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Workshops „Learning how to learn as a factor of professional success”

1. Organizational issues

Anticipated size and composition of the training group: 6 - 12 people       
 
Training room - required equipment for the training room: Chairs for participants, tables for group work, flipchart, markers, projector (optional).       

0. Materials for participants: 
„Learning how to learn as a factor of professional success – training materials”

0. Form of workshop: 4-hours workshop (4 x 45 min)      



[bookmark: _Toc389203588]2. General purpose of the training
· Developing skills enabling to manage your own goals

[bookmark: _Toc389203589]3. Specific objectives
· Identification of daily tasks and their significance
· Understanding how to prioritize tasks
· Rejecting activities that waste time
· Identifying your own goals and editing them

4. Training programme

	
	Description
	Expected time

	MODULE I
	Participants learn about the existence of different styles of learning - which
result from the preferences of the transmission channel (eyesight, hearing, movement) and the type of talent. Using the test, they determine the individual learning style and preferences resulting from it.
 
Main issues:
• Learning styles
• Preferred ways of acquiring knowledge and their application 
 
	1,5 h

	BREAK
	15 min

	MODULE II
	Imaging reflectivity and observation of others as important elements of lifelong learning. Group work and placing yourself on the background of the group will show our role in the process of using information derived from others.
 
Main issues:
• Observation of others in the learning process
	1,5 h



5. Training scenario

	NO
	
GOAL

	TRAINING COURSE

	METHOD
	LEARNING MATERIALS
	TIME

	1. 
	Presentation of organizational issues
	· Presentation of the subject of the training
· Self introduction
· Note: Each module will last 1.5 hours, followed by a 15-minute break
	---
	Flipchart
	5 min

	1. 
	Gathering participants' expectations
	· Each of you came to the training with some expectations regarding the subject of the training and we would like to know them.
· We give out cards and ask them to write their expectations on those cards
· Then please stick them on the flipchart.
· We read the cards and comment briefly.
The teacher summarizes the expectations in relation to the workshop's goals.
	Individual work
	Colorful sticky notes, flipchart, pens
	5 min

	1. 
	Signing contract
	· Joint settlement of rules, norms for the group, which will apply the "here and now". What we need to make us feel good in the group. What ideas do you have?
	Brainstorm, discussion
	Flipchat , markers
	10 min

	1. 
	Getting to know the names of the participants
	· Everyone says about themselves 3 things that are characteristic of him. The less standard the better. They have 5 minutes to prepare the presentation, which they will give in the forum in front of the group.
	Activating method
	---
	15 min

	1. 
	Identyfikacja codziennych zadań i ich istotności










[bookmark: _GoBack]


Understanding how to prioritize tasks
Rejecting activities that waste time
 
	Experience Phase:
 
Each participant writes out their tasks for a week (each on a separate rectangle. Tasks should cover the area of ​​work, personal development, relationships with others, health, interests, etc.
Then each participant cuts out rectangles.
 
The trainer divides the participants into groups of three. Each group gets mixed tasks of 3 other people.
 
Their task is to plan the week so that they manage to do these activities, ordering themselves a specific order. (For tasks that are formulated in general, the group has the right to add its own context to the task.)



Reflection phase:
[bookmark: _Hlk29338915]- What determined the task layout?
- What was the prioritization ?
- What guided the group in setting the plan for the week?
- What obstacles did they hit?
- What was helpful?
 

Theory Phase:
Eisenhower matrix
 
Action planning phase:
 
Listing your time devotees
Discussion in groups of three, what can you do to minimize these threats, what features are still worth developing to help achieve the goal.
 


	Training task










Group discussion




Minilecture

Individual work






	Worksheet - Training materials p. 1-2 , scissors 












Worksheet - Training materials p. 3






Worksheet - Training materials p. 4

Worksheet - Training materials p. 5



	20 min















10 min






10 min


10 min

	1. 
	BREAK
	15 min

	1. 
	The goal of the exercise is to acquire the ability to create clearly defined goals






















Identifying your own goals and editing them

	Experience Phase:
The trainer gives each participant one A4 sheet. He asks each of them to write on his card their three goals, which he failed to achieve in the last year? Participants have 5 minutes to do this 

Participants have 3 minutes to do this.
Then the trainer asks the participants to get together in pairs and discuss what are the reasons why , on which the goals / dreams have not been realized. Participants share the reasons that they concluded in pairs, the trainer writes them on a flipchart.

Reflection Phase:
[bookmark: _Hlk29412166]- What were the reasons that the goals were not achieved?
[bookmark: _Hlk29412172]- What areas did the objectives cover?
[bookmark: _Hlk29412180]- Is there anything that holds you back besides the reasons you wrote?
[bookmark: _Hlk29412187]- What should be changed?
[bookmark: _Hlk29412193]- What was missing at the first target?
The trainer briefly summarizes the reasons (so as to be able to smoothly transition to the sense of using the SMART method)
Theory Phase:
SMART is a method of formulating goals in a way that makes them more realistic. Smart is a word from English meaning smart, clever. These are exactly your goals. Each letter in this acronym stands for a specific feature:   
· S - specific
· M - measurable
· A  - attractive
· R – realistic 
· T – time-framed

Action planning phase
The trainer divides the group into 3-person teams. Each team receives a list of goals. The participants' task is to redesign the goal using the SMART method.
Goals e.g .:
· [bookmark: _Hlk29412812]be happy
· lose weight
· to be rich
· start your own business
· take care of health
 
After 15 minutes, the groups present their work.
 
Experience Phase:
The trainer asks everyone to choose a goal that they previously listed as unfulfilled and then to write their five characteristics according to the SMART method.
	Training task












Group discussion









Minilecture









Work in group











Individual work
	A4 sheets of paper












Worksheet - Training materials p. 6









Worksheet - Training materials p. 7









Worksheet - Training materials p. 8











Worksheet - Training materials p. 9

	20 min













10 min









10 min









20 min












10 min

	1. 
	Work summary
	· End 
Summary round: 
- What do you take for yourself?
	Individual statements
	---
	10 min
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