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Preface

This training manual is intended for coaches of the EU4Youth Programme. The majority of the participation 

of the coaches will take place throughout the components Core Life Skills and Employability as well as 

during the youth’s internship period. Meetings will take place with youth outside of their training sessions.

The goal of this manual is to give coaches a stronger understanding of the EU4Youth Programme goals, the 

curriculum, proper use of the Coaching Handbook, the participating youth and the role of the coach. The 

competencies which should be acquired by the coach are:

• Understanding of the coach/youth relationship

• Proper use of assessment and evaluation tools

• Knowledge of proper techniques for motivating youth and keeping them committed

• Expertise in giving and facilitating feedback, especially in difficult or vital situations

• Ability to set a good example of communication and mediation and impart that on youth

• Understanding of what a decent job is, what a good CV and application letter are and an image of a 

successful interview

• Ability to foster business partnerships in the community and increase the perception of internships

• Understanding of how to be successful in helping youth transition from the programme into a successful 

internship and eventually into a successful workplace position

This training has nine total modules which can be carried out across five training days. The timing offered for 

each module and activity is only a suggestion as are the indicated breaks. It is structured in a way that gives 

the trainer the ability to stop after a particular activity, without finishing the module, and continue it the next 

day should they need to. It is recommended to give coaches breaks every 1.5 to 2 hours, suggestions for 

when to do this are written into this manual, and it is recommended to leave enough time for lunch breaks 

so that they can network and reflect. It is recommend to carry out each module in order. If you carried out 

all modules with their exact timing then this training would take you 4.5 days, so there is an extra .5 days

built in for you to use as needed.

The Coaching Handbook is ultimately the most important document for the coaches and was therefore 

written to act as the guiding training document. This Coaching Training Manual begins and ends the training 

and fills in the gaps of what competencies coaches need to gain. Trainers will need a copy of the Coaching 

Handbook along with this manual to have access to all forms, lists, documents, etc. For the majority of 

the training, you will be working simultaneously out of the separate Coaching Handbook in order to 

train coaches on how to use it properly, how to understand all of the forms and assessments and to gain 

confidence on the material. These moments are clearly indicated in each module of this Coaching Training 

Manual. Coaches need to bring their Coaching Handbook to each day of this training.
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MODULE ONE:  
WELCOME

  DURATION
3 Hours 

  MODULE OBJECTIVES
• A current level of coach competencies will be tested before beginning

• The trainer and coaches will get to know each other

• An orientation of the youth training programme and this training will be given

• Coaches will gain an understanding of their role

• An overview of the Coaching Handbook will be given

  MATERIALS NEEDED
• Prepare enough copies or a system for carrying out the Pre-Training Survey (found in annex) for 

each of the coaches

• Bring a stack of paper and pens, tape

• Prepare enough copies or a way to show the Who I Am energizer handout (found in annex) for 

each coach

• Set up a flipchart and marker for various activities

  PREPARATION NOTES
• Have a clear list of names and information on all participating coaches

• Have a Coaching Handbook ready for each coach to hand out

• Have a way to show the proposed training schedule

• Review the EU4Youth Programme Introductions, the curriculum and familiarize yourself with the 

Coaching Handbook and the Module 1 instructions of this training manual

INTRODUCTIONS

1. PRE-TRAINING COMPETENCY SURVEY (15 MINS)
a.  Hand out or direct all coaches to the pre-training survey (found in annex) to see what they 

already know and to get them focused on what topics will be covered during the training. Let 

them know that they should answer honestly. This is not a test to see about their abilities as a 

coach but to understand what they do and don’t already know. A similar version of the survey 

will be taken again at the end of the training to help show new competencies which they have 

gained.
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2. PERSONAL INTRODUCTIONS (25 MINS)
a.  Introduce yourself briefly and welcome everyone.

b.   Lead introductions with the following activity. This works well with small or large groups and 

with groups that do or don’t already know each other.

i. Give each coach a piece of paper and a pen, marker or pencil.

ii. Ask them to draw a large star in the middle

iii.  In one point of the star they should write a number, any number which has significance to 

them. In another point they should write any person’s name which is significant to them. In 

the third point they should write any place that has significance to them. In the fourth they 

should write a date that is important and finally in the fifth point they should write down 

one adjective to describe how they are feeling today. See the example image below.

iv.  Encourage the coaches to write down anything meaningful to them. There are several 

options of categories within each answer.

v.  When ready, ask all coaches to get up and give them 10 minutes to move around the 

room. They should only talk about one or two points with each person. Their goal is to talk 

to as many of the other coaches as they can. 

They can try to guess what some of the answers are in reference to. For example, they 

could first guess that the number is the person’s age or the age at which they got their first 

job. They could guess that the name is a wife/husband or a person that was very special 

to them. This is a fun way to have people get to know each other better and to learn 

something interesting about their fellow coaches.

vi.  After 10 minutes, ask each coach to introduce one other person in the room by giving their 

name and one thing they learned about them. Do this until everyone has spoken and has 

been spoken about.

vii.  Explain that this activity along with many others you will do during the training are all “get 

to know you” or icebreaker tools they can use with their youth.

Example:

3. GENERAL INTRODUCTION OF THE PROGRAMME (20 MINS)
a.   Clarify what coaches already know about the programme by asking volunteers to share. Find 

out if this is general knowledge or if only a few coaches have this information. Depending on 

what you find, proceed to fill in missing information about the EU4Youth Programme. You can 

use the following general introduction:

Welcome to the EU4Youth Programme

Empowerment comes in many forms. Being able to see the opportunities available and having the 

knowledge to make good decisions to seize those opportunities is one of those. The goal of this 

manual and of the EU4Youth programme is to show youth what skills they already possess, how 

to build upon their strengths, how to find their true interests, and to show them what choices they 

have in the path of their life, all while working towards a goal of financial security and stability. Their 

first step in this journey begins with the Life Skills curriculum.
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Close your eyes and remember your youth. What were you interested in? What activities were 

you engaged in? What potential paths did you see for the course of your life? You might have 

been thinking about studying, getting a job in your community, helping with a family business or 

becoming an entrepreneur with a brilliant idea of your own. You had youthful ambition and these 

options which you saw were made visible to you through engagement, motivation and potentially 

a good mentor. By building your self-awareness about your own interests, dreams and skills, a link 

can be created to a satisfied life in the adult world of work and responsibility.

As a leader in this programme, your role is to help young people learn about who they are and 

support them in making choices about their future work and careers. You are going to guide them 

through the same process that you went through and so successfully navigated to help them find 

their sense of purpose.

The Life Skills curriculum is meant to help capture the interests and intrinsic motivation of students. 

Its focus is on their personal development and the recognition of the value of their own actions, 

abilities and responsibilities. It will provide students with an opportunity to not only understand 

themselves better but also each other. It covers topics such as conflict resolution, gender rights, 

and problem solving skills alongside financial literacy and job basics. Through participating in this 

Life Skills curriculum, some students might even discover a passion or realize that their current 

interests could result in a career, further educational opportunity or business idea.

Beyond these lessons, participants will also receive the chance to showcase what they have learned 

and choose their next path—Employability or Entrepreneurship. The progression of curriculum 

is formatted to build up to this crossroad for the participants and as a coach, you will be helping 

them with their decision and throughout the Employability track and the internship process.

The Employability component follows a similar route as the Life Skills portion by encouraging 

and developing the participants’ awareness from the very beginning on their skill sets, strengths, 

weaknesses, personal interests, confidence in their abilities, job possibilities and their employment 

goals. The programme then begins to individualise as participants are guided to look for 

opportunities, improve their resumes and motivation letters, and practise interviewing.

Through this programme, the hope is to bring more and more local youth into the workforce in a 

meaningful way. The overarching goals of the EU4Youth Programmes is to inspire youth, improve 

local economies and increase financial sustainability. These are the same goals that you will be 

working towards with your youth throughout this Employability curriculum. We ultimately want 

to see all participants using goal setting, critical thinking, problem solving, intrinsic motivation and 

responsible decision making naturally in their day to day lives upon completion of the programme. By 

empowering a new generation of workers, communities and societies are also lifted up as there will 

be more inclusion, diversity, and higher quality employees in a variety of companies and industries.

Goal of the EU4Youth Programme

The EU4Youth programme that this youth training is a part of aims to create employment for young 

men and women (ages 14-25). In collaboration with the private sector, adopting an innovative 

approach, vulnerable youth will be inspired, schooled, coached and financially facilitated to start a 

private enterprise or achieve gainful employment. Youth looking to be employed versus becoming 

an entrepreneur will gain critical skills and be prepared and coached towards finding a ‘decent’ job.
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b.   Next, hand out their Coaching Handbooks. Explain that the trajectory is for youth to be 

accepted into the Core Life Skills component first and then to be guided into following either 

an Employability or an Entrepreneurship track after. The coaches will be involved during the 

initial selection process, during key moments during the Life Skills component, during key job 

seeking skill sessions of the Employability component and finally during each month of the 

three month internship. This will be covered more after the break.

c.  Take any initial questions.

4. ENERGIZER (30 MINS)
a.   Lead the group in one energizer for the coaches to get up, move around and continue to get 

to know each other better. This activity can work with any group size but is best if they don’t 

know each other well. The small groups at the end of the activity should be partners that do 

not know each other.

b.   This activity is more mentoring/coaching focused and with some adjustments, it is something 

that could be done with their youth during their first meeting.

c.  Give each coach the handout from the annex titled “Who I Am”.

d.  Encourage coaches to answer quickly and honestly by completing the sentence prompts 

on the handout. Explain that it is okay if they are still unsure about some of their ideas or 

knowledge surrounding being a coach. This activity will transition nicely into learning about 

the coach’s role in the next activity. It is a very open-ended activity and they can answer any 

way that they like.

e.   Once they have completed the handout, ask everyone to stand with their paper and to as 

quickly as possible organize themselves into a line, organized by height. So the tallest person 

should be on one end and the shortest on the other. [This is simply to energize them- you can 

choose any grouping method]. Once they are in a line, divide them into groups of 3 and have 

them find a place to stand in the room with their group.

f.   Now give 10 to 15 minutes for each person to share what they have written. This is a good 

moment for coaches to start to build their own coaching support system as they will quickly 

become aware that they have some similar hopes and concerns about being a coach.

g.   When finished, ask everyone to return to their seat and explain how this activity can be quite 

personal. Especially if done with a stranger- which may reflect the current situation, but which 

will definitely reflect the coach/youth situation during their first few meetings. Lead a group 

discussion covering the following questions:

i.  How did it feel to reveal personal feelings to someone you don’t know well?

ii.  Did one of your partners do or say anything that particularly helped you to feel 

comfortable to share?

iii.  What did you do (think body language, words, actions) that possibly helped a partner to 

feel more comfortable to share their answers honestly?

iv. What would you do differently if you did this exercise with your youth?

SHORT BREAK (15 MINS)

ORIENTATION

1. BRAINSTORM COACH’S ROLE (25 MINS)
a.   Lead a brainstorming session about the coach’s role by writing on a flipchart or using a slide. 

Write “Role of a Coach” in the middle and draw a circle around it. Then draw several lines 

coming off of the circle. At this point, they are just thinking specifically about what they will 
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have to do. A larger discussion over a coach’s responsibilities will come in the next module.

b.   On each line, write or have volunteers write different characteristics, aspects and expectations 

that they assume will be part of their role as a coach. Encourage them to share any ideas. Ask 

them to consider what they might have already been thinking about during the energizer. 

If you feel that some ideas are outside the scope of what the coach will be expected to do, 

gently inform coaches of why that is and explain that the parameters will be discussed more in 

Module 2. Once complete, read this together from the beginning of the Coaching Handbook 

and add anything missing to your brainstorming page:

Coach’s Role

The main goal is to help youth build on their skill set and bring them confidently and successfully 

into the workforce. Coaches are involved from beginning to end and are highly involved 

by meeting prior to the start of the programme, a few times during critical moments of the 

programme, and perhaps most importantly, during the internship stage of those choosing the 

Employability component. There will be a great amount of interaction with the youth, the partners 

facilitating the program, the facilitators of the youth sessions and the supervisors and employers of 

the community who will be gauging the performance of the youth during their internship. Coaches 

are responsible for starting a personal youth file for each of their participants. It is important to keep 

a copy of all documents in the file and to update it frequently. Keeping notes and reviewing them 

before meeting with youth again helps to ensure that time is used wisely and you are constantly 

keeping youth on track. You want to be able to document and demonstrate their progress. Each 

session in this handbook clearly indicates what should go into the personal youth file.

2. INTRODUCE THE CURRICULUM (20 MINS)
a.   Use the curriculum introductions for each of the three components (found in the annex) 

to better explain what will occur in the Core Life Skills, Employability and Entrepreneurship 

components. You can have volunteers to read various parts out loud, or you can prepare key 

points in advance to share.

b.   Demonstrate how a regular learning session is laid out by showing the curriculum itself. If time, 

you could pick one learning session (recommended to show Life Skills: Session 7 Employability 

or Entrepreneurship) and briefly walk through it with the coaches. The full curriculum can be 

found in an annex or as a separate document as part of this training. Identify how the exercises 

are organized, the types of exercises that are carried out and point out the active methodology 

used, i.e. all of the movement and hands on learning activities.

3. INTRODUCE THE COACHING HANDBOOK (30 MINS)
a.   This is the most important document for coaches and ultimately for this training session.

b.  Together with the coaches, walk through:

i. The Table of Contents

ii.  The Introduction, Coach’s Role (can skip if already covered fully above), the programme 

structure and the General Timeline

iii. Point out that there will be 6 coaching sessions with youth and that each has a 

recommend point within the programme to carry this out, but some sessions are more time 

consuming than others. They will notice that sessions 3 and 4 are divided into two parts. As 

youth will choose between the employment or entrepreneurship tracks, these sessions have 

been tailored towards each track.

iv. Point out how additional resources are included in the Annex

v.  Look at briefly at the layout of the coaching sessions, but no need to show too much as 

each is covered in full over the next days of this training.
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vi.  Give coaches an additional 10 minutes to browse the Coaching Handbookand to ask any 

initial questions. Point out the notes section at the back where they can write things during 

this training and during their meetings with youth.

c.   Next explain that as a group, you will all work together to come up with a Top 5 Tips for how 

to successfully prepare and carry out the coaching sessions. You are not asking for tips on 

how they will interact well with the youth, but instead you are asking them to come up with an 

agreed upon list of guidelines which they can use to prepare properly for each session. This is 

important for everyone to keep in mind from the beginning in order to be set up for success.

i.  You can have the coaches do this as a whole group exercise or you can place them into 

smaller groups to brainstorm.

ii.  Ultimately, each idea should be written onto its own piece of paper. So if individuals are 

doing this, everyone will write down one tip on one small piece of paper. If you are doing 

this as a small group activity, each group should receive three pieces of paper and should 

write down three ideas, one per piece of paper.

iii.  No one should put their name on their ideas. When they are complete, collect them and 

begin to organize them by reading them out loud and taping them to an easy to see 

surface. Any duplicate ideas or ideas that are more or less the same should be placed as a 

stack, one on top of the other.

iv.  Once you have all ideas organized, invite coaches to come up and cast three votes (so 

they are voting for their top three). This means the three tips they think are most important.

v.  Your goal is to end with a set of five important tips. Once all votes have been given, total 

them to see which of the ideas received the most votes. Ideally you will have a clear set of 

5. Hold a tie-breaker vote if necessary with two or three of the tips by asking for a show of 

hands, based on out of these three, which are most important.

vi.  Once you have the Top 5 Tips, read them again out loud and for each one, ask a different 

volunteer to give one clear example. Here is a sample set of tips with examples:

1.  Try to schedule the coaching session as close to the recommended time as possible 

(example: if a coaching session says it should occur between learning session 8 and 9 

of the Employability component, then stay in contact with the facilitator and youth to 

know when this will be and make time in your schedule to meet during that week)

2.  Read each coaching session fully before attending the meeting (example: I will read 

the coaching session, take notes, and make sure I understand what all I need to cover 

with the youth)

3. Prepare in advance of the coaching session (example: I will make sure I understand the 

evaluation or assessment tool so that I know how to carry it out with the youth and 

how to interpret the results)

4. Do everything asked for in the coaching session (example: I will follow the guidelines 

of the coaching session and make sure I complete everything according to the 

checklist, even if this means meeting again on another day/time with the youth)

4. EXPLAIN TRAINING SCHEDULE (10 MINS)
a.   Briefly walk the coaches through the plan for the rest of the training days by listing the 

modules, their timing, the schedule of breaks and the approximate times you will start and 

finish each day.

b.   Tell coaches to bring their Coaching Handbook every day or have them leave it in the room 

until the last day of the training.

c.   Leave time for questions.
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MODULE TWO:  
INTRODUCTION TO COACHING

  DURATION
3 Hours

  MODULE OBJECTIVES
• Coaches will understand their role better and their responsibilities

• Reflecting on their own mentors and understanding various mentoring relationships

• Understanding the boundaries, expectations and life cycle of the coach/youth relationship

• Building trust and reflecting on who youth will be

  MATERIALS NEEDED
• Note cards, pens, tape

• Flipchart, marker

• Extra paper

• Blindfolds if possible

  PREPARATION NOTES
• Have “Types of Mentors” chart (found in this lesson) prepared in a way that coaches can view it.

• Prepare the chart “Life Cycles of Coach/Youth Relationship” as explained in the lesson plan, by 

stages to go through with coaches.

• Find out some information on the youth already signed up for participation in the programme 

or a set of examples of who has participated in the past. Coaches need this to understand a little 

bit more on who the youth will be.

• Make sure you have a chair or bin to use for the voting exercise and think in advance what 

several objects there will already be in the room for the trust-building exercise. 

COACHES AND MENTORS

1. GUIDELINES OF COACH’S RESPONSIBILITIES (40 MINUTES)
a.  Return to the answers which they already gave in the previous module about the role of the 

coach. Explain that you are going to expand to create a group consensus on what their most 

important roles and responsibilities will be.

b.  Hand out two note cards or post its to each coach.

c.  They should write down one concrete responsibility that they would expect to have as a 

coach/mentor on each card. They should not put their name on it.

d.  When finished, collect all ideas and then put them up randomly on the wall, flipchart or board.
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e.   Finally, invite everyone to come up and read all the cards. Each coach should pick one, that 

they did not write, and that they think is also a great idea and take it back to their seat.

f.   Lead a group discussion:

i. What is written on your card?

ii. Which responsibility that you wrote or saw do you think is most important?

iii.  Did you see any roles/responsibilities written down that you don’t think would be 

appropriate or important?

g.   Using their answers and examples, develop a set of 5 to 7 guidelines that everyone agrees on 

and which best reflect the role and responsibilities of the coach. Here are some ideas: 

A coach should:

i. Act as a guide and resource for youth

ii. Give consistent and reliable support to youth

iii. Give constructive and helpful feedback to youth

iv. Act as a role model for youth

v. Build confidence and independence in the youth

vi.   Accept and relate to youth and respect their choices even if they differ from your own

h.   Leave some time to hold a group discussion on what specifically these guidelines mean. For 

each one that your group of coaches agreed on, ask volunteers to give concrete examples or 

actions that would take which would adhere to these responsibilities.

2. REFLECT ON OWN MENTORS (25 MINUTES)
a.   In a notebook or on pieces of paper you’ve handed out, give coaches 15 minutes to think about 

a mentor or a person who greatly influenced them when they were younger. They should write 

a journal style entry on their paper about who this person was, how they knew him or her, 

how they helped, why they were important, and what specifically the mentor did that made it 

such a memorable, useful and special relationship. They should also write down a few specific 

examples of what they learned from their mentor or from their time interacting with their 

mentor. Finally, have them write down if this mentor is someone they still see or talk to.

b.   When finished, place coaches into pairs and have them read or summarize their journal entry 

to their partner.

c.   Bring all the coaches back together and ask for volunteers to share how reflecting on their 

own previous experiences can help them to relate to their new role. They will have a chance 

in later modules to use all of this reflection and information to detail what kind of mentor they 

would like to be. Encourage them to keep notes.

3. OVERVIEW OF POSSIBLE MENTORING RELATIONSHIPS (20 MINUTES)
a.   Introduce the concept that there are different kinds of mentors. Without a doubt, their 

examples of their own mentors will fall into more than one of the below categories. However, 

their current coaching role falls into only one or two types of the mentoring relationships 

presented. Review the below types with the coaches:
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Types of Mentors1

b.   Ask coaches to identify what kind of mentor relationship they had when they were younger. 

Ask them to share the positives and negatives of that type of mentoring relationship now that 

they see the other types.

c.  Next ask coaches to identify what kind of mentoring relationship this coaching role will be, 

based on what they know so far. [correct answer: mix of Formal and Situational, however, 

youth themselves can develop a Peer mentoring relationship with each other by the end of the 

programme]

4. LIFE CYCLE OF COACH/YOUTH RELATIONSHIP (15 MINUTES)
a.  Introduce the concept that coaches should expect some ups and downs as they build their 

relationship with youth. The journey for each coach will differ depending on their own approach 

and that of their youth, but the general stages presented here of the mentoring journey is a 

common representation of the path that a new coach/youth relationship could follow:

1  Adapted from Washington University in St. Louis’s PERCSS research, viewed on March 1, 2017: https://research.

wustl.edu/resources/percss/library/pages/mentoringtypes.aspx

FORMAL
•  Structured 

programme 

which matches 

a mentor to a 

trainee

•  Focused on 

specific goal

•  Formal meetings 

that have 

evaluation 

requirements

NATURAL
•  A mentor 

initiates the 

relationship by 

reaching out 

to usually a 

younger person

•  The mentor/

mentee usually 

know each other 

and have a lot in 

common

•  Meetings are 

informal

PEER
•  Individuals at the 

same level team 

up to help each 

other

•  They are usually 

in the same 

phase of life

•  Usually have 

complimentary 

skills so that 

each one 

provides specific 

help to the other

SITUATIONAL
•  A mentor/

mentee 

relationship 

which can 

develop at any 

stage of life

•  Usually a short 

term mentoring 

situation

•  Mentor is 

providing help 

for a specific 

purpose/skill

•  Relationship 

could be 

initiated by 

either the mentor 

or trainee

SUPERVISORY
•  The mentor is a 

supervisor at the 

trainee’s work

•  Can be 

beneficial 

relationship 

but can also be 

more open to 

conflict

TRAINEE 
INITIATED

•   A young person 

seeks out a 

mentor

•  More 

networking 

focused

•  The mentor is 

usually someone 

they admire in a 

workplace, job, 

or place in life 

that the trainee 

would also like 

to have
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b. Explain the chart to the coaches. There are 5 basic stages:

i.  Getting acquainted: coaches introduce themselves and begin to build rapport with their 

youth

ii.  Setting expectations: coaches get youth to open up more about their goals, strengths, 

weaknesses, interests and motivations as well as make it clear what help the coach can 

provide 

iii.  Progress and Evaluation: after meeting consistently, and using evaluation tools, youth will 

know what to expect and will be able to see their progress based on the performance 

tracking carried out by the coach

iv.  Wrapping up: near the end of the structured meetings the coach will be providing final 

feedback and helping youth to see what goals they have achieved and clarify what they 

need to do to continue to achieve others

v.  Moving on: this could occur in the very last structured meeting or only later on if the 

coach/youth stay in contact, but it is a moment where the coach and youth both 

understand that the official part of the mentoring process is over and the youth feel 

independent and confident to move on

c.  Ask coaches to say where the majority of the learning occurs [Answer: Progress and Evaluation 

stage] and why do they think this would correspond to the strongest moment in their coach/

youth relationship?

d.  Draw a chart or show a slide with each of the five categories and under each, ask for 

volunteers to think of the potential difficulties they could face at each stage. At what stage 

might youth be at risk for dropping out? [Examples: youth may be shy and not open in first two 

stages, youth could find it difficult to be independent and accept the end of the relationship in 

the final stage, etc.] 

SHORT BREAK (15 MINUTES)

SETTING BOUNDARIES AND EXPECTATIONS

1. DISCUSS, SET AND MANAGE EXPECTATIONS (30 MINUTES)
a.  To begin this exercise on eventually setting boundaries and expectations, it is good to get 

coaches thinking and aware of their own pre-conceived ideas of what youth are capable of. 

We all naturally have biases based on gender, age, socioeconomic level, education level, status 

in the community, etc. which we use to make quick judgements about other people. Without 

explaining this to coaches, simply put them into pairs or small groups and give each a pen and 

piece of paper.

b.  Tell coaches that they are going to make a quick drawing of a person. They should draw their 

version of a teacher. So they are drawing a person that represents to them what a teacher is/

looks like. They shouldn’t spend too much time thinking about it and ease them by saying this 

is not an art project, so it is okay if their drawing is basic. Next to the teacher they’ve drawn, 

they should draw a table or desk and draw four items that they think would be found on the 

teacher’s desk [examples: books, computer, notebook, pens, flowers, picture frame, etc.]. 

And below the drawing, they should make a very quick and brief list about who they think this 

teacher is: where do they come from, what kind of jobs did their parents have, what kind of 

study did they do, etc. NOTE: Be very careful to always say “teacher” or “they” and not “he” or 

“she”. Seeing the gender that the coaches choose in their drawing is also an important part of 

the activity.

c.  Divide coaches into four groups, and have each person present their drawings and opinions in 
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front of their group. This will be a quick round of presentations. After each group is finished, 

ask them to consider all of the judgements they made:

i. Which gender did they draw? Why? Are only people of that gender a teacher?

ii.  Which socioeconomic level and education level would they assume for the teacher? How 

is that different from other common jobs? For example what about an accountant? a 

doctor? a farmer?

iii. Can someone change their status by going for a different type of job?

d.  Reflect on this introduction to biases by making this one of the first expectations: all youth, 

regardless of gender or status, should be encouraged to enter the programme, complete the 

programme, go for any workplace goal and to be confident in any internship.

e.  Next, ask coaches to think about what they have learned from the coach/youth life cycle, 

details of the programme and this most recent activity to build a set of expectations for this 

coaching relationship. There are no wrong answers. Try to encourage each person to think 

of and add one. Write or type these so that all can see. Encourage coaches to take notes. It 

should be quite a long list. 

Examples are:

i. Some youth will be more open than others to the mentoring relationship

ii. Youth will come from a variety of backgrounds

iii.  There will be times where the relationship encounters conflict because the youth had a 

difficult experience: turned down for an internship, didn’t do well at an interview, received 

critical feedback, feels that you are not supportive enough or are too involved, etc.

iv.  Coaches will have some stereotypes that they need to be aware of and avoid in order to be 

fair and equal with all youth

v. The formal part of the coach/youth relationship is short term

vi.  During the setting expectations stage of the relationship, it’s important to build trust so that 

youth will respond well to feedback they will receive during the Progress and Evaluation 

stage

vii.  The coach will have to manage the youth’s expectations as well, for example, the youth 

will need to understand that the coaches will not be doing their work for them but will 

provide support and feedback

2. SET BOUNDARIES OF COACH/YOUTH RELATIONSHIP (25 MINUTES)
a.  The next step is to also identify the boundaries of the relationship by specifically clarifying 

things that the coach should not do. This may be a sensitive or uncomfortable conversation 

but it is nonetheless important.

b.  Place an object like a chair or a bin in the middle of the room. Ask all coaches to stand and 

form a circle around this object- leaving quite some distance from the object. Explain that you 

will read off certain situations and they should move any distance closer to the object to show 

their feeling on the situation. Standing very close to the object will indicate that they find the 

situation/behavior completely acceptable and appropriate. If they continue to stand in their 

current location (farthest away from the object), this indicates that they find the situation/

behavior entirely unacceptable or inappropriate. They can stand anywhere in between to show 

their level of certainty in their answer.

c.  Read the following situations (there are 10) and ask them to quickly indicate their position 

by moving. After each, you can choose a few volunteers to share why they think something 

is particularly acceptable or not. Note down situations where there is large disagreement in 

the opinions of coaches and also make sure to highlight in your notes the situations that are 

definitely outside of the boundaries of their mentoring relationship, even if they did not view it 

that way. Situations:
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i. Your youth member has requested to meet alone at their house late in the evening

ii. Your youth member has asked you to finish writing their CV

iii.  You have offered to rewrite the youth’s application letter and deliver to a workplace for 

them

iv.  You have set a clear expectation with your youth member that they can call, text or email 

you but you will only respond during normal hours

v.  Your youth member is contacting you several times a day to ask for help with each and 

every step or decision they must take

vi. You are meeting your youth at a quiet café

vii. Your youth member has asked you for money or you have offered your youth money

viii. You want to establish a romantic relationship with your youth member

ix.  Your youth member would also like to discuss some personal problems they are having 

during your meetings

x.  You and your youth have differing political, religious or moral values, so you encourage 

them to have many conversations on these topics so that you can teach them the right 

way

d.  Coaches can now return to their seats. Guide a discussion where you revisit the situations where 

their answers differed the most. Encourage a debate over these. However, at the end, specifically 

highlight the situations which are definitely outside the boundaries of the relationship. These are 

situations 1, 2, 3, 7, 8 and 10. Make sure coaches understand why these are not appropriate. Also, 

repeat situation number 5 to them and ask why this can also be problematic (they want their 

youth to be able to be independent and not give support 24 hours a day). Additionally, ask why 

number 9 is okay but how to handle this (it’s good for youth to open up and coaches should 

be open to discussing how personal issues are affecting them but coaches should keep the 

conversation focused on how it is affecting the youth’s ability to participate in or complete the 

programme/ internship and provide help and support as they can).

3. WHO ARE THE YOUTH? (10 MINUTES)
a.  This can be a quick presentation of the common profile of the youth signing up for this 

programme. You may need to get this information from people who participated before, from 

the training centre which hosts the programme, or look through current requests or old lists.

b.  You should briefly present on their age, motivations, gender, preferences for employability or 

entrepreneurship, education level, personal situation, where from and any common challenges 

such as technology access, transportation access, literacy, language, etc.

4. TRUST BUILDING EXERCISE (20 MINUTES)
a.  Explain that you will finish this module with an energizing trust building game. This is 

something they can do if they meet with a group of youth for one or more coaching sessions

b.  Place coaches in groups of three. If you have an odd number, then one or two groups of two 

are also fine. Within the groups, ask them to determine the one person who will be the “driver” 

and the other person/people who will be the navigator(s). Ask everyone to help clear as much 

space as possible in the room by moving tables/chairs all to one or two opposite sides of 

the room, creating a clear space and empty walls which are across from each other. Have all 

groups go and stand along the same wall.

c.  The drivers of each group must stand facing the wall and if possible, have a blindfold.

d.  Help all of the navigators to quietly create three obstacles between where their driver is 

standing and the opposite wall. This could be a chair placed in the way, a piece of paper on the 

floor, a bag on the floor, etc. Look at the table diagram below as an aid for how to set it up:
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STARTING WALL

Driver from 

Group 1

Driver from 

Group 2

Driver from 

Group 3

Driver from 

Group 4

Obstacle 1

Obstacle 2

Obstacle 3

Obstacle 1

Obstacle 2

Obstacle 3

Obstacle 1

Obstacle 2

Obstacle 3

Obstacle 1

Obstacle 2

Obstacle 3

Finish Wall

e.  The goal of the game is for the one or two navigators for each group to help their “blind driver” 

to navigate their path and reach the opposite wall first without stepping on or bumping into 

the obstacles. If it is a large obstacle, they are going to need to walk around it. If it is a small or 

flat object, then they can step over it. They should stay in their own lane.

f.  When you say go, the navigators will start talking to their driver about how to walk and how to 

avoid obstacles. If you did not have blindfolds, the drivers must keep their eyes tightly closed 

the entire time. The navigators cannot touch or physically guide the driver at any time. [try to 

let each group use their own strategy but you will see how they will find it useful to tell their 

driver to walk three short steps forward, step left two large steps, forward one, two to the right, 

then forward three, one big, high step, etc.]

g.  You have to be the referee reminding drivers that they cannot look, stop navigators from 

leading the driver by hand, make sure no one gets injured, and judge who the winner is.

h.  If time, you can repeat the game by changing the navigator and driver and having them reset 

the obstacles.

i.  When finished, have everyone help return the room to normal and lead a group discussion on 

the challenges of this game. Questions:

i.  Why is it a game of trust?

ii.  How did it feel to be “driving in the dark” and how did it feel when the driver did not 

understand the directions the navigator was giving?

iii.  Ask volunteers to share what they have learned from this and from the entire day, both 

modules, in general.
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MODULE THREE:  
ASSESSMENT AND MOTIVATION

  DURATION
3 – 3.5 Hours

  MODULE OBJECTIVES
• Understand various types of assessments and their forms and uses

• Learn how to facilitate Coaching Session 1 with youth

• Become more competent in understanding the youth’s motivations and alternative ways to 

motivate people

•  Gain a better understanding of how to help youth deal with setbacks or unexpected obstacles

  MATERIALS NEEDED
• Paper, pens

• Flipchart, marker

  PREPARATION NOTES
• Prepare the chart that explains different types of assessments and examples (found in this 

lesson) for coaches to see

• Prepare the Common Motivator Cards (found in annex) by making a copy and cutting up two sets

• Review this lesson in advance as there are a variety of instructional, role play, card game, 

discussions and list making activities. It’s also important that you fully understand Session 1 of 

the Handbook so that you can easily walk them through it and all of its assessments. 

COACHING HANDBOOK SESSION 1:  
EVALUATION AND ASSESSMENT TOOLS

1. TYPES OF ASSESSMENTS (40 MINUTES)
a.  Before getting into the details of what coaches will be doing in their handbooks during their 

first meeting with their youth, they should gain a general understanding of different types of 

assessments that can be used to gather information or evaluate youth.

b.  Ask coaches a few prompting questions to see what they already know about assessment and 

evaluation. Write their answers so all can see and follow along.

i. What do you think of when you hear the word assessment?

ii. What are some goals of assessments?

iii.  What kind of surveys, questionnaires, and assessments do you imagine to be necessary 

and/or useful during a first meeting with a youth?
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iv.  Think beyond a one-time document (like a test), how else can we evaluate progress? v. 

What kind of surveys, questionnaires and assessments do you imagine to be necessary/

useful at the end of your youth/coach process?

c.  Hopefully they came up with some good answers. Soon enough they will be seeing various 

types of assessments and evaluations which should be used during the programme. 

Depending on the answers they gave, you may want to expand on what the goals of different 

assessments are. This always helps to clarify what makes a good assessment. Use the chart 

below for reference. Review it with coaches. If your group has a good understanding of 

the concept. Leave parts of the chart blank to see if they can fill it in. Goal Assessment Type 

Specific Evaluation Tools To learn about a person’s prior knowledge

GOAL
ASSESSMENT 
TYPE

SPECIFIC EVALUATION TOOLS

To learn about a person’s 
prior knowledge

Pre-Test Usually a simple set of multiple choice 

questions that have definite right or wrong 

answers. The questions are based on any 

final learning goals of the programme.

To learn about a person’s 
hopes, goals or motivation

Survey/

Questionnaire

Basic set of opinion or basic information 

gathering questions.

To help a person reflect on 
their own strengths and 
weaknesses

Multiple choice/

openended test 

or charts

scenario based assessment where they are 

given statements, questions or scenarios 

and need to answer about themselves

To evaluate how 
successfully someone 
completed a task or 
learned something

A test or 

evaluation form

by using a checklists to compare to 

expectations or standards, a standard test 

with an answer key, or a rubric with varying 

points

To track progress Ongoing 

evaluation

a personal file, a portfolio, a plan that is 

consistently updated, note taking, feedback

d.  They may still have questions. Do your best to answer, but also reassure them that they will see 

many examples throughout the training.

e.  Using all of the new information they’ve received, place coaches into pairs and ask them to 

brainstorm three things which they think will make them successful in assessing the skills, progress 

and outcomes of their youth. It can be any three tips which they found useful and important to 

remember when thinking about assessing and evaluating. They can think more critically on what 

makes a good assessment [examples: a good assessment needs to be appropriate for the goal, a 

good assessment needs to be based on a set of standards, expectations, answers or criteria, etc.]

f.  Ask pairs to share with another group or in front of the entire set of participants depending on 

the size and time.

g.  Instruct them that over the course of the rest of the training, they should point out to the 

group anytime they see an assessment or evaluation tool.

2. UNDERSTANDING SESSION 1 OF THE COACHING HANDBOOK (1.5 HOURS)
a.  Ask all coaches to open to Session 1 of their Coaching Handbook. It is called Coaching Session 

1: Intake and Motivation. This represents their first meeting with youth, but as they will see, this 
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takes place before the programme starts. Therefore, this may be done with several youth at the 

same time, some of which will possibly not continue on in the programme.

b.  The following is what you will start with during each training module that covers a specific 

session of the handbook:

i. Review the name of the Coaching Session

ii.  Review the time period which they will be expected to meet with youth (explain that this 

could vary depending on the programme)

iii.  Read the checklist together (this won’t make much sense to them yet, but it is good for 

them to see all the tasks which have to be completed, in an organized format, and show 

them how they can use it to mark their own progress and completion)

c.  Do all of the above for Coaching Session 1.

d.  Now start looking at the instructions and guiding them through each task of the coaching 

session one by one.

NOTE: You have some flexibility on how to train coaches on this material. Recommended is to do as 

much hands on practice as possible, so for example, when you read the instruction that tells them to 

give an orientation to the youth, have coaches act this out in a role play briefly with each other. It’s 

also a good moment for them to test themselves on how well they understand the programme.

i.  Look at the Intake Assessment guide or the programme specific intake assessment that is 

compulsory from the training centre. Read each question out loud together so that they 

know and understand all of the content.

1. Ask coaches: do you think there is any information which is either irrelevant or which is 

missing that you would add?

ii.  Look at the Motivation Assessment together. Have coaches get into pairs and carry out 

the motivation assessment on one another. They should mark their answers and use this 

as a real moment to practice calculating the result and giving the feedback on the results. 

Just as they will do with youth. Make sure they have read the instruction that when giving 

results, they need to summarize and tailor that for the youth. They should not be reading 

all of the text in the session directly to youth. Point out that the Motivation Assessment 

for youth is focused on their tendencies towards entrepreneurship or employment (so a 

leadership motivation assessment), but that there are many causes for the motivation. They 

will look at this more in detail after the short break.

iii.  Review the Personal Development Plan with coaches. Go to the annex of the coaching 

handbook to show them each element of the PDP. But explain that for today’s training 

module, they are only looking at the top lines with the personal information and the work 

mission statement. That is all they will be doing during this Coaching Session with the 

youth. The PDP has several sections:

1. Work Mission Statement

2. Job Opportunities

3. Learning Objectives

4. Skills Audit

5. Action Plan

iv.  Return to Coaching Session 1 in their handbooks and guide them through the last task, the 

Work Mission Statement. Read the instructions together and then ask coaches individually 

to come up with their own example using the exact instructions that will be used for 

youth. This will be helpful to them when they need to guide youth through it. There is one 

example already provided. Ask a few volunteers to share once finished.
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v.  Logistics- finally, clarify with coaches that they understand what the goals and needs are 

for this first session. They are:

1. Assessing youth for their motivation and commitment to the programme and deciding 

if they can be accepted.

2. They may be meeting with several youth a time. So this first meeting will take longer. 

The orientation element and the explanation of the various assessments and activities 

can be done all together and then the coach should go around one by one to ask 

some follow up questions and to give them their results of the motivation assessment. 

They should formulate with the programme manager a system for this in advance. If 

you have a plan, explain this to coaches.

3. For youth who will be accepted into the programme, a personal youth file needs to 

be created for them, and coaches should start each of the accepted youth’s Personal 

Development Plan as described above.

4. They will also need to let the programme manager know about the outcomes and 

who will be accepted and who will not be accepted. If the training centre has a form or 

special process for this, share that with coaches.

5. Their coach’s handbook is for them to use again and again with all participants. So 

any forms or documents that have to be completed for individual youth need to be 

copied or printed in advance, this way each one gets a blank document and the coach 

does not need a separate handbook for every single youth. Coaches have been given 

several pages of notes at the end of their handbook where they can keep track of any 

important information or take notes during meetings.

SHORT BREAK (15 MINUTES)

MOTIVATION AND DEALING WITH SETBACKS

1. REASONS FOR BEING MOTIVATED (30-45 MINUTES)
a. Lead coaches in a personal exercise that will help them better understand the underlying reasons 

about why we are motivated to do things- especially in work related situations.

i.  Divide coaches into two groups. Explain that in order to assess what really motivates 

someone, they have to have a specific target question/ answer in mind. For example, in the 

Coaching Handbook, the goal is to find out if youth are naturally inclined to lead. For this 

activity, you are going to make it broader to better understand the factors that motivate 

someone. Tell them that they all need to think about what causes them to be happy at 

work and to try each day to do a great job.

ii.  Hand out one set of Common Motivators Cards (in annex) to each group. There are 10 

cards. As a group they need to:

1. Read each card

2. Decide if that motivator is a positive or a negative reason for the motivation

3. Decide if that motivator is an internal or an external reason for the motivation. A simple 

way to explain it is if they are getting a reward or having something taken away from 

them then it is external and anything that is personally, independently motivating, such 

as a good feeling or sense of pride is an internal motivation.

4. Then finally, they should discuss and prioritize the motivators based on what they think 

the most common reasons are for being motivated to do a great job at work. This will 

create some good discussion and they will see that their own ideas and opinions may 

differ, but they should try to pick out the top 3 that they think most people would say 

motivates them the most to do well at work.
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iii.  When they have finished, bring everyone back together and check the answers for the 

positive/negative and internal/external of each card. Encourage a debate over whether 

one type of motivation is better than another. There is an answer key for you after the 

motivator cards in the annex.

iv.  Finally have each group state their top 3. Again encourage some debate and discussion 

if their answers varied. Encourage each coach to think of their own #1 reason and have 

them vote. See if the winning answer matches what the groups thought.

v.  To end this activity, you should clarify that there is no one right way to be motivating. 

It depends per person, but in general positive and internal (another word is intrinsic) 

motivators are usually best, although, it can be difficult as not everyone is internally 

motivated for each thing they do in life. Ask coaches these final reflection questions:

• What is the best way to motivate a young person? Why?

• What answers do you expect to receive from youth about why they are motivated to 

commit to this programme?

• Do you think their reasons will be more positively or negatively focused? Do you think 

their reasons will be more internally or externally focused?

2. DEALING WITH SETBACKS- WHAT IF THE TRACK THEY CHOOSE ISN’T RIGHT? 
(20-45 MINUTES)
a.  Coaches briefly focused on setbacks and dropping out during Module 1 when looking at the 

Life Cycle of the Youth/Coach Relationship. Explain to coaches that it can happen that during 

this intake session with youth, they will find that some are very sure that they want to go into 

entrepreneurship or employment but that their motivation assessment, intake assessment 

and/or your impressions show that the other track would be better for them. Although this 

coaching session is not where youth are making a final decision, soon enough they will be. 

How can coaches deal with this and have a conversation with youth that is constructive?

b.  Divide coaches into pairs. Assign one to be the youth and the other to be the coach. Using this 

exact scenario, ask them to take a few minutes to act out a role play of this situation. After a 

few minutes, ask a volunteer team to come up and act out their role play for the whole group.

c.  Ask coaches, what did they see and hear that the coach in the role play did well? How did 

the “youth” react? Can they imagine other ways that the youth might react? What should the 

coach do if the youth really disagrees?

d.  Place coaches into small groups and give each a piece of paper and a pen. Based on what they 

observed, learned and reflected on, ask each group to write down a list of 5 steps/guidelines 

that they should take or follow if they are in this situation. Explain that this will be useful during 

the interviewing process and internship follow up coaching sessions that they will have with 

youth as well. That is because there are many times during this programme where youth could 

encounter setbacks or be at conflict with someone else’s perception of themselves.

e.  Ask coaches to think of their list as a set of “Do’s” when encountering a situation like this.

f.  Have all groups share in front of all coaches and create a master list together on a flipchart. 

Some good examples are:

i. Listen carefully to the youth’s opinions, reasons and feelings

ii. Reassess your own opinion

iii. Give them concrete examples and evidence about your opinion

iv. Disagree in a constructive and kind way, giving advice and encouragement

v. Stay objective and list observations, don’t make it personal

vi.  Phrase things in a positive way: “Your skills are better matched to be an entrepreneur” 

instead of “you would not be a good employee”.
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MODULE FOUR:  
SETTING GOALS &  
COMMUNICATING STRENGTHS

  DURATION
3.5 HOURS

  MODULE OBJECTIVES
• Gain competency in the SMART Goal Setting methodology and understand importance of 

setting good goals

• Learn how to notice and encourage assertive communication

• Gain competency in SWOT and PEST analyses: recognizing strengths and anticipating obstacles

• Learn how to facilitate Coaching Session 2

  MATERIALS NEEDED
• Flipchart, marker

• Paper, pens

• Ball

• Set of Core of Life Skills curriculum

  PREPARATION NOTES
• Review and understand the SMART Goals method

• Review and understand the SWOT and PEST analyses

• Prepare in advance a blank SWOT chart on the flipchart

• It’s important that you understand Coaching Session 2 fully

COACHING HANDBOOK SESSION 2:  
GOAL SETTING & STRENGTHS AUDIT

1. SMART GOAL SETTING (30 MINUTES)
a.  As the coaches will see, youth will have covered goal setting in one of their training sessions 

and it is important for youth to identify and clarify their goals to be able to make their track 

decision, complete their SWOT and PEST analyses (to be discussed later in this module) and to 

be successful in their future work goals.

b.  One popular method for making sure that the goals we set are achievable is through the 

SMART method. Ask coaches to open to the annex of their Coaching Handbook. There they 

will find an image explaining the SMART goals method.
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c.  Without giving any explanation yet, divide the group into 5 smaller groups. Assign one part of 

the model to each group (so one group will be the S, one the M, one the A etc.). Each group 

needs to read about their part of the goal-setting technique and come up with examples of 

what this means. They will need to teach it back to everyone else. When they are ready, ask 

for one volunteer per group to teach their element to everyone else. Go in order of the chart. 

They should not read the information to everyone. Help guide and correct as needed.

d.  Now that they have seen the whole model, in their same small groups, encourage them to 

look at the entire model. Ask them to brainstorm what kind of goals the youth are going to 

have. Most likely coaches will start with generic goals. That is part of the process. After they 

have come up with a few goals they think youth will have, ask them to choose one. With their 

group members, they should write out the goal fully making sure it meets every standard of 

the SMART method. The prompt questions in the diagram are very helpful.

e.  Ask one member from each group to come and write this full goal on the flipchart. After 

each person has written a goal, ask the entire group to give feedback. Are all of the goals 

representative of what the youth will be thinking? Do they all meet the standards of the SMART 

method? You may need to guide them as such:

i. i. Read one goal.

ii. Ask: is it specific? Does it clearly focus on just one thing?

iii.  Ask: is it measurable? How will they know they have succeeded at the goal?How could 

they measure its success?

iv. Ask: is it attainable? Within the time frame and skill level, is the goal achievable?

v. Ask: is it relevant? Is this goal actually important at this stage?

vi. Ask: is it time-bound? Is there a time frame stated?

2.  UNDERSTANDING SESSION 2 OF COACHING HANDBOOK: STRENGTHS AND 
SKILLS (1.5 HOURS)

a.  Coaching Session 2 is focused on decision making, setting goals and doing a self-analysis of 

skills and strengths. Ask coaches to open their Coaching Handbooks to Session 2 and do the 

following:

i.  Review the name of the Coaching Session

ii.  Review the time period which they will be expected to meet with youth (explain that this 

could vary depending on the programme)

iii.  Read the checklist together

b.  Begin to read the Tasks and Goals and address each one as laid out below.

i.  Reviewing curriculum. Give coaches some time to look at the Core Life Skills curriculum 

sessions 1-9 found in the annex of their handbook. They will do an activity from lesson 6 

later in this module. The most important lessons for the coaches to understand are 4 and 

7-9. The entire list of lessons are:

1. What Brings Us Here? Introduction and Overviews

2. Personal Understanding and Exploration

3. Motivational Speakers

4. Setting My Own Goals

5. Critical Thinking and Problem Solving

6. Communication Skills

7. Enterprise or Employment

8. Put Yourself Out There

9. The Pitch

ii.  Questions. See if coaches have any questions about the curriculum and about how they 
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would approach the facilitator to find out how the youth are performing. A goal of the 

coaches’ is to help guide the youth into the right track, so feedback from the facilitator is 

also very important. Make sure they understand that they will need to write a simple letter 

recommending and confirming the choice of track for the youth and place that into the 

Personal Youth File.

iii.  The main purpose of this coaching session with youth is to help them feel good about 

their decision on which track to follow after going through a series of self-assessment 

activities.

iv.  SWOT Analysis: what is a SWOT? This is a self-assessment that anyone can do and it 

usually focuses on a specific goal. It stands for Strengths, Weaknesses, Opportunities, and 

Threats. There is a very clear set of instructions in the Coaching Handbook on how to carry 

out a SWOT. As they’ve already determined, for youth, the goal is starting a business or 

finding a good job.

1.  After reading through all the instructions and elements of a SWOT, ask coaches to 

think of one professional goal that they personally have right now. They should use the 

SMART method to make sure their own goal is a good example. With this goal in mind, 

they should complete the SWOT analysis for themselves. To avoid spending too long 

on this, encourage them to put just two items per box. Encourage them to consider 

the prompt questions found in the instructions.

2.  While they are doing this, draw a large, empty SWOT analysis on the flipchart. When 

they have finished, ask for several volunteers to come up and write one answer into 

any of the boxes. Try to get three or four items per box. These will all speak to different 

goals, but it is good for coaches to see a variety of answers. Let everyone come up to 

read them or read them out loud. Fix anything that is not in the correct place.

3.  This will be used later on to help youth recognize their skills and identify good 

opportunities for themselves.

iv.  PEST Analysis. What is a PEST analysis? This is similar to the SWOT in structure, but it 

focuses more on external factors that could hold participants back from being able to 

succeed. So think of it as more of a continuation of the Threats section of the SWOT, but 

externally focused.

1. Thinking about the same goal coaches used for their SWOT, read the instructions of 

the PEST and have them also complete this using the prompt questions. Again, they 

can place just one or two items per box.

2. When complete, place coaches in pairs and have them share their PEST Analysis with 

their partner.

3. While still in pairs, ask coaches to think specifically about the opportunities and threats 

they wrote in both of the analyses. What kind of additional goals or learning objectives 

could they set for themselves based on the new reflection? Encourage partners to 

guide and give advice. This is something that they will have to do with youth.

iv.  Skills Audit. The final step of this coaching session will be for coaches to open up the 

Personal Development Plan with the youth and help them to complete phase one of the 

Skills Audit. Ask a volunteer to read the instructions for completing the skills audit. Ask 

all coaches to go to the annex of their Coaching Handbook and look at the Skills Audit 

document.

1. Lead a brainstorming session on what skills they think youth might identify. Remind 

them that they will have a lot more information to go on once they know the 

outcomes of the analyses and the youth’s track choice.

2. Make sure they understand the ranking system. There is a place for up to 16 skills/
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competencies. They will not need to have youth give so many. They can take questions 

from the intake assessment as well. 

A good recommendation is at least 8. The youth and coach will go through each of 

these necessary skills/competencies and using the ranking system, the youth will 

consider how they feel at this moment about their success with each skill. That ranking 

will go into the “Now” column.

SHORT BREAK (15 MINUTES)

EFFECTIVE COMMUNICATION AND ANTICIPATING CHALLENGES

1. COMMUNICATION (45 MINUTES)
a.  This next activity will tie into Module 3 and relates to Coaching Session 2. Tell coaches that by 

the end of the day, they should feel confident carrying out the first two coaching sessions with 

youth. In Coaching Session 2, coaches are working with youth to help uncover their skill sets 

and strengths. One major strength in a work environment is good communication. This also 

applies in the role as a coach.

b.  Let coaches know that you are going to guide them in some communication style activities 

that come from the Core Life Skills training manual. So these activities are exactly the same as 

what participants will do with their facilitator in lesson 6. Carry out the below: 

Communication Styles Lesson 

Give coaches a piece of paper to answer the following survey questions. Explain that you will read 

out five different questions. After each question you will give them 30 seconds to reflect before 

they make a note of their answer which will be either a, b or c. Reassure them that this is not a test 

and that there are no ‘right’ or ‘wrong’ answers, it is simply a survey to help them to determine their 

own communication preferences.
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1. Three months ago your uncle mentioned that he had some work for you to do, but 

you haven’t heard anything from him since then. You have called once to check on 

it but he was busy and said he would call you back. He didn’t. Do you:
a. Decide to forget about it and not ask again?

b.  Call him again, once or twice, until you can get a real answer about the potential work 

opportunity?

c.  Call him again once and tell him that he was inconsiderate to not have followed through 

on his offer?

2. A colleague who was rude to you while working together on a previous project has 

asked to work with you again on a new project because the boss gave you public 

credit for doing a great job before. Do you:
a.  Say yes to them and partner again on a new project because, who knows, maybe they 

have changed?

b.  Explain that you are uncomfortable working with them again because you feel it did not 

go very well the last time?

c. Tell them: “no.”?

3. [Imagine when you were a student] You have decided that you want to further your 

studies. Your mother says that you must find a job to earn money. Do you:
a. Give up on your studies and look for a job because she says you must?

b. Talk to her about why it is important to get an education?

c. Argue with your mother?

4. You and a friend had both been trying to get a job at the same place. They got the 

job and you didn’t. They are having a small party to celebrate and they asked you to 

organize the party. Do you:
a. Say yes and plan the party because you do not want to disappoint your friend?

b.  Explain to your friend why you do not want to plan the party but explain that you are 

happy to attend?

c. Tell them how rude and insensitive they are to even ask you to do this?

5. Your colleague is always late on a specific day that you are both always responsible 

for an important task. This means you always start alone and do a lot of the 

preparation before he or she arrives. No one but you is aware of this problem. Do 

you:
a. Ignore it or start coming in very late yourself?

b.  Talk to her/him about this problem the next time it happens and explain why it is 

frustrating for you?

c. Call and confront them later in the day telling them how disrespectful they are?

Make sure that all coaches have chosen just one answer per question. Use the notes below to 

explain what behaviours a, b and c represent. To do this, coaches will have to first check to see 

which letter answer they gave the most. Read the results to them and ask for coaches to say 

whether they were more “A”, “B” or “C”.
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If you answered mostly ‘a’;
You respond to situations in a passive way. You do not assert your own rights and needs. You 

put others before you and give in to what they want. You also remain silent when something 

bothers you.

If you answered mostly ‘b’:
You respond to situations in an assertive way. You stand up for your rights without putting 

down others. You respect yourself as well as other people. You are confident but not pushy. 

You talk about your feelings. You are able to communicate well.

If you responded mostly ‘c’:
You respond to situations in an aggressive way. You stand up for your rights without thinking 

about the other person. You hurt others and you often do not talk about your feelings.

THE PAA BEHAVIOURS
Passive: Not active. A passive person rarely expresses or shows her or his feelings and 

wishes. Mostly “A” answers.

Assertive: Strong and confident. As assertive person says what s/he wants and feels in a 

respectful way. Mostly “B” answers.

Aggressive: Rude and forceful. An aggressive person shouts and puts others down. S/he is 

someone verbally or physically violent. Mostly “C” answers.

Suggest that most people behave either aggressively or passively, but seldom assertively.

Although there are situations where we all react in different ways, and potentially can react in any 

of the three listed above, it is important that we are aware of our own communication behaviour 

tendencies and practice assertive behaviour so that we can negotiate for things that we want, and 

not be bullied or influenced by others.

c.  Now transition into connecting this activity with their role as a coach and understanding how 

to help their youth become more assertive. Lead a whole group discussion or allow coaches to 

talk in smaller groups:

• Were they surprised by their own answers? Do they agree that an assertive communication 

style is usually best?

• Did this help them to be more aware of how difficult problem solving and conflict resolution 

can be, especially with youth?

• Did it help them to consider how they would better communicate with youth and 

encourage them in how to communicate in interviews and at their internship?

• Why is good communication such a strength and skill?

2. POTENTIAL OBSTACLES FOR YOUTH (30 MINUTES)
a.  Encouraging youth to be confident and more assertive will help them as they encounter the 

elements that they identify as challenges in their SWOT and PEST analyses. And as discussed at 

the end of Module 3, they will most likely encounter setbacks along their paths.

b.  To finish this module, explain the purpose to the coaches and end with an exercise that will 

help them to understand what challenges youth are going to face and what approaches they 

could take to help them.
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c.  The best way to help coaches to think of good ideas for the obstacles youth will face is to 

return to the PEST analysis and think about it from the perspective of the youth. Give them 5 

minutes to look at the prompt questions for the PEST and consider what kind of difficulties 

youth will have.

d.  Take out the ball and throw it to one coach. As each coach catches the ball, they need to state 

one obstacle a youth might face. Write each one on a flip chart. They will have to toss the ball 

around a bit slowly so that you have time to write. They should not repeat ideas. The number 

of ideas you should collect should equal half the number of coaches you have in the training 

(example: If you have 20 coaches, you need 10 ideas. If you have very few coaches in the 

training, then try to match the number of ideas to the number of coaches or double it).

e.  Ask all coaches to stand up in a line. Divide the group in half and have one half come to stand 

face to face with the other group. Now you have two equal lines facing each other. You may 

need to create a group of three or participate yourself if there is an odd number of coaches. 

Tell one line that they are the youth with the obstacle and the other group that they are the 

coach. Assign a different obstacle to each pair. Give them a few minutes to act it out: stating 

the problem and giving advice. If you had extra ideas, you can have them switch roles and do 

another obstacle scenario.

f.  Have everyone return to their seats and go through the obstacles one by one, hearing the 

advice that was given. This is the moment for coaches to use each other’s creativity and 

knowledge to better deal with these setbacks for youth and use productive methods for 

keeping them in the programme. Give them the training centre’s opinion as well on how to 

help or what can be done for youth at risk of dropping out.
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MODULE FIVE:  
INTERNSHIPS

  DURATION
2.5 Hours (with option of extending two to three more hours for a “get out and network” activity)

  MODULE OBJECTIVES
• Share knowledge on workplaces that would be good and open to internships

• Learn how to network

• Think creatively about a business network which could provide internships

• Gain competency in changing perception surrounding internships

  MATERIALS NEEDED
• Flipchart, marker

• Paper, pens

  PREPARATION NOTES
• Make a clear plan for this module. Since there is some flexibility with there being 9 modules in 

5 days, this could take up an entire day if coaches really need it. This module will require a lot 

of contextualization and brainstorming for your current, local situation. It also requires some 

participation from people besides you and the coaches if you take the optional extension 

activities. The timing is very flexible for this module.

• Review the community mapping of businesses activity in advance as the instructions are 

somewhat complicated.

• Review the Checklist for Brokering/Promoting Internships from the Coaching Handbook annex 

in advance and add anything you feel is missing.

•  Think of your own network and that of the training centre’s in advance so that you can be more 

helpful in your guidance of where coaches can go to broker internships.

UNDERSTANDING AND PROMOTING INTERNSHIPS

1. COMMUNITY MAPPING OF BUSINESSES ACTIVITY & BRAINSTORMING ON 
INTERNSHIP BENEFITS (75-90 MINUTES)
a.  In one of the youth training sessions, a community mapping exercise is carried out which 

gets youth to think about what kind of work people in their immediate community are doing. 

This leads them into a networking activity and expands their perspective on job opportunities. 

Explain this also to the coaches and relay that you are going to lead them in a similar activity 

to help them to begin to think about how the community is organized and who potential gate 

keepers are.
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b.  Divide the whole group into three smaller groups. Have them move together to create three 

separate work stations. Give each work station a piece of paper and a few pens. Each group 

will need to draw a circle in the middle of the paper. Off of this circle they can draw several 

lines going in all directions. Anyone in the group can write an idea but they should say it out 

loud first so that they don’t write the same information twice. Each group however will be 

writing ideas for a different sector, give them 10 minutes:

i.   Group 1: They should write “large companies” in the center and list the names of any large 

companies in the local area on each of the lines. They should write the company name 

and what kind of business it is. Encourage them to think of any type of company which 

provides employment for a large number of people. This could be a flour mill, some sort 

of engineering plant, a hospital, a food processing plant, an accountant firm, a very large 

bank, etc.

ii.  Group 2: They should write “NGOs” in the center. This group will try to think of as many 

NGOs as they can which are located nearby. They should write the name and the type of 

work they do.

iii.  Group 3: They should write “employment agencies” in the center of circle. This group will 

write down the names small agencies that help match potential employees to employers 

and/or help people prepare for and find jobs.

NOTE: depending on the size of your city and the local knowledge your coaches have, you may 

need to provide time and access to the internet for them to research some of their answers. A 

good goal is for Groups 2 & 3 to have 4 or 5 examples and Group 1 to have more, around 10 

examples.

c.  After 10 to 20 minutes, ask the groups to leave the paper where it is and rotate as a group to a 

new work station.

d.  Each group should now read the ideas written down from the other group. To this paper, 

on the front if there is space or on the back, they will add three ideas about how they could 

explain the benefit of having an intern or the benefit of an internship to these companies, 

NGOs, or employment agencies. They should really try to tailor their answers to the target 

group of their paper. Give them 10 minutes to do this.

e.  Now ask everyone to stand up and shift again to the third work station. Give them 5 minutes 

to read this new paper including the examples and the three benefits. Then give them a further 

10 minutes to write down 2 ideas of how they could explain the benefits that the community 

could receive by having more youth in internships. In this task, they do not need to think about 

the target group of their paper, but just think creatively about how internships can benefit the 

community.

f.  Finally, ask the groups to shift a final time. They will now be back at their original work station. 

Give them five minutes to read all of the examples and ideas written on their paper. They will 

have had a chance to see nearly all of the ideas that each group came up with. They should 

reflect on how benefits to the company or community that other groups wrote was different 

or the same as what they thought of.

g.  Give each group 10 minutes to now also write down 3 ideas about how they could explain the 

benefits of an internship to youth.

h.  Ask a few volunteers from each group to come up and present all of the ideas on their paper. 

As you and they will see, some of the ideas they are presenting is the work of their group, while 

came from other groups. As they are presenting, they may need to ask someone from the 

appropriate group to help them explain an idea.
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i.  When finished, ask all coaches to share one thing they have learned from this activity. It 

should be something that they know will help them as they get out and start to connect with 

professionals to promote internships. If you feel that their ideas on the benefits are not strong 

enough, help to guide the discussion by giving further examples.

SHORT BREAK (10 MINUTES)

NETWORKING AND BROKERING INTERNSHIPS

1. NETWORKING PLAN (60-90 MINUTES)
a.  Lead a roundtable discussion and individual plan making exercise by going through the 

following steps.

i. Ask coaches:

1. Where are open jobs announced?

2. How can you help youth find these?

3. Do you already know of places offering internships?

4. Are these respectable places that are willing to follow the law?

5. What makes a good internship experience? [possible answers: trainees are given real 

work, there is an opportunity to learn, trainees will be welcome to learn new things 

or be involved in various aspects of the business, hours are fair, trainees are treated 

respectfully, supervisor is willing to have open/good communication with trainee and 

ideally with coach]

6. How difficult do you think it is going to be to find internships for youth?

7. What would be your first step to find internship placement opportunities?

ii.  Now ask coaches to make a networking plan. Considering the mapping activity and the 

answers they have given or heard from the above questions, ask them to write down three 

people that they are going to contact to ask about or promote internships. Next to each 

person they should write down how they will approach them. Below the list they should 

write down three ideas for what they can do, say, bring, etc. in order to get the most out of 

these networking meetings. 

iii.  From your experience or with help from the training centre, share with coaches a list of 

people or employers that have already connected to the organization and would provide 

or have provided good internship experiences.

iv.  Ask coaches to turn to the annex of their coaching handbook: Annex D Internship 

Brokering Communication Checklist. Guide coaches through the checklist of what 

they should include in an email or letter to a potential internship partner along with the 

corresponding tips and things to avoid when reaching out (in any form). Encourage them 

to use this checklist as a guide for getting in contact, promoting internships, and clarifying 

the expectations you have of the supervisor/employer. This is a key step in broadening the 

internship opportunity network for youth as well as to establishing good internships and 

good relationships with employers from the very beginning.

1. Give coaches 20 to 30 minutes to write down an example email or letter which checks 

all the boxes of the checklist.

2. Place them into small groups and have them switch papers with each other. Encourage 

coaches to provide a critique to other coaches about what they’ve written. Point out 

that this is also a useful exercise as they will need to assess the written work of youth in 

a similar way.

3. When they’ve finished editing each other’s papers, each person should get their 
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original letter back and review it. Encourage them to talk to one another to clarify the 

feedback.

4. Allow another 10 minutes for them to rewrite these. Ask for a few volunteers to share 

and provide feedback. Depending on how you are finishing this module, it would be a 

good idea to collect and review all of them so that each coach will get your personal 

feedback before the end of the training week.

v. For a final activity, tell coaches that they have 5 minutes to prepare a pitch.

1. This simulates the pitches that youth have to do during their training programme. 

Explain that this pitch will be a one to two minute compelling summary of this 

programme, the benefit of internships for employers and the benefit and impact it will 

have on youth. They need to imagine that they are speaking to prospective employers 

and need to “sell” them on the idea of providing internships in this one to two minute 

presentation.

2. After they have had time to prepare, start selecting coaches at random. Keep an eye 

on the time and cut coaches off if they go over. Explain that you are being strict on 

time because in networking, they only get a minute or two to make a good and strong 

impression. It’s also important to learn how to be clear and concise when pitching an 

idea.

3. Provide any final feedback as necessary once you’ve heard all pitches. If you have a 

very large group you may want to divide them in half and just transition back and forth 

to hear as many pitches as you can.

2. OPTIONAL: GET OUT AND NETWORK (2 TO 3 HOURS)
a.  If you have time in your training schedule, encourage coaches to actually begin taking action 

to broker internships. Here are a few “get out of the room” options. 

i.  Making contact via email or phone to potential employers. IMPORTANT: Ask them to first 

coordinate with one another so that they do not approach the same employers.

1. They could take a few extra hours to send out this correspondence, and ideally, if they 

already have some strong connections that would not require a formal appointment, 

they could go to meet in person and give their pitch which they have practiced.

ii.   Internship interest survey. Have coaches make a list of probable, smaller employers and 

then divide it up and assign some to each pair of coaches. With their partner, they should 

create a small survey which will ask these smaller companies about their knowledge of and 

interest in internships/ giving placements.

1. They should then go out with their list, their partner and their survey to do an 

assessment of what level of opportunity there is with these other potential employers.

b.  You could also divide up the coaches and have them work on both of the above options.

c.  When they’ve finished/returned, lead a group discussion so that everyone can share their 

experiences and what they’ve learned.

Note: Tell coaches to bring in a copy of their own CV for the next module (in

print or digital form is fine)
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MODULE SIX:  
APPLYING AND INTERVIEWING 
FORINTERNSHIPS

  DURATION
3.5 HOURS

  MODULE OBJECTIVES
• Gain an understanding of writing good job application letters

• Gain an understanding of writing a good CV

• Build competency in evaluating letters and CVs of youth

• Build competency in carrying out interview practice with you

• Learn time management tips

  MATERIALS NEEDED
• Paper, pens, tape

• Coaches need to have a copy of their CV with them

  PREPARATION NOTES
• Review Sessions 3A and 4A of Coaching Handbook fully before training session

• From the annex, make sure coaches will be able to view the Job Application Letter Sample for 

an activity (place it in a slide, on a projector, or make copies).

• Be prepared with more examples of Learning Objectives they might set with youth. One 

example is provided in the lesson plan.

COACHING HANDBOOK SESSION 3A: JOB PREPARATION

1.  SESSION 3A OF COACHING HANDBOOK: JOB APPLICATION PREPARATION  
(1.5 HOURS)

a.  Coaching Session 3A is focused on helping youth further with their CVs, job applications and 

cover letters. Do the following:

i.  Review the name of the Coaching Session

ii.  Review the time period which they will be expected to meet with youth (explain that this 

could vary depending on the programme)

iii.  Read the checklist together (this won’t make much sense to them yet, but it is good for 

them to see all the tasks which have to be completed, in an organized format, and show 

them how they can use it to mark their own progress and completion)
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b.  Explain to coaches that before they meet with youth, they’ll need to use what they have 

learned in Module 5 of this training about finding and brokering internships to know where 

to help youth apply. It is also recommended to review some of the Employability curriculum 

lessons (found in the annex of the Coaching Handbook). Those recommended are:

5. Job Search

6. Making a Good Impression

7. Communication Skills

8. CV Writing

9. Job Interview

c.  If time, you can review some of the curriculum in this training, but mostly they should do this 

on their own later and ask questions in the next training day.

d.  Have a volunteer begin reading the tasks and goals of Coaching Session 3A. Follow the below 

lessons to practice more with some of the tasks.

i.  Identifying places to apply. Using the preferences that youth have identified and the 

contacts that the coaches have, they will make a short list of places where the youth can 

apply and help them to understand what they need to submit, how, and when for each 

opportunity. Youth need to PICK AT LEAST 3 to apply to.

ii.  Job Application Letters. Ask coaches to turn to the Recommendations for Job Application 

Letters page of their handbook. There are also examples of good and bad letters in the 

youth’s training Session 7 of the Employability curriculum. Read the list of criteria together. 

The youth may or may not already have one application letter for the coach to review. 

Ideally they will and should just adapt it for each of the 3 places they want to apply. 

Regardless, by the end of the coaching session, coaches will need to be able to review one 

letter the youth has written. 

1. Assessing the letters using rubric. Rubrics are another form of assessment. It is 

important that youth know what they are being judged on, so they should see the 

rubric at some point. They should also be given the chance to do revisions. Ask 

coaches to find the Application/Cover Letter Rubric in their Coaching Handbook. 

These are quite simple once they have been explained. Your group of coaches may 

need more time to fully understand it though if they haven’t used one before. The 

rubric has 4 criteria and three options for scores within each one. The coaches will 

choose one score per criteria based on how well the letter matches the description of 

each score. They will also make comments and then total the scores. The higher the 

score, the better the letter.

2. Show coaches the example of a Job Application Letter found in the annex of this 

training manual. They will work in small groups to assess it. To do this, divide the 

coaches into groups of three or four and make sure each group has access to view the 

sample Job Application Letter and are looking at the Rubric in their handbook. They 

can use pencil or write their scores and comments on a separate piece of paper. They 

should work together to assess and score the sample letter.

3. When finished, ask the groups to share their final scores and comments. Encourage 

debate if their scores are very different. Remind them to use the recommended 

checklist as well to make sure it meets standards. Provide guidance and correction as 

necessary. After this, coaches should feel confident to provide feedback to youth on 

their letters.

iii. CV writing. At this point, youth should have at least a rough draft of their CV.

1. Review with coaches the CV Template with Instructions in their coaching handbook. 

Clarify with coaches that this is a good example. Give them time to look at all the tips 

and consider if they have any questions.
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2. Next review the CV Rubric in their handbook. There are instructions in the handbook 

about how to complete it. It is similar to the Job Application Letter rubric, but this time 

they will circle the box that best matches their ranking for each criteria. There are 5 

criteria and 4 measurements. They will total the number of answers per measurement 

and the one with the most times marked represents their overall outcome.

3. Tell coaches, that just as with the application letters, they should show the rubric to 

youth so that they know how they are being assessed. They should also be given the 

chance to revise.

4. Ask coaches to take out their own CVs which they were requested to bring. They 

should compare their CV to the example in the handbook and assess their CV against 

the rubric. When finished, ask:

• How did your CV measure up?

• Do you find it difficult to create a good CV?

• Do you feel more confident now to assess those of the youth?

• How will the youth’s CVs differ from yours?

iv.  Skills Audit. Before the end of the coaching session, coaches will need to return to the 

Skills Audit again with youth and add any further skills and competencies that youth now 

know they will need. They should remember to rank those newly added ones, again under 

the “now” column.

v.  Logistics. Check that coaches understand that this process could take longer than one 

session. They probably don’t have time to watch youth write and revise and apply for 

internships. Youth will have to do much of this at home. It might also take time to find 

multiple internships to apply for. Remind coaches that all of these assessments and 

documents need to be placed in the youth’s personal file.

SHORT BREAK (15 MINUTES)

COACHING HANDBOOK SESSION 4A: INTERVIEWING

1. MOCK INTERVIEW PRACTICE (45 MINUTES)
a.  It has already been recommended that coaches review the entire lesson plan from 

Employability Session 9: Interviewing. This ties into the 4th meeting they will have with 

youth. It is important that coaches have a solid understanding of good interview skills and 

preparation. You will be using part of the youth’s lesson plan for teaching coaches in this 

module. This way they can see what youth have done in their learning session and can help 

them to practice more.

Interview Activity

1. Read the following scenario to the coaches. Tell them that they are going to hear a story 

about a youth who is applying for a job. As you read it, they should take notes on anything that 

represents good or bad habits/time management skills. 

Scenario

Peter has an interview scheduled on Monday at 9am. To get to the interview it will take him

an hour. The weather forecast for Monday morning is rainy but it will get hot later in the day. 

Whenever it is raining, there is heavy traffic and buses usually run late. For the interview, the 

company asked Peter to complete a short application form and bring it with him. On Sunday early 

evening, when he was about to start preparing for the interview and fill out the
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form the company had requested him to complete, he received an invitation from a friend, inviting 

him to a surprise birthday party for another friend. The party was to start at 9pm. Peter spent one 

hour reviewing information about the company and thinking through how he would answer a few 

of the interview questions. He decided to do the form in the morning. Then he left for the party. 

The party was great and he only managed to get back home at about 3am in the morning. Peter set 

his alarm clock for 7am, but slept instead until 7:30am. He dressed very professionally and hurried 

out the door at ten minutes before 8am. He managed to get to the interview at 9:05am but realized 

he had forgotten the form at home.

2. Ask coaches the following questions:

• What did Peter do right in preparation for the interview? [answers: spent one hour preparing, 

considered his timing for arrival, left a bit early, and dressed professionally]

• What are the things that Peter should not have done? [answers: not have arrived home so 

late, should not have gone to the party perhaps]

• What should have Peter done differently? [answers: prepared more the evening before, filled 

out the form the evening before, gotten a good night’s sleep, woken up and left earlier in 

the morning]

3. Let as many volunteers as possible give answers to the above questions as you ask each one. 

Encourage discussion. Ask coaches to be honest and raise their hand if they have done or 

could see themselves doing something like Peter. Remind them that even though it can be 

difficult, being prepared and responsible is very important in the workplace and especially at an 

interview. This is something important to have the youth understand.

4. Ask coaches to turn to Session 4A of their coaching handbook. They should go to the second 

part, titled Interview Questions. Remind them that these have come out of the youth’s learning 

session, so the youth will have seen these same questions already.

5. To get practice in leading a mock interview, coaches will now pair up and practice asking and 

answering the common interview questions from the chart. The good thing about the chart is 

that it also has guidance on how best to answer.

6. Place coaches into pairs. Give them a few minutes to a) read over the questions and choose 

3 or 4 that they think are best and b) think of a specific job that they could be applying for. In 

each pair, one will be the interviewer for 5 minutes and then they will switch. This should give 

them time to ask and answer about 3 questions each.

7. The interviewee should say which job they are applying for. This helps make the scenario more 

real.

8. When finished, lead a group discussion asking coaches:

 a.   What was the most difficult question to answer? Why do you think that was? How do you 

think youth would handle that question?

 b.  What advice can you give youth on how to prepare better?

 c.  What can youth do if you can’t think of a good answer?

 d.   What should the goal be for each interview answer? [answer: be honest, be positive, refer 

back to your CV and highlight a relevant skill from your experience and achievements as 

much as you can]

 e.  What can youth do at the end of the interview to leave a good impression? [answer: ask 

questions/ask for the next steps/thank them properly]

  f. How could you do this activity better or different when you do it with youth?
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2.  UNDERSTANDING SESSION 4A OF COACHING HANDBOOK: INTERVIEW 
PREPARATION (45 MINUTES- 1 HOUR)

a.  Coaching Session 4A is focused on helping prepare and do well in interviews. Have coaches 

go to the beginning of Coaching Session 4A in their handbook.

i. Review the name of the Coaching Session

ii.  Review the time period which they will be expected to meet with youth (explain that this 

could vary depending on the programme)

iii.   Read the checklist together

b.  Point out that this meeting may also occur at different times due to the nature of applying and 

interviewing scheduling.

c.  Begin reading the tasks and goals for this meeting. Ask different volunteers to read the bullet 

points. Below are extra activities or clarification for some tasks:

i.  Mock interviews. Remind coaches to use what they learned in the previous activity to carry 

out the same with youth.

ii.  Attending interviews. Coaches will have to maintain good communication with youth 

and internship providers to make sure that they know about and can attend two of the 

interviews with youth as a mentor. Ask coaches to turn to the Interview Report Form in the 

coaching handbook. Review the form with them so that they understand what all they will 

need to fill in during the interviews. It is a simple form with basic information at the top, 

a check of basic behavior and performance, and a short summary of a few questions and 

overall feedback of how the interview went. These should go into the youth’s personal file.

iii.  Accepting an internship. Explain to coaches that once they finally hear that a youth has 

been accepted for an internship, they should contact the supervisor to see if the business 

will be doing an internship agreement with the youth. If yes, they should ask for a copy and 

compare it to the Internship Agreement Letter Checklist found in the handbook (review 

that checklist with them now). If there is not a letter, they should write one based on the 

checklist. Everyone should get a copy of this letter and a copy should go in the youth’s 

personal file. 

iv.  Setting learning objectives. Coaches should meet with youth before their first day 

and bring out the youth’s PDP and review all of their assessments to help set learning 

objectives.

1. Ask coaches to go to the annex of the handbook and look at the Learning Objectives 

for First Month of Internship form.

2. Ask coaches to think about the skills they thought youth might list (these are ideas they 

already brainstormed on from an earlier training module).

3. Ask the group to pick out four skills/competencies that youth might currently rank 

themselves as not being very good at. Write one per piece of paper (you will have 4 

total). Place one paper on each wall throughout the classroom. Instruct coaches to 

get up with a pen and walk around and add a possible learning objective that relates to 

that skill goal. Example: if they list a skill as ‘computer skills’, then a learning objective 

for the first month of the internship would be to learn computer basics including 

typing, email and document creation. It’s not practical to have everyone write on all of 

the papers, so ask them to just add to two papers.

4. Take down the pages and review what learning objectives were suggested. Encourage 

discussion and debate if there is confusion or disagreement.
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MODULE SEVEN:  
EVALUATING BUSINESS IDEA  
& PLANNING

  DURATION
2 - 2.5 HOURS

  MODULE OBJECTIVES
• Become more comfortable leading sessions on enterprise

• Gain competency in evaluating business ideas and developing a business plan

• Understand the tools used in the enterprise component of the Coaching Handbook.

  MATERIALS NEEDED
• Paper, pens

• Flipchart, marker

  PREPARATION NOTES
• Prepare charts in advance with the Business Idea Criteria Ranking, SWOT Analysis, Business Plan 

and The High Five Pitch.

• Fully review Coaching Handbook Sessions 3B & 4B in advance.

COACHING HANDBOOK SESSION 3B:  
EVALUATING YOUR BUSINESS IDEA

1.  BUSINESS IDEA CRITERIA RANKING AND SWOT FOR BUSINESS IDEA  
(60 – 75 MINS)

a.  In this module, coaches will become better able to assist with the entrepreneurship 

components of the programme. As some coaches may not have an entrepreneurial 

background, this module will allow them to gain the competency to work with the tools of 

the enterprise sessions, allowing them to assist the youth with business idea evaluation and 

planning.

b.  Have coaches look at Business Idea Evaluation Rubric and SWOT for Business Idea in Session 

3B.

c.  After they’ve quickly reviewed these tools on their own, put coaches into pairs for a quick 

brainstorming activity.
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i. Ask them to think about what factors they consider when buying a pair of jeans.

ii.  After they’ve brainstormed in pairs, ask them for their answers, making note of each 

answer as they provide them (answers will most likely include price, quality, brand/

reputation, fit, etc.).

iii.  Explain that these factors are the criteria that you use to evaluate the product. Businesses 

also need to have criteria to evaluate their idea and determine if it is a good idea or a bad 

idea.

iv.  Next, present three different types of jean brands. Ask them to use their criteria to assess 

which of the three they would buy.

d.  Afterwards, put participants into small groups of 3 or 4.

e.  Assign all groups the same product to work with as a business (i.e. mango juice, or any type of 

product that is typical in your community).

i.  Using the Business Idea Evaluation tool and the SWOT analysis, they should consider all the 

factors to make their product the best one in the market.

ii.  Explain that they will work within their groups to plan their business, and present it as if 

they were to pitch it to an investor. Then they will all vote for the best one.

iii.  Draw their attention to Session 4B: Business Planning.

COACHING HANDBOOK SESSION 4B: BUSINESS PLANNING

1. BUSINESS PLANS AND ELEVATOR PITCHES (60 – 75 MINS)
a.  Explain to the coaches that this part of the exercise will help them to become more 

comfortable thinking about all the stages they will need to go through to help youth design 

their enterprises.

b.  Next, emphasize the importance of business planning. Effective business planning is essential 

to a business’ success. It may be a lot of work in the beginning but it will be helpful in the long-

run.

c.  Direct coaches to look at the Business Plan Components in Session 4B and go through each 

component with them.

d.  Then in their groups, they should do the following:

i.  Complete the business plan template for their business, filling in all six components. Just a 

few sentences for each point is okay.

ii.  Determine each group member’s role in the business plan.

iii.  Next, have them look at the High Five Pitch.

1. Ask the coaches if they are familiar with the term Elevator Pitches. 

Explain that an elevator pitch is a quick statement or description of a business idea, 

service or company, that is expressed briefly so that the listener has a clear idea of the 

enterprise.

2. Go through the five steps of The High Five Pitch.

3. Afterwards, give the coaches some time to write and practice their pitches.

4. Have them look at the Tips for Presenting an Elevator Pitch. The coaches should be 

aware of these points and implement them in their presentation. Additionally, they 

will have to use these tips later on to advise the youth when it comes time for them to 

present.

e.  Once the groups have worked sufficiently on their business planning and preparing their 

elevator pitches, start with the presentations. Remind them that they should pretend that they 

are presenting to an investor.
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f.  Allow each group to present their pitch.

g.  After all the groups have presented, have the coaches vote for which presentation/business 

plan was the best one.

h.  Count the votes and announce the winner.

i.  Ask the coaches: What made you think that that group was the best? Ask them to be specific: 

What made them stand out?

j.  Afterwards, have the coaches look at the tools they used, and in their groups, have them think 

about how they will provide guidance to the youth on the development of their enterprises. 

Explain that the tools and assessments they looked at today are important for the coaches to 

use to help the youth with the enterprise sessions.

k.  Ask the coaches: Now that you have experienced how these sessions work, do you feel more 

comfortable assisting the youth with their enterprises?

l.  Listen to their feedback and clarify any questions, concerns or uncertainty the coaches may 

have.
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MODULE EIGHT:  
FEEDBACK AND EVALUATING 
PROGRESS

  DURATION
2.5 – 3 Hours

  MODULE OBJECTIVES
• Gain competency in best practices for giving feedback

• Learn how to anticipate and mediate difficult conversations, especially between youth and 

supervisors

• Understand importance of follow-ups and tracking skills, objectives and performance.

• Learn how to carry out on-site job performance reviews

  MATERIALS NEEDED
• Paper, pens

• tape

• Flipchart, marker

  PREPARATION NOTES
• Prepare a chart with the 4 Steps of Feedback Mediation for coaches to view (found in the lesson 

plan below)

• Write the 10 tips for Vital Conversations on a flipchart in advance (found in the lesson plan 

below)

• Plan out your timing and grouping for the feedback role play activity in advance based on your 

number of coaches

• Fully review Coaching Handbook Sessions 5 & 6 in advance. These are two of the easiest 

sessions as 6 is a repeat of 5.

GIVING AND FACILITATING FEEDBACK

2. BEST PRACTICES FOR FEEDBACK AND DIFFICULT CONVERSATIONS (1.5 HOURS)
a.  In this module, coaches are going to learn how to track the progress of their youth’s internship 

experience by understanding the instructions and assessments covered in Coaching Sessions 

5 & 6. These meetings will involve progress report meetings with youth and a supervisor at the 

employer. This could lead to difficult conversations. It is important to train coaches on best 

practices for giving and facilitating feedback.
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b.  Ask coaches to share some positive and negative experiences where they had to give feedback 

or received feedback. Ask them to be specific: how old were they, who was involved, what 

was the situation, was it a positive or negative experience, how would they have liked it to be 

different, what went well?

c.  Carry out the following activity2 on giving and facilitating feedback, especially in difficult 

conversations:

i.  Read this scenario to coaches: 

Robert is nearing the end of the first month of his internship. You have arrived for the first 

follow-up session. When you meet with the supervisor first, you learn that he or  she is not 

happy with Robert’s performance. He is missing some important skills and doesn’t always 

seem to be making a lot of effort. You then talk to Robert and find out that he thinks he is 

doing a pretty great job, although he doesn’t really like his supervisor. He said he doesn’t 

have very many tasks or sometimes they are unclear. But overall he is satisfied and feels 

that he is doing well. The supervisor has a strong personality and Robert has a more 

modest and shy personality.

ii.  Ask coaches: what could you expect then to happen during the meeting where the 

youth and supervisor are together in the meeting? Do you think it will go well if you don’t 

facilitate? Why or why not?

iii.  Mostly likely, the coaches should have answered, that it will not go well without some 

good feedback facilitation on their part. There is a conflict of perception of performance 

and in personality.

iv.  Place coaches into groups of 3 and ask them to formulate their own plan of some steps 

they could take to make sure the feedback session would be productive. Try to not to give 

them much guidance. It is okay if they aren’t sure or don’t have a lot of ideas yet. Give 

them about 5 minutes to brainstorm.

v.  Make notes of steps they mention which align with the below 4 Step 

Feedback Mediation Process. Ask coaches: What is mediation? See if they can get close to 

the definition: Mediation is the process of assisting conflicting parties to settle a dispute.

vi.  Explain that we are talking about mediation even though a conflict has technically not yet 

occurred between the youth and supervisor in our scenario. It is a method they can use 

during feedback sessions that anticipates the conflict and resolves it before it becomes a 

problem.

vii.  Share/show the 4 Steps of the Feedback Mediation Process:

2  Compiled by Peace Corps SKILLZ training programme for Grassroot Soccer: Facilitation Basics Training Guide for 

Peace Corps SKILLZ coach training. Slightly revised 21 March 2017.
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STEP 1 

Isolate the parties once conflict is predicted.
Try to find out everyone who is involved in 

the dispute and ensure that others do not get 

involved. Speak to those involved individually 

before bringing them together.

STEP 2

Gather information, define and express the 
problem.

While still separate, ask each participant what 

they think the problem is or the cause of 

an issue. Let them speak openly and do not 

guide them to certain answers. Once the 

participants are together, ask them to state 

this problem and cause to the other person. 

Ensure that they both get an opportunity 

to speak, and that they allow each other to 

speak without interruption. When finished, 

express the problem as you understand it 

and confirm that both parties have the same 

understanding.

STEP 3 

Assist in setting goals or making an action 
plan. 

Assist them to set (and agree upon) a goal(s) 

or action point(s) that would be acceptable to 

both. Do not set the goal or action points for 

them.

STEP 4 

Praise their commitment
Praise both people for their commitment 

to finding a solution that works for both. Be 

genuine.

viii.  Now that you have reviewed this four step process, clarify that the way the plan is set up, 

they will already be doing Step 1 and part of Step 2. 

Comment and encourage discussion if these steps differed from the advice they had given 

earlier.

ix.  Next, explain that while they are speaking to the youth or to the supervisor, there are some 

tips for having these vital conversations. Show these 10 Tips for Vital Conversations on a 

flipchart:

1. If you are noticing some unhappiness, make it clear that their opinions are important 

and it is necessary to be open and honest to resolve it.

2. Stay alert during the conversation, especially with the youth/ supervisor meeting 

so that you can stop and redirect the conversation if it is becoming too negative. 

Encourage and use open-ended questions.

3. Don’t take sides or place blame on anyone. Use positive language.

4. Encourage everyone, including yourself, to listen fully.

5. Ask and encourage others to ask lots of questions to clarify the situation.

6. Don’t be afraid to restate things others are saying in a clear and direct way. It is 

important to be constructive but not helpful if it is so polite that no one really 

understands the problem.

7. Ask each for what advice they could give to the other to improve the situation.

8. Ask for real, concrete examples of things that occurred so that it is clear when and 

where there was something unsatisfactory.

9. Always aim for a win-win outcome, which should come from goal setting or action 

planning together.
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10. Keep everyone honest so that the feedback is really heard and understood. You don’t 

want the issue to continue. Take good notes on the feedback form.

x.  Now put the coaches back into groups of 3 and ask them to add some details to Robert’s 

scenario. They should come up with a short role play that follows the four steps and 

incorporates the 10 tips. Give them 10 minutes to prepare and a few minutes to act it 

out. If you have a large group, you will want one group presenting to another instead of 

having each group performing in front of the whole group. Encourage the audience to 

follow along with the steps and tips to make sure that they see how the presenting group 

incorporated this advice.

d.  Tell coaches: of course not all feedback sessions are going to be negative, but the positive 

parts are always easier than the negative, that is why we have focused on the difficult 

conversations. Praise of course is very important and the youth’s strengths and achievements 

should be celebrated. Most people recommend starting and ending with praise in the 

conversation and having the more difficult feedback conversation in the middle. When giving 

praise, coaches should try to be creative:

i. Be specific about what you are praising them for

ii. Use eye contact and be genuine

iii.  Be creative and varied in the things you are praising, such as praise them for trying to be 

more assertive or taking initiative at their internship instead of just saying “you’re working 

hard.”

e. Finally, as a self-esteem building activity (and one they could use with groups of youth), guide 

them through a last fun activity on giving praise:

i. Tape a piece of paper to everyone’s back.

ii.  When you say go, coaches need to get up and walk around the room writing a compliment 

or statement of praise on the paper of as many other coaches as they have time for. 

Depending on your number of coaches, set a time limit of 5-10 minutes. Coaches should 

know enough about each other at this point to come up with at least basic compliments 

for their fellow coaches. They don’t need to write their name next to the statement. It can 

be anonymous.

iii.  When the time is up, have them all take their seats and remove the paper. Give them a few 

minutes to read what others have written about them. Go around the room and ask each 

person to say the #1 best thing that someone wrote about them.

iv.  Ask: how does it feel to receive praise? What does this do for you mood, confidence, 

overall feeling? Did the compliments you received match the advice (being specific, 

genuine, and creative/varied)?

SHORT BREAK (15 MINUTES)
 

COACHING HANDBOOK SESSION 5:  
INTERNSHIP PERFORMANCE EVALUTATIONS

1. UNDERSTANDING SESSIONS 5 OF COACHING HANDBOOK (45- 75 MINUTES)
a.  Begin with Coaching Session 5: Initial Internship Evaluation. Ask coaches to turn to this session 

in their coaching handbook and do the following:

i. Review the name of the Coaching Session

ii.  Review the time period which they will be expected to meet with youth (explain that this 

could vary depending on the programme)
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iii. Read the checklist together

b.  After the previous activity, coaches should have a pretty clear idea on the goal of this meeting 

with the youth. Ask volunteers to begin reading the Tasks and Goals instructions out loud. Do 

the following clarifying activities as you come to them:

i.  Performance Report. Ask coaches to find the internship performance report form in their 

handbooks. Give coaches a few minutes to read the form quietly so that they can process 

the information. The report is a variety of ranking and open-ended questions. Point out 

that there is a general information section at the top, then a section that they need to 

do with the supervisor, followed by a section to do with the youth, and finally a general 

comments section where they should note down how the supervisor-led feedback session 

went with the youth and any goals or action points that were established. Check for 

questions.

ii.   Personal Development Plan. Make sure coaches understand that they are constantly 

updating the ongoing version of the youth’s PDP. This is how we track progress and see 

improvement and growth (another form of assessment!). They are instructed to return to 

the Skills Audit and have youth rank themselves on their skills and competencies under the 

“1m” column. They are also instructed to return to the Learning Objectives document and 

add to and/or update it based on the results of Performance Report. This would be the last 

thing they do with the youth.

c.  Move on to Coaching Session 6: Follow Up Internship Evaluation and do the following:

i.  Review the name of the Coaching Session

ii.  Review the time period which they will be expected to meet with youth (explain that this 

could vary depending on the programme)

iii.  Read the checklist together

iv.  Have volunteers read through the Tasks and Goals, but coaches will see that this is more or 

less the same process as Coaching Session 5. Two differences: 

1.  Skills Audit. They should have youth rank themselves under the “2m” column.

2.   Learning Objectives. They should really have some updates on their Learning 

Objectives this time. There is space on the second page to add more which will most 

likely be necessary and they should be able to write down some dates that these were 

achieved.

d.  Remind coaches how important these internship evaluation sessions are. The end goal is for 

youth to genuinely improve, gain skills and competencies, achieve learning objectives and get 

good employment after the internship. For each session, they should always be focused on:

• Reflecting on what the youth has done

• What comments, rankings, objectives and goals were before

• How much they have achieved and grown and what they did that made them successful

• Notice any areas that aren’t improving and consider/give feedback to youth on how to stay 

committed and move forward

• Record everything and take good notes

• Constantly revise based on the changes the youth is experiencing

• Attempt to keep youth focused and motivated
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MODULE NINE:  
TRANSITIONING YOUTH  
& CLOSING

  DURATION
3 Hours

  MODULE OBJECTIVES
• Understanding exit evaluations

• Gaining an awareness of various youth situations and their education to work transition

• Reflect on training to formulate personal mottos and action plans

  MATERIALS NEEDED
• Paper, pen

• Large roll of paper to create a banner, or several A4 pieces of paper taped together. Could also 

use a piece of large, light colored fabric (like a sheet)

• Several markers or paint with small brushes

• Copies of the post-training survey

• Camera or phone to take a picture

  PREPARATION NOTES
• Review Coaching Session 6 fully in advance

• Be sure to know what final documents your training centre requires of the coaches so that you 

can explain if they are different from what is in the coaching handbook

• Make a plan for the reflection activity based on the resources available to you. The art project 

may not be practical for your group.

• Save time for them to complete their post-training survey as this is a critical tool to see what 

everyone learned, and of course, save time for final questions.

COACHING SESSION 6: EXIT EVALUATIONS AND TRANSITION

1.  UNDERSTANDING SESSION 6 OF COACHING HANDBOOK: EXIT EVALUATION & 
NEXT STEPS (1 HOUR)

a.  Coaching Session 6 is the last formal session they will have with youth, although they will have 

a short 6 month follow up meeting with their youth later on. All exit evaluations will be covered 

in this explanation. Ask coaches to open to session 6 of their handbooks and do the following:

i. Review the name of the Coaching Session

ii.  Review the time period which they will be expected to meet with youth (explain that this 

could vary depending on the programme)
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iii. Read the checklist together

b.  Ask volunteers to begin reading the Tasks and Goals and use the below clarifying activities as 

needed:

i.  Note on timing. Let coaches know if your training centre has different timing that this last 

session would occur. They would also need to do this with youth who completed the 

entrepreneurship track. It may be that they do this before the internship has ended.

ii.  Personal Development Plan. In this meeting with youth they will finish the PDPs. They will 

return again to the Skills Audit and complete the “3m” column to finish off that document. 

They will also return to the Learning Objectives page and finish updating that document. It 

is okay, and actually expected, that they have not achieved all of their learning objectives. 

This is because some of their objectives may extend beyond the internship.

iii.  Action Plan. This is also part of the PDP but it is a document coaches haven’t seen yet. 

Have them turn to this page in their coaching handbook. They will see that they are to use 

the Learning Objectives and the SMART Goal-Setting Method to help youth formulate  

3 long-term goals. These should be written into the action plan. Part of the SMART method 

is to make it time-bound so the date needs to be written next to the goal and then they 

should talk with the youth to come up with a few action points (steps that they will take) to 

achieve the goal.

1. Guide coaches in one practice activity to make sure they understand this. Place 

coaches into small groups and ask each group to think of one long-term goal they 

could imagine the youth would have. Ask them to put themselves in the youth’s shoes 

and write the goal from their perspective, making it as realistic as possible. They need 

to refer to the SMART method. Once they have the goal, their group should write 

down the time frame and the few action points.

2. When completed, ask groups to share so that you can be sure all understand what an 

action point is. For example, if the goal is “To apply to four jobs”, the date could be “by 

end of next month” and the action points could be “1. Find and identify four open jobs, 

2. Revise my CV to match the jobs, 3. Write a separate letter for each, 3. Submit these 

job applications before my deadline”

iv.  Exit Evaluation. Another assessment! Clarify with coaches if your training centre has another 

exit form or survey that youth must complete before exiting the programme. Ask coaches 

to follow along with you in their handbooks on the Exit Evaluation page. Coaches need to 

do their part of the evaluation before meeting with youth. Point out that there is a basic 

information section and then there is a self-assessment section for the youth. Youth need to 

complete this themselves or coaches can read it to youth and let youth give their own ranking. 

Read all of the statements with coaches to make sure everything is clear. There are also a few 

openended questions which youth need to answer. It is probably best that coaches write in 

the answers that youth give. The coach’s assessment of youth is the following section but they 

should have already completed this before meeting with youth. It also has a ranking section 

and a few openended questions. Read all of this through with coaches.

v.  6 Month Follow up Evaluation. Coaches will notice that they also need to set a date for 

a 6 month follow up evaluation with you. That form is provided in the annex of their 

handbook. Ask them to review it and ask any questions they might have.

vi.  Copies and final versions of all of these youth documents need to be in their file and 

turned into the training centre.

vii.  Coaches Programme Experience Feedback Form. Let coaches know that you also care 

about their experience! Have them look at that form in session 6 of their handbook and 

see if they have any questions. It is a simple questionnaire that they will complete and turn 

in after they have finished their full commitment as a coach.



C
o

ach
es Train

in
g

51

2. YOUTH’S NEXT STEPS (45 MINUTES)
a.  This last session is a really important meeting with youth. This is the moment where they are 

going to launch into work. The action plan with the goal setting is crucial and coaches should 

emphasize the importance of it to youth. If it is not specific and relevant, they will not be 

successful. Coaches also need to encourage youth to reflect on everything they’ve learned in 

their training sessions to stay committed and motivated. Good habit setting is very important. 

However, not all of the youth experiences are going to be the same.

b.  Use the below scenarios to get coaches thinking and discussing the various “next steps” for 

youth. Divide the coaches into four groups and assign one scenario per group. If you have a 

training session, you could divide the coaches up into larger groups and let them come up 

with their own possible scenarios:

i.  This youth did not have a good internship experience.

ii.  This youth has been hired as an employee at the place where he/she was interning.

iii.  This youth would be better served if they moved cities to get a better opportunity.

iv.  This youth enjoyed their internship but doesn’t really know what to do next.

c.  Explain to the groups that the scenario you have given them is just a possible outcome that 

their youth might encounter in this last stage. Their task is to create more of a situation around 

the scenario. They should give the youth a name and create more of a story that explains this 

possible outcome. Then they should think about what kind of goals/action points and advice 

they would give to the youth in this case.

d.  When ready, each group should come to the front to present this to the rest. Each person in 

the team should speak, either to explain the scenario, talk about the goals/action points, or 

describe their advice/approach. Let the other coaches ask questions or give feedback. Each 

group should only present for about 5 minutes. 

It is not a long presentation.

e.  Ask coaches: what can you do with all of the feedback from youth, yourself, training centre 

and the supervisors/employers? Why is it important to share and use the information you 

gather? [possible answers: to make the programme better for future youth, to improve the list 

of internship providers, to improve the quality or process of the internships, to improve as a 

coach, to be more effective in coaching sessions]

OPTIONAL SHORT BREAK (15 MINUTES)

TRAINING CLOSING

1. REFLECTION ACTIVITY (45 MINUTES)
a.  Allow coaches a chance to get creative and do a final, bonding activity where they can reflect 

and wind down from the training. This is just one idea or example. You should modify based on 

your site’s available materials, space and time.

b.  Explain to coaches that you are going to work together to create a piece of art or large banner. 

Explain that each person will add an image and some words that represent an important idea 

they learned during this training. If you have a lot of coaches, you may want to divide them in 

two groups and let them make two different creations.

c.  After giving these brief instructions, allow coaches to talk amongst themselves and come up 

with their own plan for what to create. For example, they can all agree on one statement they 

want to write in the middle and then what kind of image each person will add around it. Or it 

could be more cohesive or more individual. It’s important that everyone contributes, however. 

It would not be a good wrap up activity if only a few people make decisions and decorate the 

paper/fabric.
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d.  Give them an appropriate amount of time to finish but keep them on track. When done, ask 

them to present and explain it to you.

e.  Take a group photo in front of or behind it.

2. POST-TRAINING SURVEY (15 MINUTES)
a.  Before coaches leave the training for the final time, ask them to complete the post-training 

survey found in the annex of this manual. Most of the questions are the same as the pre-

training survey. This will show what competencies they have gained and provide a way for 

them to give feedback on the training. They should compare their results to their first survey.

Take any last questions and thank everyone for coming!
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ANNEX

PRE-TRAINING SURVEY [MODULE 1]

COACH INFORMATION

Name Date

Email Job Title

Phone Number Location

CURRENT SKILLS SELF-ASSESSMENT

Choose the correct ranking based on your 

knowledge, confidence, or level of the 

below skills and characteristics.

1 = Poor 2 = Fair 3 = Satisfactory 4 = Good 5 = Excellent

Ability to build relationships with 

youth

Giving youth advice

Coaching groups

Motivating youth

Giving and facilitating feedback

Understanding of internships

Confidence in promoting internships

Confidence in finding new internship

opportunities

Giving and reviewing assessments
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Evaluating progress of others

Mediating conflict / dealing with 

setbacks

Setting goals

Problem solving

Identifying strengths and weaknesses

Reliability/ Trustworthiness

Honesty

Professionalism/ setting a good 

example

Job application letter writing

CV writing

Interviewing

Communication skills

Identifying decent jobs

Time management

Boundaries of a coach/youth 

relationship

Expectations of a coach/mentor

Responsibilities of this coaching 

experience
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YES / NO QUESTIONS

Mark the answer for each question. Yes No Unsure

Have you acted as a coach or mentor before?

Have you had training to be a coach or mentor before?

Do you understand who the youth will be that you will be 

coaching?

Do you currently feel confident in your abilities as a coach?

ADDITIONAL QUESTIONS

WHY DO YOU WANT TO BE A COACH?

WHAT ARE THREE THINGS YOU WANT TO LEARN DURING THIS TRAINING?

1.

2.

3.
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WHO I AM – ENERGIZER HANDOUT [MODULE 1]

My Name:

My most important role in life is as a:

One important thing about me, that I think people should know, is:

At work, I:

I spend my free time doing:

One of my worries about being a coach is:

One thing I hope to learn from the coaching experience is:

One strength that I think I can bring to the coach/youth relationship is:

The biggest hope I have for the youth I coach is:
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LIFE SKILLS CURRICULUM INTRODUCTION [MODULE 1]

RATIONALE FOR CORE LIFE SKILLS CURRICULUM
Participants, supported by facilitators, will get to know their own identity, set individual goals

independently and employ skills which will not only benefit their futures but also that of their

communities. Through several practical exercises, participants have the chance to decide

whether an employability or an entrepreneurial track is right for them. These useful notes and

resources will be completed and kept in a separate handbook that they will not just use

throughout the Life Skills track but also in their future path. The format of this curriculum

enables students to achieve personal development, establish social relationships and relate

practical activities with their future objectives.

HOW DOES THE LIFE SKILLS CURRICULUM WORK?
The set of lessons found in this curriculum is to be used progressively to develop the youth’s

skill sets and in an orderly way, guide them towards making a decision about which workrelated

path they would like to follow. The accompanying handbook allows participants to

document their attributes, experiences, accomplishments, resources for future use and

achievements. The goal is to help students assemble a good reference for future use both at

home, at work and in their personal lives.

By encouraging students to document their interests and preferences and work towards

projects that build upon them, the Life Skills curriculum and handbook becomes a learning tool

that is unique to each participant and is representative of their process and the results of their

work.

LIFE SKILLS CURRICULUM: PARTICIPANT’S ROLE
Through the Life Skills portion of the EU4Youth programme, participants will take initiative by

deciding on their interests, formulating their own pathway goals and identifying the resources

needed to pursue those goals. This process will help them to be more successful in their

personal, professional and academic lives.

The following are key personal competencies that will be gained during the programme:

1. Personal Understanding

2. Identify Attributes of Success

3. Setting and Achieving Goals

4. Critical Thinking

5. Gender and Employability Rights

6. Conflict Management and Problem Resolution

7. Effective Communication

8. Financial Literacy

Practical Applications that will be employed throughout the program are:

1. Discovering the Next Step: Employability or Entrepreneurship

2. CV and Motivation Letter Writing Exercise

3. Pitch Preparation

4. Giving a Pitch

Participants will engage in activities and reflection outside of class as well and will eventually
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choose and present on their decision to follow either the Employability or Entrepreneurship

programme next. Participants will be expected to commit to continuing their progress through

the EU4Youth programme.

Towards the end of the programme, participants should organize a pitch to share their Life

Skills curriculum experience with others and to clearly state which pathway they want to follow

and why.

EMPLOYABILITY CURRICULUM INTRODUCTION [MODULE 1]

WELCOME TO THE EU4YOUTH PROGRAMME: EMPLOYABILITY
After youth have successfully completed the Core Life Skills curriculum, they have made the

choice to follow either the Employability or the Entrepreneurship track of the EU4Youth

programme based on their personal strengths and goals. This training for Employability will

develop core Life Skills concepts further and help participants to build the bridge between

turning learning into action, with the ultimate goal being gainful employment for all.

This programme goes beyond the basics of job searching and workplace skills to include

understanding your rights, identifying personal strengths and corresponding work possibilities,

using effective communication and managing their time well. Youth will gain the skills,

knowledge and confidence to search for a good job opportunity that aligns with their personal

goals and interests, present themselves well and become a successful employee, colleague or

manager.

RATIONALE FOR EMPLOYABILITY CURRICULUM
Participants, supported by facilitators and coaches, will focus on personal career development,

workplace right and values, best practices for being in the workplace, practical activities in

searching and obtaining work and skills that make participants more hireable. These include

but are not limited to critical thinking skills, resume writing, interviewing, recognizing and

building on own strengths and goal setting. Concepts such as making a good impression, clear

and concise writing, presenting oneself professionally and communicating effectively will also

be covered and reinforced.

EMPLOYABILITY: PARTICIPANT’S ROLE
The Employability curriculum will provide information for the participants to develop the skills

needed to find internships and gainful employment as well as serve as a resource once they

have completed the programme and are working or searching for an internship or job. On this

path of the EU4Youth programme, participants will take real-life initiative by narrowing down

their most important job skills, identifying potential fields of work that suit them individually,

prepare example job application materials and prepare for an interview. Participants will have

to do a series of reflection and revision of ideas and they will be challenged with writing

assignments. This process will help them to become financially independent and increase their

understanding of the working world around them as well as see how to be successful in the

workplace. The following are key personal competencies that will be gained during the

programme:

1. Personal reflection of strengths and job skills

2. Techniques for job seeking
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3. Making a good impression in the workplace

4. Effective communication

5. Managing time effectively

6. Anticipating challenges and finding solutions

7. Developing self-awareness in work context

8. Understanding workplace rights and ethics

Practical Applications that will be employed throughout the program are:

1. Resume/CV writing

2. Job Application and Letter writing

3. Job searching

4. Interviewing and professional selfpresentation

Participants will engage in writing projects, project preparation and reflection outside of class

and the aim is that they will begin interviewing for internships/jobs by the end of the

programme. It is critical that all participants engage in all of the activities as it will bring them

to this final step, and along with their handbook, give them a good foundation for entering

the workforce quickly and successfully.

ENTREPRENEURSHIP CURRICULUM INTRODUCTION  
[MODULE 1]

WELCOME TO THE EU4YOUTH PROGRAMME: ENTREPRENEURSHIP
Taking the step toward starting your own business is challenging but also rewarding. After

completing the Life Skills course, participants have made the choice for themselves: should I

learn more about employability and start working towards a career goal or am I interested in

trying to start my own small enterprise? The goal of this Entrepreneurship manual and of the

EU4Youth curriculum is to guide participants through the process of starting their own business,

from idea creation to budgeting to marketing and fundraising. Participants will gain the skills,

knowledge and confidence to put their business idea into action.

Entrepreneurship participants begin with business concept sharing and brainstorming to help

clarify not only their business idea but also their passions and motivations for starting a new

small enterprise. Moving forward either individually or in small groups, participants will begin to

map out their business models by discovering their customer base, target market, market size

and competition. Understanding this information is a critical part of setting a new business up

for success. What participants learn from these sessions will help shape the details of their

new enterprise to ensure that they are engaging in business activities that they enjoy but also

which are needed by local customers and which have a place in the local market. Participants

will then be guided through developing effective ways of shaping their message and even

spend time on their own logos and slogans as they transition into a focus on marketing their

products/services. This fun and engaging part of the programme is mixed with several practical

components such as learning how to set a budget, calculate costs effectively, how to register

and stay in line with legal regulations, and where and how to find initial funding.

The capstone of this entrepreneurship track is aiding participants in their business pitch and
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giving them the time and support to set up and seek that funding, pitch their ideas for

professionals, and speak with experts to receive valuable feedback. The role of the facilitator is

incredibly important as the material for the EU4Youth Programme: Entrepreneurship

programme is challenging. Most likely the group will be diverse in terms of prior business

knowledge and many concepts go beyond the surface. However, with this manual and many

local examples of successful enterprises, the facilitator will be able to adjust for differences and

modify the curriculum to work for his/her group of participants.

This challenging component is also what makes this programme successful. The ultimate goal

is for participants to complete it with a concrete business model, a catchy and practised pitch,

the knowledge of where to find resources, and the confidence to take the big step to becoming

a business owner.

ENTREPRENEURSHIP: PARTICIPANT’S ROLE
The Entrepreneurship curriculum will be the backbone for participants in developing skills that

will help them in setting up their small enterprise as well as for when they deal with other

businesses and financial lending institutions. Through this portion of the EU4Youth

programme, participants will take real-life initiative by deciding on their passions, engaging with

a business idea, researching to adjust for market demands, and step by step laying out their

business plan. In the final stages, participants will have the chance to register their business,

seek out initial funding, and identify resources needed to pursue their goals. This process will

help them to become financially independent and increase their understanding of the working

world around them.

The following are key personal competencies that will be gained during the programme:

1. Understanding your customer

2. Understanding your market

3. Recognizing an effective value proposition

4. Identifying key business activities and channels

5. Financial literacy in a business context

6. Legal implications for a new business

7. Defining marketing and branding tactics

Practical Applications that will be employed throughout the program are:

1. Personal interest discovery

2. Creative co-creation

3. Business model writing

4. Slogan writing and logo creation

5. Business profit and cost analysis

6. Crowdfunding canvas

7. Pitch preparation

8. Pitching for a jury (end of program)

Participants will engage in project development and research activities and reflection outside of

the room and will eventually have a professional pitch that they will share for local

professionals. It is critical that all participants engage in all of the activities as it will bring them

to this final pitch, and along with their handbook, give them a good foundation for launching

their new business.
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COMMON MOTIVATOR CARDS [MODULE 3]

 RESPONSIBILITY
In charge of a task or given more 

responsibility as a result of doing a good job

Positive or Negative 

Internal or External

GOOD WORKING CONDITIONS
The work environment is safe and the hours 

and pay are fair

Positive or Negative 

Internal or External

PROMOTION OPPORTUNITIES
Receiving a higher job title for doing well

Positive or Negative 

Internal or External

ACHIEVEMENT
Your ideas are used and others notice and 

are grateful to you

Positive or Negative 

Internal or External

CHANCE TO LEARN NEW THINGS
There are training opportunities or new 

skills to learn

Positive or Negative 

Internal or External

DON’T WANT TO DISAPPOINT OTHERS
If you don’t do well, your supervisor, 

employees, other colleagues or clients will 

be disappointed in you

Positive or Negative 

Internal or External

FEAR
Would not want to lose the job because 

dependent on salary or because it is 

connected to family or a close friend

Positive or Negative 

Internal or External

MONEY
Better salary, raise, or bonus

Positive or Negative 

Internal or External

INTERESTING WORK
The tasks of your job are interesting

Positive or Negative 

Internal or External

WORK ENVIRONMENT
Colleagues and managers are generally kind 

and also happy with their work

Positive or Negative 

Internal or External
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Answer Key:

RESPONSIBILITY
Positive
Internal or External (if feeling responsible 

for the task then it’s internal, if being given 

extra responsibility at work for doing a 

good job, then it’s external)

GOOD WORKING CONDITIONS
Positive 
External

PROMOTION OPPORTUNITIES
Positive 
External

ACHIEVEMENT
Positive 
Internal

CHANCE TO LEARN NEW THINGS
Positive 
Internal

DON’T WANT TO DISAPPOINT OTHERS
Negative (because this is focusing on a 

negative aspect of disappointment)

Internal

FEAR
Negative 
Internal

MONEY
Positive 
External

INTERESTING WORK
Positive  
Internal

WORK ENVIRONMENT
Positive
Neither- although a good working 

environment is positive, there is nothing 

that an employee can really do or get so it 

is a motivator but not something to be

gained or lost
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SAMPLE JOB APPLICATION LETTER [MODULE 6]

Your NAME and Contact Information

Address Phone Number Cell Phone Number Email

Employer Contact Information

Name

Title

Company

Address

Date

Dear Mr./Ms. Last Name,

I am writing to apply for the position of Media Relations Assistant Manager, which I saw advertised 

on MediaJobs.com. ABCD is a fast-moving global institution and an outstanding communications 

pioneer, now poised to guide the direction of print journalism. I believe that my extensive 

experience in media makes me an ideal candidate for this position at your company.

As a recent graduate of the State University, I have a significant background in media. As a media 

major, I held multiple internships, including Media Relations Coordinator Intern at XYZ Company. I 

also served as president of the Media and Marketing Club at school. We successfully developed and 

pitched an advertisement campaign for a local nonprofit, which helped increase donations to the 

nonprofit by 22%.

You state in your job listing that you are looking for someone with strong writing skills and an 

attention to detail. Throughout all four years of college, I worked part-time as a copy editor for an 

online journal.

This job required great attention to detail in writing and editing. I would love to bring my editing 

skills to a position with your company. These strengths, combined with deep and varied academic, 

internship, and employment experience, prepare me to make a strong and immediate impact at 

ABCD.

I am excited about the opportunity to join the ABCD team as it moves to the center of the print 

media conversation. Thank you for your time and consideration.

Sincerely,

Your signature
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11 BES DICTATION CARDS [MODULE 8]3

BE engaging: Bring excitement and high energy to the meeting.

BE an elephant: Listen more than you speak!

BE aware: Understand the background of your youth and the issues they face and give all the 

opportunity to participate.

BE a referee: Create a safe environment by demonstrating respect and inclusion.

BE a team player: Treat them all as equals.

BE prepared: Review the goals, schedule, instructions and preparation before meeting.

BE flexible: Consider new ideas and change plans when appropriate.

BE positive: Say what youth do well and celebrate and praise them.

BE focused: Start and end on time. Keep discussion on track.

BE a captain: Lead by example.

BE real: Allow your own personality to come to show.

3 Adapted from Peace Corps SKILLZ training programme for Grassroot Soccer: Facilitation Basics 

Training Guide for Peace Corps SKILLZ coach training. Slightly revised 21 March 2017.
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POST-TRAINING SURVEY [MODULE 9]

COACH INFORMATION

Name Date

Email Job Title

Phone Number Location

UPDATED SKILLS SELF-ASSESSMENT

Choose the correct ranking based on your 

knowledge, confidence, or level of the 

below skills and characteristics.

1 = Poor 2 = Fair 3 = Satisfactory 4 = Good 5 = Excellent

Ability to build relationships with 

youth

Giving youth advice

Coaching groups

Motivating youth

Giving and facilitating feedback

Understanding of internships

Confidence in promoting internships

Confidence in finding new internship

opportunities

Giving and reviewing assessments

Evaluating progress of others
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Mediating conflict / dealing with 

setbacks

Setting goals

Problem solving

Identifying strengths and weaknesses

Reliability/ Trustworthiness

Honesty

Professionalism/ setting a good 

example

Job application letter writing

CV writing

Interviewing

Communication skills

Identifying decent jobs

Time management

Boundaries of a coach/youth 

relationship

Expectations of a coach/mentor

Responsibilities of this coaching 

experience
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YES / NO QUESTIONS

Mark the answer for each question. Yes No Somewhat

Are you satisfied with the training?

Did you improve your scores from on the skills assessment 

above from the pre-training survey?

Do you understand who the youth will be that you will be 

coaching?

Do you feel confident in your abilities as a coach?

ADDITIONAL QUESTIONS

IS THERE ANYTHING THAT YOU FEEL LIKE YOU DIDN’T LEARN? WHAT DO YOU STILL NEED TO LEARN?

WHAT ARE THREE IMPORTANT THINGS YOU LEARNED DURING THIS TRAINING?

1.

2.

3.

GENERAL COMMENTS (WHAT DID YOU LIKE/NOT LIKE ABOUT THE TRAIING)
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