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 PREAMBULO 
 
 
Estas técnicas están diseñadas para ayudar al formador/supervisor 
técnico/tutor/asesor a apoyar a sus alumnos en la fase de consolidación en una 
situación laboral (último paso del proceso de adquisición de habilidades 
blandas). Se han desarrollado en el marco del proyecto Erasmus/ Soft skills.  
 
 
El proyecto Erasmus+ Soft skills sigue el enfoque de facilitar el acceso a las soft 
skills a las personas con bajos niveles de cualificación para acelerar su integración 
profesional. En efecto, el dominio de una actividad profesional no sólo requiere 
la puesta en práctica de competencias técnicas específicas del puesto de trabajo 
(hard skills), sino que también se basa en la movilización de las soft skills. Para 
ello, los socios del proyecto han desarrollado un método así como herramientas 
pedagógicas para la formación en soft skills (datos de contacto en la última 
página). 
 
Las "técnicas de facilitación de habilidades blandas" recogen ideas sobre cómo 
poner en práctica las habilidades blandas en el trabajo diario, para actuar como 
modelos de conducta y asesorar a los alumnos. El formador debería leerlas 
antes de comenzar la fase de consolidación en una situación laboral para poder 
ayudar a sus alumnos. Estas técnicas son sugerencias y no son exhaustivas.   
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Materiales adicionales 
 
Se han desarrollado materiales adicionales para facilitar la apropiación del proyecto soft skills 
por parte de todos los formadores, supervisors técnicos, tutores y evaluadores y para 
permitirles formar y evaluar las soft skills de forma independiente. 
 

• El “catálogo europeo de referencias de soft skills” ofrece una visión general del enfoque 
de soft skills que ha seguido el proyecto: contiene la lista de soft skills definidas en el marco 
del proyecto, los niveles de adquisición y sus definiciones, así como una descripción del 
proceso de adquisición de las soft skills y de la contextualización y la evaluación vinculadas a 
él. 
 

• El "kit de formación para la aplicación de las soft skills" da todas las claves para preparar e 
implementar la formación en soft skills en cualquier organización con cualquier aprendiz. 
Describe detalladamente el método y el programa de formación y proporciona hojas de 
resumen de los cursos de formación por niveles. También da sugerencias sobre las 
herramientas pedagógicas que se deben utilizar en cada etapa de la formación o la postura 
que se debe adoptar como formador. Debe utilizarse en relación con esta publicación. 
 

• Las “tarjetas de herramientas para la formación en soft skills” presentan una colección de más 
de 80 herramientas que pueden utilizarse para formar en soft skills. Las herramientas se basan 
en la experiencia de los socios del proyecto (herramientas que han aprendido en su formación 
inicial o a lo largo de su carrera profesional, así como herramientas desarrolladas y/o 
adaptadas más específicamente para este proyecto). Estas herramientas requieren poco 
equipamiento y pueden aplicarse fácilmente a diferentes contextos. El kit de formación 
sugiere su uso. 

 
• El “protocolo de contextualización y evaluación de soft skills” ofrece todas las claves para 

evaluar y certificar la adquisición de una soft skill. Describe los diferentes momentos y métodos 
de evaluación y da herramientas para hacer la contextualización y la evaluación 
correctamente. 
 

• La "formación para formadores" es un programa y un contenido formativo para formadores, 
supervisores técnicos, tutores y evaluadores que quieran aprender a utilizar el proyecto y las 
herramientas que de él se derivan y a formar en soft skills sin problemas. 
 

• La "lista de control para formadores" permite a los formadores, supervisores técnicos, tutores 
y evaluadores verificar sus conocimientos relacionados con las soft skills después de una 
formación de formadores, pero también tener una visión global de los materiales y 
herramientas necesarios para la realización de contextualizaciones, formaciones o 
evaluaciones de soft skills dentro de su organización. 

 
Encontrará todo este material en acceso libre en nuestra página web: www.softskills-
project.eu  
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Zerobarrier 
 
Zerobarrier es una solución global para la formación en el trabajo, la capitalización de las 
competencias adquiridas y la promoción de la movilidad laboral europea desarrollada por la 
organización Solivers con la ayuda de los diferentes socios con los que ha trabajado durante 
varios proyectos europeos. 
 
En esta plataforma de pago, los usuarios pueden buscar fácilmente las herramientas que 
hemos desarrollado durante el proyecto soft skills, llevar un seguimiento de las sesiones de 
formación, registrar los diferentes resultados de la contextualización o las evaluaciones y 
generar CV y carteras de competencias. 
 
La plataforma está dividida en 3 partes: 

• Mobitools: en Mobitools, puedes encontrar el catálogo europeo de referencias sobre soft 
skills, el kit de formación, la publicación de la caja de herramientas (así como las tarjetas de 
herramientas individuales), las técnicas facilitadoras, el protocolo de contextualización y 
evaluación, los 7 estándares ocupacionales que se han vinculado a las soft skills, las ruedas y 
los pictogramas, así como la base de soft skills. Todo este material también está disponible de 
forma gratuita en www.softskills-project.eu 

• Mobitrain: en Mobitrain, es posible llevar un registro de toda la formación y las 
consolidaciones seguidas por cada aprendiz, lo cual es muy útil cuando el proceso de 
adquisición de soft skills no se lleva a cabo en la misma organización o si un aprendiz cambia 
de organización. 

• Mobipass: es posible encontrar los estándares ocupacionales que vinculamos a las soft skills 
(...) así como el estándar ocupacional de soft skills. Al mismo tiempo, es possible registrar los 
resultados de las contextualizaciones y las evaluaciones y generar automáticamente los CV y 
los portafolios de competencias.  

 
Si quieres saber más sobre la plataforma y registrarte, contacta con Solivers: 
contact@zerobarrier.eu o visita directamente la aplicación www.zerobarrier.eu  
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INTRODUCCION 
 
El desarrollo eficiente de las Soft Skills y su asimilación de manera habitual en el 
comportamiento de las personas requiere de una insistencia y una puesta en práctica 
recurrente en el día a día. Esto completa a la realización de dinámicas de trabajo específicas 
en un entorno formativo clásico (aula o similar) en los que el foco de atención principal de la 
actividad son las propias SoftSkills. 
 
El listado de Técnicas facilitadoras 
Las técnicas facilitadoras que se presentan a continuación, sugieren al profesor/mentor 
responsable del trabajo de los participantes, recursos para realizar el refuerzo de la puesta en 
práctica de las soft skills en los contextos formativos o de trabajo en los que se desarrollan las 
propuestas competenciales de cada entidad. 
Están pensadas para aplicarse cuando el foco de atención principal de la actividad que está 
realizando una persona no es el desarrollo de las soft skills en sí mismo, sino una tarea de otro 
tipo, normalmente relacionada con el área técnico-profesional.  
El listado de técnicas facilitadoras presentadas abarca cuestiones que pueden aplicarse tanto 
en un contexto de aprendizaje de Formación Profesional como a un contexto laboral 
productivo. 
 
Postulados  

• Las Soft Skills no se desarrollan sólo en una situación de laboratorio como puede ser 
un aula. 

• Las Soft Skillsdeben trabajarse y aplicarse en situaciones de la vida real y hacerse de 
modo reiterativo para que se produzca un hábito de comportamiento. 

• Las técnicas facilitadoras ayudan al profesor/mentor a consolidar las soft skills de los 
participantes en la vida cotidiana. 

 
Cómo proceder 
El formador debe conocer estas técnicas y:  

• Tenerlas en cuenta para utilizarlas en las actividades diarias 
• Utilizar la lista de técnicas facilitadoras como un recurso que reforzarán las dinámicas 

estructuradas que se encuentran en el Training Kit y en la Tool Box preparadas para 
introducir y trabajar específicamente las Soft Skills. 

• Recordar que una soft skilldebe desarrollarse y aplicarse situaciones reales 
 
Hay que reforzar las Soft Skills en todas las actividades diarias: 

• Acostumbrando a las personas a tener un comportamiento acorde con esta soft skill. 
• Así, el formadorr tiene que acompañar y tutelar las actividades que realizan, dando 

sugerencias e instrucciones para hacer de manera acorde con las habilidades 
definidas. 
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Oportunidades y riesgos a tener en cuenta 
 
Oportunidades 

• En el uso de estas técnicas se encuentra la clave para afianzar y consolidar, en los 
hábitos, la mayoría de las Soft Skills. 

• Lo recogido en las técnicas no supone iniciar un proceso tan novedoso, que suponga 
partir de cero en este aspecto, ya que, generalmente, los formadores tienden a aplicar 
técnicas de estas características en la dinámica formativa o de trabajo. De hecho, será 
normal que algunas de las propuestas metodológicas ya se vengan aplicando en los 
contextos donde se lleve a cabo el proceso. 

 
Riesgos 

• Carecen de momentos temporales precisos para su aplicación y, por tanto, se corre el 
riesgo de olvidar su realización, ya que el objetivo principal de los momentos para los 
que están definidas es diferente a lo que se pretende trabajar con ellas. 

• Como consecuencia de ello, dependen en un grado muy elevado, de la implicación del 
formador y  de su conciencia para asumir la necesidad de llevarlas a cabo. Así como de 
su memoria para acordarse de ponerlas en práctica en las situaciones oportunas.  
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BASE DE SOFT SKILLS  
 
A modo de recordatorio, aquí está la lista de Soft skills y sus definiciones. Encontrará un 
detalle de esta lista en nuestro catálogo europeo de referencias de Soft Skills en 
www.softskills-project.eu  
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LAS TECNICAS FACILITADORES 
 
En las siguientes páginas, encontrará sugerencias de técnicas que pueden ayudar al formador 
a acompañar al alumno en la aplicación de las soft skills en una situación de trabajo.  
 
Así, los formadores tendrán a su disposición técnicas de facilitación relacionadas con cada 
nivel de cada habilidad blanda. Corresponde al formador hacer un buen uso de ellas y leer 
detenidamente las que conciernen al alumno antes de iniciar la fase de consolidación en una 
situación de trabajo.  
 
 



Show the importance of planning before working and explain the consequences of not planning. Remember and understand

Give written parameters of the work that is to be done. Remember and understand

Explain what the error margin (we cannot overpass) is when executing the task. Remember and understand

Clearly define the critical points where mistakes may occur. Remember and understand

Go over all necessary questions to be clear on what must be done and verify the comprehension of it. Remember and understand

Make a table with identified operations that must be carried out. Apply

Follow the designed plan and register it on the determined tables. Implying the users (trainer/students) in this process. Apply

Informing them of the advantage of identifying the operations needed to carry out a task. Analyse and evaluate

Showing, as part of the work planning process, the importance of following an order in the performance of a work. Analyse and evaluate

Educate them on the beneficial approach of defining the means used to do a good work. Analyse and evaluate

Analysing the work to understand what tools are most adequate. Analyse and evaluate

Underline that every tool has a purpose and must be used exclusively for that purpose. Remind them of the consequences of misusing 
them.

Analyse and evaluate

LEARNING TO LEARN



Once the project or product is finished, revise and evaluate the plan designed for it, implying the users (trainer/students) in this process. Analyse and evaluate

Brainstorm on the operations needed to the carry out the task. Create



Point the students in the right direction if they cannot find it on their own. Explain the different ways to look at the information. Remember and understand

Show the importance of planning before working and explain the consequences of not planning. Remember and understand

Give the written parameters of the work that is to be done. Remember and understand

Go over all necessary questions to be clear on what must be done and verify the comprehension of it. Remember and understand

Determine a given timeframe for each task that must be done by the students. Remember and understand

Explaining to the students the following principles in case of problem: a. Analyse the problem b. Look for solutions c. Ask the trainer before 
carrying out any action

Remember and understand

The student must do some research on their own about the information needed for the completion of the task. It'll allow us to evaluate if 
the student has the competences to carry out this task.

Apply

Organizing group or pair activities where they look for information needed to complete the work. Apply

Consider the materials/tools/machines needed to the carry out of the task. Apply

The trainers must help the students by guiding their thinking, without giving concrete solutions. Analyse and evaluate

Ask the students to do a periodic follow up of their advances with the help of controlled elements (in order to make sure that what is being 
done corresponds to what has been requested).

Analyse and evaluate

Follow the designed plan and register it on the determined tables. Implying the users (trainer/students) in this process. Analyse and evaluate

AUTONOMY



This long about the consequences of not being able to do research on their own. Create

Reflect on the tendency to look for more autonomy. Create



Talk about how nobody is perfect and, thus, how work can always be improved upon. Remember and understand

Visualizing and understanding the reasons that motivate the respect of the established norms. Remember and understand

The trainer must make sure that the respect of social relationships exists amongst the group during the activities performed. Remember and understand

Express constructive criticism every time, if possible. Apply

Explaining and practicing self-control techniques (counting backwards, getting away from the conflict...) when faced with a conflict. Apply

Dialogue and debate of the pros and cons of not respecting the professional directions, both in labour and learning environments. Apply

Teaching the need of being reasonable during a debate and not wanting to impose one's ideas. Apply

Think with the students on the convenience of taking given advice gracefully, and how that can help with the work that is being executed. Analyse and evaluate

Explicitly valuing the auto demanding behaviour during the tasks that leads to performing as well as possible. Analyse and evaluate

Educating on how this kind of behaviour is valued in the working space and how it makes the achievement of tasks easier. Analyse and evaluate

Give positive feedback when the working ambience is good. Analyse and evaluate

Make the exigences for a task clear to the students before they carry it out. Analyse and evaluate

ACCEPTING PROFESSIONAL REMARKS



Thinking of a possible incident: causes, consequences, and ways to avoid it. Analyse and evaluate

Using the roleplay technique to put the student in the trainer’s shoes ("Well then, if you were in my shoes, what would you do? I mean if 
you were a trainer and had my responsibility").

Create

Pushing this thinking in order to see the trainers’ point of view and logic. Create



Warn of the need to work at a higher rhythm. Remember and understand

Bring change in the activities, if the conditions are good and the changes are not forced. Apply

Taking advantage of possible situations of relevance, in order to vary the fixed program of the subject (current themes, teaching activity 
relevant problems or situations…).

Apply

Dialogue and debate the common aspects between the tasks and teach about the possibility of applying learned skills to tasks that have 
never been done before.

Apply

Question the reasons that make the students stop the task’s execution and achieve conclusions in order to adapt to the new situation. Apply

Thinking of the advantages of flexibility and adaptation to the changes in the working context. Analyse and evaluate

Demand and verify through standardized registrations the application of what is considered already learned with a minimal quality, in a 
new task.

Analyse and evaluate

Thinking about the current labour market, working conditions, and about the need to be able to face them. Analyse and evaluate

The trainers must give advice on the search for alternatives. Analyse and evaluate

With the task already started, changing some of its specificities (randomly): change the size, the number of pieces to make, some of the 
materials, the execution deadline…

Create

Program tasks with an execution deadline that implies a higher rhythm than usual. Create

Demand and verify the search of alternatives to the fixed order in the planification of the task in case of an alteration of the fixed 
conditions, in order to prevent the task from blocking.

Create

ADAPTABILITY



Reflect on avoiding a conflictive situation. And, for that cause, avoiding serious alterations of behaviour. Remember and understand

To raise awareness of the advantages of identifying the difficulties we are going through and the importance of overcoming them: reasoning 
on the loss of control.

Remember and understand

Reflect on the importance of persevering with your goals. Remember and understand

Raising awareness of the importance of reaching for help when deemed necessary. Remember and understand

Trying to calm the temper as a first measure in severe cases of conduct alterations (rage explosions, aggressions, disproportionate anger, 
etc.).

Apply

The trainer makes a plan that includes participants who have problems with self-control. Depending on the specifics of the participants and 
the content of the task, they set specific goals.

Apply

Establish pacts with the specific students who have problems of self-control, establishing the concrete conditions of the pact according to 
the characteristics of the students with whom it is performed and the context of the task.

Apply

Actively reprimand a serious disturbance of conduct. Determining sanctions adapted to the specific situation, if necessary. Apply

When a participant calms down, explain to him the consequences of what could have happened. For example, if he behaves in this way 
towards co-workers’ superiors he may be punished or lose his job.

Analyse and evaluate

Value positively and explicitly those students that keep a behaviour without any severe behaviour alterations. Analyse and evaluate

Advice each student on how to prevent being part of a conflict (avoid the relationship with any other student that has severe relationship 
struggles, go away from somewhere they know a conflictive situation will happen and warn the authorities…).

Analyse and evaluate

Assess positively the application of behavioural control techniques as valid alternatives to loss of control Analyse and evaluate

Analyse and dialogue with the students about the situation that they want to modify and explain how their change of behaviour will 
mainly benefit themselves.

Analyse and evaluate

Reflect collectively about the behaviour that has provoked a sanction, once it has been redirected and, in private, explain why this sanction 
was chosen and what it is intended to correct.

Analyse and evaluate

SELF-REFLECTION



Conclude a written contract setting out the terms of the agreement reached. Create

Establish a system of rewards, that do not involve a comparative injury with their peers, in case of achieving a predetermined progress in 
controlling their behaviour (allowing them to do something that pleases them, etc.).

Create



Reflect collectively about the importance of not being dragged by the opinion of others if we disagree with it. Remember and understand

Give, in writing, the parameters of the work to be done. Adjusting them if necessary. (easy to read, symbols...) Apply

Ask all the questions we can think of to ensure everyone understands what needs to be done and how Apply

Give responsibility to the students, make them participate in tasks with greater responsibility. Apply

Demand an individual his/her accomplishment of a task that lies within the scope of the subject’s own possibilities Apply

Require students to monitor the progress of the task on a regular basis, using control elements (check that what has been done so far meets 
the requirements planned for the task)

Apply

Support the individual's decision to confront the group, if it is a reasoned and positive one. Apply

Let the students perform tasks known to the teacher to be in their capabilities or not. Observe the student's reaction. Analyse and evaluate

Explicitly praise personal decisions, especially when it differs from the group's opinion. Analyse and evaluate

Reflect collectively about the desirability of thinking for yourself while not letting go of the collective opinion of the group. Use the 
argument that members of a group will not always be with him/her, and everywhere.

Analyse and evaluate

Raising young people’s awareness of their real situation in the world. Analyse and evaluate

Advise on postures to take in different situations in their social and socio-professional life in adequacy with their virtues and flaws. Analyse and evaluate

Specify reinforcement and the evaluation thereof Analyse and evaluate

Organize groups or work couples, in which there is a positive atmosphere, and in which students, who tend to be influenced, are involved, 
as a way of countering a negative group influence.

Create

SELF-CONFIDENCE



Remind the young person of situations in which he has felt the same feelings and talk about how that young person is affected now (angry, 
sad, enraged, disappointed, ...)

Remember and understand

Requiring the trainer to be a significant model and protagonist of controlling behaviour in conflict situations. He must therefore be the first 
to avoid serious disturbances of behaviour (avoid disproportionate shouting, not respond with aggressive forms, outbursts of anger, etc.), 
and if it does happens, try to verbalize the reasons that have led to such behaviour, with the students.

Apply

Reflect collectively about accepting and respecting other people's different opinions, if they do not violate our own rights. Apply

Calm the mood in the face of serious behavioural disturbances (outbursts of anger, aggression, disproportionate anger, etc.), as a first step. Apply

Talk about the sentiments involved when self-control has been lost and recognize them. Apply

Put in practice techniques of self-control (count backwards, breathe deeply, withdraw from the scene of the conflict, ...) before conflict 
situations arise.

Apply

Explicitly value the thoughtful and successful ideas expressed by a young person in a dialogue or debate. Analyse and evaluate

Be very aware of moments when students, less valued by their peers, express a positive opinion or idea, emphasize it explicitly and praise 
them for it, in front of their peers. Focusing on evaluating the idea, not the student personally, to avoid the opposite effect.

Analyse and evaluate

Reflect collectively about the ways to solve a new conflict situation or about the negative feelings that this situation has created in another 
person.

Analyse and evaluate

Talk to the students in person, once control and calm has been restored, about the consequences that the loss of control can cause, both at 
the formative level, as well as at the personal or work level.

Analyse and evaluate

Analyse and reflect with the specific students about the situation they want to change. Explain verbally that the main beneficiary of this 
change will be themselves. Mention the problems they may have every day, if they do not change their behaviour.

Analyse and evaluate

Positive assessment of students who maintain a well-balanced behaviour as well as the students who apply techniques to work on their loss 
of control in the past.

Analyse and evaluate

Raise young people’s awareness of their real situation in the world Analyse and evaluate

EMOTIONAL INTELLIGENCE



Advise on postures to take in different situations in their social and socio-professional life in adequacy with their virtues and flaws. Analyse and evaluate

Raise awareness of the importance of reaching out for help when necessary. Analyse and evaluate

Discuss certain specific issues, involving numerous people, so that there are different opinions in the dialogue. Create

Promote the organization of activities in groups or couples, in order to make dialogue something common in the formative dynamic. And 
supervise the respect in their relationships.

Create

Perform informal role-playing by placing students in the position of the trainer ("well, then, if you were in my place, what would you do, 
that is, if you were the trainer and had my responsibility"). 

Create

Use the same technique to place them in other people's situations (partner, supplier, customer, ...) Create



Specify the minimum clothing required and how to use them properly to perform the task. Remember and understand

Distinguish between good and bad habits of hygiene Remember and understand

Actively control the image of the students and notify any aspect that could be harmful in the development of their daily activities (earrings, 
rings, hair not tied when manipulating machinery, feeding…)

Apply

Require a strict maintenance of working clothes. Apply

In the face of repeated hygiene problems, it is forbidden to start work until the problems have been remedied. Apply

Prohibit the performance of any activity in case of risks to physical integrity or hygiene, explain why. Apply

Reflect collectively about the need to have a suitable image in adequacy of the requirements of their task. Assess possible consequences of a 
bad image and set priorities.

Analyse and evaluate

Reflect collectively by comparing the requirements of the workplace in terms of personal hygiene (Poor impression to the customer, 
colleagues, superiors…)

Analyse and evaluate

PRESENTATION



Explain the different roles people can have in an organization Remember and understand

Compulsory use of corporate working clothes with the logo of the company, if it exists. Remember and understand

Indicate to each person the role he or she will play in each task Apply

Participate in different forums around work-debates, exhibitions... related to the domain of student's (future) context. Apply

Demand a day-to-day follow-up for the achievement of the short or medium-term objectives. Analyse and evaluate

Carry out with the students a "brain storming", on the improvement of their work or training course and their satisfaction with them. Create

SENSE OF ORGANISATION



Require a strict maintenance of working clothes. Remember and understand

Verbalize to students the safety requirements necessary to perform a task. Remember and understand

Revisit the safety rules concerning the task at hand and review the possible incidents if these rules are not followed. Remember and understand

Assigning the tasks in a way that matches the involvement demonstrated by each student. In addition to other factors (acquired skills, …), 
rewarding those who demonstrate commitment.

Remember and understand

Evaluate publicly the different degrees of involvement of each student in order to motivate the ones with a high degree and encourage the 
others to do better.

Apply

Require the people responsible for the task to explain the cause of the error, to own responsibility for it, and to cite the consequences that 
arose from it.

Apply

Not admitting comparison arguments as an excuse to justify a mistake (example: “The fact that others also make mistakes sometimes, does 
not mean you'll make them too, and besides, we are not dealing with those cases, we are dealing with this one in particular").

Apply

Focus on the situation under analysis. Apply

Recognize and correct faults in the task until the required quality level is reached. Apply

In the event of mistakes affecting the quality of the task, underline the need to find solutions and to correct them, before the work is 
finished.

Apply

Replace damaged and lost clothes. Apply

In case of serious lack of hygiene, the possibility of installing specific hygiene measures in the centre itself (cleaning, hand cleaning, shower), 
if possible.

Apply

SENSE OF RESPONSIBILITY



Plan tasks in advance, with explicit provision for risk forecasting and means to address them. Apply

Immediately suspend the performance of the task if it is being carried out without adequate security measures, reasoning with the students 
about the possible causes thereof.

Apply

Allow the resumption of the task as soon as the security problem has been addressed. Apply

Keep a daily record of student attendance. Apply

Inform in advance of an absence, explaining its cause. Apply

Ask for a written proof in case of any absence, as well as an immediate explanation in case of a lack of punctuality Apply

Start the planned activity at the right time, regardless of the number of students present Apply

Reflect collectively about the time lost at work in case of low involvement in the execution of the task. Apply

Analysis and joint verification of the existence of differences between the characteristics of what is required and the reality. Analyse and evaluate

Analyse together the causes of errors. Analyse and evaluate

To evaluate and record in some standardized support the results of the tasks performed by the students, that allow an assessment and 
control of the results of the tasks on the part of the trainer and the students.

Analyse and evaluate

Review by the trainer each task or project entrusted as well as the minimum level of requirement to complete it. Analyse and evaluate

Distinguish between good and bad habits in hygiene and the consequences that this may have for the final result of the task. Analyse and evaluate

Talk about punctuality standards, both in training and in the workplace, explaining the consequences that this behaviour can have. Analyse and evaluate

Evaluate positively when creating a good working environment. Analyse and evaluate

Make a preliminary list of likely risks associated with a task. Create



Explain the intention of the strategy that can lead to a greater autonomy Remember and understand

"Explain the following operating principle in the event of a problem: Apply

1st Analysis of the problem Apply

2nd Proposal of possible alternatives to solve the problem and choose the best one Apply

3rd In case of doubt, consult with the trainer and inform him of the problem and the solutions currently considered. Apply

Comply with the previous strategy as the primary response to unexpected problems in the task and denial of aid, except in exceptional 
cases, if as a first option this strategy has not been followed 

Apply

Notice when a student unnecessarily refuses aid when it has been offered repeatedly, due to a sense of insecurity. Apply

Helping when the demand is there without ever facilitating the solution, but by guiding the subject’s reasoning in the right direction. Apply

Dialogue with the students on the importance of taking initiative in helping other. Have every student share their opinion about this fact. Apply

Discuss the decisions taken in the group and analyse their viability. Analyse and evaluate

Demand compliance with agreed strategies in the context of the task. Analyse and evaluate

Monitor the performance of the skill in terms of faculty. Analyse and evaluate

Reflect collectively about the need to make the most of time, eliminating possible down times Analyse and evaluate

Verbalize the authority’s confidence in people and their trust in resolving the situation on their own Create

TAKING INITIATIVE



Explicitly reiterate the previously expressed confidence in his/her possibilities, once the task has been successfully completed Create

Reflect collectively on the idea of helping others on their own initiative in a dialogue based on respect. Create



Express the authority’s confidence that people can resolve the situation on their own Remember and understand

Dialogue with students on the importance of providing assistance on their initiative and of sharing their reflections. Remember and understand

Help, if asked, by guiding the subject’s reasoning in the right direction, but never facilitate the solution Apply

Explicitly reiterate the previously expressed confidence in the student's possibilities, once the task has been successfully completed Apply

Discuss the decisions made in the group and analyse their viability. Apply

Demand compliance with agreed strategies in the context of the task. Analyse and evaluate

Monitor the skill performance by faculty. Analyse and evaluate

Verbalize to the students our confidence of them, and our trust in their ability to handle the situations on their own Analyse and evaluate

Show students their possibilities once the task has been successfully completed. Analyse and evaluate

Review with them the principle of assisting others, on their own initiative, and in a dialogue based on respect. Create

Define, together with the trainer, the best way to solve a problem before continuing the task. Make the aid disappear progressively, so that 
the students reach a greater autonomy.

Create

ABILITY TO ANTICIPATE



Specify the minimum clothing required and how to use them properly to perform the task. Remember and understand

Verbalize to students the safety requirements necessary to perform a task. Remember and understand

Inform in advance if there will be no assistance, explain why. Remember and understand

Allow the resumption of the task as soon as the security problem has been addressed. Apply

Replace damaged and lost clothes. Apply

Distinguish between good and bad habits in hygiene and the consequences that this may have for the final result of the task. Apply

In case of serious lack of hygiene, the possibility of installing specific hygiene measures in the centre itself (cleaning, hand cleaning, shower), 
if possible.

Apply

Keep a daily record of student attendance. Apply

Ask for a written proof in case of absence, as well as an immediate explanation in case of lateness. Apply

Start the planned activity at the right time, regardless of the number of people present. Apply

Revisit the safety rules concerning the task at hand and review the possible incidents if these rules are not followed. Analyse and evaluate

Immediately suspend the performance of the task if it is being carried out without the adequate security measures. Reflect collectively 
about the possible consequences of carrying out a task without the adequate security measures.

Analyse and evaluate

Require a strict maintenance of working clothes. Analyse and evaluate

Reflect collectively about punctuality standards, both in training and in the workplace, explaining the consequences that this behaviour 
can have.

Analyse and evaluate

RESPECT OF THE RULES



Evaluate positively and explicitly and, thus, create a good working environment. Analyse and evaluate

To evaluate and record - on some standardized support - the parameters that allow an assessment and a self-assessment on the respect of the 
norms.

Analyse and evaluate

Make a preliminary list of likely risks associated with a task. Create



Communicate, with facts, the priority of the result of a task over the mere realization of it. Remember and understand

Reflect collectively on the level of requirement (marked by the utility and quality required) the final stage of the task, once performed, will 
have.

Remember and understand

Determine a temporary period of execution for each task. Apply

Have an inventory of the tools available and check its condition daily. Apply

Encourage the reuse of the material whenever it is possible. Apply

Eliminate, as far as possible, noise and other distracting elements in the work area. Apply

Repeatedly correct the defects in the task until the required level of quality is reached, especially if this is due to errors in the work process. Apply

Demand an increase of the level of quality before the accomplishment of similar tasks. Apply

Require increased pace of work on similar tasks previously performed. Apply

Forbid the complete abandonment of a task, when time is strictly observed, without worrying about the consequences of such an 
abandonment.

Apply

Work with control sheets listing the critical variables of a task, to be completed by the students. Apply

Require that after the use of a tool or machinery it is left in perfect condition (clean it if necessary, remove the material cuts, ...) and in its 
place.

Apply

Demand that after completing a task or a day’s work, the place where the work has been carried out, is cleaned and organized by those who 
have used it.

Apply

Check, before performing a task, whether the student can independently search for the information necessary for the development of his 
task.

Analyse and evaluate

EFFICIENCY



Advise on the different ways of searching information, if the student is not able to search for information autonomously. Analyse and evaluate

Require a good performance of the task, depending on the minimum levels of requirement determined by its usefulness and/or the 
standards defined by the trainers

Analyse and evaluate

Require that work planning considers the option of making the best use of the material needed to carry out the work Analyse and evaluate

In the event of errors affecting the quality of the task, require the search for solutions, before the work is finished Analyse and evaluate

Have self-assessment and self-monitoring tools of the performance of tasks by students and trainers, in order to record and evaluate the 
tasks performed.

Analyse and evaluate

Review each task or project entrusted with the students and review the minimum level of result required. Analyse and evaluate

Provide students with a clear assessment by the teaching staff on each task performed Analyse and evaluate

Monitor, throughout the development of the task, the performance. Analyse and evaluate

Compare tasks with similar demands in order to differentiate levels of efficiency and quality of results Analyse and evaluate

Assess the status of the work at the end of the deadline if it has not been completed and mention the reasons for the delay. Analyse and evaluate

Check the quality of the work completed, compare the result with the students Analyse and evaluate

Reflect collectively on the negative consequences that might result from a delay in completing a task Analyse and evaluate

Mention the completed tasks, the errors that have occurred and its correction. Analyse and evaluate

Reflect collectively on the fact that the goal should never be the completion of the task in any condition, but its execution of it, in the best 
way possible

Analyse and evaluate

Reflect collectively on the time lost at work when a necessary tool was lost for a while and use this argument as the main reason for ordering 
tools.

Analyse and evaluate

Publicly praise those who successfully clean up their workspace Analyse and evaluate

Check the quality of the finished works, compare the final result and the required tolerance Analyse and evaluate

Reflect collectively on the criteria of the evaluation of the task. Make at the end of the task, an assessment of the possible mismatches and 
the time set. Reflect on the causes, drawing operational conclusions.

Analyse and evaluate



Organize some activities in groups or work couples where they must look for the information necessary to perform a task. Create

Faced with a decline or stagnation in the quality of the work, consider the possibility of returning to basic techniques that may not be 
consolidated in practice

Create

In the event of undertaking tasks that require an excessive amount of time for completion, the performance of a small tasks interspersed 
may be considered, if it's appropriate.

Create

In the case of excessively repetitive and/or monotonous work, the tasks may be performed alternatively between different components of 
the working group, if appropriate. 

Create



Explain the different roles that people can have in an organization, job. Remember and understand

Explain the importance of having satisfied customers. Remember and understand

Perform tasks we know you are and are not able to do to see what your reaction is to these Apply

Explain the different roles to perform and make sure each person performs one Apply

Indicate to each person the role he or she will play in each of the tasks Apply

Compulsory use of corporate working clothes with company logo identification, if any. Apply

Demand the fulfilment of the work every day, for the achievement of the short-medium term objectives. Apply

Raise people’s awareness of their real situation in the world Analyse and evaluate

Advise on postures to take in different situations of the student's socio-professional life depending on their virtues and flaws. Analyse and evaluate

Evaluate the behaviour or tasks of the student. Analyse and evaluate

Evaluate the behaviour or work of a student, observe if they can properly identify their virtues and/or flaws. Analyse and evaluate

Hold talks with different types of people to ask about their work experiences. Create

Develop a questionnaire with students and its subsequent analysis Create

CONSCIENTIOUSNESS AT WORK



Remind the students of situations in which they have felt the same way (angry, sad, enraged, disappointed, ...) Remember and understand

Make sure there’s respect in the groups’ relations, during the performance of the tasks. Apply

Carry out a system of rewards based on the tasks performed Apply

Implement a task allocation system that considers the involvement demonstrated by the individual, as well as other factors (acquired skills, 
…

Apply

Give responsibility to each person by involving them in tasks of greater responsibility. Apply

Have self-assessment and self-monitoring tools of the performance of tasks by students and trainers, in order to record and evaluate the 
tasks performed. 

Apply

Communicate, with facts, the priority of the result of a task over the mere realization of it. Apply

Reflect collectively about the need for rationality to prevail in a debate, rather than the imposition of ideas. Analyse and evaluate

Reflect collectively about the feelings that someone’s action has generated in other people. Analyse and evaluate

Evaluate publicly the different degrees of involvement of each student in order to motivate the ones with a high degree and encourage the 
others to do better. 

Analyse and evaluate

Reflect collectively about the time lost at work in case of low involvement in the execution of the task. Analyse and evaluate

Provide students with a clear assessment of the teaching staff on each task performed. Analyse and evaluate

Review by the trainer of each task or project entrusted and minimum level of result required to complete it. Analyse and evaluate

Compare tasks with similar demands in order to differentiate levels of efficiency and quality of results Analyse and evaluate

SENSE OF ETHICS



Reflect collectively about the level of requirement marked by the utility and quality required in the final destination that will have the task 
to execute

Analyse and evaluate

Give, for a task well performed, the standards defined by the trainers (according to the minimum levels of requirement determined by their 
usefulness).

Analyse and evaluate

Promote the organization of activities in groups or couples, in order to make dialogue something common in the formative dynamic. And 
supervise the respect in their relationships.

Create

Perform informal role-playing by placing students in the position of the trainer ("well, then, if you were in my place, what would you do, 
that is, if you were the trainer and had my responsibility").

Create

Use the same technique to place them in other people's situations (partner, supplier, customer, ...) Create

Find different alternatives to solve a conflict situation. Create

Repeat and correct defects in the task until the required quality level is reached. Create

Find solutions and correct errors before the end of the work Create



Maintain and explicitly mark youth intervention times informally Remember and understand

Define the importance of not forgetting vital communication issues. Remember and understand

Reflect collectively about the loss of effectiveness of attention, which entails the attempt to perform two tasks simultaneously. Remember and understand

Communicate the instructions of the tasks in suitable places that create the correct listening space. Remember and understand

Comment on the possibility of asking a colleague for help if he or she considers that he or she is the right person to solve your problem. Remember and understand

Detail those situations in which the request for permission is essential Remember and understand

Ask for clarification, what exactly is the object of the permit, if this is not sufficiently specified. Remember and understand

Reprimand and not allow untimely interventions, calling for them to take place in due course. Apply

Ensure that all members of the group intervene and express their views on the topic of the activity. Apply

If vital elements are missing in the communication, explicitly question people for them (e.g., "But what are you talking about?) Apply

Insert direct questions into the conversation. Apply

Require team members to work in a coordinated manner. Apply

Be aware when students need help in their homework. Apply

Stimulate students to request assistance when they feel they need it, without fear. Apply

COMMUNICATION



In situations where the educator realizes that he or she has done wrong, he or she should endeavour to apologize to those who may have 
been affected by his attitude.

Apply

Refuse permission until it is clear what is needed. Apply

Require students to ask permission properly, to their peers, or the authority and rebuke the attitude of they don't do so. Apply

Explain the proper way of making a complaint, even if the complaint is addressed directly to the trainer. First help the student to make the 
complaint correctly and then respond to it.

Apply

When a complaint is incorrectly filed(wrong place, tone or content of the communication), deny to respond, and explain the reason for 
that attitude and proposing the alternative for a response.

Apply

Address and respond to all well-raised complaints with respect and reasoning Apply

Reflect collectively on the need to differentiate listening and intervention times as a fundamental means of establishing a balanced 
communication.

Analyse and evaluate

Explicitly praise the provision of aid where it is deemed necessary and appropriate Analyse and evaluate

Assess a situation that requires an apology. Analyse and evaluate

Assess collectively the alternative conduct that could have prevented the act that was the subject of the apology. Analyse and evaluate

Evaluate the situation that has brought the student to apologize and try to make the student understand that same situation from the other 
person's point of view.

Analyse and evaluate

Reflect together with the student on a proper way to apologize and promote his realization. Analyse and evaluate

Reflect collectively about the errors detected in the way to ask permission, talk about the right way to do it, urging students to use that 
strategy when they need to ask permission for something.

Analyse and evaluate

Reflect on the coexistence of filing a complaint versus doing nothing. Analyse and evaluate

Program activities to be carried out in small groups or pairs when it is convenient. Create

  Ask questions to check if the students have understood the message transmitted. Create

Jointly search for alternatives that alleviate the consequences of the error and actively involve the students in this process. The student 
must think about how to resolve the situation, or at least propose some solution.

Create



Not to start an activity without the minimum conditions required for it, it is preferable to lose 1 minute in ensuring the right environment, 
to accustom the group to function, allowing alterations of elements that hinder the execution of the task.

Remember and understand

Talk to the group so that they realize they have a shared responsibility on the quality of execution of the task. Remember and understand

Explain the importance of respecting the ideas of other people that may be different from our own, if they do not violate our rights. Remember and understand

In the case of a task requiring a high degree of concentration, locate it, if possible, away from acoustic distractions or high-activity. Apply

Conduct of teamwork. Apply

Open a dialogue between students and trainers in which they share their reflections on the benefits of teamwork. Apply

Discuss certain specific issues, involving the students, so that there are diverse opinions in the dialogue. Apply

Reflect with students about the positive or negative consequences knowledge or not working as a team can have at work. Analyse and evaluate

Positively value the maintenance of a healthy working environment. Analyse and evaluate

Review with them the principle of assisting others, on their own initiative in a dialogue based on respect. Analyse and evaluate

Reflect collectively about the illogical idea that one’s point of view is right and the other one is wrong. Analyse and evaluate

Ensure the presence of respect in the relationships of the working groups during the implementation of the activities carried out. Analyse and evaluate

Be very aware of a student, little valued by his companions, expressing an opinion or a positive idea. Emphasize his expression explicitly and 
praise him for it in front of his companions. Focus on valuing his opinion, not him personally, to avoid the opposite effect.

Analyse and evaluate

Evaluate the reasoned and successful ideas expressed by a young person in a dialogue or debate. Analyse and evaluate

TEAMWORK



Organize the task by pairs or groups, in which the combination of the individuals who form them does not favour elements of distraction or 
the failure to perform it.

Create

Create balanced and heterogeneous working teams. Create

Reflect and debate on the feelings an action can generate in another person. Create

  Search and specify with the team, the solutions to the situation. Create



Reflect collectively on the desirability of willingly accept advice that aims to improve the task. Remember and understand

Advise the students, who frequently create conflict, to not make jokes or make fun of others. Remember and understand

Express constructive criticism whenever possible. Apply

Talk about how nobody is perfect and, thus, how work can always be improved upon. Using that argument as a principle to assimilate and 
accept constructive criticism.

Apply

Avoid the inclusion in constructive criticism of elements that may personally affect the recipient and distort the content. Apply

Enhance personal decision-making, especially when these are different from group thinking. Apply

Make a joint list of students and trainers on the most appropriate ways to respond to jokes. Apply

Intervene immediately between parties of a conflict, calm the situation, and then look for the causes and jointly propose possible 
alternatives.

Apply

Require the parties to resolve the conflict by avoiding violence. Apply

Avoid, consciously on the part of the teacher, criticizing or rebuking the students, using personal insults or contempt, and to direct the 
conflict towards the actions that provoke it and not towards the people as such.

Apply

Intervene when a student is the subject of mean jokes and insults, without responding in any way to these jokes and insults. Apply

Respond immediately to situations involving physical aggression, with the execution of penalties commensurate with the seriousness of 
the action.

Apply

Avoid jokes that involve some kind of humiliation (physical or verbal). Apply

Immediately reprimand those who have this attitude, when it is taking place. Apply

ASSERTIVENESS



Positively assess the self-exigence in the tasks, which entails the attempt to make them the best possible tasks. Analyse and evaluate

Argue the importance of not being dragged down by the opinion of others, especially if we disagree with them. Analyse and evaluate

Discuss the desirability of thinking for yourself and not be influenced by the current group without rationally assessing their thoughts. Analyse and evaluate

Take the role of responding to a situation, defending the most convenient way. Analyse and evaluate

Urge, in hindsight and in private, a more active approach to conflict resolution on future occasions, always avoiding physical 
confrontation.

Analyse and evaluate

Draw conclusions together, about the large number of jokes of this kind that then end up in real conflicts. Analyse and evaluate

Practice self-control techniques with students (counting backwards, breathing deeply, leaving the scene of the conflict, etc.) in the face of 
conflict situations.

Create

Give examples to illustrate the influence the group (or a part of it) has on the behaviour of others. Create

Organize groups or work couples, in which there is a good atmosphere, and in which students, who have a tendency to be influenced, are 
involved as a way of countering a negative group influence.

Create



Specify the need for reinforcement and the evaluation thereof. Remember and understand

Give responsibility to a student by involving him in tasks of greater responsibility. Apply

Convey the importance of a good group or working management. Apply

Carry out group work by appointing a responsible person. Apply

Assimilate by students the importance of positive leadership when carrying out a task. Analyse and evaluate

Evaluate the work done by the team leader, summarize their skills and actions as a team leader. Analyse and evaluate

Work out various dynamics to internalize the importance of positive leadership and evaluate it in more efficient tasks. Create

Plan the tasks to be performed and list them to allow good comprehension. Create

LEADERSHIP
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