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Annex M2-1 – EUROPEAN CITIZENSHIP EDUCATION

There has been considerable reform in citizenship education curricula across Europe since the early 1990s as governments have sought to respond to a rapidly changing economic, demographic, and political environment. Governments had to tackle, for example, low voting participation, the resurgence of racist movements, and, in Central and Eastern European states, the transition to democracy. In the ensuing debates, policymakers also recognized the need to reconceive citizenship education in light of a globalizing world, and to incorporate global and European dimensions into their curricula (Osler & Starkey, 2006). 

For the member states of the European Union, educating for European citizenship is of particular concern. Forging a supra-national citizenship that transcends national borders is a key goal of the European integration process that is taking place under the auspices of the European Union. In an effort to create a political as well as an economic community, the supra-national institutions of Europe have established a politico-legal framework that provides the citizens of their member states with opportunities for citizenship rights, political participation, and identity. The implications of this new political space have extended to the educational arena, where it is hoped (and indeed assumed) that teaching about Europe will contribute to the wider political project of moving beyond exclusively state-centric notions of citizenship and of building European citizenship (Heater, 2004). The EU member states have, moreover, made a commitment to incorporate a so-called ‘European dimension’ into their education systems and to teach about European integration (CEC, 1988 and Council of Ministers of Education, 2005). 

These developments suggest that European states provide a set of concrete and insightful examples in which to examine how governance and citizenship, altered by globalization, have then potentially shaped the content of citizenship education curricula in nation-states. In the process, this region also provides an opportunity for examining the relationship between national and supra-national citizenships. Since the rise of the modern nation-state, state education systems have served to inculcate the knowledge, feeling and behaviour of national citizenship (Green, 1997). The expansion to a supra-national citizenship thus signifies a radical departure from the historical functions and focus of citizenship education, and poses a challenge:  how do nation-states attempt to balance national and supra-national citizenships in their citizenship education curricula and textbooks? 

This and other questions will be examined in this special issue through a series of case studies from across Europe. Because of the diversity of political, social and educational contexts, as well as divergent experience with democracy, the example cases available when focusing on Europe provide an important comparative aspect.  In order to then contextualize the cross-national comparisons within the greater global context of citizenship education reform and globalization, we conclude by examining the parallel developments taking place in the United States.  

Annex M3-1 Multiple Intelligence
Multiple intelligences             “It’s not how smart you are, but... How are you smart.
According to Howard Gardner, MI is an endorsement of three key propositions: 

• We are not all the same.

• We do not all have the same kinds of minds.

• Education works most effectively if these differences are taken into account rather than denied or ignored.

Gardner's categories of intelligence
Verbal-linguistic
This area has to do with words, spoken or written. People with high verbal-linguistic intelligence display a facility with words and languages. They are typically good at reading, writing, telling stories and memorizing words along with dates. They tend to learn best by reading, taking notes, listening to lectures, and discussion and debate. They are also frequently skilled at explaining, teaching and oration or persuasive speaking. Those with verbal-linguistic intelligence learn foreign languages very easily as they have high verbal memory and recall, and an ability to understand and manipulate syntax and structure.

Logical-mathematical
This area has to do with logic, abstractions, reasoning, and numbers. While it is often assumed that those with this intelligence naturally excel in mathematics, chess, computer programming and other logical or numerical activities, a more accurate definition places emphasis on traditional mathematical ability and more reasoning capabilities, abstract patterns of recognition, scientific thinking and investigation, and the ability to perform complex calculations. It correlates strongly with traditional concepts of "intelligence" IQ.

Bodily-kinesthetic
This area has to do with bodily movement. People who have this intelligence usually learn better by getting up and moving around, and are generally good at physical activities such as sports or dance. They may enjoy acting or performing, and in general they are good at building and making things. They often learn best by doing something physically, rather than reading or hearing about it. Those with strong bodily-kinesthetic intelligence seem to use what might be termed muscle memory - they remember things through their body such as verbal memory or images.

Visual-spatial
This area has to do with vision and spatial judgment. People with strong visual-spatial intelligence are typically very good at visualizing and mentally manipulating objects. Those with strong spatial intelligence are often proficient at solving puzzles. They have a strong visual memory and are often artistically inclined. Those with visual-spatial intelligence also generally have a very good sense of direction and may also have very good hand-eye coordination, although this is normally seen as a characteristic of the bodily-kinesthetic intelligence. Some critics point out the high correlation between the spatial and mathematical abilities, which seems to disprove the clear separation of the intelligences as Gardner theorized. 
Interpersonal
This area has to do with interaction with others. People who have a high interpersonal intelligence tend to be extroverts, characterized by their sensitivity to others' moods, feelings, temperaments and motivations, and their ability to cooperate in order to work as part of a group. They communicate effectively and empathize easily with others, and may be either leaders or followers. They typically learn best by working with others and often enjoy discussion and debate.
Intrapersonal
This area has to do with introspective and self-reflective capacities. Those who are strongest in this intelligence are typically introverts and prefer to work alone. They are usually highly self-aware and capable of understanding their own emotions, goals and motivations. They often have an affinity for thought-based pursuits such as philosophy. They learn best when allowed to concentrate on the subject by themselves. There is often a high level of perfectionism associated with this intelligence.

Musical
This area has to do with rhythm, music, and hearing. Those who have a high level of musical-rhythmic intelligence display greater sensitivity to sounds, rhythms, tones, and music. They normally have good pitch and may even have absolute pitch, and are able to sing, play musical instruments, and compose music. Since there is a strong auditory component to this intelligence, those who are strongest in it may learn best via lecture. In addition, they will often use songs or rhythms to learn and memorize information, and may work best with music playing in the background.

Naturalistic
This area has to do with nature, nurturing and relating information to one's natural surroundings. This type of intelligence was not part of Gardner's original theory of Multiple Intelligences, but was added to the theory in 1997. Those with it are said to have greater sensitivity to nature and their place within it, the ability to nurture and grow things, and greater ease in caring for, taming and interacting with animals. They may also be able to discern changes in weather or similar fluctuations in their natural surroundings. Recognizing and classifying things are at the core of a naturalist. They must connect a new experience with prior knowledge to truly learn something new.

Other intelligences
Other intelligences have been suggested or explored by Gardner and his colleagues, including spiritual, existential and moral intelligence. Gardner excluded spiritual intelligence due to what he perceived as the inability to codify criteria comparable to the other "intelligences". Existential intelligence (the capacity to raise and reflect on philosophical questions about life, death, and ultimate realities) meets most of the criteria with the exception of identifiable areas of the brain that specialize for this faculty. Moral capacities were excluded because they are normative rather than descriptive.

Emotional Intelligence - Dale Goleman ((EQ) describes a concept that involves the ability, capacity, or skill to identify, assess, and manage the emotions of one's self, of others, and of groups. The definition of the concept is still being developed).

Spiritual Intelligence / The Ultimate Intelligence - Danah Zohar, author of 

"SQ -Spiritual Intelligence (longing and capacity for meaning, vision and value. As the term and phenomenon of spirituality and the anthropological and sociological dimension of this human endeavour is challenging to define, it poses a significant challenge for scientific methodology.

Metaphoric Intelligence - Dr Jeannette Littlemore makes a case for there being a Metaphoric intelligence in her article published in the March 2001 edition of the electronic newsletter www.hltmag.co.uk "Metaphoric intelligence and foreign language learning" produced by Pilgrims, (an ability to comprehend and produce metaphors, which might bring a number of benefits to the language learning process)

The theory has been widely criticized in the psychology and educational theory communities. The most common criticisms argue that Gardner's theory is based on his own intuition rather than empirical data and that the intelligences are just other names for talents or personality types. Despite these criticisms, the theory has enjoyed a great deal of popularity amongst educators over the past twenty years..

Annex M3-2 - Styles of Learning

Linguistic Learner

· likes to: read, write and tell stories.

· is good at: memorizing names, places, dates and trivia.

· learns best by: saying, hearing and seeing words.

Logical/Mathematical Learner

· likes to: do experiments, figure things out, work with numbers, ask questions and explore patterns and relationships.

· is good at: math, reasoning, logic and problem solving.

· learns best by: categorizing, classifying and working with abstract patterns/relationships.

Spatial Learner

· likes to: draw, build, design and create things, daydream, look at pictures/slides, watch movies and play with machines.

· is good at: imagining things, sensing changes, mazes/puzzles and reading maps, charts.

· learns best by: visualizing, dreaming, using the mind's eye and working with colors/pictures.

Musical Learner

· likes to: sing, hum tunes, listen to music, play an instrument and respond to music.

· is good at: picking up sounds, remembering melodies, noticing pitches/rhythms and keeping time.

· learns best by: rhythm, melody and music.

Bodily/Kinesthetic Learner

· likes to: move around, touch and talk and use body language.

· is good at: physical activities (sports/dance/acting) and crafts.

· learns best by: touching, moving, interacting with space and processing knowledge through bodily sensations.

Naturalistic Learner

· likes to: be outside, with animals, geography, and weather; interacting with the surroundings 
· is good at: categorizing, organizing a living area, planning a trip, preservation, and conservation. 

· learns best by: studying natural phenomenon, in a natural setting, learning about how things work.

Interpersonal Learner

· likes to: have lots of friends, talk to people and join groups.

· is good at: understanding people, leading others, organizing, communicating, manipulating and mediating conflicts.

· learns best by: sharing, comparing, relating, cooperating and interviewing.

Intrapersonal Learner

· likes to: work alone and pursue own interests.

· is good at: understanding self, focusing inward on feelings/dreams, following instincts, pursuing interests/goals and being original.

· learns best by: working alone, individualized projects, self-paced instruction and having own space.
Annex M3-3 Recommendation of the European Parliament and of the Council on key competences for lifelong learning [Official Journal L 394 of 30.12.2006]
SUMMARY

Key competences for lifelong learning are a combination of knowledge, skills and attitudes appropriate to the context. They are particularly necessary for personal fulfillment and development, social inclusion, active citizenship and employment. 

Key competences are essential in a knowledge society and guarantee more flexibility in the labour force, allowing it to adapt more quickly to constant changes in an increasingly interconnected world. 

They are also a major factor in innovation, productivity and competitiveness, and they contribute to the motivation and satisfaction of workers and the quality of work. 

Key competences should be acquired by:

· young people at the end of their compulsory education and training equipping them for adult life, particularly for working life, whilst forming a basis for further learning; 

· adults throughout their lives through a process of developing and updating skills. 

· The acquisition of key competences fits in with the principles of equality and access for all. This reference framework also applies in particular to disadvantaged groups whose educational potential requires support. Examples of such groups include people with low basic skills, early school leavers, the long-term unemployed, people with disabilities or migrants, etc.

Eight key competences
This framework defines eight key competences and describes the essential knowledge, skills and attitudes related to each of these. These key competences are:

· communication in the mother tongue which is the ability to express and interpret concepts, thoughts, feelings, facts and opinions in both oral and written form (listening, speaking, reading and writing), and to interact linguistically in an appropriate and creative way in a full range of societal and cultural contexts; 

· communication in foreign languages which involves, in addition to the main skill dimensions of communication in the mother tongue, mediation and intercultural understanding. The level of proficiency depends on several factors and the capacity for listening, speaking, reading and writing; 

· mathematical competence and basic competences in science and technology. Mathematical competence is the ability to develop and apply mathematical thinking in order to solve a range of problems in everyday situations, with the emphasis being placed on process, activity and knowledge. Basic competences in science and technology refer to the mastery, use and application of knowledge and methodologies which explain the natural world. These involve an understanding of the changes caused by human activity and the responsibility of each individual as a citizen; 

· digital competence involves the confident and critical use of information society technology (IST) and thus basic skills in information and communication technology (ICT); 

· learning to learn is related to learning, the ability to pursue and organise one's own learning, either individually or in groups, in accordance with one's own needs, and awareness of methods and opportunities; 

· social and civic competences. Social competence refers to personal, interpersonal and intercultural competence and all forms of behaviour that equip individuals to participate in an effective and constructive way in social and working life. It is linked to personal and social well-being. An understanding of codes of conduct and customs in the different environments in which individuals operate is essential. Civic competence, and particularly knowledge of social and political concepts and structures (democracy, justice, equality, citizenship and civil rights) equips individuals to engage in active and democratic participation; 

· sense of initiative and entrepreneurship is the ability to turn ideas into action. It involves creativity, innovation and risk-taking, as well as the ability to plan and manage projects in order to achieve objectives. The individual is aware of the context of their work and is able to seize opportunities which arise. It is the foundation for acquiring more specific skills and knowledge needed by those establishing or contributing to social or commercial activity. This should include awareness of ethical values and promote good governance; 

· cultural awareness and expression which involves appreciation of the importance of the creative expression of ideas, experiences and emotions in a range of media (music, performing arts, literature, and the visual arts). 

· These key competences are all interdependent, and the emphasis in each case is on critical thinking, creativity, initiative, problem solving, risk assessment, decision taking, and constructive management of feelings.

Annex M 3-4 

Roles in Groups

Every member of a group plays a certain role within that group. Some roles relate to the task aspect of the group, while others promote social interaction. A third set of roles are self-centered and can be destructive for the group. Read about the roles group members play and then complete the activity. 

	Task-Oriented Roles 
	Researchers Benne and Sheats identified several roles which relate to the completion of the group's task: 

· Initiator-contributor: Generates new ideas. 

· Information-seeker: Asks for information about the task. 

· Opinion-seeker: Asks for the input from the group about its values. 

· Information-giver: Offers facts or generalization to the group. 

· Opinion-giver: States his or her beliefs about a group issue. 

· Elaborator: Explains ideas within the group, offers examples to clarify ideas. 

· Coordinator: Shows the relationships between ideas. 

· Orienter: Shifts the direction of the group's discussion. 

· Evaluator-critic: Measures group's actions against some objective standard. 

· Energizer: Stimulates the group to a higher level of activity. 

· Procedural-technician: Performs logistical functions for the group. 

· Recorder: Keeps a record of group actions. 

	Social Roles 
	Groups also have members who play certain social roles: 

· Encourager: Praises the ideas of others. 

· Harmonizer: Mediates differences between group members. 

· Compromiser: Moves group to another position that is favored by all group members. 

· Gatekeeper/expediter: Keeps communication channels open. 

· Standard Setter: Suggests standards or criteria for the group to achieve. 

· Group observer: Keeps records of group activities and uses this information to offer feedback to the group. 

· Follower: Goes along with the group and accepts the group's ideas. 



	Individualistic Roles
	These roles place the group member above the group and are destructive to the group. 

· Aggressor: Attacks other group members, deflates the status of others, and other aggressive behavior. 

· Blocker: Resists movement by the group. 

· Recognition seeker: Calls attention to himself or herself. 

· Self-confessor: Seeks to disclose nongroup related feelings or opinions. 

· Dominator: Asserts control over the group by manipulating the other group members. 

· Help seeker: Tries to gain the sympathy of the group. 

· Special interest pleader: Uses stereotypes to assert his or her own prejudices. 


Dysfunctional roles

Unfortunately sometimes you may find either yourself or other team members take on roles that are disruptive to genuine efforts to improve team effectiveness and satisfaction. Some of these roles include: 

· being aggressive 

· competing unfairly
· clowning or joking to disrupt the work of the group 

· withdrawing 
· being sarcastic or cynical 

· blaming 

· taking all the credit 

· dominating 

· manipulating. 

Performance analysis - A chart to measure the performance of a group
In Katzenbach and Smith's research, five team classifications have been established:
Working group: a group where no opportunity exists that requires a team. Members interact to share information but have specific areas of responsibility and little mutual accountability.
Pseudo-team: a group where there could be an existing performance need that requires a team but there has not been a focus on collective performance. Interactions between members detract from each individual’s contribution.
Potential team: a group where a significant performance need exists and attempts are being made to improve performance. This group typically requires more clarity about purpose, goals or outcomes and needs more discipline.
Real team: a group with complementary skills, equal commitment and is mutually accountable.
Extra-ordinary team: a real team that also has a deep commitment for one another’s personal growth and success.
Annex M3-5 
Stories
The Trouble Tree 
The carpenter I hired to help me restore an old farmhouse had just finished a rough first day on the job. A flat tire made him lose an hour of work, his electric saw quit, and now his ancient pickup truck refused to start. 

While I drove him home, he sat in stony silence. On arriving, he invited me in to meet his family. As we walked toward the front door, he paused briefly at a small tree, touching tips of the branches with both hands.

When opening the door, he underwent an amazing transformation. His tanned face was wreathed in smiles and he hugged his two small children and gave his wife a kiss. Afterward he walked me to the car. We passed the tree and my curiosity got the better of me. I asked him about what I had seen him do earlier. 

Oh, that's my trouble tree," he replied. "I know I can't help having troubles on the job, but one thing's for sure, troubles don't belong in the house with my wife and the children. So I just hang them up on the tree every night when I come home. Then in the morning I pick them up again." "Funny thing is," he smiled, "when I come out in the morning to pick 'em up, there ain't nearly as many as I remember hanging up the night before."

The Optimist 

This is a story about identical twins. One was a hope-filled optimist. "Everything is coming up roses!" he would say. The other twin was always a sad and hopeless pessimist.

The worried parents of the boys brought them to the local psychologist. He suggested to the parents a plan to balance the twins' personalities. "On their next birthday, put them in separate rooms to open their gifts. Give the pessimist the best toys you can afford, and give the optimist a box of manure." The parents followed these instructions and carefully observed the results.

When they peeked in on the pessimist, they heard him audibly complaining, "I don't like the color of this computer ... I'll bet this calculator will break ... I don't like this game ... I know someone who's got a bigger toy car than this ..."

Tiptoeing across the corridor, the parents peeked in and saw their little optimist gleefully throwing the manure up in the air. He was giggling.  "You can't fool me!  Where there's this much manure, there's gotta be a pony!"









(Open sources)
Annex M4-1 – DEVELOPING A LOSH PROGRAMME – TIP SHEET

A LOSH programme -

· should be designed and planned with in line with the school targets and with the overall aim of raising achievement.

· should be inclusive and voluntary involving the whole school community

· can be funded from a variety of sources including the school and external sources.

· can be staffed by school staff, paid professionals and or volunteers.

· Can be celebrated and well publicised with the school and the local community

· Should look to build and extend partnerships into the local community.

· Should, where possible interact with local initiatives and national developments

(Adapted from the Study Support Tool Kit)

Annex M4-1 – DO’S AND DON’TS FOR A LOSH PROGRAMME

DO

· Do involve senior management

· Plan well

· Start Small

· Have clear aims

· Be innovative; mix maths with football; music with technology ; science with street sports

· Select staff carefully and provide support

· Involve pupils and parents in real decision making

· Investigate partnership possibilities, they can be invaluable

· Appoint a co-ordinator 

· Remember it’s voluntary – make it interesting and different

· Have clear rules

· Make it your own

· Try to visit a scheme already operating (or look at some case studies)

DON’T

· Just copy another scheme

· Attempt to do too much

· Spread resources too thinly

· Forget non- teaching staff

· Make assumptions about pupil’s potential 

· Forget Health and Safety

· Let class work drift over into LOSH time

· Get bogged down in paperwork

· Be afraid to take risks or have fun

· Use Study support as a sanction (e.g. detention)
Annex M5-1 Management of activities and negotiation skills
· Project management

Introduction

Project management is the process by which projects are defined, planned, monitored, controlled and delivered such that the agreed benefits are realized. Project there is the undertaken activities to achieve a desired outcome. 

Project management is the planning and managing a series of actions to achieve specific goals by implementing them in a certain time and within the agreed budget. 

The project is characterized, as any action, by a typical life cycle. The implementation of the project can be divided into 5 stages: 
Stage I. Preparation of a vision (outline) of the draft. This phase starts with the determination of the scope of the project, its budget and the time of its implementation. The purpose of this stage is to define the overall scope of the project and develop an overall concept for its implementation. At this stage, there is also prepared a very general estimation of the project budget and the time of the project.

The main component in the process of the project’s preparation is the project’s Logical Framework. It describes in a concise manner all important aspects of the project.

However, in order to be able to construct a Logical Framework, it is necessary to diagnose a state, that is, to describe the initial situation. Frequent methodological solution is to carry out the so-called SWOT analysis (Strengths and Weaknesses, Opportunities and Threats). Another method is the problem and objectives analysis.

The problem analysis of the problems’, is the first step of designing, as result of which is an analysis of the real existing problem’s situation, will be developed in the so-called, "tree of problems". The tree of problems is a complex diagram that places the logical relationship between proximate - consecutive causes, between situations perceived as negative in the planning area and indicating the main problem, its causes and consequences. "Tree of the problems" is the basis for the definition of the objectives of the planned undertaking. There is also a possibility of connecting the “tree of problems" method with other forms of analysis such as SWOT analysis. Please note that the "tree of problems" should include only the records that define the problems’ situation (described in a negative way), a real and substantial in terms of area covered by the study.

The starting point for purposes analysis is the "tree of problems", then transformed in a "tree of objectives". "Tree of objectives" illustrates the relationship between the objective and the means to attain it. Tree of objectives determines material to justify the program and define the expected results.

A well-formulated goal should meet the SMART rule. It should be:

S – specific,

M - measurable, 

A – actionable,

R – realistic,

T – timetabled.

Stage II. Feasibility assessment. This is another step, which goal is to define the exact time of the project’s implementation and the budget of the project, and clarify the overall scope of the project by setting targets for sub-projects.

At this stage, a very important decision for the project is taken: 

- To postpone the project to the next stage of planning, 

- To return to the stage of creating the vision of the project,

- To cancel the project.

Stage III. The project’s planning is to determine the timetable for the project, the development of the project’s budget and the implementation time in accordance with the defined scope of the project. At this stage there is prepared the project’s base plan, which is used later to verify the correctness of the project’s implementation. During this stage, the target group and other project participants, are determined. Designing stage is one of the most important stages of the project. The success of the project depends primarily on good preparation for the implementation of the project.

Stage IV. Implementation of the project. The purpose of this stage is to fulfill activities that aim at implementation of the project’s established scope, budget and time.

During this phase of the project, very important is:

- The appropriate communication and the tasks realization’s arrangements,

- Identification of emerging issues and risks in the project and the project team,

- Control of the tasks’ schedule in accordance with the scope and execution time,

- Communication with the institutions financing the project and the project’s participants for the exchange of information on the quality of the work,

- planning of the corrective actions for the tasks carried out without accordance with the planned scope or time,

- Reorganization of the schedule and the communication of information on its changes,

- Communication with funding bodies about the current risks, problems and progress of the project,

- Motivating the team and identifying the current priorities.

Stage V. Completion of the project. This is the last step to the project’s settlement and to draw conclusions from the experience gained during the project.

In the project’s implementation, the three constraints should be indicated:

1. The scope of the project.

2. Budget.

3. Execution time.

The scope of the project is the determined objectives scope of the project, indicating the expected outcome of the project. The scope of the project is created at the beginning of the project and should be specified before the start of the project.

The most typical risks associated with exceeding the scope of the project are:

1) too generally designated objectives of the project,

2) lack of familiarity with the environment (external conditions),

3) lack of approval of the project’s scope by the funding body,

4) lack of determination by the head of the project of the quality evaluation’s standards of the project’s scope implementation,

5) lack of control by the project manager of the project’s implementation,

6) lack of the management of the project’s scope changes during the implementation,

7) lack of systematic reporting and verification of the implementation of the project scope and lack of knowledge on the occurrence of non-compliance in the course of the project.

The time of the project defines from when the project should start and when it should be finished.

The most typical risks associated with exceeding the time of the project’s implementation are:

1) Incompetence of project team,

2) The inability to estimate the duration of the tasks or too optimistic estimation,

3) lack of planned time to obtain the necessary arrangements and licenses by the project’s manager,

4) lack of estimation of possible delays in the design and lack of preparation of leeway necessary to their removal,

5) lack of planned corrective actions for delays by the project manager,

6) lack of estimation of project’s participants availability by the project manager,

7) The task overlay at a time,

8) lack of decision-making powers of the project manager,

9) Lack of systematic tasks’ reporting in the project, and the same lack of knowledge about the presence of delays,

10) lack of management of the changes in the schedule of the project and its maladjustment to the current situation,

11) lack or loss of motivation of the project’s participants,

12) lack of allocation approval of the project’s participants by the project manager.

Project budget is a specified quantity of financial resources intended to cover all the costs occurring in the project, necessary to achieve the assumed scope of the project. Project budget should include the following items related to the costs of the project scheduled for:

· The cost of the project’s team work,

· Pay the travel costs of the project’s team,

· Training the project’s team before proceeding with the tasks of the project,

· Place of work, tools and equipment for the project team,

· The purchase of material and intangible assets necessary to achieve the project’s objectives,

· Pay the costs of communication and exchange of information (phones, faxes, internet, etc.)

· The purchase of external services,

· Creation of a reserve for the possible costs arising from the possibility of any of the project’s risks (of course, the amount of the reserve should not be consumed on the project if the risk is not fulfilled).

The most typical risks associated with exceeding the budget of the project are:

1) Incomplete and erroneous estimation of the direct costs of materials,

2) Incorrect estimation of the direct costs of employing experts in the project,

3) lack of estimation of indirect costs that arise during implementation of the project,

4) lack of cost’s approval by the funding institution,

5) The high impairment of tasks’ performance,

6) lack of systematic cost accounting and the same lack of knowledge about the level of use of the budget,

7) The incomplete allocation of planned work during tasks’ implementation,

8) The emergence of delays in the project,

9) The difference of exchange rates for foreign expenses,

10) The increase in prices and lack of implementation of purchasing well in advance,

11) The unavailability of planned materials and specialists.

An important role in the project, plays a well-planned organizational structure of the project team.

Typically, the project's organizational structure is as follows:

1) Project Manager,

2) The project’s participants.

The project manager is the person responsible for managing the project. The project manager sets the institution sponsoring the project. The role of the project manager requires a broad range of skills on the practical use of management tools, as well as considerable interpersonal skills necessary to manage the project team, also requires the ability of overcoming the problems and find the path to success. The primary role of the Project Manager is to analyze the current level of project’s implementation within its powers and resources.
Project Manager responsibility:
1) managing the project’s implementation, 

2) defining the project’s tasks on the basis of a specific scope of the project,

3) Preparing and updating the project’s schedule,

4) Management of critical path tasks,

5) The provision of the project’s products on time, in accordance with the budget and requirements,
6) Risk management in the project,

7) The management of the project’s team,

8) Establishment of the standards of work and cooperation in the project’s team,

9) The assignment of the tasks to the project’s participants, monitoring their implementation and validation of the execution of tasks,

10) Motivating of the project’s participants,

11) Resolving conflicts in the project’s team, 

12) Communication and changes’ management in the project’s team,

13) Making decisions within the range overstepping powers, competencies or responsibilities of the project’s participants,
14) The appointment of team leaders in the project’s team,
15) Documenting and reporting the current status of the project,
16) Reporting on the project’s progress,
17) The reporting of identified risks in the project
Expected skills:

1) initiative, perseverance, patience, foresight, decision-making, communicability, leadership, high ethical standards, accuracy, timeliness, responsibility,

2) knowledge of standards of projects’ conducting - the methodology of carrying out projects, 

3) knowledge of the application supporting project management,

4) ability to plan and anticipate the possible risks, events and planning in advance relevant to them activities, 

5) focus on achieving the objectives,

6) ability to manage a project’s team,

7) negotiation skills,

8) ability to conduct discussions and to maintain good relations with the other participants in the project,

9) ability to contract and make arrangements

10) ability to resolve conflicts and create conditions for the conclusion of compromises,

11) ability to estimate the costs and to anticipate time of the project’s execution.

The project’s participant is the person, responsible for the active implementation of the project’s tasks within the agreed time, with the fixed implementation scope, and take any action to protect so determined implementation.

Typical responsibilities of a project’s participant are:

1) conducting of work related to the entrusted tasks,

2) reporting of any risks and problems that lead to failure of the task’s performance or its improper implementation,

3) highlight the possible or real budget exceeding, identified in the course of the work,

4) to highlight the possible delays in the implementation of the tasks,

5) develop concepts and methods of carrying out the tasks,

6) planning supporting activities necessary for the task implementation,

7) estimation of workload and deadlines for implementation of new tasks in accordance with their own expertise

8) Periodical reports of work performed in the task and the work remaining to complete the tasks.

The typical powers of the project’s participant are:

1) the time estimation of project’s implementation in accordance with their own knowledge,

2) proposing the method of tasks’ implementation,

3) selection of ways to carry out the tasks, ensuring their implementation within the agreed deadlines and in the scheduled scope,

4) reporting the risks and problems,

5) the other powers vested by the project manager or project leader.

Expected project’s participant skills. Participation in the projects in principle does not require an addition to the suitability of specific professional knowledge and skills of self-organization and co-operation with other people. One can highlight a set of personal qualities, which make participant more effective in the project, regardless of personal preferences of the project manager. The expectation from a project’s participant is as followed:

1) meritorious skills, such as:

a) knowledge of the substantive issues corresponding to the tasks performed,

b) ability to estimate the execution time of tasks,

c) ability to raise the standing of their substantive qualifications 

2) interpersonal skills and personal qualities, such as:

a) the ability to communicate the risks and problems in implementing the tasks

b) the ability to work with others and participate in the work

c) the ability to respect the rules of work,

d) punctuality and conscientiousness,

e) flexibility in the implementation of tasks.

The result of the project is relative to the project’s participants and their mutual cooperation. For the co-operation was a good one, persons, who are participants in the project usually, should not have the following characteristics:

1) lack of professional knowledge,

2) excessive specialization - the lack of flexibility

3) a tendency to over-compete with the other project’s participants,

4) selectivity and individuality of the work and the lack of cooperation with the other project’s participants,

5) The tendency to faultfinding and intransigence,

6) lack of openness to new approaches,

7) avoiding the implementation of the difficult tasks,

8) postponing of the tasks,

9) not finishing initiated tasks’ implementation,

10) tendency to be retained on solving problems,

11) not communicating the risks and problems identified,

12) avoidance of communication, acceptance of not existing "assumptions" in the way of performing the tasks,

13) inability to estimate the potential in relation to requirements - uncritical taking on "unrealistic" task.

There should also be taken into account, when assessing a potential candidate for a project’s participant that the presence of some conflicting behavior on his part is also highly dependent on the project manager, who can effectively resolve conflicts and deal with him.

The project’s participant is subjected to the project manager, or in the case of more complex projects with dedicated teams of Task, to assigned project leader. The project’s participants including the project manager and project leaders form a project team.
· Types of management involved

Introduction

Management involved can be defined as relatively permanent and repeatable manner in which the superior effect on subordinates in order to stimulate and coordinate their actions in a team, and to - the achievement of the objectives facing the organization. This style of driving is a driver for a personal view of what methods it should impact on subordinates. The actual style is a style of driving potential, which was revised under the influence of the current objectives of the director and the conditions under which it will need to carry out.

One of the scientists who analyzed the driving style was WJ Reddin. His work is built on the concept and Mouton Blacke'a on the basis of which he has created his own called Reddina box. Assume three dimensions (three types of management styles): 

1) Focus on tasks, 

2) Focus on people, 

3) Focus on efficiency.
[image: image2.png]ProvoCNY | REAUZACINY

usiversy | kovenofusom| e

1





	
	
	
	PROMOTION
	REALIZATION

	
	
	
	BUREAUCRATIC
	FRIENDLY AUTOCRATIC

	
	
	
	
	

	
	ALTRUISTIC
	COMPROMISE
	
	                                                         effectivity

	people
	PASSIVE
	AUTOCRATIC
	
	

	
	                                                      tasks
	
	
	


The box styles Reddina targeting the eight basic styles:

1. The passive style - characterized by a low concern for people, tasks and effectiveness. Manager resigns from his leadership role. 

2. The bureaucratic style - focused exclusively on efficiency. Manager strictly observes the rules and regulations adopted in its institutions, will only work within the accepted rules. Manager surrounds such as administrative positions, where efficiency is not easily measurable. 

3. The altruistic style - only to contacts with people. Manager maintains a friendly relationship with employees, does not impede their work. Manager believes that happy people are more productive, so care must be taken on a more pleasant atmosphere in the team than to carry out tasks. To solve problems through discussion. The disadvantage of this style of driving is poor performance of teams.

4. The promotion style - aimed at efficiency and to the people. Manager believes that the friendly atmosphere conducive to work efficiency and developing skills. He knows how to encourage subordinates to give more of yourself, but let it requires more - this is different from the altruistic style. 

5. The autocratic style - characterized by a high concern for production and efficiency, and low for employees. At first, a manager expects absolute obedience from subordinates and supervise them to fulfill their responsibilities towards their satisfaction. Second, a manager does not take into account the contacts. 

6. The autocratic – altruistic style. The aim of this style is a efficiency and human relations. From the above style is different that a manager can set requirements, but does not create a tense atmosphere. 

7. The compromise style - for the attitudes of people and tasks. Manager believes that planning should be based on compromise, then it will be possible to optimize the execution of tasks, but in practice it is not possible to strike the right balance between jobs and people, because it takes decisions under the pressure of the facts or the environment. 

8. The realization style - focused on people, tasks and effectiveness. Manager puts the ambitious task of the workers and requires them to high performance, but at the same time maintains good contact with them. Manager is committed to such a guide made by workers and subordinates problems, which gives them the incentive to work. Manager is open to new ideas, enable employees to co-work plans, as it knows that in this way can they be committed to work. He knows that people make up the organization. 

Reddin attended that the realization style is the best. A person using it is called real managers. At present, we are believe that this is the best manager who has knowledge of all these styles and who is able to select the style, depending on the particularities of the organization that manages and the situations in which it is fulfilling its role.
· Negotiation strategies
Introduction

The aim of negotiations is to reach an agreement, that is, finding a common solution (consensus). Through negotiations the parties reach a solution beneficial even in the case of a conflict of interest.

In the negotiations can attend two or more persons (negotiating teams). Both parties may create negotiating teams. There are cases that, on the one hand, there is one person, such as a project manager or his assistant, on the other hand, a team representing the entire institution.

Members of the negotiating team should have roles designated, and especially the leader, the Secretary - recorder, specialists from the various cases. The team may also benefit from experts such as lawyers and experts.

In the negotiations should be used certain rules (Fisher & Ury: Getting To Yes):
1) Separate the people from the problem;

2) Focus on interests, not positions;

3) Invent options for mutual gain;

4) Insist on using objective criteria.

Separating the problem from the people standing behind him, is connected with emotions, what causes the problem settled. Emotions generally play a negative role in the negotiations. People look at the problem and its solution from their point of view. This makes it incompatible with the facts such as interpretation, statements distortion, and the effect is a nervous atmosphere, which is not conducive to the agreement. People are beginning to stir, rather than negotiate. Participants in the negotiations become adversaries, enemies. Do not, therefore, assimilate people with a particular problem because it causes complications. To objectively examine the issue, it is necessary to conduct substantive discussion, impartial discussion of the issue, without being influenced by people standing by one or another solution.
Focusing on the tasks, rather than on presented views is the result of the aim of negotiations, which is to reach an agreement ensuring the performance of particular tasks. Meanwhile, negotiations often take the form of an exchange of views and focus on the conflict. Presenting views pushes back the task on the further plan and does not lead to an agreement. There is also a lot of views, and tasks are defined. Focusing on the tasks is the shortest route to the objective, namely to reach an agreement.

Searching for the benefit of all parties is possible, because you can submit a number of proposals to reach an agreement, not just one. If any party will develop only one variant of this agreement, it will be beneficial only for this party, and variants of a each of the parties can vary dramatically. Anyone can be criticized for one-sidedness and the negotiation is becoming a tender. Development of multi-variant solution, taking into account the benefits to all, will cause the discussions towards agreement.

The use of objective criteria. Negotiating is connected with the desire of the parties to persuade the other to their point of view. Then, it comes up to the clashes of views completely contradictory. These kind of negotiations do not  produce desirable results. Therefore, objective criteria should be adopted (resulting from the merits of the case, from a legal basis, independent experts, etc.) and accepted by all. This will facilitate the search for common solutions. The agreement reached on the basis of objective criteria, seems fair and satisfactory to all parties.

The application of different rules in the negotiations makes it easier to conduct. The negotiations around the issue focus on tasks, to the benefits to each side and based on objective criteria are effective and lead to an agreement.

Most of the negotiations are carried out in accordance with the typical phases:

1) Prepare for the negotiation;

2) Start of negotiations and to present output views;

3) The negotiations, which is to present further proposals;

4) Completion of negotiations.
Skilful preparation of the negotiations is a precondition for achieving success in them. The preparation includes the formal and substantive preparation. In frame of the formal preparation one should determine the participants of negotiations, designate the place and time of the negotiations and identify any other necessary matters (such as access). Very important is the selection of participants. In the selection of individuals should be taken into consideration: their negotiating capacity, knowledge of the negotiations and the ability to cooperate with the team. As part of the substantive preparation one should examine the aims of negotiations, that means, what is the interest of each party. Next, possible alternative solutions should be considered in case of making a deal or breaking the agreement and talks. Next is to determine the issues to be negotiated and objective criteria for evaluating proposed solutions.

Negotiations begin with the presentation of the participants and determining way of negotiating. Then one should submit the subject matter and scope of the negotiations, and examine the competence of participants to determine the order of negotiations. The negotiation phase is the presentation of further proposals and arguments to justify them. As a rule, the advantaged party is the one that reflects the new recommendations and modifies them. Rejecting any proposals one should submit another one. Very good suggestions are conditional ones, this means that making concessions on one side in a particular matter at the same time requires to concede from the other side on the other matters. Negotiators from both parties should have several options for solutions, from most preferred to the potential for approval.

As a rule, first proposed in the negotiations is not acceptable, since it includes the most preferred option by either side. Further proposals are concessions that should be mutual. Without making concessions the time is wasted and there is no ability to conclude an agreement. In the lack of progress in the talks, use of the methods such as discussion and brainstorming can be offered.

A discussion is the exchange of opinion about a topic by the common discussion and its contemplation. This differs from past conversations that discussion is not related to the administration proposal and subsequent adoption of their perspective, but it is considering a more general, which may lead to new proposals for adoption by both parties. Discussion may lead to a settlement of the problem. The theme, on which they are discussing, is analyzed through the skillful administration and reception of reasonable arguments.

The successful discussion should be conducted according to certain rules:

1) Do not interrupt the speech;

2) Presentation of interest in the discussion;

3) Allow to speak each participant;

4) A clear presentation of ideas and arguments;

5) Approval for a short exchange of views among the participants;

6) Ensuring the right of reply;

7) Presentation of a wide variety of views and arguments;

8) Divagation of topic discussion.

Every interlocutor, other than a representative of his belief and reasoning, may ask questions, encourage the views of others, or to supplement them, propose changes, reject other views. Considering the formal issues one can speak at any time, but on substantive matters according with the notification order.

Brainstorming - a method of group creative thinking related to a search for the optimal solution of a problem. The primary objective of brainstorming is to separate the search for ideas from the evaluation stage of their reporting.

This method consists of three stages:

1) looking for ideas,

2) evaluation of ideas,

3) selection of ideas.

In the group may attend the experts of problem and the laics. Their appointment should be free style. Leader sets the problem, and group members try to give different, often very controversial, and even unrealistic ideas to fix it. It is not allowed to respond and criticize these ideas. All ideas are recorded until they are exhausted. Then the selection of ideas by experts is taking place, evaluating them as positive or negative. The most interesting ideas are selected for further consideration. The method of brainstorming increases creative potential, which produces the innumerable ideas, which to a large extent, although unreliable, may suggest the most favorable solution. However, freedom and relaxation must prevail, and all should be treated as entertainment. It introduces the necessary distance to the problem, what allows avoiding stereotypical thinking.

Completion of negotiations can be made in the case of views agreed, or break of the negotiations. Negotiations are close to the end, where the parties have agreed views. It is now necessary, in writing, to determine what has been achieved.

Communicating participants in negotiations

The basis for the negotiations is to communicate to the parties taking part in them. Communication clear rules are established in the so-called interpersonal communication.

Interpersonal Communication in the negotiations is communication of various sorts, namely transfer of information through which the views of the parties are agreed.

Interpersonal communication is divided into verbal and non-verbal communication.

Verbal communication takes place through words. Good verbal communication during negotiations is a way of speaking and listening, which enables mutual understanding and lead to an agreement.

Non-verbal communication is used to transmit feelings, sympathy and the susceptibility with different non verbal signals. In general, non-verbal communication stresses or denies what is being told with words. Non-verbal communications are determined by different signals sent by both the speakers and listeners.

Skills and characteristics useful in the negotiations:

1. Careful preparation - the choice of negotiated team, determination of target for the negotiations, analysis of both sides’ situation, development strategies, the determination of other side potential strategies, knowledge of issues to discuss, verification of facts and clarification of doubts, the analysis of the strengths and weaknesses, establishment of the form of negotiations.

2. Brilliance - a precise analysis of the problem and the rapid development of the optimal solution, providing a fast accurate response.

3. Precision of expression - the collection of information about the position, determination the order of issues, preparation of notes with key words to use, plain language explanation of all the issues in turn.

4. Careful listening - showing interest to what the other party says and ask questions in order to gain additional information.

5. The correct evaluation - the ongoing analysis of the negotiations, the release of key negotiating issues.

6. Honesty - we assume that during the negotiations, both parties will proceed with integrity, with unfair business nobody wants to negotiate.

7. Persuasion - the selection of relevant arguments, precise, consistent and kind presentation of arguments.

8. Patience - the avoidance of quick decisions and not solicitations of the other side, not showing a hurry.

Comparison of the three main styles of negotiation (prof. Zbigniew Nęcki):

	Collaborative style (soft)
	Competitive style(tough)
	Pragmatical style (essential)

	1. The participants are friends. 
	The participants are adversaries.
	Participants resolve a common problem.

	2. The agreement is the purpose.
	The aim is winning.
	The aim is reasonable outcome, accomplished efficiently and in good atmosphere. 

	3. Make concessions for maintaining the contact.
	Claim the concessions as a condition for maintaining contact.
	Separate people from problems.

	4. Treat the people and problem kindly.
	Be tough with people and problems.
	Be kind for people and tough with problems.

	5. Trust others.
	Don’t trust others.
	Act aside from trust.

	6. Change your opinion easily.
	Keep your position and opinion. 
	Concentrate on tasks not on the opinions.

	7. Make offers.
	Make threats.
	Badaj stan interesów.

	8. Reveal your lowest potential approval. 
	Hide your lowest potential approval.
	Avoid formulating your lowest potential approval.

	9. Accept your losses for the goodness of agreement.
	Claim one-sided concessions as a condition of continuing negotiations.
	Create profitable possibilities for both sides.

	10. Look for one solution: approved by the other side.
	Look for one solution: the best for you only.
	Look for many solutions, choose one of them later.

	11. insist on making an agreement.
	Insist on accepting your opinion.
	Insist on accepting objective criteria.

	12. Try to avoid „wishlist”.
	Try to win the “wishlist”
	Try to reach the outcomes based on the criteria independent from subjective wishes.

	13. Give up for the pressure.
	Make pressure.
	Convince and be open for other opinions, submit for reasonable arguments, not a pressure. 


Annex M 5-2A: project realization schedule
	PROJECT REALIZATION SCHEDULE

	* please,  indicate to the nearest quarter of the annual duration of the project and its particular stages (tasks,sub-tasks)

	

	Year
	2009


	2010

	Stage                        Month
	V
	VI
	VII
	VIII
	IX
	X
	XI
	XII
	I
	II
	III
	IV
	V
	VI
	VII
	VIII
	IX
	X
	XI
	XII

	

	Time of project realization
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Name of the task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	Name of the task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	Name of the task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Annex M5-2B: project realization schedule
	PROJECT REALIZATION SCHEDULE

	* please,  indicate to the nearest quarter of the annual duration of the project and its particular stages (tasks,sub-tasks)

	

	year
	2009
	2010
	2011
	2012
	2013

	Stages                        Quarter
	I
	II
	III
	IV
	I
	II
	III
	IV
	I
	II
	III
	IV
	I
	II
	III
	IV
	I
	II
	III
	IV

	

	Time of project realization
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Name of the task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	Name of the task
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	Name of the task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Name of sub-task
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Annex M5-3A project budget:
German language course based on using multimedia techniques

	Category
	Calculation method
	Overall project cost
	Applicant’s own contribution
 and  other sponsors
	APPLICATION from PFDM

	Staff costs

	
	
	
	
	

	German language instructor
	74 h x 30 euro of shifts (reduction of hours – 6 hours of classes haven’t taken place)
	2 220,00 euro
	-
	2 220,00 euro

	Computer professional
	volunteer – 60 h x 30 euro
	1 800,00 euro
	1 800,00 euro
	

	
	
Total staff costs:
	4 020,00 euro
	1 800,00 euro
	2 220,00 euro

	Equipment and other costs

	
	
	
	
	

	EuroPlus+ Sprachkurs Deutsch Millennium Professional Pack
	401 euro x 5 pieces – lower purchase price
	2 100,00 euro
	-
	2 006,00 euro

	Multimedia dictionary Langenscheidt german-polish and polish-german
	170 euro x 4 pieces – higher purchase price
	680,00 euro
	-
	680,00 euro

	Heating
	
	1 800,00 euro
	800,00 euro
	1 000,00 euro

	DVD movies – new item
	9 pieces
	367 euro
	
	367,00 euro

	Promotional T-shirt – new item
	
	
	
	

	Electricity
	sum decrease– neccesity for saving 
	591,15 euro
	-
	591,15 euro

	Copying costs
	change (increase contribution at OSP side) 
	250,00 euro
	125, 00 euro
	100,00 euro

	Office supplies
	100,00 euro
	100,00 euro
	-
	100,00 euro

	Computer hardware
	5 computer hardware x 2 000 euro
	10 000,00 euro
	10 000,00 euro
	

	Server
	4 000,00 euro
	4 000,00 euro
	4 000,00 euro
	

	Laser printer B/W
	740,00 euro
	740,00 euro
	740,00 euro
	


	Expenditure’s type
	Unit


	Project expenditures for the period
	Total units’ amount


	TOTAL COST

	
	
	2009
	2010
	
	

	
	
	Unit’s amount


	Unit cost


	Total cost


	Units’ amount


	Unit’s cost


	Total cost


	
	

	1
	2
	3
	4
	5 (3x4)
	6
	7
	8 (6x7)
	9 (3+6)
	10

 (5+8)

	1. Staff costs (name categories)
	
	
	
	
	
	
	
	
	

	1.1 Coordinator salary 
	MONTH
	
	
	
	
	
	
	
	

	1.2 Accountant salary 
	MONTH
	
	
	
	
	
	
	
	

	1.3 Coordinator’s business trips (2 times a month)
	TRAVEL
	
	
	
	
	
	
	
	

	1.4 Trainer salary (re Activity I) 
	CLASSES HOUR
	
	
	
	
	
	
	
	

	1.5 Games and toys’ animator salary (2 groups X 10 days - (re Activity II)
	DAY
	
	
	
	
	
	
	
	

	1.6 Animator’s board (dinner, coffee, tea) (re Activity II)
	PERSON-DAY
	
	
	
	
	
	
	
	

	1.7 Computer professional’s salary – creating web site 
	WORK
	
	
	
	
	
	
	
	

	1.8 Students’ guardian- Salary (Activity I)
	PERSON
	
	
	
	
	
	
	
	

	1.9 Teacher salary (10 groups x 10 classes hours) (Activity III)
	CLASSES HOUR
	
	
	
	
	
	
	
	

	1.10 Animator salary (2 groups x 10h) (Activity V) 
	CLASSES HOUR
	
	
	
	
	
	
	
	

	1.11 Psychologist salary (5 h/week X 32 weeks=160h) (Activity VI)
	HOUR
	
	
	
	
	
	
	
	

	1.12.
	
	
	
	
	
	
	
	
	

	1.13
	
	
	
	
	
	
	
	
	

	Total staff costs
	
	
	
	
	
	
	
	
	

	2. Costs with reference to beneficiaries (name categories)
	
	
	
	
	
	
	
	
	

	2.1 Students’ board (dinner, food for travel) (40 students + 2 guardians) (re Activity I)
	SET PER PERSON
	
	
	
	
	
	
	
	

	2.2 School supplies (paper, carton, wire ….) (re Activity V) (2 groups x 15 people)
	SET PER PERSON
	
	
	
	
	
	
	
	

	2.3 School supplies  (paper, carton, wire ….) (re Activity V)
	SET
	
	
	
	
	
	
	
	

	2.3
	
	
	
	
	
	
	
	
	

	2.4
	
	
	
	
	
	
	
	
	

	Total costs with reference to beneficiaries
	
	
	
	
	
	
	
	
	

	3. Other costs (name categories)
	
	
	
	
	
	
	
	
	

	3.1 Office supplies (toner, printers, xero paper, …)
	MONTH
	
	
	
	
	
	
	
	

	3.2 Project’s promotion (design of leaflet and its printing)
	UNIT
	
	
	
	
	
	
	
	

	3.3 Photo frames’ purchase – works’ exhibition (re Activity IV)
	UNIT
	
	
	
	
	
	
	
	

	3.4
	
	
	
	
	
	
	
	
	

	3.5
	
	
	
	
	
	
	
	
	

	Total other expenditures
	
	
	
	
	
	
	
	
	

	4. Total qualified costs (from 1 to 3)
	
	
	
	
	
	
	
	
	


	Annex M5-4A: Project Budget

	Project Title: 
APPLICANT:

	Activities
	Expenses connected with particular activity
	Overall Cost

	Activity 1:  
(Name of activity)
	(Description of expenses connected with particular activity)
	 

	Activity 2: 
	 
	 

	Activity 3: 
	
	 

	Activity 4: 
	
	 

	Activity 5: 
	
	 

	TOTAL:
	
	0

	
	
	

	
	
	


	Annex M5-4B: Estimated sources of financing

	PROJECT TITLE:
	
	
	
	
	
	
	 

	Applicant:
	
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	TOTAL
	Percentage

	 
	 
	 
	 
	 
	 
	 
	 
	in overall budget

	 
	 
	 
	 
	 
	 
	 
	zloty/euro
	%

	Aplicant's financial contribution
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Grant
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Estimated grant
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other sources of financing (including physical assets):
	 
	 
	

	(please specify)
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	OVERALL FINANCING
	 
	 
	 
	 
	0
	100%


Annex M5-5: CASE
Case: The composition of squares
Adapted on the basis of  B. Kożusznik, Kierowanie zespołem pracowniczym, PWE, Warszawa 2005, p. 15-17.

An aim of the exercise is the observation of the interaction between members of the team in the situation conditioned of the limited freedom of the exchange of the information. 

Instructions to the team: 

in every team there are 5 participants + 1 person - the observer. The task of the group is the arrangement of 5 full squares from received parts. Members of the team cannot communicate with themselves, cannot give questions to trainers and observers and cannot take elements to other persons. 

Instructions to the observer: 
1. To observe the behaviours of each persons in the team. To observe the behaviours of each persons in the team. 

2. Was the rivalry or the cooperation?

………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
3. What was the communication? Were the principles "not to speak", "not to give the signals" complied?

………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
4. What kind of the problems were on the team?

……………………………………………………………………………………………………..
………………………………………………………………………………………………………
……………………………………………………………………………………………………
5. Did become the leader? Did more persons try to take over this role?

………………………………………………………………………………………………………
………………………………………………………………………………………………………

………………………………………………………………………………………………………

6. Did the team finish the task? At what time?

………………………………………………………………………………………………………

………………………………………………………………………………………………………
OPTIONAL ACTIVITIES
M3 Part 1 Lead-in activity

Trainers may open this session with the following thought-provoking activity:

1. The trainer dictates to the participants the definition of an object with its possible uses and characteristics without showing an item belonging to that category of objects. e.g. A ball is a round or usually round object used in sports or games or a toy used in many children’s activities. It can come in different colours and it can be made of rubber, leather, plastic, or even stone or wood. Some balls are inflatable – they are lighter and easier to play a leisurely game of volleyball; others are heavy and you need strong sports strong to kick them without getting hurt.

2. The trainer asks participants to re-read the description and then turn down the paper and enumerate in writing characteristics of balls given in the description, if possible exactly as given there.

3. Compare with the given description. Anything missing? Anything different?

4. Then the trainer brings in a number of balls, all sizes, colours, materials, weights: The trainer asks everybody to pass the balls from one to another and compare the balls in terms of  size, weight, shape, material, resistance, easiness to maneuver, types of games they could be used for, etc.

5. The whole group discusses which would be easier for a child to remember – the characteristics given in the formal description or those they could sense and appreciate for themselves?

My Learning Style 

The trainer prepares sets of handouts with the following chart for all participants. (Adapted from Colin Rose(1987). Accelerated Learning). 
Task - Read the word in the left column and then answer the questions in the successive three columns to see how you respond to each situation. Your answers may fall into all three columns, but one column will likely contain the most answers. The dominant column indicates your primary learning style.

	When you..
	Visual
	Auditory
	Kinesthetic & Tactile

	Spell
	Do you try to see the word?
	Do you sound out the word or use a phonetic approach?
	Do you write the word down to find if it feels right?

	Talk
	Do you sparingly but dislike listening for too long? Do you favor words such as see, picture, and imagine?
	Do you enjoy listening but are impatient to talk? Do you use words such as hear, tune, and think?
	Do you gesture and use expressive movements? Do you use words such as feel, touch, and hold?

	Concentrate
	Do you become distracted by untidiness or movement?
	Do you become distracted by sounds or noises?
	Do you become distracted by activity around you?

	Meet someone again
	Do you forget names but remember faces or remember where you met?
	Do you forget faces but remember names or remember what you talked about?
	Do you remember best what you did together?

	Contact people on business
	Do you prefer direct, face-to-face, personal meetings?
	Do you prefer the telephone?
	Do you talk with them while walking or participating in an activity?

	Read
	Do you like descriptive scenes or pause to imagine the actions?
	Do you enjoy dialog as such or can hear the characters talk?
	Do you prefer action stories or are not a keen reader?

	Do something new at work
	Do you like to see demonstrations, diagrams, slides, or posters?
	Do you prefer verbal instructions or talking about it with someone else?
	Do you prefer to jump right in and try it?

	Put something together
	Do you look at the directions and the picture?
	
	Do you ignore the directions and figure it out as you go along?

	Need help with a computer application
	Do you seek out pictures or diagrams?
	Do you call the help desk, ask a neighbour, or growl at the computer?
	Do you keep trying to do it or try it on another computer?


Task interpretation – How is this relevant to the way we should act as teachers or trainers who work with groups of children / students? (see also Supplementary materials on Learning Styles )
M3 Part 3 Which personality type are you?
Task: The trainer gives the participants cards presenting the four main personality types and asks them to identify their own type:

	The Activist

· flexible, open-minded and happy to embark upon action. Tend to take immediate, obvious steps, without thinking twice. Often takes unnecessary risks.

· Tends to do too much on his/her own and stand in the limelight

· Enthusiastic about what is new, and thus unlikely to resist change. Bored with consolidation work.
	The Theorist

· logical thinker, rational and objective, with a low tolerance to uncertainty, disorder and ambiguity;

· Good at asking pertinent questions and giving advice; Always knows the best courses of action;

· Intolerant of anything subjective or intuitive.



	The Pragmatist

· Practical, down-to-earth, realistic, not very interested in theory;

· Keen to test things out in practice; tends to reject everything without an obvious practical application;

· Businesslike; gets straight to the point;

· Technique-oriented;

· Task-oriented, not people-oriented


	The Reflector

· Thoughtful, thorough, and methodical, tends to hold back from direct participation;

· Careful, rarely jumps to conclusions;

· Tends to be too cautious and take no risks

· Good at listening to others and assimilating information;

· Slow to reach a decision.


Development – Have an open discussion on personality types, on combinations that usually illustrate different individuals’ personalities and how they make all of us different. Relate the management of students’ activities to the diversity of personality types and the need to cope for all of them.
Suggestions for activities on roles in groups  
Four Corners
Preparation: Put a sign for each of the following categories in a corner of the room. 
1. Why are we doing this, what's the point?
2. What are the steps? What's the time limit? Who's in charge?
3. Does everybody feel OK about it? 
4. Let's do something! Let's try it out.

Development  

Step 1. Invite group members to self-select into one of the categories for the purpose of a short conversation. Tell the group: When you are asked to work on something, what do you want to know? Choose one of  the four possibilities and talk about it with the other people who have made the same choice for about 2-3 minutes. 

Step 2. At the end of the given time, invite a report-back from each corner to the full group, followed by general discussion on types of personalities according to what every set of questions focused on: 
1. Meaning: Why are we doing this, what's the point?
2. Structure: What are the steps? What's the time limit? Who's in charge?
3. Caring: Does everybody feel OK about it? 
4. Action: Let's do something! Let's try it out.







(adapted after Craig Freshley)
The way I see myself and the others
Step 1: Trainees get into groups of 4.

Step 2: Trainer distributes 4 cards per trainee. Trainees are asked to draw symbols representing them and the others on each of the cards they get.

Step 3: Trainees collect all the cards representing them and ask the others members of the group to explain the symbols they used to represent them.

Step 4: Trainees are asked to write the new things they have found about themselves into two columns depending on whether they want to keep or change them.

Step 5: Each participant will tell the others what he / she has found out about himself / herself (if case be), and if he / she agrees with that.

· Open discussion on: There are differences between how people see their personality, what kind of person they think they are and what they believe others think of them, how much they like themselves or they think others like them. Some people are afraid of being rejected or of being considered vulnerable and that is why they do not want to open up to the others. Differences between what people expect and what they get or offer may lead to a low self esteem. The secret lies in our capacity to set correct objectives based on a correct self evaluation.
Mottos for the study area
Task:  Choose one or two mottos from the list below to place on the wall chart in the room where you work with your study group; give reasons for your choice. 

1. Sweet words soften hearts.

2. An eye for eye makes everybody blind. 

3. Let’s find the right way together.

4. A fair deal prevents a fight.

5. Nobody has the last word, but everybody has something to say.

6. Kind words are worth much and cost little.

7. Live and let live

8. Admit to your problems so you can solve them.

9. The best way to solve a problem is to avoid it.
10. Let’s agree we disagree upon something.
The way I see myself and the others
Step 1: Trainees get into groups of 4.

Step 2: Trainer distributes 4 cards per trainee. Trainees are asked to draw symbols representing them and the others on each of the cards they get.

Step 3: Trainees collect all the cards representing them and ask the others members of the group to explain the symbols they used to represent them.

Step 4: Trainees are asked to write the new things they have found about themselves into two columns depending on whether they want to keep or change them.

Step 5: Each participant will tell the others what he / she has found out about himself / herself (if case be), and if he / she agrees with that.

· Open discussion on : There are differences between how people see their personality, what kind of person they think they are and what they believe others think of them, how much they like themselves or they think others like them. Some people are afraid of being rejected or of being considered vulnerable and that is why they do not want to open up to the others. Differences between what people expect and what they get or offer may lead to a low self esteem. The secret lies in our capacity to set correct objectives based on a correct self evaluation.
The Trouble Corner

After reading the story The Trouble Tree, you may want to have a “trouble corner” or “trouble box” in your own class where to invite students to get rid of their troubles and worries. To see if it works, tell students to leave their troubles there at the beginning of the activity. Ask them to try and visualize themselves while they are doing this. Tell them that they will be free to take their troubles back with them at the end of the class. The fact that in most cases they forget completely even to mention the topic at the end of the activities will be the indicator that the trick has really worked.

M3 Part 4 Active Citizenship - What’s in the News ?

Aims

· Encourage young people to find out what is happening in their local and national communities

· Enable young people to consider how communities are represented in the media

Resource - Selection of local and national newspapers, large sheets of paper

Instructions

The young people should work in groups of approximately five. 

Distribute a number of pages from a selection of local and national newspapers. Ask the groups to ‘brainstorm’ and write down the issues and concerns facing communities locally, nationally and globally.

Development - Ask the young people the following questions based on what they have discovered in the newspaper:

1. Are there stories about all the sections of the Sustainable Communities Wheel, or are there more stories about some sections than others?

2. Do they think that newspapers give a fair representation of the communities they know?

3. What would they feel like if there are always negative stories about their community in the newspaper? 

Extension activities: 

Ask the young people to create positive news stories about what they would like to see written about their community. These stories could be compiled to create a local newspaper. The newspaper could have eight sections, one for each area of the Sustainable Communities.[image: image3.png]


















� zarówno wkład finansowy, jak i wyceniony koszt pracy własnej


� np. honoraria, wolontariusze


� np. materiały, publikacje, ksero, lokal, koszty eksploatacji, wynajem sprzętu, podróże, noclegi, wyżywienie, koszty operacyjne
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