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1. PROJECT INTRODUCTION
The European Agenda for Migration clearly states that Europe is a safe haven for migrants, asylum seekers
and people on International protection and that Member States, EU Institutions, International and Third
Sector organisations and local Authorities need to work together to realise a common European migration
policy. The 4th pillar of the Agenda, aimed at managing migration better, is to develop a new policy on legal
migration. In this frame the “EU needs the tools to identify those economic sectors and occupations that
face recruitment or skill gaps” in order to facilitate the access to work and foster integration in the
workplace.
The EU ROADMAP Project offers an innovative approach to promote access to work and integration in the
work place for migrants, asylum seekers and beneficiaries of International Protection (with legal access to
work). The partnership involves five EU countries: Italy, United Kingdom, Austria, Germany and Greece,
where migration flows and the refugee emergency in recent years has raised the relevance of this in
national agendas.
The EU ROADMAP partnership, includes public and private institutions that have a deep role and expertise
in the planning and development of migrants’ integration projects:








Cooperativa Sociale Il Cenacolo (IT)
Formazione CO&SO Network (IT)
Comune di Firenze (IT)
Bridges Programmes (UK)
Jugend Am Werk Steiermark GmgH (AT)
Wisamar Bildungsgesellschaft gemeinnuetzige GmbH (DE)
ARSIS – Association for the Social Support of Youth (GR)

The project develops a multidisciplinary methodology that is the result of the exchange of best practices
in terms of socio-economic inclusion of the target group, tested by the partnership in previous projects in
the field. In fact, the activities and the products foreseen by EU ROADMAP stem from projects already
implemented by the partners and considered Best practices at NA and EU level.
The core activity of the project is the implementation of a Guidance Desk that will be set up in each
partner country, open 12 hours a week for 15 months. The activities of the Guidance Desk will be:
workshops to foster Active EU Citizenship; Vocational training courses; Business Start Up workshops;
Seminars on active Job Search and Job shadowing experiences, which will involve a minimum of 1500
direct beneficiaries (min. 80 per country) among migrants, asylum seekers and those in International
protection, in the partner countries. Furthermore, employers and companies will be actively involved as
they have a fundamental role in the integration to the work of the target group in each partner country in
the long term.
The expected impact will be achieved in the sphere of the employability and integration in the labour
market of the beneficiaries through skills assessment, training at employee or entrepreneur level aimed at
improving the professional skills of the beneficiaries and increasing the possibility of finding a more
qualified job.
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The Guidance Desk Methodology
This document is the basis to set-up the Guidance Desk in each partner country and is the main result of
the EU-ROADMAP Training of Guidance Desk Personnel, a specific and participative training organised in
April 2017 in Florence (IT). Participants of the Training were partner organisations’ staff members who will
be working at the Guidance Desks and who, during the Training, have shared the tools and methodologies
already in use in their countries, to foster the labour inclusion of migrants, and who drafted this common
European Guidance Desk Methodology to be applied during the lifetime of the project. The Methodology
allows us to have a unique EU approach in dealing with the target group at the EU-ROADMAP Guidance
Desks all over the partner countries.

2. AIMS OF THE GUIDANCE DESK
The main aim of the EU-ROADMAP Guidance Desk is to facilitate the access to work for migrants, asylum
seekers and beneficiaries of international protection, using the same European methodology in all partner
countries. In particular, the Guidance Desk will provide useful information, skills assessment and activities
to migrants, asylum seekers and people in International protection who have legal access to work,
regarding job opportunities, training and to foster Active Citizenship.
The main objectives are:





Supporting beneficiaries in their socio-economic integration pathway through skills assessment,
validation of formal and informal competencies and EU workshops on active European citizenship;
Facilitating the access to work of migrants, asylum seekers and people in International protection
through training in active job search;
Supporting the European mobility of beneficiaries through the promotion of EUROPASS and EURES
job portal;
Improving the number and quality of labour contact through a Database of companies (of at least
350 in each country).

3. TARGET GROUP
The target group of the project are migrants, refugees and beneficiaries of international protection who
have legal access to work. Each partner will involve at least 80 target group members in the project
activities, as stated in the application form. As the conditions to access to the labour market are different in
each partner country, we have provided a short country-specific overview on the beneficiaries who will be
involved:

ITALY
According to the Legislative Decree n. 142/2015 (DECRETO LEGISLATIVO 18 agosto 2015, n. 142) asylum
seekers can start to work within 60 days from the moment they presented their request for international
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protection. Such a residency permit, which is valid for 6 months, however, cannot be converted in work
permit.
However, even if the law makes a generic reference to the right to access to employment without
indicating any limitations, many Employment Centres do not allow asylum seekers under the Dublin
procedure to enroll in the lists of unemployed persons, as reported to ASGI. This happens for example in
Veneto region and in Friuli Venezia Giulia region.
Refugees and beneficiaries of subsidiary protection, according to the Legislative Decree n. 251/2007, have
the same treatment as Italian citizens in matters of employment, self-employment, subscription to
professional bodies, vocational training - including refresher courses, for training in the workplace and for
services rendered by employment centres,. They are even allowed to work in the public sector with the
only permissible limit of positions involving the exercise of public authority or responsibility for
safeguarding the general interests of the State.

UNITED KINGDOM
Asylum seekers are not generally allowed to do paid work. The limited exception is that they may apply to
the Home Office to be given permission to enter employment only if an initial decision on their claim is
outstanding for a year, and through no fault of their own (e.g they have not delayed submission). If
permission is granted it is limited to applying for vacancies in the listed shortage occupations which are
specialist trades and professions which are in short supply in the UK and are defined very specifically. Selfemployment is prohibited.
Regarding refugees and beneficiaries of humanitarian protection the law (Paragraph 334B, Immigration
Rules) provides them the same access to the labour market as UK citizens. However, it’s not easy to get
employment as some of them first need to ensure their English language is at the appropriate level and in
regulated professions and sectors they may need to demonstrate that they have the equivalent
qualifications to allow them to practice their profession or they may need to undertake conversion
procedures and to retrain or pass exams to allow them to practice e.g. doctors, nurses, dentists,
pharmacologists etc.

AUSTRIA
The Aliens Employment Act (AuslBG) states that an employer can obtain an employment permit for an
asylum seeker 3 months after the submission date of the asylum application, provided that no final
decision in the asylum procedure has been taken prior to that date. The possibility of obtaining access to
the labour market is restricted by a labour market test (Ersatzkraftverfahren), which requires proof that the
respective vacancy cannot be filled by an Austrian citizen, a citizen of the EU or a legally residing thirdcountry national with access to the labour market (long-time resident status holder, family member etc.).
Furthermore, a 2004 ordinance includes further restrictions for the access to the labour market for asylum
seekers, by limiting employment to seasonal work either in tourism, agriculture or forestry. These seasonal
jobs are limited by a yearly quota for each federal province and can only be issued for a maximum period of
6 months. Moreover, asylum seekers can carry out non-profit activities and receive an acknowledgment of
their contributions.
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Asylum seekers are not registered at the Public Employment Service as unemployed persons. Therefore
they are not entitled to vocational training provided or financed by the Public Employment Service.
Therefore it depends on the initiative of the asylum seeker to find a job offer and to pay the travel to job
interviews.
On 25 January 2017, the Ministry of Social Affairs submitted a decree to the Labour Market Service (AMS).
The Decree clarifies that asylum seekers are allowed to complete practical experience and internships
within the framework of their training in vocational schools or secondary schools and that adult asylum
seekers are also allowed to do unpaid volunteer work for companies. An asylum seeker may take 3 months
in a one-year period with several companies.
Regarding refugees and beneficiaries of subsidiary protection they have free access to the labour market
starting with the recognition of their protection status. However, beneficiaries first have to consult the
Austrian Integration Fund (ÖIF) after they received the protection status and the ÖIF places them to
language and Austrian value courses. They have to register with the job centre and can then take part in
job-related assistance measures, if their language proficiency is sufficient, or in language-related assistance
measures.

GERMANY
The time limit for access to the labour market for asylum seekers was reduced to 3 months in November
2014 (BGBl. I, No. 49, 5 November 2014, 1649). However, with the adoption of a law in October 2015,
asylum seekers are now barred from access as long as they are obliged to stay in an initial reception centre.
The maximum period for this stay is 6 months for most asylum seekers, but asylum seekers from safe
countries of origin are obliged to stay in initial reception centres for the whole duration of their asylum
procedures. For asylum seekers from safe countries of origin who have applied for asylum after 31 August
2015, there is a general employment ban.
The new law results in unequal treatment: For those who are allowed to leave the initial reception centres
after a short period (for legal or practical reasons, e.g. because of overcrowding), access to labour market
can be granted after 3 months, while those who stay in these centres for a longer period do not have access
for up to six months.
After the waiting period of at least three months, asylum seekers can obtain a work permit from the
Immigration Authority, after the National Employment Agency has granted permission. This permission can
only be granted if there is a “concrete” job offer, i.e. an employer has to declare that the asylum seeker will
be employed in case the employment permit is granted, and they have to hand in a detailed job description
to the authorities. Furthermore, there should be no privileged employees (= German nationals of EUcitizens) available for this particular position and the migrant should be employed under the same
conditions as any German national.
No work permission is needed for: certain internships, vocational training in a recognised profession and
employment fulfilling the EU Blue Card conditions (salary of at least 49,600 Euro).
Asylum seekers are not allowed to work on a self-employed basis for the whole duration of their asylum
procedure, since the permission to pursue self-employment is dependent on a regular residence title, to
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which the asylum seeker's residence permit (Aufenthaltsgestattung) does not belong, according to Section
21(6) of the Residence Act.
According to Section 25(2) of the Residence Act persons with refugee status and beneficiaries of
subsidiary protection have unrestricted access to the labour market, including self-employment, under the
same conditions as German citizens and they are entitled to all supportive measures offered by the labour
agency.
If an asylum seeker has lived in Germany uninterruptedly for four years, either tolerated or allowed, the
Foreigners Office can grant work permission without the consent of the National Employment Agency

GREECE
According to national legislation, as amended in 2016, beneficiaries of International Protection (refugees
and beneficiaries of subsidiary protection) as well as asylum seekers, have full and automatic access to the
labour market without any obligation to obtain a work permit, as employees or service or work providers
from the moment an asylum application has been formally registered and have obtained an asylum
seeker’s card (Articles 68 - 71 L 4375/2016).
However, due to the financial crisis and high unemployment rates in Greece it is very difficult for this target
group to have access to the labour market which leads to a high percentage of ‘undeclared’ employment’.
.

4. GUIDANCE DESK PERSONNEL
The personnel working at the Guidance Desks will be partner organisations’ staff members who
participated in the EU-ROADMAP Training of Guidance Desk Personnel (WP1) and who had the opportunity
to share and learn about the tools and methodologies, already in use in partner countries, to support the
labour inclusion of migrants.
The Personnel should be composed by a multi-professional team that may include social workers,
educators, job coaches, public servants, coordinators and other professionals with experience in working
with the target group in the field of triage / guidance regarding the territory / action plan / business
planning.
Furthermore, if required, it is forseen that there will be a need to involve Linguistic Mediators as well, in
each partner country, who will be always at the desks’ disposal.as needed. Linguistic Mediators will also be
members of the partner organisations’ staff and will not add any costs to the project.
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5. GUIDANCE DESK ORGANISATION
5.1 Opening hours
The Guidance Desk will be implemented 12 hours a week for 15 months (from July 2017 to September
2018) in each partner country. Partner organisations are free to regulate the opening hours as it suits them,
taking into consideration the staff’s existing work schedules and the availability of beneficiaries. The exact
opening hours for each partner country will be displayed on the page dedicated to the Guidance Desk on
the project website and in the brochures.
The time foreseen to provide information on the local labour market and to carry out the competence
assessment process for each beneficiary should be at least 3 hours in total. This amount of time covers the
various meetings and interviews held with every single beneficiary in the 15 months. It should be noted
that the various trainings, seminars and workshops are not included in those 3 hours.

5.2 Venue
The Guidance Desks will be implemented at partner organisations’ premises. However, in case of larger
organisations with more offices all over the territory it is important to take into consideration the criteria of
accessibility: location must be easily accessible for the target group (ie. located in a central area of the city
with good public transport access or in a district with a high density of migrant populations).
The space that hosts the Guidance Desk should be big enough to welcome at least two beneficiaries at the
same time and should be arranged in a familiar, friendly setting and taking into account the privacy of each
beneficiary.

5.3 Equipment
The Guidance Desk must be equipped with the following:







at least two desks with chairs in order to carry out the interviews and work together with migrants;
a PC (provided by the EU-ROADMAP project budget) for the staff in order to record and process the
individual cases;
a printer;
basic office furniture, supplies and stationary;
possibly a sofa where accompanying persons or the next clients can wait their turn;
a bulletin board where information and schedules of the EU-ROADMAP trainings, seminars and
workshops can be displayed.

5.4 Promotion
In order to attract and involve beneficiaries in the Guidance Desk activities, the partnership will use the
following promotional materials and channels:
Project brochures on the services and activities offered by the EU-ROADMAP Guidance Desks, that will be
available in all partner languages as well as in Arabic, English, French and any other language that partner
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organisations think might be necessary (these additional language versions will be at partners’ own costs).
Brochures will be distributed at partner organisation’s premises and at other relevant public and private
services regularly attended by migrants and with whom partners already collaborate (job centres, public
social and/or health service providers, registration/migration offices, etc.).
Project website (https://euroadmap.eu ) with a section dedicated to the Guidance Desk where partners
will publish regularly news, events and the schedule of their Guidance Desk activities;
Partners’ own communication channels that might include their website, Facebook site, newsletters,
mailing lists, events they attend/organise, etc.
Supporting partners of the project, including public authorities and governmental bodies, charities, NGOs,
trade unions, trade associations, companies, who have already expressed their interest to be actively
involved in the project activities and who, thanks to their wide networks, will help the partnership to
disseminate the Guidance Desk and its activities.
Meetings with local public social and health service providers with whom partners already collaborate and
who can address members of the target group to the Guidance Desk.

5.6 Documentation
The following documentation is needed for recording and monitoring the activities of the guidance desk:
-

Pictures
Attendance list template (see annex 1) to be filled in and signed by all clients who visited at least
once each Guidance Desk
Action Plan template (see annex 3)

6. SERVICES PROVIDED BY THE GUIDANCE DESK
In order to record the number of clients received at the Guidance Desk – even for a first meeting to give
them general information – partner organisations are asked to fill in the Attendance list (see Annex 1), that
includes personal information, the date of the visit and the main activities provided, and make it sign by
each client. For those clients who are interested to continue to participate at the Guidance Desk activities
an Action plan template has to be filled in either (see Annex 3):
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Welcome and
needs analysis

Competence
assessment

Definition and
proposition of
the action plan

Implementation
of the action
plan

Welcome, needs analysis and goals
The EU-ROADMAP Guidance Desk provides, as a first step, welcome, presentation of the Guidance Desk’s
activities and basic information regarding the relevant working areas in the territory taking into
consideration the results of Deliverable 1.2 – Mapping survey of relevant working areas.
In case the client is interested to further avail himself of the Guidance Desk’s services and activities a
general profiling and needs analysis phase takes place in order to understand the client’s status, current
conditions in the hosting country, needs, employment and training history, barriers and goals related to
his/her labour integration.
When setting short, medium and long-term goals with clients, the Guidance Desk Personnel should follow
the S.M.A.R.T. goal setting methodology. SMART goal setting helps to bring structure and monitoring of
someone’s goals and creates verifiable trajectories towards the goal, with clear milestones and an
estimation of the goal's attainability.
S.M.A.R.T. goals stand for:

Specific

Measurable
How will you
know it meets
expectations?

What exactly do I
want to achieve?
How will you
know it is done?)

The achievement
should
be
assessable
in
terms of quality,
quantity,
frequency, costs,
deadlines etc

Achievable
Can the person
do it?
Does (s)he have
the knowledge,
skills, capability
to do it?
Can it be done
within the time
frame/resources
provided?

Relevant
Why do you want
to reach this
goal?
Is
it
really
relevant to you?
What is the
objective behind
the goal, and will
this goal really
achieve that?

Time
oriented
When will it be
done?
Timeline should
be realistic and
flexible to keep
up motivation

To support this phase the Guidance Desk personnel will use the ISIP – Individual Social Inclusion Plan (see
Annex 2) that was developed in a previous EU project “KIM – Key Competencies for Migrant, Promote
Social Inclusion and Gender Equality” (LLP-GMP) by Formazione CO&SO Network and Bridges Programmes
and that the EU-ROADMAP Partnership adapted to the needs of our Guidance Desk.
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Competence assessment
As a second phase, participants interested in being involved in the EU-ROADMAP Guidance Desk activities
will have the opportunity to undergo a competence assessment process, which is particularly useful in case
they don’t have a qualification or their qualification is not recognised in the host country. The competence
assessment (that might be in form of a skills audit, biography-oriented method or facilitated reflection – for
a more detailed description see Section 7 below) will help them to become more familiar with the concept
of competences and describing their own abilities/strengths that will be useful during a job interview. The
process will also help them to become more aware of their own skills and, as a consequence, to increase
their self-esteem, but also to identify their weaknesses and the main areas for improvement.
In order to implement the competence assessment different methodologies can be applied, for more
details see Section 7 below.
Furthermore, for those participants who show entrepreneurial attitude during this process, an additional
skills audit will be organised using the template in the Skills Audit Template (see Annex 5) developed by
Bridges Programmes, in order to assess their entrepreneurial skills and – as a second step – take part in the
EU-ROADMAP Start-up workshops.

Definition and proposition of the action plan
Once the skills and needs/areas for improvement of the client has been identified the next step is to define
a personalized action plan for each client to foster their job search. For this purpose, the Guidance Desk
personnel have to use the Action Plan template (See Annex 3) that must be filled in for each client who is
willing to participate in the training courses, seminars, workshops and other events provided by the
Guidance Desk.
The Action Plan (See Annex 3) includes basic personal information and a list of the activities provided by
the Guidance Desk so that the staff can tick those that will be attended by each client and specify on which
date the client will participate at that specific activity. The Plan includes also a more detailed description of
the courses attended and the main results.
The Plan will be signed by both the client and the staff member and afterwards the client’s CV and a
Consent form (see Annex 4)should be attached to it in order to have the permission to use the information
and photos taken during the trainings (for dissemination and project management purposes).

Implementation of the action plan
When the Action Plan is ready the client can start his/her participation at the EU-ROADMAP Guidance Desk
activities as scheduled in the action plan, following the skills, interests and needs of the single client.
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Active citizenship workshop
Seminars on active job search
Vocational training
Job shadowing
Start up workshop
Job fair and OST Event
Each partner organisation will organise and plan the activities according to their own schedule.
Active Citizenship workshop:
3 workshops (duration of 8 hours each) promoting Active European Citizenship will be implemented in
every country with at least 80 participants in total per country.
Contents should include an overview of the following main aspects:


What do we mean by European Citizenship rights and responsibilities?



Difference between the dream and the reality



Voting and democratic institutions/understanding our structures



Community engagement/volunteering etc

Seminars on active job search:
4 seminars (duration of 8 hours each) will be held for a minimum of 80 participants per country. The aim of
the seminars is supporting the job search process and the main aspects and contents to be included will be:






Drafting a CV (where needed Europass CV)
Application procedures and job descriptions
Interview techniques
Timekeeping
Presentation of the EURES Job Portal
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Vocational training:
4 training courses (32 hours each) will be provided by each organisation with the collaboration of external
experts/professionals and the number of clients involved will be at least 60 in each country. The training
should cover both vocational language and professional contents related to the working sectors identified
as relevant in the local and national labor market.
A common methodology for the vocational training (and for the following activities) will be developed by
Jugend Am Werk and it will include guidelines and training approaches and methods.
Job shadowing:
The guidance desk staff will propose, for at least 30 clients per country, the opportunity to have a 2 days
(16 hours) job shadowing period at companies previously identified during the Mapping Survey (first
project semester) and listed in the EU ROADMAP Database (See Annex 6).
The matching will be done by Guidance Desk staff and on the first day a tutor will accompany the
participants.
Although the involvement of the companies in the project will be described in detail in the EU-ROADMAP
Vocational Training Methodology, hereby we provide a short overview of tips and strategies to be used for
fostering the involvement of the companies, based on the discussions that took place during the Training of
Guidance Desk Personnel. In order to plan the job shadowing experiences, the guidance desk staff should
contact the local companies and involve them as host organization. For a successful involvement, staff
should bear in mind and follow some simple advices on how to present the opportunities to the company:
Create a value proposition through highlighting:





Highlight the benefits for the company (once
received positive answer):
Client personal skills: why the client is the
 Recruitment of the right person provided
right person for the job
 Creativity / innovation
Free of charge opportunity: the job
 Extra help (tutoring and monitoring)
shadowing is funded by a EU Project
provided
Tutoring is provided
 Improvement of language skills
A social label could be proposed
 Corporate social responsibility

Start-Up Workshop:
2 Start Up workshops (16 hours duration) will be organised in each country, and they will be addressed to
those clients who, during the Competence Assessment, show entrepreneurial skills and an interest in
setting up their own business. At least 10 clients will participate in each workshops and local entrepreneurs
will be involved for a more practical approach. At the end of the workshops at least 10 business plans will
be developed by the clients.
Job fair and OST Event:
The activities will be organised in the last phase of the project and will be an opportunity for the clients to
encounter companies and other relevant local organisations.
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The job fair (1 day duration) will be organised in each country for at least 50 participants (among clients)
and 15 companies involved, in order to foster the matching and facilitate the access to the local labor
market.
The OST Event, based on the Open Space technology method, will be organised in each country (1 day
duration) for approximately 80 participants and it will involve clients, employers, companies, public
authorities, guidance desk staff and trainers, in order to discuss on how the project activities and products
can be further improved and made sustainable.

7. METHODS APPLIED
Although migrants do not form a homogenous target group, they often share a set of problematic
conditions, such as:






Deficient formal qualifications, or qualifications that are difficult to assess in the European labour
market
Loss of certificates or lack of acceptance of formal qualifications
Not being familiar with the concept of competencies and not being used to reflect on or describe
their own abilities
Even qualified migrants often lack the necessary command of the host language and the know-how
of the European labour market
Lack of networking and references

Apart from the fact that informal or non-formal competencies constitute a decisive factor in the labour
market in general, they become even more crucial for migrants considering the conditions mentioned
above.
A relevant aspect of the process for validating competences within the migrant community, and a common
factor in many approaches, is the creation of a profiling tool which captures the existing skills and
experiences. This can then be matched to either job profiles, or levels of knowledge and understanding
matched to descriptors in Qualification Frameworks.
The most successful methodologies, described in the following paragraphs, should try to combine some or
all of the following relevant elements. For a successful implementation of the agreed action plan, the
clients of our Guidance Desks need:
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OPPORTUNITY
AWARENESS

SELF AWARENESS

Employability,
training, work
placements

Reflection

TRANSITION SKILLS

Language and
employability
support

DECISION MAKING AND
ASSESSMENT SKILLS

Skills audit

Self awareness should cover
•
•
•

Skills, interests and values
Knowledge of strengths and weaknesses
Self-reflection on past employment and social elements

Opportunity awareness should cover
•

General trends in the labour market including recruitment and research options
(provided through employability support)

Decision making and assessment skills support should cover
•
•
•

How to check skills against job profiles and where they fit through skills audits
Personal Priorities and short and medium term goals (helped by ISIPs)
Reviewing a participant’s position regularly

Transition skills support should cover





Language of the employment sector
Job vacancy information
Barrier recognition
Re-training and re-skilling awareness

In the following paragraphs, you will find information about the methodologies previously used by the
partner organisations and that are recommended for the implementation of the Guidance Desk.

Skills Audit process
Skills audit is a process for measuring and recording the skills of an individual. The whole process consists of
three main stages:
1. Skills audit, assessment and validation
2. Development of a competency profile and cross-referencing it to fields of activity
3. Matching the competency profile with requirements and demands of the labor market
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Within the European Union there are various standards and frameworks considering skills auditing
(assessment and validation of competences). In some countries this is regulated by the government, but in
most member states there is no universal approach.
Skills audits can either be subject-oriented - putting the participant at the centre of the process and support
the process of self-reflection and self-assessment; or object-oriented (or requirement-oriented) which
focuses more on testing an individual aptitude. A combination of both is probably most successful,
especially if you wish to guarantee the engagement of the participant, though when dealing with assessing
skills for a particular sector or even particular job, extensive and comprehensive analysis of general
potentials is not necessary. A more specific matching and testing of specific skills and experience to that
sector is more useful and relevant. On the other hand, in order to test if someone is suitably qualified or
experienced or competent to set-up an own enterprise a generalist approach may be the best.
There are numerous techniques to conduct a skills audit and gathering evidences of skills previously
acquired by migrants. In the following sections we will describe in details two methods that have been
proven successful and that we would recommend to the Guidance Desk staff: biography- oriented method
and facilitated reflection. Furthermore, we would like to share a best practice example used in Germany by
the partner Wisamar.

Biography-oriented method
Biography-oriented method considers the story of life as a story of learning. Biographical experiences and
situations hence become formal or informal learning situations. They encourage the deduction of the
acquirement of knowledge, skills and competencies from incidents, actions and activities experienced by
the individual. They have an especially positive effect on people with little or no access to formal learning
environments, as it is often the case with women. By taking informal learning environments into
consideration, competencies that were developed in informal life contexts (such as family relationships,
work in the community, volunteering, etc.) can be included.
The identified competencies can be listed, assessed and confirmed and guidance desk staff should instruct
the clients to collect and file documents and evidences that support the acquired skills.
Furthermore, the biography-oriented method of skills auditing leads to inclusive beneficiary effects that
may support the development of transversal aspects such as:




self-confidence;
awareness of own strengths;
knowledge of competencies and development of the skills to express own competencies.

Facilitated reflection
Facilitated reflection is similar to biography-oriented method since it considers all the life experience as an
opportunity to learn and gain knowledge and skills.
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There are various ways to reflect:




simply thinking about things from the start of an event to the completion of that event;
asking ourselves questions about things - for example, to think about a work, community or social
role that we play or have played in the past
thinking about some important events in our lives to identify the skills and knowledge that we used
in that event

In order to facilitate the reflection and to record the evidences, a list of main questions should be asked to
the client





What did you do in that role? What were your main responsibilities and tasks?
How easy or difficult did you find that role?
What were some of the challenges you faced undertaking that role?
What have you learned from undertaking that role?

The discussion with the facilitator will help to provide the evidence needed. Evidence can be gathered in a
number of ways and clients should be provided with guidance on the method to be used. Although not an
exhaustive list, the following examples are a range of tools that could be adopted: diaries, record of
volunteer learning and experience portfolio, structured interviews, simulations, etc.

ProfilPASS Portfolio
A model that combines the methodologies described above is the ProfilPASS portfolio used by the German
project partner, Wisamar, which is one of the ProfilPASS dialogue centers. It is developed by the German
Institute for Adult Education-Leibniz Centre for Lifelong Learning (DIE) and the Institute of Developmental
and Structural Research (ies).
The overall goal of ProfilPASS is to achieve an awareness of individual competencies by enunciating
statements of competencies, regardless of how these competencies were achieved. An additional objective
is the creation of a profile of competencies, where the participant identifies, describes, documents and
evaluates his or her skills. The tool is based on a biographical and holistic approach and registers skills and
competencies that were acquired not only during education, employment and professional training but
also through voluntary work, leisure activities and hobbies, dedication to family and through particular life
situations. It creatively visualizes talents, abilities and learning experiences. Participants approach formally
or informally acquired skills, they develop a consciousness towards them and can hence integrate them in
their self-concept.
The methodology is based on the following steps:
1.
2.
3.
4.

identifying the activities carried out in the different life contexts
describing more detail the activities identified (“I have… I did… I participated in…”)
extracting skills from the activities described (“I can… I’m able to… I know how to… I learned…”)
evaluating the level of abilities (level A, B, C1 and C2 that correspond to different competency
levels)
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5. preparing a balance-sheet of one’s own skills (levels A, B) and competences (levels C1, C2) to
identify strengths and weaknesses (where is space for improvement) and assign them to specific
areas of competences (social, organizational, ICT, etc.)
6. identifying one’s own objectives and the next steps to reach them.
For a complete overview and templates of the ProfilPASS Portfolio please visit the following webpage
where the methodology is freely available for download in several languages:
http://www.profilpass.de/download
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8. ANNEXES
Annex 1 - ATTENDANCE LIST TEMPLATE
EU ROADMAP Guidance Desk – Attendance list
DATE
NAME
SURNAME

NATIONALITY

GENDER

ACTIVITY

CLIENT
SIGNATURE

PERSONNEL
SIGNATURE

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
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Annex 2 – ISIP – Individual Social Inclusion Plan

PERSONAL INFORMATION
Client
Name and surname
Date of birth
Nationality
Guidance Desk Staff

Gender
Immigration status

FINANCIAL ENTITLEMENTS/BENEFITS
Unemployment
Immigrants returnee
Retirement pension
Social assistance

Time unemployed
Is the client registered at the Public
Employment Service?
Registration date

Disability pension
Social integration
Others

□ 0-6 months □ 6 months-1 year □ 1-2 years □ 2-3 years
□ > 3 years □ never worked
□ YES □ NO

Is the client in charge at the local/public Social Service?

YES

NO

Social service office and social worker

NEEDS TO BE ADDRESSED FOR A SUCCESSFUL JOB INCLUSION
Language of host country
Training (compulsory education, vocational
language, vocational training, training on the
job)
Cultural awareness
Legal assistance (registration procedure,
residency permit, VISA, workers’ rights, work
contract, payment, benefits, social security)
Professional knowledge (job application
Networking (migrants support associations in
process, CV, references, registration at
the territory, contact, etc.)
public employment service)
Qualifications/recognition
of
prior
Basic social needs (registration at the public
qualifications
healthcare service, housing, food aid,
childcare)
ADDITIONAL COMMENTS
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TRAINING HISTORY
Education [S: Studying F: Finished]
No education
Primary
High school
Vocational Studies
Vocational Studies
University
Higher University
N.C.

Degree:
Degree:
Degree:
Degree:

Other courses, trainings and internships
Type of course
Duration

Qualification/Certificate Training
Agency/Company

1.
2.
3.

LANGUAGES
Mother
tongue

Advanced

Intermediate

Basic

Advanced

Intermediate

Basic

1.
2.
3.
4.
ICT
1.
2.
3.
4.
Driver licence
Own vehicle

YES
YES
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WORK EXPERIENCE
1. Current/most recent employment status
Permanent job
Temporary work
Never worked
Student
Other: please specify
Job title
Company

Submerged job
Internship

Type of contract
Duration

2. Previous employment/including voluntary positions
Job title
Activities/Role
Employer

Duration

3. In addition to seeking employment, do you perform any of the following activities?
YES
NO
COMMENT
Study (started or resumed formal studies)
Do different type of courses to improve your training
Voluntary work
Do some casual work on your own
Working for someone occasionally
Others
4. Professional aims and expectations
1.
2.
3.
4.
Comments:
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BARRIERS AND GOALS
Barriers
YES

NO

Possible solution

Language
Different working culture (time keeping,
job application process, workers rights,
etc.)
Lack of experience
Lack of information on the employment
services available
Lack of contacts / network
Training / VET education
Your age
Your gender
Grounds of racism or xenophobia
Having children / family caring
responsibilities (limitation of time)
Little demand for your profession
Not finding a job with suitable income
Current situation of the labour market
Other reasons please list
Don’t know

Goals
Short/medium/long Who/what
term goals
help me

will How will we know How long it will Is it
when achieved
take
Why?
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Annex 3 – ACTION PLAN
Client
Date of birth
Nationality
Guidance Desk Staff

Name and surname
Gender
Immigration status

Overall goal
Key skills
Based on client’s skills/experience, 1.
identify three positions the client is 2.
suitable for
3.
Activity
□ Active Citizenship Workshop

Date

□ Seminar on Active Job Search
□ Vocational Training
Activities chosen
(tick the activities clients are interested
□ Job Shadowing
in and update the list when dates are
available)
□ Start-up workshop
□ Job Fair
□ OST Event

ADDITIONAL COMMENTS

Please remind to add a copy of CV and the signed consent form
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Monitoring
Activity

How this will help client Target
date
for Result
achieve goals
registration/completion

Company applied to for Job title
the job shadowing

Deadline for application Results
(if applicable)

RECORD MONITORING SESSIONS
1st session
Date:
Comments:

2nd session
Date:
Comments:

3rd session
Date:
Comments:
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Annex 4 – CONSENT FORM

EU-ROADMAP GUIDANCE DESK – CONSENT FORM

If you are happy to take part, please read and tick (✓) the statements, and sign below.

□ “I take part voluntarily in the EU ROADMAP Guidance Desk activities”
□ “What I say during my visit to the EU ROADMAP Guidance Desk will be anonymous and confidential”
□ “What I say may be used in reports or articles”
□ “I am free to withdraw from the EU ROADMAP Guidance Desk activities at any time without giving a
reason “
□ “You can take my photograph and use it as part of the EU-ROADMAP Guidance Desk documentation or
publicity.”
□ “Any information which might potentially identify me will not be used in published material”

I give my consent to participate at the EU-ROADMAP Guidance desk activities. I have understood the
nature of this project and I wish to participate.

Name

Surname

Date

Signature
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Annex 5 - Skills Audit on self-employment template
The following template has been elaborated by the project partner Bridges Programmes in order to assess
the skills in the field of self-employment. We suggest its application with those migrants, refugees and
beneficiaries of international protection that during the general skills assessment show entrepreneurial
skills and competences in the sector where they want to set up a business.
This is an interactive toolkit which scores the various answers provided, to give the case worker or support
worker an overview at the end of the process, of the beneficiaries’ suitability for the labour market and in
this instance particularly their suitability for starting up their own business. Please note that this
methodology could also be developed to produce a generic template to assess general readiness for the
Labour Market or to develop ones for specific employment sectors that represent the employment needs
and or opportunities in specific regions. It is designed in a traffic light system with Green being most close
to the skills required and red further away, with suggestion to what additional support is required.
The scores are calculated on the number of “correct” responses a participant gives. However it is not
enough just for the participant to provide an answer without providing the case worker/support worker
with supporting evidence which will allow the case worker/support worker to decide if the criteria has been
met or not.
Example 1. Do you enjoy working with people? Suitable evidence of this might be engagement with social
activities; being a member of a club; jobs where you have been part of a team
Example 2. Are you confident when making your own decisions? Suitable evidence might be giving
examples of decisions beneficiary has had to make on their own and what were the consequences.
Example 3 Are you happy speaking to all sort of people. Evidence might be listing different scenarios where
the beneficiary has had to speak to a variety of people e.g. doctor, lawyer, tutor, teacher, employer, friends
etc. and how successful each of these interactions have been.
Example 4. Do you plan things carefully? Evidence might be for the beneficiary to talk through a scenario
that involved lots of planning, e.g. moving house, a social event etc, working to deadlines etc and the
outcome of the planning.
NOTE. the evidence and examples can come from either the workplace or education or from informal social
situation.
In order for the case worker/support worker to make a reasonable judgement about the evidence provided
and its relevance the team should, IN ADVANCE of using the template, list ALL the evidence examples that
they think would be suitable as a check list and assess the participants answers again those, or if the
participant gives an example not on the list that the case worker has the suitable skills to decide of it is
relevant evidence.
Once the evidence is deemed satisfactory then the answer can be recorded as yes or No.
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It is suggested as there is a lot of interpretation in this process that the beneficiary does NOT complete this
on their own but works through the toolkit with their support worker.
There is ample space for comments from the caseworker and so when the final score is awarded this
additional information and comments should be taken into consideration when thinking about the next
stages.
In terms of suitability for entrepreneurship, as well as scoring points on the specific questions about
running a business, other questions and answers have been weighted in the general section, to show of
someone has both specific skills and experience as well as a generic disposition to risk, and other critical
personality factors
The interactive Skills Audit excel sheet is freely downloadable from the project website
(https://euroadmap.eu/).

EU Roadmap - Triage Assessment

Name of Client
Date

English Level
a) Host languageLevel

Client answer

CW

Comments

What
level of host langauge have you
completed?

(b) Vocational/professional
Do
you
have
any
relevant
qualifications/experience?

Client answer

CW

Comments

work

Do you have any experience of running your
own business

State Actual Qualifications - Education, Vocational and/or Professional as applicable:
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Personal profile
(a) Team work
Do you enjoy working with others?

Client answer

CW

Comments

Client answer

CW

Comments

Client answer

CW

Comments

Client answer

CW

Comments

Client answer

CW

Comments

Do you have experience of team work?

(b) PeopleSkills
Are you open minded and non judgemental
Do you like working with people
Are you organised?
Have you ever had a job involving customer
service

(c) Confidence/self-esteem
Are you confident when dealing with people at
work face-to-face?
Are you confident when dealing with people at
work on the phone?
Are you confident in making your own
decisions?
Are you confident working alone?

(d) Reliability
When working, are you dedicated to do a good
job?
Do you usually keep your appointments and
turn up to work on time?
Are you physically fit
Do you usually
workplace?

meet

deadlines

in

the

Do you consider yourself a hard worker?

(e) Flexibility
Do you orgnaise your tasks and your day and
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get everything done
Do you cope well with changes in the
workplace?
Are you experienced in dealing with conflict
and problem solving
Are you creative and inventive and can you
respond to peoples changing needs
Are you willing to travel for more than 30
minutes if you have to?

Comments / Additional information (fill in if applicable):

Communication
(a) Verbal
Are you able to speak in front of people in a
group?
Do you find it easy to put your point across in a
work environment?
Are you able to speak clearly and easily with
all types of people?
Are you able to speak on the phone in a clear
and effective manner?

Client answer

CW

Comments

Client answer

CW

Comments

Client answer

CW

Comments

Do you listen well when instructions are given?
Are you comfortable speaking to people you
don’t know?

(b) Written (literacy)
Are you confident in your writing skills?
Are you experenced in writing reports
Are you able to follow a set of written
instructions easily?

(c) Numeracy
Are
you
comfortable
making
simple
calculations?
Do you have adequate skills working with
figures for your chosen job?
Are you comfortable using a computer to do
tasks?

Comments / Additional information (fill in if applicable):
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Self Employment
(a) Personality

Client answer

CW

Comments

Client answer

CW

Comments

Client answer

CW

Comments

CW

Comments

Do you like taking calculated risks?
If you have an idea do you stick to that idea?
Are you able to persuade people to your point
of view?
Are you confident about yourself?
Do you like to do things by yourself and for
yourself?
Do you change your mind a lot about things?

(b) Goal setting
Do you have a clear idea about your business
idea?
Do you have a knowledge about the business
you want to start?
Is your chosen business idea attainable with
your current personal circumstances?
Do you have any transferable skills or
experience applicable to your chosen business
idea?
Are you good at researching ideas?
Are you good at asking questions?
Do you plan things carefully ?
Do you react to things on instinct?
Do you have a background
employment?

in

self

(c) Work Experience
If you have worked for yourself before what did
you do?
Was your business a success?
Can you say why your business
successful?

was

Comments / Additional information (fill in if applicable):

Barriers to Work
(a) Health

Client answer

Do you have any health-related benefits?
Are you taking any medication that could
prevent you from working to the best of your
ability?
Do you have to attend hospital/doctor
regularly?
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Does your health restrict you from taking up
employment for a full time job?
Do you have any special requirements when
you work?

(b) Responsibilities
Do you have any dependants that could
prevent
you
doing
a
full-time
job?(Childcare/relatives etc)
Does your current level of benefits restrict you
from taking up employment at the minimum
wage or just above?(Living in a hostel, private
let etc)

Client answer

CW

Comments

Client answer

CW

Comments

Do you have any savings to help towards
starting a business or access to capital?

(c) Special Circumstances
Are there any special circumstances making it
difficult for you to start a business
Is travelling to work a problem or a difficulty /
travelling restrictions?

Comments / Additional information (fill in if applicable):

Client Opinion
Comments

Client answer
On a scale of 0 to 5 (5 being most ready
and 0 being least ready) do you feel you
have the skills to start up a business?

Comments / Additional information (fill in if applicable):

Result

Client Score

0

%

0
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Assessment Result

Red

Breakdown
Host language Level

0,0

Personal Profile

0,0

Communication

0,0

Self Employment

0,0

Barriers to Work

0,0

Client Opinion

0,0

KEY to Triage Results

ENTREPREUNARIAL SKILLS HIGH - should be fastracked to Case
Worker for placement and intensive ENTREPRENEURSHIP activity.
DEMONSTRATES SOME ENTREPRENEURIAL SKILLS but some areas of development, support
required - further training, placement etc support.

DOES NOT DEMONSTRATE the skills or background suitable for setting up a business

Comments on Triage Assessment

Case Worker Signature / Date

Client Signature / Date

Co-funded by the Asylum, Migration
and Integration Fund
of the European Union

Project Number: HOME/2015/AMIF/AG/INTE/9102

33

Annex 6 - EU ROADMAP Database
The following template has been developed by the project partner Bridges Programmes, leader of WP2, and will be used by the Guidance Desk personnel in
order to have a complete list of local companies and stakeholders in the main relevant working areas of the country/region and thus to better up the
possibilities of employment for the beneficiaries.
All the organisations involved in the project already have a database of companies but this will be further improved and integrated in order to have a minimum
of 350 companies in each country for a total of 1750 companies inserted in the EU-ROADMAP Database. The development and improving will be done by the
staff working at the Guidance desk. Companies will be contacted by the Guidance Desk personnel in order to participate to the Job Fairs (WP4) and to offer the
opportunities of Job Shadowing to beneficiaries (WP3).
The interactive Database excel sheet is freely downloadable from the project website (https://euroadmap.eu/).

EU-Road Map Company database and analysis
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Partner
No

Company
Name

Contact
person

Email

City/Region Employment
Sector

Type of company*

Spread of activity

L

R

N

Size of
company*

Role within
partnership*

Int

1
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2
3
4
5
6
7
8
*Type of company: Public/Private/Not for profit/NGO/social entreprise
Size of company: 1-25/26-50/51-100/101-250/over 250
Role within partnership: Dissemination/Work placement/Job shadowing/Job fair participation
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