are already
● Timeline and budget form earlier
structured, that can be used for diverse topics. The
lessons
trainer shows the family members the templates for
● PC with projector
google sheets on his/her screen and opens different
● PCs
ones to give them an impression of how different a
● Internet connection
spreadsheet can look like.
He/She tells family members that they will start by
using their timeline and inserting the data in a
template. An example for a template to use is the “project tracking template”
(https://www.smartsheet.com/free-google-docs-templates-google-timeline-templates).
Insert text
When the template is open, the trainer shows them on
his/her screen how to save the file and asks the family
to follow along. After that, he/she asks them to insert
the data from their time line / budget into the
spreadsheet and explains to them how they can change
the size of the columns and lines so everything fits in.
He/She gives the family about ten minutes time to
insert as much text as possible.

Teaching tip:
Look for templates beforehand that
might work for the family and are in
the correct language.
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Use formating
In the next step, the trainer shows them how formatting works, especially how to merge cells to create
space for headlines and titles, how to use colors and different fonts and how to change writing to bold
or italic.
He/She shows one of these things on the screen and then asks the family to try it for themselves on
their document, then gives them some time. After they are finished, he/she shows them the next parts
and lets them try and so on.
At the end, he/she tells them to save the document for the next unit.
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Handouts
Handout Learning the capital and small letter A

Handout 1.1.

Handout 1.2.

Handout 1.3.

Handout 1.4.

Handout 1.5. Colour the objects which begin with the letter ˝A˝:

Handout 1.6. Fill in the gaps with the missing ˝A˝ letter!

_n_n_s

str_wberry

c_r

_pple
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Handout: Separate vowels from consonants
Handout 1:

Handout 2:

APPLE

ELEPHANT

ICE CREAM

ORANGE

UMBRELLA
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Handouts Forming of words
Handout 1.1.
H

___

M

___

___

___

T

S

H

E

___
R

___

A

B

___

I

___

___

___

S

B
L
___

Handout 1.2.
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Handout 1.3.
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Additional exercises:


The trainer writes on a board/flipchart/big paper a word with one letter missing and asks
family members to write down the same letters they see on their papers and think about which
letter is missing (for example “etter”). When they come up with a conclusion which letter is
missing, they form a complete word and demonstrate understanding of it. The trainer explains
that by changing of this letter, the word gets another meaning. The family members are invited
to think it through. If needed, the trainer can give hints.
letter - better
gone - gene
back - beck
book - cook
accent - accept
change - charge
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Handouts Writing of short text
Handout 1.1.
Questions for child participant:
1.
2.
3.
4.
5.
6.
7.
8.

What is your name?
Where do you live?
How many are you in family?
What are your parents’ names?
What do you like to play?
What food do you like to eat?
Do you have a pet and which one?
What would you like to do when you grow
up?

Questions for adult participant:
1.
2.
3.
4.
5.

What is your name?
Where do you live?
How old are you?
How many are you in family?
Do you have children? What are their
names?
6. What food do you like to eat?
7. What do you like to do in your free time?
8. Who is your favorite singer?

Handout 1.2.
Example for exercise What is important to me.
Brother. Love. Football. Car. School.
I have two brothers. I love to play football. I would like to have a car. I
love school.
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Additional examples:
 Pen pal
The trainer gives the family members postcards of their city and explains that they need to write a
short text to some person and present themselves and ask some questions to the other unknown
person. The trainer tells them that he/she will give the postcards to the family members in another
unit and have these postcards answered by them (that way these family members will practice retelling
of what they read from postcard, answering questions etc.). After they finish writing the postcard, they
put it in an envelope and write down the address the trainer tells them.
 Birthday party
The trainer asks the family members to imagine that it is someone's birthday and they want to prepare
a surprise party (or if it is a period of holiday or any other occasion that can be used in this exercise).
The trainer tells the family members to do the following tasks:
1. write a text for Happy birthday card
2. write a short text with ideas for birthday gifts and why they think this gifts would fit for the
person
3. write down a short recipe for a cake or possibly a list of ingredients needed for a birthday cake
(which can be made jointly by all family members during a family task) and a recipe
4. write down names of guests and relation to the person who is having a birthday
If there are 4 family members, each one gets their own task. If more or less, they share assignments.
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Handout Handwriting – family calendar
Quote ideas for your calendar:
Family:
“Happiness is only real when shared” - Jon Krakauer, Into the Wild
“The most important thing in the world is family and love.” - John Wooden
“Family is the most important thing in the world.” - Princess Diana
“Family is always gonna be there. The material things, they come and go.” - Romeo Miller
“Family is where life begins and love never ends.”
“The family is God's greatest masterpiece”
Around the year:
“When it snows, you have two choices: Shovel or make snow angels”
“When snow falls, nature listens.” - Antoinette van Kleeff
“If we had no winter, the spring would not be so pleasant.” - Anne Bradstreet
“Spring is nature's way of saying ‘Let’s party´!’” - Robin Williams
“Sunshine is the best medicine”
“Spring is a time of planning and projects.” - Leo Tolstoi
“If a June night could talk, it would probably boast it invented romance.” - Bern Williams
“A life without love is like a year without summer.” - Swedish Proverb
“By all these lovely tokens, September days are here, with summer’s best of weather and autumn’s
best of cheer.” -H.H. Jackson
“Autumn is a second spring when every leaf is a flower.” - Albert Camus
“Autumn is the season of change.” - Taoist proverb
“December is a month of lights, snow and feasts; time to make amends and tie loose ends; finish off
what you started and hope your wishes come true.” -Unknown
“And in the end it's not the years in your life that count. It's the life in your years.” -Abraham Lincoln
The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of
the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.

182

Handout Text understanding:
The following instruction was kindly provided by Maggy Woodley of Red Ted Art. For more information
on her work, please take a look at her website and youtube account, the links are provided in the
footnotes.69
Fidget spinner – Materials
 Fidget spinner template (link for printing below)70
 Cardboard (e.g. two layers of an old cereal package)
 A toothpick
 2 -3 penny coins (If you wish, you can replace these coins with buttons or nuts)
 Strong PVA glue or hot glue
 A pin
 Scissors
Fidget spinner – Step-by-step instructions
1. Choose which template you would like to make and
cut it out.
2. Trace it onto your cardboard.
3. Once you have your basic shape decorate it
whatever way you want – doodle on it, paint on it,
stick more colourful paper on it… your imagination
is the limit.
4. Take two or three 1 euro cents (or coins of similar
denomination from your country). You will need 2
for simple fidget spinner and 3 for all other shapes.
5. Glue your coins into place and let dry.
6. Use your template to help locate the centre of
your fidget spinner and make a hole with a pin.
Using smaller scissors, make the hole bigger –
until your toothpick fits in comfortably and
loosely. Test the spin. If it keeps getting stuck,
make the hole a little bigger
7. Now cut out 2-4 cardboard discs (if using cereal
box cardboard you will need 4 in total, glue two
together).

69

RedTedArt:www.redtedart.com www.youtube.com/redtedart https://www.redtedart.com/printable-diy-fidget-spinnerinstructions/
https://www.redtedart.com/wp-content/uploads/2017/06/Fidget-Spinner-Step-by-Step.pdf
70 Print here: https://www.redtedart.com/wp-content/uploads/2017/05/Free-Fidget-Spinner-DIY-templates.pdf
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8. Again take your pin and make a small hole. Use your toothpick to widen that hole, so the
toothpick fits in tightly.
9. Glue the first disc to the end of your toothpick.
10. Insert the toothpick into your fidget spinner. Take
your second disc and slide down the other side of
the toothpick and glue in place.
11. Snip off any protruding toothpick.
Your Fidget Spinner is now finished!
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Fidget spinner template:
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Handouts Drawing conclusions:
Handout 1.1.
Please read the short story and answer the questions below.
Short story:
Charlie and his owner Tim went to the garden to play with a ball but heavy clouds brought rain so
Charlie and Tim rushed inside the house. Charlie shook of raindrops from his fur and Tim took of his
wet jacket. Charlie sat next to a window and watched the rain fall down. He was sad and not even
interested in his ball. Tim felt sorry and brought Charlie a big bone. All of a sudden he was cheerful
again.
Questions: What is Tim like? (hints: animal lover because he owns a dog who is living with him/her,
emphatic since he does not want his dog to be sad, loves his dog because he takes care of it and is a
caring person…)
Which animal is Charlie? (hints: has fur that it can shake, which means it has longer hair, loves playing
with balls, likes bones)
Which season of the year is it? (hints: Tim had a jacket on, so it might be fall or spring)
What does Charlie like? (hints: playing outside in the garden, playing with a ball, eating a bone) etc.
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Handout Partitioning Number 10

Red

Blue

0
1
2
3
4
5
6
7
8
9
10

10
9
8
7
6
5
4
3
2
1
0

No.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Count how many red and blue
circles you have and mark the
outcome with an x
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Handout Learn how to write time
Daily routine
The plan belongs to: ……………………………………………..

No.

Time frame

Activity

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.
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Handout Making additions with multi-digit numbers:
Income Sources:
No.
Income source
1.
2.
3.
4.
5.
6.
Expenses:
No. Expenses
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Amount

Amount

Savings or debts
Total income
Total expenses
Balance
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Handouts Recapitulation Level 1:
Course schedule:
Course schedule - Mathematical competences level 2
Location: Caritas centre, high street 5, 4020
Linz

Trainer: Maria Example
Kontakt: 0043 676 ********

Date

Time

26.09.2017 (tuesday)

14:00-15:30

28.09.2017 (thursday)

16:00-17:30

04.10.2017 (wedsnesday)

17:00-18:30

06.10.2017 (friday)

13:00-14:30

...

...

Solve the following additions:
299+700=
15+83=
96+159=
888+46=
910+54=
57+86=
183+127=
134+788=
712+89=
11+85=
372+439=
215+577=
443+505=
619+262=
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Template for the addition domino (for the trainer):
These are 40 domino pieces. Each row consists of 4 domino pieces. Cut the pieces along the thick
lines.

599 322 278 115 485
114

1

99

501 175

425 415 185 370 230 200

400 300 300 137 463 345 255 500
100 118 482 510
123

15

90

250 350 477

585 450 150 592

8

33

577 221 379 111 499 550

50

65

535 318 282 475 125 325 275 277
323 188 412 303 297 241 359 495
105 209 391 445 155

68

532 401

199 222 378 333 267 107 493 486
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Handout Decimal numbers:
Decimal sorting:
Please sort the following decimal numbers and label them starting with 1 for the highest and 15 for
the lowest.
8.25
1.30
5.53
7.22
0.25
1.03
6.19
3.55
2.25
9.16
0.03
9.55
2.27
3.01
4.75
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Handouts Division:
Solve the following tasks, using the calculator:
1. A family consisting of 5 people is going to a coffeehouse and has a budget of 20€. How much
money can each family member spend if the money is divided equally?

2. There is only half a liter of milk (500ml) left in the fridge and you want to share it equally
among your 3 children. How much milk does every child get?

3. Maria has one bar of chocolate consisting of 25 pieces. How many pieces does everybody get,
if she shares the chocolate bar with her 3 brothers equally?

4. Your vegetable patch is 4 meter long. How many seeds can you plant per meter, if you have
66 seeds and you want to have the same number of seeds on each meter?
5. Your household's water bill of last month (30 days) states that you have used 3700 liter of
water. How much water did you use on average in your household? How much water did you
use per person (7 people) and month on average?

6. You have 33 cans of soup in your supply cabinet. How many times can you eat soup at most if
you need 4 cans per meal?

7. You want to go by bus to the city centre. In this city you have to pay 0,30€ per bus stop. How
many stops can you go at most if you have 5€ left?
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Handout Combined mathematical operations:
Tasks for the soccer match:
Estimate the distance between the goal and the halfway line.
1. Estimate the height of the goalies of both teams.
2. Watch your favourite player for five minutes - how many times does he/she touch the ball?

3. Keep count on yellow and red cards from the beginning on.

4. In the first 15 minutes keep a record of how many ball contacts each time has.

5. How many times did each team take a shoot on the other team’s goal during the whole
match?

6. How many goals did each team score?

7. How many shapes (circles, half circles, squares) can you find on the soccer field?

8. Watch minutes 25 - 30 and 75-80 - how many times did players from both teams touch the
ball in these minutes?

9. Estimate how far the players can throw the ball in.

10. How many people are approximately in the audience?

11. How much does a mineral water cost?
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Evaluation:
1. Calculate how long the soccer field is.
2. Compare your notes with one other person - whose player had more ball contacts and how
many more?
3. If you could divide the number of cards (yellow and red) equally amongst the players,how
many cards did one player get on average?
4. In the first 15 minutes, which team had more ball contacts? And how big is the difference?
5. Which team was more effective in shooting goals? Which needed less shoots on the goal to
finally score a goal?
6. Take a look at the picture of a soccer field from above how many shapes can you find?

7. In minutes 25-30 and 75-80: In which minutes were
more ball contacts? Was it the same for each team?
8. Compare your notes with someone else - how far do
you think players can throw the ball in?
9. If entry prices are €15,--, how much money did the
event organiser make only from selling entrance cards?
10. If half of the people in the audience have bought mineral water, how much money would
that be?
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Handout Measurements:
Fruit salad recipe:
Ingredients (for 4 portions):
 1 kg of apples
 0,5 kg of grapes
 450 g of oranges
 300 ml of orange juice
 250 g of canned ananas (fresh, if available)
 4 Bananas
 100 g of nuts
 50 g of sugar (if necessary)
 Juice of ½ lemon
Preparation:
1. Weigh all the ingredients.
2. Wash all fruit.
3. Cut the apples, oranges and bananas in bite-sized pieces and put them in a bowl.
4. Add the grapes, ananas and nuts to the bowl.
5. Pour the orange and lemon juice into the bowl.
6. Taste your fruit salad and add sugar, if it is not sweet enough.
7. Enjoy!
List of common measurement units:
Length
 1 m (meter, basic unit of length)
 1 mm (millimeter) = 0.001 m
 1 cm (centimeter) = 0.01 m
 1 km (kilometer) = 1000 m
 American and British Units:
○ 1 yard (basic unit of length) (USA, GB) = 0.9144 meter
○ 1 foot = 1/3 yard, = 0.305 meter
○ 1 inch = 1/36 yard = 1/12 foot, = 2.54 centimeters
○ 1 mile = 5,280 feet = 1.609 kilometers
Volume and Capacity (Liquid and Dry)
 1 l (liter, basic unit of capacity)
 1 ml (milliliter) = 0.001 l
 USA and GB have measuring units like ounce, gallon and pint (not the same in USA and GB)
Weight (Mass)
 1 kg (kilogram, basic unit of weight or mass)
 1 g (gram) = 0.001 kg
 1 metric ton = 1000 kg
 1 pound (USA, GB) = 0.4536kg
Rule of thumb: One liter of water are approximately 1 kilogram.
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Measuring tasks:
 Size of one family member in centimeters
 Length of the table in meters
 Space between the floor and the window board in centimeters
 Length of your thumb in centimeters
 Length of the little finger of one family member in millimeter
 Door entrance width in meters



Space between floor and chair seat in millimetres
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UNIT: Camera 1& 2
Handout:
Different modes and settings and when and where to use them.
Every phone and every software is different, but these are the most common settings you will probably
find on your camera app.
 Auto: the automatic mode uses standard settings which works quite well most of the time. In
special occasions, like low light, towards the sun, or while moving the camera it won’t work
well.
 Panorama: A mode suitable for making very large photos of your surroundings. Works better
without moving people
 Portrait: a mode suitable for taking a photo of someone's face
 Flash: On/Off/Auto. If your phone has a built in flash it will fire it mostly automatic. But the
light of your flash can only reach objects up to 2-2,5m away. So you should turn off the flash if
you want to take a picture of something far away.
 ISO: it adjusts the photo sensors ability to capture light, the lower the number, the less
sensitive is the sensor. Normally the camera would use something between 100 and 400 ISO.
A high ISO (e.g more than 1000) means you can take photos with low light, like indoors or at
night - but a high iso also means that the picture won’t turn out that sharp and looks grainy.
 Macro: a mode to make very detailed pictures within a short distance, like a flower or a small
animal. in macro mode the distance between lense and object could be just a few centimeters.
 Aperture: Simply put, aperture is a hole within a lens, through which light gets into the camera
and on the sensor. The width of this hole defines the sharpness of the picture (depth of field)
and the amount of light that is necessary to take the picture. Its measured in numbers from
f1.2 to f22 (f1.2 means big hole, f22 means tiny hole). If the aperture is very small, the depth
of field is large, while if the aperture is large, the depth of field is small. When taking pictures
with low aperture you can take pictures in low light settings, but only a small part of the picture
will be sharp (e.g. everything from 100 to 110 cm away from the lense). When there is a bright
sunny day you can take a pic with f22 and everything in the picture will be sharp.
 Shutter speed: the length of time the camera sensor is exposed to light, measured in fractions
of a second (e.g. 1/60, 1/120, …) A slow shutter speed lets more light in and let you make pics
in low light settings but you might need a tripod to get a sharp picture. A fast shutter is used
when taking pictures of moving objects, but there has to be enough light or you have to use
the flash.
 Manual: in manual mode you can control all the settings yourself. Like ISO, aperture, shutter
speed, .. - for advanced users.
 Self timer: The camera takes a picture a few seconds after you press the shutter. E.g. you can
compose your group photo, press the button and you have 10 seconds to join the group and
be in the picture yourself
 Sport/action: A mode for fast moving objects like cars, running people, bikes,.. Works best on
a bright and sunny day, needs enough light.

198









HDR: High dynamic range. A mode for taking pictures in a setting with very dark and very light
areas. The phone takes several pictures with different settings at once and automatically
composes one picture from it.
Night/party: a mode for low light pictures. You might need a tripod to hold the phone still.
Sometimes the flash is used to light up people on the front.
Exposure: you can adjust how dark or light your photo will be, usually in numbers between 2(darker) and +2 (lighter)
Front camera: some phones have a second camera above your screen to take selfies. Usually
that camera is not as good as the one on the back and has no flash. It’s also used for video
calls.
Effect: lets you change colors, like black-white, sepia (brownish), color pop, …
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Handout Protect your phone:
How to create a safe password:
Five most common ones - easiest to crack - don’t use them
1. 123456
2. password
3. 12345678
4. Qwerty
Also don’t use:
a. Birthday
b. Name of wife / kids / dog/ etc.
c. Own name
Tips for a safe password:
 Use caps and small characters, numbers and symbols in one password
 Longer = better
 Check password security (e.g. www.howsecureismypassword.net)
 Don’t tell it to others
 If you write it down, don’t keep it close to the computer and remember where you put it
 Use four disconnected words that you can easily remember and connect them for your
password
Examples for safe passwords
 cinemacomputerhamster think of 3 random words and write them down “cinema, computer,
hamster”, you can make up a story in your head to remember the words, e.g. “I went to the
cinema with my computer to search for hamster pictures” - it doesn’t have to make sense as
long as you can remember it.
 SofaCactusTableTrashcan use four words of things you see around your computer.
 NewspaperChainsawChopstickBookstore Things your like or which are connected to your
hobbies and are easy to remember.
 AutomaticHorseradish1Twenty2Showerhead If you want to use numbers or special
characters, don’t use them at the beginning.
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Handout How to use a photobooth:
Step by step explanation
1. Sit on the provided chair
2. Choose the picture type you want to take by touching it on the touchscreen
3. Pay for your picture (insert money in the coin slot)
4. (Press the button to take the picture -> in some photo booths the picture is made automatically
after inserting the money)
5. Sit still for the picture
6. Take your change (if there is any)
7. Wait for the picture to be printed out
Legal photo criteria
 35mm width and 45mm height (depending on the country)
 Not older than 6 month
 Face axially symmetric
 Face and ears good visible
 Only head, neck and partially the shoulders on the picture
 Sharp and contrast
 Unicolor background
 No red eyes
 No spots on the picture
 With a neutral facial expression, mouth closed and both eyes open
 Frontal view
 No hair in the face
 No sunglasses
 Glasses should not obscure the eyes, and produce no reflections
 Only religious headdresses are allowed, the face needs to be visible from chin to forehead
without shadows in the face
Background information for trainer:
Wrong and right example pictures to print
Since the criteria differ in every country, and usually, every government provides example pictures,
how a correct photo for a legal document should look like, the best way for the trainer would be to
research on the website.
For Austria, example pictures can be found on the official website of the federal ministry for inner
affairs: www.bmi.gv.at/passbild/
Another helpful website might be:
https://www.schengenvisainfo.com/schengen-visa-application-requirements/photo-requirements/
It is no official Website, but it provides information and example pictures on the legal photo criteria.
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Handout Privacy and Security:
Natural and human threats on and for the computer:
 Extreme temperatures: this means not to
leave the pc or electrical devices in general
in hot places, such as a car parked in a sunny
spot, but also not leave them outside on a
cold winter day.
 Humidity: Another serious threat for
electronic devices is water and humidity in
general, so it is important to protect the pc from the rain, for example,
or prevent accidental contact with water.
 Impact: PCs don’t react good to impacts like from falling down or being
hit at so make sure your PC is stored in a safe place.


Identity theft: someone can steal the “virtual identity”, that’s
why it is important to never give away personal data and
passwords. Passwords should be strong, combining different
words together in one. Also be careful when typing in
passwords so nobody can see them. If you have to write them
down, store them at a safe
place apart from the PC.

Viruses, worms, and trojan horses: Install antivirus and
antispyware programs and be careful when you are opening
emails that come from persons you do not know. Especially be
careful when opening attachments like pictures or documents.





Spyware: Spyware programs can be picked up from the internet
without your knowledge and transmit personal information
about you to a hacker. It is important to install anti-spyware
software, firewall protections and email screening and spam
protection which usually is the case when using PCs in public
places.
 Internet Scams: While using the Internet, people might come
across some attractive offers through email
messages or chat room communication. They
may appear real at first, although they are
usually fake. They can deal damage by stealing
personal information and can steal money.
Deleting data: The most effective way to prevent the risk of losing data is to backup data
regularly (a backup consists in creating multiple copies of your data).
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Examples for phishing emails:
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Signs for a phishing emails:
 No direct form of addressing you (“dear customer, dear client, etc.”
 Wants you to click on an attachment/link
 Incomplete/wrong version of official mail addresses
 Asks you to give away passwords, bank account numbers or other private data
 You don’t know the originator
 You don’t expect an email from this originator
How to create a safe password:
● Use caps and small characters, numbers and symbols in one password
● Longer = better
● Check password security (e.g. www.howsecureismypassword.net)
● Don’t tell it to others
● If you write it down, don’t keep it close to the computer and remember where you put it
● Use four disconnected words that you can easily remember and connect them for your
password
● Don’t use: birthdays, names of family members etc.
Background information for trainer:
https://www.digitalunite.com/guides/internet-security (english)
https://www.watchlist-internet.at/phishing/ (german)
http://www.phishing.org/phishing-examples (english)
https://www.thebalance.com/best-free-antivirus-1356634 (english)
https://www.mimikama.at/ (german)
https://hoax-info.tubit.tu-berlin.de/hoax/hoaxlist.shtml (german)
https://en.wikipedia.org/wiki/List_of_hoaxes (english)
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Background information for trainer How to use Facebook:
http://www.wikihow.com/Use-Facebook
https://www.facebook.com/about/basics
https://www.facebook.com/help/325807937506242/
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Background information for trainer Skype-conference:
 http://mashable.com/2014/07/09/skype-for-beginners
 https://www.digitalunite.com/guides/email-skype/skype/how-make-skype-call
 http://www.wikihow.com/Skype
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Handout How to translate with the help of the internet:
Step by step instruction and link list of useful online dictionaries and language learning websites
Google translate:
1. Open Google Chrome browser
2. Press the microphone button
3. Say “Google translate English
German” (or the two languages you want to
translate)
4. Press the microphone button
5. Say the word/phrase/sentence you want to translate
6. Read and listen to the translation
If you press the Symbol with the two arrows -> <- you can change the direction of translating.
If you press the button with the loudspeaker it will read the written to you out loud.
If you want to change to a different language you can do this either by clicking on the language and
choosing from the appearing list or just start again from the beginning, by asking “Google translate
language1 language2”
Tips for tryout:
 Hello, my name is ...
 Can you please tell me where I can find the toilet?
 What’s the time please?
 I really like icecream!
 I am from Austria.
 I love you!
 I would like to invite you to our party.
 Have you ever been to Mexico?
Online dictionary: (for example: LEO)
1. Enter the website link: http://dict.leo.org/englisch-deutsch/
2. Type in the word you want to translate
3. See the list of possible translations and phrases
If you click on any word, written in blue colour, you will be automatically redirected to all the possible
translations for this word, you have clicked on.
If you type a word wrong, the webpage provides words in both languages, you might have meant. Click
on the word and see the translation.
You can also press on the play button (>) next to the word to listen to the pronunciation.
A further function is to save words in a vocabulary trainer, by clicking on the button with the “safe”
symbol, but for this function you need to have an account for this website.
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Tips for tryout:
 Thank you
 Wife
 Son-in-law
 Money
 Dinner
 Toilet
 Water
 Teacher
Language learning website Loecsen step-by-step
1. Enter the website link: www.loecsen.com
2. Choose the language you want to learn and press the button with the respective flag
3. You have automatically been redirected to the first page of the language learning
4. You can
a. Either click on the button with the sentence you want to know in the other language
or
b. Start with the first phrase
5. The translation will be read out loud to you.
6. Try to say it out loud as well in order to practice the language.
The following buttons you need to navigate are:

Player: reads the words out to you
Quiz: is testing your knowledge by reading a phrase to you, asking you to choose the right one from
the list and press “confirm” afterwards
Mp3+Pdf: helps you to download this learning material
<<: means backwards to the last phrase
(): means repeat this phrase
>>: means go to the next phrase
>: is “play” and means that all phrases of this chapter will be played from beginning to the end
II: means stop playing
The next symbol: helps to fade in or out the text above and beneath the picture. You can choose if you
want to be able to read none, one or both languages while listening.
The last symbol with the two speech bubbles: allows you to decide if you want to hear only the foreign
language or your language as well.
If you scroll farther down on the page you can find a list of different topics, like “restaurant”, “say
goodbye”, “family”, “colours” and more. By choosing one of the topics and clicking on it you will b
redirected to a similar page as before with new words and phrases.
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The following webpages might be interesting for the trainer when researching for translation and
language learning web pages:
o www.duolingo.com (learn different languages starting from English)
o www.learnalanguage.com (learn different languages starting from English)
o dict.leo.org (online dictionaries German-other languages)
o de.langenscheidt.com (online dictionaries German-other languages)
o sprachportal.integrationsfonds.at (learn German starting from other languages)
o www.goethe.de (global German learning organisation)
o www.srpskibre.com (learn Serbian starting from English)
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Handout Conflict management:
Different techniques for calming down:
 Count / bite your tongue / breathe deeply before answering: take a few seconds before your
next reply, don’t talk back immediately, especially, when you feel hurt
 Use a stress ball: when you feel angry, squeeze the stress ball for a few seconds
 Drink something: instead of immediately replying, take a sip of water or coffee so you have a
little bit longer to think about your reply
 Breathe through your belly: that helps you get enough air into your system and you can control
your breathing easier, so telling your body to calm down
 Take a look at something nice: focus on something else for a moment - like a nice picture, an
animal, a flower - that takes your mind off the problem and helps you to relax
 Push your palms together: push them together for 5 or 10 seconds - it also helps your body to
calm down and to focus on something else
 Close your eyes for a second: takes away a lot of outside stimulation and so makes you calmer.
 Walk out: this is not one of the best ways, but when you feel you are not able to handle the
conflict at the moment, walk away - but tell your family first that you need some time to think
about it and will come back
Background information for trainers:
http://www.learningpeace.com/
http://www.afcbt.org/materials/Downloads/3rd%20Ed%20English%20Handouts.pdf
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Handout Time management:
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