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INTRODUCTION 

The DME project has started at the beginning of September 2014.  

The main aim of the project is to bring young vulnerable students and 

young unemployed people to the labour market. Partners from 

Belgium, Bulgaria, Slovenia, Netherlands and Czech Republic are 

working together to get the best results. 

Traditionally, diversity management propagates an inclusive human 

resources management, covering the employer-employee 

relationship. “Diversity Management – Extended” broadens this 

approach by targeting 4 stakeholders:  

• Youth: persons with a (considerable) distance to the labour 

market, aged from 16 to 30 years; 

• Professionals: teachers/schools, employment counsellors, 

social workers, etc.; 

• Employers: increase awareness and willingness to invest in 

(vulnerable) youth; 

• Governments: comparison of legal situations regarding 

government support and measures in the member states of 

the project partners. The local legal setting is crucial to 

correctly apply diversity management on a local level. 

Each partner created at least 5 methodologies based on their 

experiences. Template and advice have been given by the leading 

organization JKVG from Belgium. Every author was asked to choose 

also few examples to be used as a good practise.  

3 groups of methodologies: 

- Tool 

- HR procedure 

- Training 

 

 
This project has been funded with support from the European 

Commission. This publication reflects the views only of the 

author, and the Commission cannot be held responsible for 

any use which may be made of the information contained 

therein. 
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Part 1: Methodology 

 

1. Tools 

 

 

1. De Socratest 

 

Tool/instrument 

 

 

De Sokratest is a diversity management scan 

 

Country 

 

  

 

Objective/target: 

 

 

Give relevant company personnel (HR-manager, CEO …) the opportunity to fill in the questionnaire 

and gain insight in the different dimensions of their company HR-policy (regarding diversity 

actions). De Sokratest is a diversity management scan. 

 

Field of application: 

 

Clients that wish to include the test during the duration of their Diversity management process. 

 

Related documents: 

 

1. PowerPoint explanation Socratest (P01.1) 

2. Questionnaire (P01.2) 

3. Template report/survey (P01.3) 

4. Example survey (P01.4) 

5. Plan of action (P01.5) 

 

 

 

Method/operation procedure: 

 

 

What? Who? How? 

Explain the Sokratest. Consultant What, why and how is explained by 

means of a PowerPoint presentation. 

Fill in the 

questionnaire(s) 

Company employee The test contains 7 modules. The 

questions can be answered by one 

person (CEO, HR-manager …) or by 

several relevant persons. 

 

If desired, empower can give 

assistance during the answering of 

the questions.   

Turn in questionnaire(s)  Company employee The completed questionnaire is 

delivered to Empower. If several 
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persons filled in the questionnaire, a 

single consensus questionnaire has 

to be delivered to Empower. 

 

Procession of data 

(questionnaire(s)) 

Consultant The consultant creates a profile on 

www.sokratest.be   in order to 

process the data. The delivered 

questionnaire is processed. 

 

Delivery of output Consultant If all data are processed, a pdf-file 

can be delivered.   

The pdf-file is downloaded on the 

server in the client-file. 

Draft report Consultant A standard report is made for the 

client, personalized comments are 

delivered and possible actions are 

suggested. 

 

In some cases, the results of other 

tests and screenings can be taken in 

account and one global report is 

delivered. 

Review report Consultant & company 

employee 

The report is talked over with the 

client (CEO, HR-manager, 

management team …).  

It is checked weather the results are 

in line with the expectations of the 

client.    

The report can also be used as an 

inspiration for future actions.  

Release report Consultant The company receives a copy of the 

report. 

Draw up action plan Consultant Based on the results, an action plan 

can be drawn up, if demanded by the 

company. 

  

http://www.sokratest.be/
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2. The Raw Talent Factory 

 

Tool/instrument 

 

 

website built specifically for young people at risk of dropping 

out of school 

 

Country 

 

  

 

 

Objective/target: 

 

The Raw Talent Factory is a website built specifically for young people at risk of dropping out of 

school and have no prospect of future and struggling their plans for the future. In the Raw Talent 

Factory they go to discover what they are good at under guidance of a social worker and in 

cooperation with a buddy (family member, counsellor, etc.). The talent they already possess en 

knowledge of social media will be transferred to a family member, a buddy. They do this by using 

special (online) lessons written for Raw Talent Factory and placed on their special page on the 

website. During this online course, an insight into the choices they could make is provided and they 

also are looking at how the buddy made his or her past choices. During this mutual discussion and 

assignments, they will look at these moments of choice and concentrate on "talent". The ultimate 

goal is that the young person can make a choice for a school or profession and the support and 

experience of the buddy is constitute as an important pillar in this choice. The target group of the 

RTF are young people between 14 and 23 who (through various circumstances) are threaten to fail 

at school and have been in contact with Compulsory Education Regional Office. 

 

 

Field of application: 

 

SEN students and their talent development & social media knowledge 

 

 

Related documents: 

 

Online development platform www.rawtalentfactory.nl  

 

Terms and definitions: 

 

The Raw Talent Factory can get a youngster and his buddy a curriculum in the area of Social Media. 

Inside the Factory the youngster and a family member are working together to the following subjects 

Facebook, YouTube, and Flickr. The family member (buddy) is familiarized (by the youngsters 

explanation) on the digital highway. By this way they start communicating (again) and underway 

they will know more about their future plans. Some of the interviews are videotaped and can be 

shown at the Factory. 

 

Online use of the factory is necessary because it all takes place on a website. The youngster and 

their buddy get log-in information and can use the factory with this info to fulfil their tasks, 

assignments, communicate etc. The social worker also has inlog information to all the youngsters 

and their buddy's pages and can monitor their progress, problems or assist if necessary. 

 

 

 

 

 

http://www.rawtalentfactory.nl/
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Method/operation procedure: 

 

What? Who? How? 

Contact between social 

guider & youngster 

Social guider & 

youngster 

Online platform 

Traject of 8 weeks 

whereby the youngster 

is executing activities in 

platform together with 

family member/buddy  

Youngster & buddy Online platform + personal contact 

Guidance (once per 

week) by social guider 

to evaluate traject 

Social guider, youngster 

& buddy 

Personal contact 

Evaluation after 8 

weeks + progress in the 

form of a 

study/job/other traject 

Social guider, youngster 

& buddy 

Personal contact 

 

 

 

3. ProfilPASS 

 

Tool/instrument 

 

 

The ProfilPASS system is based on the fact that people learn 

mostly in informal environments like family. 

 

Country 

 

  

 

Objective/target: 

 

The ProfilPASS system is based on the fact that people learn mostly in informal environments like 

family, voluntary work and through coping with challenges of their lives. It assumes that all human 

beings have competences (A competency is more than just knowledge and skills. It involves the 

ability to meet complex demands, by drawing on and mobilising resources including skills and 

attitudes in a particular context) and that all competences are valuable regardless where they have 

been acquired. 

 

Since 2006 different target groups have used the tool e.g. 

• People who are looking for a (new) job 

• People who return to work after a family break 

• Young people who are looking for a vocational training or a job that fits best to their 

competences 

• Students who want to explore more about their competences 

• Seniors who want to balance what they have learned throughout life 

• Employees who want to prepare for the annual performance review, in which tasks, mutual 

expectations and future career development opportunities are discussed in detail 

 

Field of application: 

 

Unemployed with distance to labour market 

 

Related documents: 



 
 

6
 

 

Make a list of related documents 

 

1. http://kiss.profilpass-online.de/index.php?article_id=135&clang=1  

2. http://kiss.profilpass-online.de/files/en-pp-methodcards.pdf 

 

Terms and definitions: 

 

Unemployed adults, distance to labour market, counselling, skills 

 

Method/operation procedure:  

 

What?  

Describe the 

(sub)tasks  

Who?  

Who carries out the 

(sub) tasks? 

How? 

Describe how the (sub)tasks 

have to be carried out. 

Training of the 

counsellors 

Counsellors, Trainers The ProfilPASS tool is implemented 

in combination with the counselling. 

Counsellors must be trained in 

advance to be able to work with the 

tool.  

The ProfilPASS counsellors are 

trained in a course in which they get 

to know the philosophy and the 

underlying theoretical approaches in 

order to assist people in finding out 

what competences they have. 

 

Counselling Counsellors, candidates  Most people are not very conscious 

about their competences. They rarely 

experience a reflection and 

exploration of their competences. For 

this reason, it is important to provide 

accompanying advice and support. 

In addition to the folder, the second 

important element of the ProfilPASS 

is therefore the engagement with 

professional ProfilPASS advisors who 

assist people in finding out what 

competences they have. 

The process consists of several steps 

that present parts of candidate’s life 

path. Together with the counsellor, 

candidate becomes more aware of 

his/her skills which increases their 

chances of employment 

HR,  employees The tool is used in companies to 

determine the employee’s 

reorganization, educational path, 

change of work field etc. 

It was also used in companies before 

closing and letting go of employees 

to determine their change of 

profession prior entering the 

unemployment.  

 

 

http://kiss.profilpass-online.de/index.php?article_id=135&clang=1
http://kiss.profilpass-online.de/files/en-pp-methodcards.pdf
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Objective/target: 

This project´s aim was to support and encourage employers in the Zlín and Moravian-Silesian 

region in the implementation of equal opportunities for men and women and reconciling work and 

family life. The target group was 7 employers - companies from the above-mentioned regions and 

14 employees - HR professionals / managers / executives participating enterprises. 

 

Field of application: 

Companies, employers 

 

Related documents: 

 

1.An example of processed gender audit for the company ZLINER Ltd. , was based on  an interview 

with management , employees , and HR analysis 

2.Questionnaire for employers that we use when creating a gender audit 

3. Questionnaire for employees - which are used during the gender audits 

 

 

Method/operation procedure: 

 

What? Who? How? 

Looking for the right 

participants (Companies 

and their employees in 

the field of HR 

professionals / 

managers / executives 

participating 

enterprises). 

 

Consultants of Euroface 

Consulting 

Using website of the companies in 

the region, talking to people, who 

are employers / employees and 

would lie to participate, advertising 

Audit in each 

participating 

organizations (to find 

out if/how they use 

Equal Opportunities and 

other systems) 

Consultants od Euroface 

Consulting 

Interviewing employers and 

employees of participating 

companies, using questionnaire 

Evaluation of the audit Consultants od Euroface 

Consulting 

Based on the responses of the 

questionnaires and the replies and 

information from the interviews 

4. Gender Audit 

 

Tool/instrument 

 

 

Project Gender audit focused on employers as well as 

employees. 

 

Country 
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Based on the results of 

the audit gave the 

consultants of Euroface 

recommendations on 

how to do some  things 

better, what could be 

changed to increase 

efficiency, etc ... 

Euroface Consultants,  

HR professionals / 

managers / executives 

participating enterprises. 

 

Seminars, presentations, training 

Assist with the 

implementation of new 

systems, which the 

participants chose from 

the recommendations 

 

 

Euroface, participants 

 

 

 

 

 

 

 

Specialists of Euroface spending time 

at the companies and managing and 

organizing the new systems, along 

with the HR professionals / 

managers / executives participating 

enterprises of the participating 

organizations. 

 

Final evaluation and 

report of how to new 

implemented system 

works 

Euroface, participants Visiting the companies by Euroface 

specialists 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Objective/target:  

 

In this context of high youth unemployment, the YES tool cluster partners have decided to focus 

their efforts on empowering young people, especially those with fewer opportunities or at distance 

from the labour market. With this in mind, the YES tool has been working both on processes and 

outputs. The tool is mostly focussing on the mutually enriching existing tools to result in what we 

believe are levers towards employment for young people (and especially NEET people):   

• Individual accompaniment   

• Step-by-step methods   

• Personalized guidance   

• Alternative training for youngsters at distance from the labour market, often far from traditional 

measures and institutions.   

 

5. Yes Model 

 

Tool/instrument 

 

 

YES toolbox -  competence assessment 

 

 

Country 
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Included is the TDI (Talent Development Instrument) which is created by ILaebor’s partners 

and allows compiling of one’s competencies and the proposing of an individual step-by-step 

approach, specific to each profile. This database acts as a prescriber and allows follow-up and 

proper guidance for young people. With this tool, the youngster is oriented toward three 

pathways:   

• Formal education training through internships and entrepreneurship, developed by Scalda 

through iLaebor, that empowers young people by making them actors of their future and by 

allowing them to realize innovative internships in professional schools.   

• International mobility experience to develop social, professional and intercultural skills, developed 

by ADICE of GAPS, through internships or volunteering abroad. International mobility relies on the 

following principles:   

1. It must be co-constructed between a project manager and a youngster.   

2. It should be adapted to the profile of each participant, which means, for instance, that an 

internship is constructed according to the relevant and necessary competencies.   

3. It should be considered as a lever toward employment. It must be a step in a pathway with 

measurable objectives.   

It is only in this configuration that mobility will help achieve employment.   

• Volunteering at the local level and media techniques to engage young people and develop social 

and professional skills that enhance their CVs (developed by CSV through VillaCrossMedia). It is 

the engagement of youngsters in structures of general interest that bring one closer to 

employment, especially when this engagement is linked to training such as media techniques. The 

aim is to make volunteering attractive and valuable for youngsters at a distance from the labour 

market.   

Together this forms a YES toolbox. Nevertheless, these toolbox can only be successful if the effort 

is shared between youngsters and companies. Recognition of differences and valorisation of 

alternative pathways are keys to reducing youth unemployment. For this to work, companies must 

adopt a policy of diversity management.   

  

Field of application:  

  

Youngsters with fewer opportunity that need to be empowered (job/study/mentally)  

  

Related documents:  

  

Handbook  

  

Terms and definitions:  

  

The toolbox can be defined as a work method aimed at making young people aware of their own 

competences  

and at offering them opportunities to develop their competences further. Its core focus is the 

individual and the pathway.  

The different steps of the process include:  

• Helping young people to understand the basic concept of a competence  

• Helping recognise competencies the young people already own  

• Helping define and take steps to develop competences  

• Helping to document progress over time and to make learning visible  

• Helping to self-reflect and self-assess regularly throughout the process  

Self-reflection and self-assessment are vital aspects of the competence-based approach: self-

assessment often works best when  

individual is assisted through the process. Young people need extra help and support to reflect and 

assess their competences.  

The key elements of the toolbox that appear in the work methods of the cluster partners are the 

following:  

• Participant is voluntary as self-assessment only works if the individual wants to do it;  

• The young person should be as actively involved in the process as possible: it means that the 
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young person plays a role in managing and steering their own learning process;  

• There must be a clear structure or framework: the individuals need to see clearly what they are 

doing, why they are doing it, how the process works and when they successfully take steps 

forwards;  

• It must start from what the individual already has and what they can already do, progressing 

forward from there.  

  

 

 

 

 

Method/operation procedure:  

  

What?  Who?  How?  

Contact with youngster  (Social) guider, teacher, 

mobility expert, 

employment officer & 

youngster  

Personal contact  

Traject whereby the 

youngster is executing 

activities from the model 

(voluntary work, mobility, 

internship) under guidance 

of guider   

Youngster & guider  Practical activity + 

personal contact  

Guidance by guider to 

evaluate traject  

Youngster & guider  Personal contact  

Evaluation after traject and 

progress in the form of a 

study/job/other traject  

Youngster & guider  Personal contact + 

practical progress  

 

 

 

 

 

 

 

 

 

 

 

 

Objective/target: 

 

Integration protocols are formalized engagements between an employee with a disability, his direct 

supervisor and the head responsible of a section or enterprise. An integration protocol must last 

made agreements and anchor them in the operation of the service. Agreed adjustments concerning 

the disability of an employee can be made enforceable.  

The integration protocol offers the manager a clear framework for reasonable adjustments in 

function of the service.  The integration protocol becomes part of the performance cycle. It is a 

document that can evaluate regarding the needs of the disabled person and the employment. The 

6. Integration Protocols 

 

Tool/instrument 

 

written document, containing commitments agreed upon by 

the employee with a disability, his immediate superior and 

the HR representative of the company 

 

 

Country 
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integration protocol facilitates the internal communication about the impairment of an employee 

and the real impact on the workplace. The integration protocol is targeting on practical, realistic 

and acceptable adjustments in order to let someone operate as optimal in a work situation. 

 

Field of application: 

 

Working with integration protocols is a procedure that must be managed from HR services in 

association with direct managers and contributors with a disability. Integration protocols can be 

used with commencement of employments but also with employees who gain a disability during 

their employment.  

 

Related documents: 

 

1. Strategy integration protocols – in general (P01.4.1) 

2. Vision statement – mindmap (P01.4.2) 

3. Compose exploratory talks (P01.4.3) 

4. Unwritten enrolment exploratory talks (P01.4.4) 

5. Unwritten integration protocol (P01.4.5) 

 

 

Method/operation procedure: 

 

 

Preparatory work 

 

Using integration protocols fits in a clear vision of employing disabled persons in the enterprise. 

Once a disabled person is employed one will be faced with necessary adjustment so the involved 

employer can work optimal within his or her possibilities. It is advisable to develop a vision in 

advance and to link this vision at clear indicators.  

What is meant by disability? Is there a target figure concerning the amount of disabled persons 

that one wants to recruit?  How is one facing in case of return loss? Is one willing to deviate from 

job descriptions and to create a custom job? Does one wants a distribution of disabled people 

within al services of the enterprise? 

 

 

What? Who? How? 

Developing a clear 

vision of the 

employment of disabled 

persons in an enterprise 

Management Internal work groups – brain teasers 

based on worksheet (P01.4.2) 

Subscribe the vision 

text  in the different 

parts of the enterprise 

all Internal communication, discussion 

at consultation structure between 

employers and employees (for 

example in association with the 

unions) 

Building expertise within 

the HR service 

HR-worker Scenario integration protocol - 

Generally 

 (P01.4.1) is the base to build the 

procedures at company level 
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Exploratory discussions 

 

To realize an integration protocol minimum 3 conversations are necessary. Two exploratory 

discussions and one final interview.  

(New) employees with a disability and their direct supervisor are invited separately for a 

conversation with the HR worker, if necessary assisted by an external expert concerning disability. 

During these conversations it is the intention to get a clear view of the disability of the employee as 

well as the already used solving strategies. On the other hand, the person in charge must have the 

opportunity to ask the questions he has about the disability and to bring up the specific needs of 

the service.  

 

What? Who? How? 

To survey the needs of 

the involved employee.  

HR-worker, employee 

with disability (+ 

external expert)  

Meeting in which the conversation is 

build on document P01.4.3 

Reporting based on (P01.4.4) 

To survey the needs of 

the concerning 

supervisor. 

HR-worker, employee 

with disability (+ 

external expert) 

Meeting in which the conversation is 

build on document P01.4.3 

Reporting based on (P01.4.4) 

Clear out uncertainties, 

checking out technical 

information relating to 

proposed adjustments. 

HR-worker Based on the reporting of the 

exploratory conversation some of the 

proposed solutions must be checked 

on their feasibility/costing/ … Here 

for the HR worker will contact other 

internal or external 

services/suppliers. 

Draft   

Preparing the 

integration protocol  

HR-worker 

 

Supervisor, employee 

with a disability and 

level manager within a 

department 

Based on the exploratory discussions 

and the surplus research, the HR 

worker makes a draft of the 

integration protocol. This is sent to 

all persons involved to read again.  

 

 

Integration protocol conversation 

The adjustments that are taken in consideration between the supervisor and the contributor must 

be anchored. An official “integration protocol conversation” in the presence of a senior manager 

avoids permissiveness. 

 

 

What? Who? How? 

Integration protocol 

conversation  

HR-worker, employee 

with a disability (+ 

external expert) 

Supervisor, senior 

manager 

 

 

The draft of the integration protocol 

is discussed, bottle- necks are 

clarified and possible uncertainties 

are explained. The integration 

protocol is build due to a conceptual 

plan : 

Blank integration protocol (P01.4.5)  

Integration protocol 

format 

HR-worker,  Taking into account the comments 

given during the integration protocol 
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conversation, one final integration 

protocol is made and submitted for 

signature. 

The follow up care HR-worker 

supervisor 

Internal action plan concerning 

possible material adjustments.  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Objective/target: 

 

The Learning Machine is an Ofqual accredited Awarding Organisation providing a new approach to 

assessment, reducing the administrative load on teachers and freeing up more of their time to 

concentrate on supporting raised attainment. This online system is especially useful for SEN 

students who have learning difficulties or a very low level. 

 

Field of application: 

 

SEN students with EU level 1 or less 

 

Related documents: 

 

Online certification system https://theingots.org  

 

 

Terms and definitions: 

 

The Learning Machine is an Ofqual accredited Awarding Organisation providing a new approach to 

assessment, reducing the administrative load on teachers and freeing up more of their time to 

concentrate on supporting raised attainment. The Learning Machine is a qualification awarding 

organisation accredited by the UK government regulators Ofqual. Current qualifications include... IT 

User, Computing, Design Engineer Construct, Enterprise, Business Management, Food Safety, 

Additive Manufacture and more to follow; Teacher assessors with flexibility to assess directly to 

broad criteria; Judgements about competence throughout a course with feedback and recognition 

for learners; End of course exam designed for grading - only available to those that prove 

competence through the course; Scope for self-and peer assessment with free optional cloud based 

tools to manage it; Teacher assessor decides the methods, we are only interested in evidence of 

outcomes; Optional progress tracking and reporting using coursework evidence. 

 

 

Method/operation procedure: 

 

7. INGOTS – THE LEARNING MACHINE 

 

Tool/instrument 

 

 

a new approach to assessment 

 

Country 

 

  

https://theingots.org/
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What? Who? How? 

Performing online test 

by assesse (possible 

practical guidance) 

Assesse (& assessor) Online instrument 

Result after test  assesse Online instrument 

Resit (after more 

education) or progress 

to higher level 

Assesse (& assessor) Online instrument (classroom 

lessons) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Objective/target: 

Specific project objectives are: 

The learning partnership "INVOLVEment of learners with low educational background into the Lifelong 

learning process" focused on the strategies, methods and tools necessary to increase the 

participation of the special group of learners. As those people are at an increasing risk of 

unemployment and social exclusion. 

Successful integration of persons with low education was a great challenge for the organization of 

adult education across Europe. Partner project organization were aware that the target group 

needs a specific approach setting low entry and so they discussed ways in different countries, 

exchanged experiences and identified the needs for the creation of materials, courses and 

strategies, as well as ways of addressing target groups. Particular attention was paid to a 

disadvantaged areas and possibilities of adult education in those areas.  

 

Target group: 

Organizations that work with people with low educational background. 

Field of application: 

 

Social environment 

 

Related documents: 

 

Research 3 proposal is a questionnaire that we use to identify success factors who an adult learning 

practice should have in order to motivate adult learners to engage in a lifelong process.  

 

 

The INVOLVE guide describes the exchange of experience and presentation of good practices on 

the topic of motivating people with low levels of education to lifelong learning.  

 

 

8. Involve 

 

Tool/instrument 

 

Strategies to INVOLVEment of learners with low educational 

background into the lifelong learning process 

 

Country 
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Terms and definitions: 

 

Disadvantaged persons, social field, organizations 

 

 

 

Method/operation procedure: 

 

What? Who? How? 

Choosing the 

organizations working 

with people with low 

educational background 

from various social 

environments 

Partners in each 

participating country 

Internet research, individual 

interviews 

Define the target group  

in particular countries 

within EU 

 

Consultants of each 

partner organization 

Based on the field of social program 

and each organization working with 

people with LEB (women association, 

job office, prison service, high school 

etc.) 

Collecting data about 

role of an adult 

education in partners 

countries 

 

Consultants of each 

partner organization 

With cooperation with chosen 

organization and relevant offices 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Objective/target:  

The Talent Development Instrument (TDI) can make an online personal development plan of a 

participants. Through three different online components there ultimately can be made a so-called 

action plan. The three components described by the participant itself or in collaboration with an 

assessor various from information as personal data and skills to interests and limitations.  

Field of application:  

School drop-outs with a wide variety in learning difficulty (problems with learning, SEN, problems 

at home etc.).  

Related documents:  

9.  Talent Development Instrument 

 

Tool/instrument 

 

 

A personal development plan of a participant 

 

Country 
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Online tool http://www.ilaebor.com/Inloggen/tabid/126/language/nl-

NL/Default.aspx?returnurl=%2fnl-nl%2ftoiold.aspx  (sign in for inlog information on the website or 

at info@pro-work.nl) 

Terms and definitions:  

The Talent Development Instrument (TDI) can make a personal development plan of a participants. 

Through three different components there ultimately can be made a so-called action plan. The 

three components described by the participant itself or in collaboration with a assessor various 

from information as personal data and skills to interests and limitations. The action plan that is 

ultimately derived reflects the following information that will be presented;  

• In which the participant wants to grow;  

• Why the participant want to develop on a particular area;  

• What actions the participant has to take;  

• What is the support that the participant need;  

• Within what period the participant provides this.  

The ownership of the TDI lies with the person who wishes to develop. It not only contributes to a 

higher involvement but also encourages a greater degree of self-development of the participant, 

the 'learner'. But when in a given context by one (or several) external party (ies), a number of 

expectations / goals are set and the TDI of the participant is drawn together, this party is also 

partly responsible for the feasibility, the time and resources needed for these expectations to 

achieve. Getting started with the Talent Development Instrument?  

This individual development never stands by itself, since it is part of a development process. These 

means that the various steps are connected with each other (and it is a continuous process): a 

self-analysis (what are my strengths and weaknesses) and an analysis of opportunities and threats. 

Central is: How can I best utilize my talents and how can I develop them?  

Once agreements are made in the Individual Action Plan, the participant start with his/her talent 

development and there will be a next evaluation that shows whether and what progress has been 

made. This information is added to the "Personal Information" and continues the process of 

Individual Development Plan and Individual Action Plan, until the intended targets of the participant 

are achieved. The TDI is freely accessible after getting an inlog code for everyone who is 

interested!  

Method/operation procedure:  

Three sections can be divided in the TDI and these describe the three main components of the 

instrument for a properly use: 

http://www.ilaebor.com/Inloggen/tabid/126/language/nl-NL/Default.aspx?returnurl=%2fnl-nl%2ftoiold.aspx
http://www.ilaebor.com/Inloggen/tabid/126/language/nl-NL/Default.aspx?returnurl=%2fnl-nl%2ftoiold.aspx
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What? Who? How? 

First personal contact and 

explanation about TDI by 

assessor to assesse 

Assessor & 

assesse 

Personal contact between assessor & 

assesse 

1. Personal information: This part 

of the instrument should be 

completed by the participant (if 

necessary in collaboration with 

an assessor, who can answer 

questions from potential 

participants also about the 

system). Here, all personal data 

can be entered such as name, 

address but also training, work 

experience, other experiences, 

skills, language skills and 

competencies. 

Assessor & 

assesse 

Online instrument – but personal 

contact regarding assessor & assesse 

2. Individual Development Plan: 

In this second part, it is intended 

that the assessor (possibly in 

collaboration with the 

participant) fill out the 

information after a conversation 

with the participant. In this part, 

especially the interests are 

covered of the participant, so 

how and in which area the 

person wants to grow, why would 

the participant develop etcetera. 

Also information as personality, 

motivation, environmental 

factors, competencies, potentials 

and limitations and labour 

market relevance are discussed. 

Caution! In many parts within 

the Individual Development Plan, 

it is necessary to check or a 

certain component should be 

called an “actionpoint”. This is 

checked when the assessor 

states that in a particular area 

further deepening is needed (this 

is included in Part 3 of the 

Individual Action Plan)! 

Assessor & 

assesse 

Online instrument – but personal 

contact regarding assessor & assesse 
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3. Individual Action Plan: From 

the above two components the 

ultimately Individual Action Plan 

is drawn. This action plan will be 

reviewed by the assessor in 

collaboration with the participant. 

In this action plan is reflected 

what actions the participant must 

undertake in areas such as 

careers, additional work 

experience and education. This 

also takes into account changes 

in personality, environmental 

factors, which skills are needed, 

limitations that must be taken 

into account and even the labour 

market perspective. But above 

all: What support is needed and 

in which period before the 

participant achieves his/her goal? 

Assessor & 

assesse 

Online instrument – but personal 

contact regarding assessor & assesse 

Ongoing process of evaluating 

goals and activities set in the 

instrument till ultimate goal 

Assessor & 

assesse 

Personal contact between assessor & 

assesse 

 

 

10.  From university to work placement 

 

Tool/instrument 

 

 

Promotion of the first work experience for young people with 

training for a specific job. 

 

Country 

 

  

 

Objective/target: 

Supports: 

• The first regular employment for at least one year. 

• Systematic training for a specific job and taking qualifying examination if required by the job. 

• More practical knowledge and experience, which provides new employment opportunities. 

• Higher social security with a regular monthly salary and paid contributions for compulsory social 

insurance. 

 

Field of application: 

Registered unemployed under 30 with completed tertiary education, first-time jobseekers.  

Related documents: 

http://www.ess.gov.si/delodajalci/financne_spodbude/razpisi/1043 
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Terms and definitions: 

First-time jobseekers 

Unemployed under 30 (age limit 29 years and 364 days) 

Tertiary education 

Method/operation procedure:  

 

WHAT?  WHO?  HOW? 

Publication of the public 

invitation to employers 

for employment 

incentives 

Employment Service of 

Slovenia  

Public invitation to employers to 

tender for incentives for employing 

unemployed young people under 30 

having completed tertiary education 

- open until. 30 6. 2015. 

For the year 2015 5 million. EUR are 

available, of which 85% financed by 

the European Union through the 

European Social Fund. 

820 placements of unemployed 

people are planned by means of 

incentives paid to employers. 

Bids from interested 

employers 

Interested Employers Application from interested 

employers to institute a public 

invitation for the allocation of 

incentives for employment. 

 

Choosing employers Employment Service of 

Slovenia 

The employer must be selected by 

an Employment service od SI and 

sign an agreement on the allocation 

of incentives for employment. 

The interview / 

counselling and referral 

of interested / suitable 

candidates to selected 

employers 

Employment Service of 

Slovenia  

 

Employment office based on 

interview / counselling sends a 

suitable candidate to an interview 

with the employer for applying for a 

job. 

The interview with the 

employer for the 

available vacancy 

Candidates 

 

The interview with the employer for 

the available vacancy  

Selection of a suitable 

candidate 

Employer 

 

The employer selects an appropriate 

candidate for the position declared 

and informs the ES. 

Employment plan and a 

contract on participation 

in the program 

Employment Service of 

Slovenia, candidate  

The selected candidate in their 

advisor at the ES sign the 
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 employment plan and an agreement 

on the inclusion in the program 

Employment 

 

Employer, 

candidate/employee 

The candidate is employed on the 

basis of a signed contract of 

employment. 

Full-time (40 hours per week) for an 

indefinite period or a fixed period of 

at least one year. 

Payment to the 

employer  

Employment Service of 

Slovenia,  

 

Employer receives 6.000 € of 

incentives for employing a young 

person. 

 

Final report on the 

implementation of the 

project within the 

program  

 

Employer Preparation of the final report on the 

inclusion of the candidate which is 

sent to ES. 

 

11.  Community work placement programme 

 

Tool/instrument 

 

 

programme is intended for the unemployed persons 

 

Country 

 

  

 

Objective/target: 

 

New employment opportunities at non-profit employers – Community work placements are aimed 

at the unemployed target groups for inclusion in the programs, and provide co-financing of 

employment of long-term unemployed in public services programs in the fields of social welfare, 

education, culture, nature protection, utilities, agriculture and related fields. 

They provide: 

• Recruitment and higher social security. 

• New knowledge and experience that increase your job prospects. 

• Participation in the working environment and the spread of social networking. 

• The salary, reimbursement for meals during work and travel expenses. 

• Annual leave  

• Encouragement and support of a mentor, training to perform the work. 

 

Field of application: 
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The community work placements for one year may include long-term unemployed. 

The target group for the inclusion for another year are: 

• Unemployed disabled persons, 

• Unemployed Roma, 

• Unemployed men older than 58 years, 

• Unemployed women older than 55 years, 

• Participants from development programs in 2014. 

The total duration of the inclusion by the same operator cannot exceed 2 years.  

 

Terms and definitions: 

Community work placements (CWP) 

Long-term unemployed 

 

Method/operation procedure:  

WHAT?  WHO?  HOW? 

Publication of the public 

invitation to employers 

for CWP in 2015 

Employment Service of 

Slovenia  

Public invitation to provide CWP in 

2015. For the program 33.66 million 

are available, of which EUR 1.3 

million for development programs in 

social entrepreneurship. The funds 

are provided from the budget of the 

Republic of Slovenia. The programs 

will include approximately up to 

6,000 unemployed persons. 

Co-financing of employment costs – 

Employing organization gets 

reimbursed salary, meal allowances 

and travel expenses as well as 

annual leave and annual leave 

recovery. 

CWP can also be financed in full by 

the municipality. 

Bids from interested 

employers 

Interested Employers Application from interested non-

profit employers in the fields of 

social welfare, education, culture, 

nature protection, utilities, 

agriculture and related fields on the 

public invitation of the ES for the 

implementation of CWP. 
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Choosing employers Employment Service of 

Slovenia 

The employer must be selected by 

the ES and sign a contract on the 

implementation of the CWP 

programme. 

Instructions provide information on 

the implementation of the 

contractual obligations regarding the 

process of inclusion of unemployed 

persons in the program, payroll and 

other costs for participants, reporting 

and enforcement costs of 

employment rights. 

Referral of interested / 

suitable candidates to 

selected employers  

Employment Service of 

Slovenia  

 

Advisor at the ES informs the 

candidates with the work envisaged 

in the CWP program, the rights and 

obligations of the candidate, signs 

the employment plan and refers the 

candidate to an interview to the 

contractor of CWP. 

The interview with the 

employer for the 

available CWP 

Unemployed candidates 

 

The interview of the candidate with 

the employer / contractor of CWP. 

Selection of a suitable 

candidate 

Employer 

 

The employer selects a suitable 

candidate for CWP and informs the 

ES and sent a candidate for a 

medical examination. 

Employment plan and a 

contract on participation 

in the program 

Employment Service of 

Slovenia, candidate  

 

The selected candidate who has 

passed a medical examination signs 

a contract on the inclusion in the 

CWP programme. 

Employment 

(for up to 1 year) 

Employer, candidate Employer and candidate sign a 

separate employment contract based 

on CWP. It is a 40-hour weekly 

commitment. Overtime is not 

allowed. 

Co-financing of 

employment costs to 

the employer / 

contractor of CWP 

Employment Service of 

Slovenia,  

 

ES reimburses salary costs, meal 

allowances and travel expenses as 

well as annual leave and annual 

leave recovery. 

 

Report on CWP 

implementation 

 

Employer / CWP 

providing organization 

Preparation of substantive and 

financial reports on the 

implementation of the CWP 

programme.  
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12.  Job Clubs 

 

Tool/instrument 

 

 

The procedure is a part of active employment policy. 

 

Country 

 

  

 

Objective/target:  

The idea of the clubs has come from abroad, from the USA and from there they spread around the 

world. In Slovenia the first job clubs were introduced in 1994. It is a longer version of training for 

job search and has been running since 1995 as a collective form of work with the unemployed, who 

have a clear objective: to get a job as soon as possible.  

The program lasts 3 months; The first three weeks are intended for training how to act in the 

labour market and where to look for employment opportunities. The remaining time is devoted to 

the systematic inclusion of finding a job, which allows independent and active functioning of the 

labour market and provide help in speeding up the search for employment. The program lasts for 4 

hours every workday, participants may be absent only for job interviews.  

Participants become aware of their skills and establish contacts with potential employers, which are 

then also implemented in practice. In the club, there are different tools to use directories 

employers, phone, envelopes as well as computers for writing job applications and for search for 

useful information on employers. Each team also has a secretary who writes an application for 

those who do not know how to use a computer.  

Field of application:  

Participants are unemployed people regardless of age and educational level. Focus is on long term 

unemployed and on those who need more help to re-engage the labour market.  

Participant receive the reimbursement of travel costs and for time spent in the club.  

Terms and definitions:  

Unemployed, long-term unemployed, job club, job search, skills, application  

Method/operation procedure:  

WHAT?  WHO?  HOW? 

Applying for job club 

activities 

Employment centres, 

companies, agencies 

associations (non-profit) 

First the company /association, 

agency must apply for carrying out 

the programme. Awarded applicant 

signs the contract with the 

employment service of Slovenia.  

Recruiting candidates Employment service Unemployed candidates are selected 

and sent to job clubs. Candidates 
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sign agreement with the 

Employment service. Employment 

service covers their travel costs and 

reimburses for the time spent in the 

clubs.  

Job club activities Candidates, mentors Candidates spend 4 hours a day in 

the club. In the first part they learn 

about their skills and where and how 

to look for potential job. They write 

CVs and applications, prepare for 

interviews and phone calls. 

In the second part they use their 

skills in practice and apply for jobs. 

According to the report from the 

Employment service 40 % of 

participants was employed in the 

process.  

  

13.  PUM 

 

Tool/instrument 

 

 

Project learning for youngsters 

 

Country 

 

  

 

Objective/target: 

The aim of the programme is to help young unemployed in obtaining experience and knowledge 

that enables them to be successful in further education or finding a job. 

Field of application: 

Individuals from 15 to 25 years of age; have not completed education, have no profession, have no 

job and are ready to move forward. Participants must be registered at the Employment Service of 

Slovenia. 

Related documents: 

1. PUM programme description_SI 

2. Training programme for mentors in PUM_SI 

3. Evaluation of the programme PUM_SI 

 

Terms and definitions: 

Young unemployed people, lack of work experience, unfinished education, mentoring, tutoring 
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Method/operation procedure:  

 

WHAT?  WHO?  HOW? 

Look for information Potential candidates At his personal adviser at the 

Employment Services where he 

registered as unemployed or seeking 

employment. 

At contractors that carry out PUM-a.  

Participation in the 

program 

Participants  Up to one school year 

Participation in the 

programme activities 

Participants - Project work - projects are chosen 

by young people themselves (eg. 

Film, theatre plays, newspaper 

articles, exhibitions, ) with the 

participation of mentors; 

- Extracurricular activities (sports, 

creative workshops, debates on 

topics of interest to young people, 

workshops for personal growth, 

tours, meeting youth organizations 

and opportunities for creating in his 

spare time ...) 

- Individual work (learning for 

exams, baccalaureate, job search 

activities, projects - developing 

interests and creativity. 

Cost reimbursement By Employment service 

to participants 

- Travel costs (actual travel costs) 

- Contribution for participation (1,10 

€ per hour) – for a programme of at 

least 100 hours. 
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2. HR Procedures 

 

 

 

 

 

 

 

 

 

 

Objective/target: 

 

Provide information and guidance for employers and disabled employees on the possible grant 

funding for workplace adjustment. 

 

 

Field of application: 

 

Employers who wish to obtain grant financing for re-fitting the workplace of a person with 

permanent labour disability. 

 

Related documents: 

Application form(P01-APP01), Budget proposal(P01-APP02), Assessment form (P01-APP03) 

 

 

Method/operation procedure: 

 

 

• What? • Who? • How? 

Establishing the needs 

of the disabled person 

for re-fitting the 

workplace. 

 

Disabled person 

Employer 

After a review of medical evidence 

and documents issued by the Agency 

for social support, and a discussion 

between the parties, the type of the 

disability is established, and the 

options for adjusting the workplace 

to the needs of the disabled 

employee are being established. 

 

Receiving information 

from the consultant for 

the necessary 

documents and 

procedure for applying 

for grant financing. 

Consultant 

Employer 

Disabled person 

Clarifications are given by the 

consultant regarding the procedure 

and the conditions which are applied 

by the Ministry of labour and social 

policy and the Agency for people with 

disabilities vis-a-vis grant financing 

for re-fitting workplace for a person 

with a permanent labour disability. 

The requirements regarding the 

newly acquired assets and how they 

should be accounted for is also 

discussed. 

 

1. Workplace Adjustment 

 

HR Procedure 

 

 

information and guidance for employers and disabled 

employees 

 

Country 
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Preparing the 

documentation and 

application form. 

 

Employer 

 

The employer prepares the necessary 

documentation (some of it – medical 

records – being provided by the 

employee), and turns to the 

consultant in case of need. 

 

 

 

 

 

 

2. SCALE2SKILL 

 

Tool/instrument 

 

 

Measurement tool 

 

Country 

 

  

 

 

 

 

Objective/target: 

 

An offline instrument developed for people who want to develop their entrepreneurial skills. This 

detailed, very easy usable instrument helps people with no motivation or problems in the general 

jobmarket to develop skills to be a future entrepreneur.  

 

Field of application: 

 

Unemployed people with possible difficulties. 

 

 

Terms and definitions: 

 

This instrument is designed to measure unemployed who have difficulties to find a job in the 

general job market who are potential entrepreneurs. It is an international instrument with the 

English name "Scale2Skill", which is used to measure so-called Soft Skills for different occupations 

in various sectors, but all focused on entrepreneurship. 11 soft skills competencies can be 

distinguished, which are important for entrepreneurs. As a result, there are also 11 items to find in 

this training program. Each competence is developed in two levels (module 1 and 2): a medium 

level and high level. Each of the 11 competencies described in a few sentences (questions). A 

participant can use this instrument to assess for themselves whether or not they reach a specific 

expertise on a particular subject. The result is a completed questionnaire, which is compared with 

the 2 standards: the average level and the high level. The results can be displayed in different 

types of graphs within this instrument. In conclusion, this instrument is useful to see if the 

participant needs training and on what specific module they should focus on. The instrument is not 

freely accessible, but can be made available by PRO WORK.  

 

 

Method/operation procedure: 

 

What? Who? How? 

First personal contact 

and explanation about 

Assessor & assesse Personal contact between assessor & 

assesse 
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S2S by assessor to 

assesse 

Creating format by 

assessor for what need 

to be tested by assesse 

Assessor & assesse Offline instrument – by assessor 

Perform test participant Assessor & assesse Offline instrument – by assesse 

Discussion/feedback/ev

aluation after 

performance 

Assessor & assesse Personal contact between assessor & 

assesse 

Resit or second 

evaluation 

Assessor & assesse Offline instrument – by assessor & 

assesse 

 

 

 

 

 

 

 

 

 

 

 

Objective/target: 

 

Provide information and guidance for employers and disabled employees on the possible grant 

funding for workplace accessibility. 

 

 

Field of application: 

 

Employers who wish to obtain grant financing for making the workplace of a person with 

permanent labour disability accessible. 

 

Related documents: 

 

Application form (P02-APP01), Budget proposal(P02-APP02), Assessment form (P02-APP03) 

 

 

Method/operation procedure: 

 

 

What? Who? How? 

Establishing the needs 

of the disabled person 

for making the 

workplace accessible. 

 

Disabled person 

Employer 

After a review of medical evidence 

and documents issued by the Agency 

for social support, and a discussion 

between the parties, the type of the 

disability is established, and the 

options for making the workplace 

accessible for the disabled employee 

are being established. 

 

3.  Workplace accessibility 

 

HR Procedure 

 

 

Provide information and guidance for employers and disabled 

employees 

 

Country 
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Receiving information 

from the consultant for 

the necessary 

documents and 

procedure for applying 

for grant financing. 

Consultant 

Employer 

Disabled person 

Clarifications are given by the 

consultant regarding the procedure 

and the conditions which are applied 

by the Ministry of labour and social 

policy and the Agency for people with 

disabilities vis-a-vis grant financing 

for workplace accessibility for a 

person with a permanent labour 

disability. The requirements 

regarding the newly acquired assets 

and how they should be accounted 

for is also discussed. 

 

Preparing the 

documentation and 

application form. 

 

Employer 

 

The employer prepares the necessary 

documentation (some of it – medical 

records – being provided by the 

employee), and turns to the 

consultant in case of need. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Development of a new employee orientation program 

 

Objective/target:  

 

We have chosen the procedure “welcome policy” because a qualitative welcome is the foundation of 

a future efficient and positive collaboration. A lot of welcome procedures are unidirectional 

informative sessions in which (a lot of) information is given to the new employees. The added value 

of “our” procedure lies in the dialogue with the new employees, enhanced by the implementation of 

checklists (HR-manager and/or mentor and new employee checklists). 

 

Optimizing the existing program or development and implementation of a new employee (welcome 

and) orientation program. Providing a warm and well-structured welcome, has many advantages:  

 

1. The new employee has better chances of successful integration in the company. This will 

also result in enhanced productivity in a shorter period of time. 

2. A warm welcome leads to more job satisfaction, often resulting in less dropping out of 

employees.  

3. The warm welcoming of new employees also provides excellent word-of-mouth 

advertisement for the company. 

 

 

Field of application:  

 

4. New employee orientation program and mentorship 

 

HR Procedure 

 

 

Development of a new employee orientation programme 

 

 

Country 
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A professionally developed new employee orientation program, including the appointment of a 

mentor, is the best guarantee for the successful integration of new employees. In addition it’s 

legally obliged (in Belgium). Therefore the company will have to gather information concerning new 

employee welcoming and orientation programs/procedures, mentorship and the surrounding legal 

framework. 

 

The procedure applies to: 

 

1. The employer; 

2. The mentor; 

3. The (potential) employee.  

 

 

Construction of the procedure 

 

The new employee orientation program will be worked out in different stages : 

 

Phase 1: an information phase; 

Phase 2: a preparation phase; 

Phase 3: a “welcome” phase;  

Phase 4: an integration phase. 

 

 

Phase 1: information phase 

 

 

Objective:  

 

The employer investigates which information is already available. Based on his analysis he will 

gather further information needed to optimize the new employee orientation program.    

 

 

Related documents: 

 

Attachment 1: onboarding checklist for new employees 

Attachment 2: questionnaire employees 

Attachment 3: legislation, CAO 22 (collective labour agreement)  

Attachment 4: information package on orientation of new employees. 

 

 

Method  

 

What? Who? How? 

Evaluation of the 

current orientation 

procedures/program, 

with a checklist. 

Management/HR The company makes a “quick” analysis 

based on the results provided by filling in 

a short checklist. 

Doc : attachment 1: onboarding checklist 

for new employees 

The orientation of new 

employees is evaluated 

by means of a 

questionnaire. 

Management/HR 

 

The employer can give a questionnaire to 

(recently) employed employees, asking 

them how they experienced their 

orientation. This can provide a lot of 

useful information in order to adjust the 

orientation program/procedure.    

Doc : attachment 2: question list 

employees 
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The orientation of new 

employees is evaluated 

in focus groups.   

Management/HR Recently employed employees can be 

interviewed. The results of these 

interviews can be discussed and evaluated 

in focus groups. 

Gathering of 

information on the 

legislative framework 

Management/HR 

 

Belgian Legislation imposes obligations on 

all companies, regarding the orientation of 

new employees. Studying the content of 

CAO 22 (collective labour agreement 22) 

makes clear what those obligations are.  

Doc: attachment  3: legislation CAO 22 

Gathering of general 

and in-depth 

information regarding 

the orientation of new 

employees 

 

Management/HR The employer further explores the 

requirements to be met and the 

possibilities offered by a thoroughly 

developed orientation program/procedure 

… making good use of an in-depth 

information package. 

Doc: attachment 4: general info on 

orientation of new employees 

Draw up of an action 

plan/procedure 

Management/HR An action plan is drawn up, based on the 

information provided by research done 

and analyses made, meeting the specific 

needs of the company.  

See phase 2.  

 

Phase 2: preparation phase 

 

 

Target:  

 

The welcoming of new employees doesn’t start when they are signing their contract.  

It starts earlier, during the preparation of the recruitment (when putting together the job vacancy, 

before, during and after the job interview, during further contacts before the first working day, 

etc.)  

 

Related documents: 

 

Attachment 5: Non-Discriminatory Clause. 

Attachment 6: infosheet employee. 

Attachment 7: checklist orientation brochure. 

 

Method 

 

 

What? Who? How? 

 

1. Before the first working day 

 

Job vacancies Management/HR - The job vacancy text has appealing 

“welcoming” qualities. 

- A Non-Discriminatory Clause is included.  

Doc : attachment 5: Non-Discriminatory 

Clause 

Job interview Management/HR - Before and after the interview there is 

room for a warm welcome: applicants are 

put at ease and a smooth exit is provided. 
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First contact after 

employment 

Management/HR - Having a look at and signing of the 

employment contract and labour standard 

- fill in infosheet  

Doc : attachment 6: infosheet employee 

- Discuss job profile/description and or 

competency profile.  

First contact with 

mentor 

Mentor - Have a look at the orientation brochure. 

Doc : attachment 7 : checklist orientation 

brochure 

- Have a look at the orientation program 

- Explain the mentorship concept. 

 

 

Fase 3: welcome phase 

 

 

Objective:  

 

In the welcome phase the new employee is introduced to his new job. In this phase a lot of 

(specific) information is provided. 

 

 

Related documents: 

 

Attachment 7: checklist orientation employer. 

Attachment 8: checklist orientation new employee. 

Attachment 9: coaching evaluation form. 

 

 

Method  

 

 

What? Who? How? 

 

2. First working day 

 

Introduction Mentor Company tour. 

Introduction to colleagues.  

Personnel file Human resources 

department 

Gather/fill in all necessary documents 

Doc : attachment 7 checklist orientation 

employer 

Equipment and work 

wear 

Mentor Providing : 

- keys; 

- working clothes and equipment. 

First working day Mentor Explaining safety requirements and 

measures. 

Explaining tasks to be performed. 

Mentor and new employee man the labour 

post together.  

 

3. First working week 

 

 

Planning the first 

working week 

Mentor, new 

employee 

Planning of the first working week and 

writing down agreements concerning the 
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first working week: coaching related tasks 

and commitments. 

Explain the use of the “Checklist 

orientation new employee” and fill in 

together. 

Doc: attachment 8: checklist orientation 

new employee 

End of week 1 : first 

formal consultation 

Mentor, new 

employee 

Evaluation working week 1 

Doc: attachment 9: coaching evaluation 

form 

Draft of list with action points 

 

 

 

Phase 4: integration phase 

 

 

Objective:  

 

In this phase a mentorship system is installed. The new employee is intensively coached by an 

experienced employee, while learning his/her new job and acquiring all the necessary skills. The 

ultimate goal is that the new employee is able to function independently. The mentor provides job 

technical and personal (job related) support/advice. 

 

 

Related documents: 

 

Attachment 10: PDP (personal development plan). 

Attachment 11: Doc job performance interview. 

 

 

Method 

 

 

What? Who? How? 

From week 2 till week 

4 

Intensive coaching, 

several times a day  

Mentor - Guidance concerning work 

processes. 

- Personal guidance (job satisfaction, 

corporate culture related issues, 

relationships with co-workers …). 

- Providing additional info and 

answering questions. 

- Mid-term reviews. 

- Development PDP (doc: 

attachment 10). 

From week 5 till week 

16 

Intensive coaching, 

several times a day 

 

Mentor 

 

- Guidance concerning work 

processes. 

- Personal guidance (job satisfaction, 

corporate culture related issues, 

relationships with co-workers …). 

- Providing additional info and 

answering questions. 

- Mid-term reviews 

- Fine-tune PDP (doc: attachment 

10) 
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From week 17 till week 

24 

Intensive coaching, 

several times a day 

 

Mentor 

 

- Guidance concerning work 

processes. 

- Personal guidance (job satisfaction, 

corporate culture related issues, 

relationships with co-workers …). 

- Providing additional info and 

answering questions. 

- Mid-term reviews 

- Fine-tune PDP (doc: attachment 

10) 

- Preparation job performance 

interview  

(doc: attachment 11) 

 

 

 

 

 

 

 

 

 

 

 

Objective/target: 

 

Provide information and guidance for employers and disabled employees on the possible grant 

funding for equipping the workplace (furniture and production equipment). 

 

 

Field of application: 

 

Employers who wish to obtain grant financing for equipping the workplace of a person with 

permanent labour disability to make sure he/she can perform his/her expected duties. 

 

Related documents: 

Application form (P03-APP01), Budget proposal (P03-APP02), Assessment form (P03-APP03) 

 

 

Method/operation procedure: 

 

 

• What? • Who? • How? 

Establishing the needs 

of the disabled person 

for making the 

workplace accessible. 

 

Disabled person 

Employer 

After a review of medical evidence 

and documents issued by the Agency 

for social support, and a discussion 

between the parties, the type of the 

disability is established, and the 

options for adequately equipping the 

workplace of the disabled employee 

are being established. 

 

5. Workplace equipment 

HR Procedure 

 

 

Provide information and guidance for employers and disabled 

employees 

 

Country 
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Receiving information 

from the consultant for 

the necessary 

documents and 

procedure for applying 

for grant financing. 

Consultant 

Employer 

Disabled person 

Clarifications are given by the 

consultant regarding the procedure 

and the conditions which are applied 

by the Ministry of labour and social 

policy and the Agency for people with 

disabilities vis-a-vis grant financing 

for equipping the workplace to be 

suitable and appropriate for an 

employee with a permanent labour 

disability. The requirements 

regarding the newly acquired assets 

and how they should be accounted 

for is also discussed. 

 

Preparing the 

documentation and 

application form. 

 

Employer 

 

The employer prepares the 

necessary documentation (some of it 

– medical records – being provided 

by the employee), and turns to the 

consultant in case of need. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Objective/target: 

 

Provide information and guidance for employers on possible tax refunds (social security, health 

insurance) in relation to employing a person with a permanent labour disability and who was 

previously unemployed. 

 

 

Field of application: 

 

Employers who wish to obtain tax deductions/refunds based on employing a previously 

unemployed person with permanent labour disability of 30% of the payments made under these 

headings. 

 

Related documents: 

 

Application forms and other required documents are being published annually on www.nap.bg 

(Bulgarian National Revenues Agency); they should be downloaded and used ad hoc. 

 

 

Method/operation procedure: 

 

6. Tax refund 

HR Procedure 

 

 

Provide information and guidance for employers on possible 

tax refunds 

 

Country 

 
  

http://www.nap.bg/
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• What? • Who? • How? 

Establishing the 

employment period of 

the disabled person with 

the employer, based on 

his/her employment 

contract and previous 

employment status. 

 

Disabled person 

Employer 

Consultant 

The three parties make a review of 

the available documentation, 

focusing on the employment contract 

and the previous employment status 

of the employee to prepare a plan for 

applying for tax refund for 30% of 

the social security and health 

insurance payments with regard to 

the disabled employee, which have 

been made to the National Revenue 

Agency. 

 

Receiving information 

from the consultant for 

the necessary 

documents and 

procedure for applying 

for tax refunds. 

Consultant 

Employer 

The consultant provides instructions 

on the requirements, procedure and 

methodology of the process. 

Preparing the 

documentation and 

application form. 

 

Employer 

 

The employer prepares the 

necessary documentation (some of it 

– medical records – being provided 

by the employee), and turns to the 

consultant in case of need. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Competences policy: performance cycle 

 

Objective/target: 

 

The main goal of the cycle is to contribute to the achievement of desired results and stimulation of 

motivation of all employees, by means of coaching and clear agreements (agreements on 

expectations and further development of competences [knowledge, skills and attitudes]). 

 

Additionally it clarifies the contents of the evaluation interview for the employees.  

 

And finally the cycle ensures that every individual employee contributes to the realization of the 

team and company goals. 

  

 

Field of application:  

 

7. Performance cycle 

 

HR Procedure 

 

 

tool in the collaboration between managers and employees 

 

Country 
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All employees 

 

 

Construction of the procedure: 

 

The competence policy will be worked out in several phases:  

 

Phase 1: draw up of a job profile.  

Phase 2: conducting a job description interview (planning meeting). 

Phase 3: draw up of a PDP (personal development plan). 

Phase 4: conducting a performance interview. 

Phase 5: conducting an evaluation interview. 

 

 

 

Phase 1: draw up of a job profile 

 

 

Objective:  

 

An accurate job description clarifies many things. (Future) Employees know what is expected of 

them and as a company, you have a clear view on required competences of (future) employees. In 

a job description job content and job requirements are determined. You’re obliged to reflect on the 

required professional knowledge, skills, qualities, experience and so on, of the ideal person for the 

job.    

 

 

Related documents: 

 

Attachment 1: Job analysis. 

Attachment 2: list of competences. 

Attachment 3: example of job profile.  

Attachment 4: list of professional index cards. 

 

 

Method  

 

What? Who? How? 

Job analysis. HR Representative We try to give an objective and systematic 

description of the job content (of the 

available position). We mainly focus on 

the tasks that have to be performed and 

the results that have to be achieved. 

Usually at this moment there is also some 

first reflection on the competences 

required for the job. 

 

Doc: attachment 1: job analysis 

 

Draw up of a job 

description 

HR Representative This is a list of assignments, tasks and 

responsibilities, inherent to the job. It is 

important that a job description describes 

the job and not the persons that perform 

the job. 
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Doc: attachment 4: list of professional 

index cards 

 

Draw up of a 

competence profile 

HR Representative A competence profile is a summary of 

competences that a job 

applicant/employee must have in order to 

perform adequately at his job. 

 

In attachment 1 several methods are 

described. An important source of 

information are the competence 

dictionaries/manuals. Based on these, 

“customized” competences can be 

determined.   

 

Doc: attachment 2 : list of competences 

 

 

Phase 2: conducting a job description interview (planning meeting). 

 

 

Objective:  

 

During this interview/meeting the employee discusses his job description with his superior. You 

(employee) get the chance to ask for clarification regarding things that are not clear to you and 

you can get a clear picture of what is expected from you. You also have the opportunity to discuss 

in what way the tasks you perform, are important for the achievement of the goals of your team, 

department and company. At the same time your manager gets a clear picture of your professional 

expectations and needs. As a result of the interview, certain specific elements can be added to the 

job description.  

    

 

Method:  

 

 

What? Who? How? 

Preparation superior Superior Make sure that the (new) employee has a 

copy of the general job description. 

Determine what you want to achieve with 

the interview. 

Prepare the interview : 

▪ What is written in the general job 

description? 

▪ What are your expectations 

towards the employee? 

▪ How are you going to approach the 

interview? 

 

Ask the employee to do the same. 

 

Preparation employee Employee Be well prepared :  
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▪ Carefully read through your job 

description and write down your 

questions (if you have any).  

▪ Wat verwacht je zelf van je 

functie? 

▪ What are your strenghts and 

weaknesses? 

 

Listen to the suggestions and the 

expectations of your manager and ask 

open questions (How? What? Why? …) 

Keep in mind that the way you see your 

job has to match with the goals of your 

team and the goals of the organization 

you work for.   

Description 

interview/planning 

meeting 

Superior Treat the employee as an equivalent 

discussion partner, who has the right to 

contribute as much as you do. 

 

Make sure you have enough time and are 

fully available (avoid being disturbed by 

e.g. telephone calls). 

 

Make sure you listen carefully to what the 

employee has to say. 

 

Structure the conversation :  

▪ Start the interview with the items 

on the agenda and the goals of the 

discussion. 

▪ Give the employee the opportunity 

to express his expectations. 

▪ Afterwards, say what your own 

expectations are. 

▪ Determine result-oriented fields 

and your tasks, together. 

 

Seeking solutions to problems? Not for the 

employee, but together with him or her! 

 

Make sure the result-oriented fields are 

well understood.  

 

Conclude with a summary. 

 

Conclusion of the 

interview 

Superior Add things to the job description if 

necessary, make changes if necessary and 

let the employee sign the document. 

 

 

 

 

Phase 3: draw up of a PDP (personal development plan) 
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Objective:  

 

The PDP is a supported process aimed at self-reflection.   

 

▪ It offers the opportunity to discuss the development chances and the career aims of an 

employee in a structured manner. 

▪ It offers the opportunity to discuss if the development of the employee and the 

competences required as a result of job changes, complement each other. Is it time for a 

shifting of accents or for a radical change of course? 

 

A PDP is a “development contract” between employer and employee. It results in a continuous 

learning process, taking in account: 

 

▪ the long-term goals of the organization you are working for; 

▪ present and future job requirements; 

▪ your job performance; 

▪ your career aims.  

 

 

Related documents: 

 

Attachment 5: document POP (In English: PDP = personal development plan). 

 

 

Method:  

 

What? Who? How? 

Determine 

development goals 

 

Superior Determine development goals, together 

with the employee. What are the skills 

that have to be learned? What are the 

competences to be developed? Make sure 

these goals are specific, measurable, 

acceptable, realistic and time-related 

(SMART). You do this on 3 levels: 

knowledge, skills and attitudes. 

 

Define the 

development activities 

 Which specific actions have to be taken to 

reach the determined development goals. 

 

Determine the result  What is the specific knowledge you want 

to acquire? What are the specific skills you 

want to learn? 

 

Planning  When will the development activities take 

place? 

 

Supporting means  Support and facilities needed? 

  

• Your own hours. 

• The hours of your superior or 

coach.  

• A training-budget. 

• Materials. 
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Phase 4: conducting a performance interview 

 

 

Objective:  

 

The Employee and his superior must ensure the realization of agreed upon targets during the whole 

cycle. Problems have to be tackled efficiently and as soon as possible, important changes in the job 

description have to be addressed, feedback must be given and the performance of the employee 

has to be discussed, all of this continuously. 

 

It’s recommended to take sufficient time for a formal job performance interview. It is possible to do 

several job performance interviews during one cycle.  

 

 

Related documents: 

 

Attachment 6: standard form performance interview. 

 

Method: 

 

What? Who? How? 

Preparation Superior Ask yourself what you want to achieve 

with the performance interview. Use the 

PDP in order to do this. 

 

Prepare the interview :  

 

▪ What was agreed upon in previous 

discussions? Start 

▪ Which items I wish to discuss? 

▪ What will be my approach during 

the interview? 

 

Ask the employee to do the same. 

 

Treat the employee as an equivalent 

discussion partner, who has the right to 

contribute as much as you do. 

 

Make sure you have sufficient time and 

are fully available. 

 

 Employee Prepare for the interview by means of 

your PDP (personal development plan). 

 

▪ Have a look at your job description 

and your personal objectives.  

▪ Are there certain problems you 

would like to discuss? 

▪ Do you have development/training 

needs?  

▪ What do you really like about your 

job? What are your professional 

strengths? 
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Interview  ▪ Start the interview with the items 

on the agenda and the goals of the 

discussion. 

▪ Let the employee talk first. Let him 

tell you about his place in the 

team. Is he well integrated? Does 

he have pleasant and frequent 

contacts with his colleagues? 

▪ Afterwards, give your own point of 

view on the subjects mentioned. 

▪ Agree on possible solutions and 

determine action points. 

▪ Determine how the improvement 

points will be monitored.  

▪ Conclude with a summary.  

▪ Respect the feelings and opinions 

of the employee. 

▪ Take up your role as coach and 

supervisor.  

▪ Fill in a standard form. 

▪ Re-edit the PDP (personal 

development plan). 

 

 

 

Phase 5: conducting an evaluation interview. 

 

 

Objective:  

 

At the end of the cycle the evaluation interview takes place. The evaluation criteria are the job 

description, and the personal individual performance and/or development objectives of the 

employee, that have been discussed during the planning meeting and one or more job performance 

interviews afterwards.  

 

As an employee, it’s important to make a distinction between your results and your personal 

contribution to these results, as it is possible that you haven’t achieved your performance goals 

because of external conditions/factors.    

 

After the interview, the superior of the employee draws up a report in which positive and “action” 

points (points of improvement) are described. In addition the report mentions possible career 

opportunities and development/training needs and also to which degree the employee has achieved 

his professional goals. 

 

 

Related documents: 

 

Attachment 7: evaluation form. 

 

 

Method: 

 

What? Who? How? 



 
 

4
3

 
Preparation Superior ▪ What was discussed in previous 

interviews and what specific 

agreements were made? 

▪ What were the 

results/achievements of the 

employee? 

▪ What has the employee done to 

achieve his objectives? 

▪ How do the competences and skills 

of the employee relate to the 

standard requirements for the job  

(see job description and 

competence profile)? 

▪ Can someone give you additional 

information?  

▪ Ask the employee to prepare his 

self-evaluation in advance.  

 

Interview Superior Make sure you have sufficient time and 

are fully available. 

 

Make sure that it becomes a positive and 

constructive conversation :  

 

▪ Start with a positive item. 

▪ Give the employee the opportunity 

to react to the points you’ve made. 

▪ Seek solutions and explore 

development possibilities. 

 

Structure the conversation : 

 

▪ Start the interview with the items 

on the agenda and the goals of the 

discussion. 

▪ Let the employee talk about his 

self-evaluation. 

▪ Afterwards, give your opinion. 

▪ Give the employee the opportunity 

to react. 

▪ Seek solutions and determine 

action points. Conclude with a 

summary. 

 

Avoid errors of assessment. 

 

Respect the feelings and opinions of the 

employee. 

 

Report Superior Fill in the evaluation form. 

 

Re-edit the PDP if necessary. 

 

Plan a performance interview if necessary. 
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Objective/target: 

Specific project objectives are: 

The aim of the project contributes to creating sustainable jobs and helps the long-term 

unemployed people to find a new application. The project is finding ways to promote natural 

employment locally. The key part of the project is a community mapping and identification of 

development potential of selected sites. The project in selected areas of each county has a team of 

professionals from various fields: anthropology, urban planning and urban design, natural science, 

social geography and more. Their task is to describe the social structure of the population and to 

understand the deeper relationships between individuals and groups in the community. The team 

of specialists for the development of the area is also devoting to identification of a long-term 

resources that has been unused or neglected which are contained in a specific environment of 

settlements and cultural landscapes. In parallel with the analysis of individual work environments 

there are ongoing consultations with the long-term unemployed people, which will follow with their 

special training for new jobs emerging from community mapping and identification of selected 

sites. 

Target group: 

unemployed 

 

Field of application: 

 

unemployed 

 

Related documents: 

 

Catalogue of Educational activities describes the courses that are offered to participants of a career 

counselling in the project Work habits. 

 

 

Terms and definitions: 

 

Unemployed 

 

Method/operation procedure: 

 

What? Who? How? 

Choosing the right 

candidates (long term 

unemployed people) 

 

Employment Department Through candidate´s CV, individual 

meetings with the candidates 

8. Work habits 

 

HR Procedure 

 

 

Contribution to creation sustainable jobs 

 

Country 
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Employment counselling 

 

 

External consultants Individual diagnosis, motivation 

Training 

 

Training centres Seminars, diagnosis 

Placing the candidates 

in the work positions 

Consultants Looking for the employers, 

communication, wage subsidies 

 

 

 

 

 

 

 

 

 

 

 

 

Objective/target: 

 

Provide information and guidance for employers on reducing their taxable income with the full 

amount of the paid social security and health insurance in relation to employing a person with a 

permanent labour disability for the first 12 months of their employment. 

 

Field of application: 

 

Employers who wish to reduce their taxable income based on employing a person with permanent 

labour disability for at least 12 months. 

 

Related documents: 

 

Application forms and other required documents are being published annually on www.nap.bg 

(Bulgarian National Revenues Agency); they should be downloaded and used ad hoc. 

 

 

Method/operation procedure: 

 

 

• What? • Who? • How? 

Establishing the 

employment period of 

the disabled person with 

the employer, based on 

his/her employment 

contract and previous 

employment status (as 

certified by the 

Employment Agency). 

Disabled person 

Employer 

Consultant 

The three parties make a review of 

the available documentation, 

focusing on the employment contract 

and the previous employment status 

of the employee to prepare a plan for 

applying for tax refund (reduction of 

taxable income) for the full amount 

of the social security and health 

insurance payments with regard to 

9.  Reduction of taxable income 

HR Procedure 

 

Provide information and guidance for employers on reducing 

their taxable income 

 

 

Country 

 
  

http://www.nap.bg/
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 the disabled employee, which have 

been made to the National Revenue 

Agency in the first 12 months of the 

employment. 

 

Receiving information 

from the consultant for 

the necessary 

documents and 

procedure for applying 

for tax refunds. 

Consultant 

Employer 

The consultant provides instructions 

on the requirements, procedure and 

methodology of the process, and on 

the practice of the National Revenue 

Agency. 

Preparing the 

documentation and 

application form. 

 

Employer 

 

The employer prepares the 

necessary documentation (some of it 

– medical records – being provided 

by the employee), and turns to the 

consultant in case of need. 

 

 

 

 

 

 

 

 

 

 

 

 

Objective/target: 

 

Provide opportunities to getting on the formal VET qualification pathway for people with disabilities, 

members of disadvantaged groups and other groups of potential VET users which need special 

attention and specifically-designed qualification programmes (such pre-conditions are not 

necessarily disability-related). 

 

 

Field of application: 

 

Institutions and organisations working with people with SEN and specific needs (not necessarily 

disability-related), incl. Companies, which embark on situations where standardised training and 

qualification programmes are not suitable.  

 

Such situations arise when NTC/Adam Smith College of Management identifies that there is a 

particular training/qualification need for a relatively large number of people, which can not be 

addressed by any of the VET qualifications currently delivered in Bulgaria. As the process of 

accrediting a new qualification is long, expensive and not always possible, especially for SEN 

learners, a new pathway has been tried and tested. It provides formally-accredited vocational 

qualifications, which are EQF referenced, and for which the accreditation process takes place, 

subject to a coordinated effort, in the UK. 

 

Related documents: 

 

TLM (UK), an official accredited certification organisation: 

www.theingots.org 

10.   Custom-made VET qualifications 

HR Procedure 

 

Provide opportunities to getting on the formal VET 

qualification pathway for people with disabilities 

 

Country 

 
  

http://www.theingots.org/
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• Descriptors defining levels in the European Qualifications Framework (EQF): 

https://ec.europa.eu/ploteus/bg/node/1440 

 

• OFQUAL Regulation 

• General Conditions of Recognition 

• Rules and regulations that all awarding organisations and their qualifications must meet. 

• https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/461218/ge

neral-conditions-of-recognition-september-2015.pdf 

•  

• OFQUAL Regulation 

• Qualification and component levels. 

• Rules and guidance for assigning levels to qualifications and qualification components. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/461637/qualificati

on-and-component-levels.pdf 

 

 

Terms and definitions: 

 

All VET-related terminology and definitions apply. 

 

 

Method/operation procedure: 

 

 

• What? • Who? • How? 

Identification (pro-

active) of specific needs 

for VET qualification 

which are not addressed 

by the national VET 

system 

 

OR 

 

NTC is approached by 

an institution, an 

organisation, or a 

company, seeking help 

and assistance in 

arranging training, 

qualification, or 

certification, with 

specific needs in mind. 

 

NTC (as training 

provider and VET 

consultant) 

 

 

 

 

AND 

 

Initiating organisation or 

training mediator 

(institution working with 

people with special 

needs, people with 

disabilities, companies) 

The need is not being formally 

documented, but it is the subject of 

at least two meetings with the 

seeking party, and/or two internal 

meetings within NTC. 

 

National-level research 

is carried out by NTC to 

find out if indeed there 

is no existing training 

and qualification option 

for the particular need 

at national level. 

NTC Desktop research and NTC's own 

network activation. 

Partner consultation 

between NTC and TLM 

NTC 

TLM (certification 

provider) 

Explain needs, provide background 

information, discuss market 

potential. 

https://ec.europa.eu/ploteus/bg/node/1440
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/461218/general-conditions-of-recognition-september-2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/461218/general-conditions-of-recognition-september-2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/461637/qualification-and-component-levels.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/461637/qualification-and-component-levels.pdf
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Research on available 

qualifications and 

qualification pathways. 

TLM Desktop research, consultation with 

RITS database, discussion on 

feasibility with local VET 

professionals. 

Final decision on 

feasibility and 

accepting/rejecting the 

new VET project. 

NTC 

TLM 

Feasibility decision takes into 

consideration both BG and UK 

variables, market potential. 

 

In case of positive decision, a 

timetable of activities is agreed upon. 

 

(Find this in the following rows; 

negative decision route ends by 

communicating the decision to the 

initiator) 

Designing the 

qualification and 

drafting the assessment 

criteria. 

NTC (VET experts) 

Initiating organisation 

(consults the special 

characteristics of the 

new qualification) 

Self-explanatory 

Review of the drafts, 

amendments, and 

submission for 

accreditation 

(registering the 

qualification with the UK 

regulator). 

TLM (VET experts) Self-explanatory 

Setting out the 

conditions and 

announcing the 

programme. 

NTC 

TLM 

Upon confirmation from the UK 

regulator, the qualification is 

announced and preparations by NTC 

start for the first pilot cycle of 

training delivery and certification. 

The initiating organisation (see step 

1) is the first to be informed and 

involved in the pilot edition. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Objective/target: 

Project Specific measures on a labour market is a very successful ongoing project and its activities 

will increase the employment and employability of people who can be disadvantaged in the labour 

market (youngsters). under 15 years old. These persons will be helped with the working diagnosis, 

counselling, retraining and also they will get an opportunity to start a new job based on the  

Field of application: 

11. Specific measures on labour market   

 

HR Procedure 

 

Unique methodology to help unemployed persons 

 

 

Country 
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Part of the project are clients (candidates and job seekers) that are under 25 years old as well as 

employers that will be able to establish a new job for these clients. For each new job will the 

employer get wage subsidies for 6 months from the project. 

 

 

 

Related documents: 

 

Annexes:  

1+2. (questionnaire of team roles + characteristic of roles) is a questionnaire that helps the 

participants to identify which role in a team would suit them.  That will make their future work at 

the workplace much easier. The result is a classification into one of these roles.  The roles are as 

follows: know –it – all, shaper, analyst, innovator, coordinator, negotiator, implementer, finisher, 

specialist.  

3.Personality questionnaire – contains 48 assertion, where the participants must decide between 2 

options. The result is the disposition of candidates in 8 areas, i.e. introvert, extrovert etc… 

4.Graphology – is the analysis of the physical characteristic and patterns of handwriting, purporting 

to be able to identify the writer, indicating psychological state at the time of writing or evaluating 

personality characteristic.  

 

 

Method/operation procedure: 

 

 

What? Who? How? 

Looking for people that 

would like to participate 

in the project 

Consultants of Euroface 

Consulting 

Public information about the project 

on Euroface website, leaflets in 

public places, advertising in the 

newspapers, dissemination through 

clients who were already part of the 

project and shared their good 

experience with possible future 

participants 

Looking for employers 

that would like to 

participate in the 

project  

Consultants of Euroface 

Consulting  

Public information on Euroface 

website, leaflets in public places, 

advertising in the newspapers, 

visiting potential employers, 

dissemination through employers 

who were already part of the project 

and shared their good experience 

with possible future participants 

Choosing participants  Consultants of Euroface 

Consulting 

Based on interviewing people who 

would like to participate, what are 

their expectations from the 

retraining/ new job 

Choosing employers Consultants of Euroface 

Consulting 

Based on interviewing potential 

employers and what are their 

expectations from new employees 

Balance diagnosis of 

participants 

Consultant of a personal 

agency 

Through interview and graphology 

finding out what retraining/ job 

would be the best for each 

participant, based on their education, 

experience in the past, interest, 

ability etc.  
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Based on the results of 

the diagnose, offering a 

retraining for people 

who may have a 

problem to find a job 

because their 

qualification is low or 

there are no compatible 

jobs in their region in 

their profession. The 

retraining can be in any 

field the participants 

choose. 

Various training centres, 

Participants 

Participants chosen in what field they 

would like to be retrained and 

Euroface Consulting found such a 

retraining for them. The whole 

retraining course was funded from 

the project. 

Choosing the right 

candidate(s) for each 

participating employer 

Consultants of Euroface, 

Consultants of personal 

agency, candidates, 

employers 

Sending the chosen candidates to 

meet the potential employers 

through interview 

Singing the contract 

with the employers and 

employees, adaptation 

support   

Euroface Consulting, 

employers, employees 

After the participants started to work 

for the chosen employer and in case 

both sides could have had any 

problem with the adaptation for the 

new job, a consultant from Euroface 

was ready to help with sorting out 

the problem. 

Giving the wage 

subsidies monthly to the 

employers for 6 

months, managing the 

relationship between 

employers and 

employees when 

needed 

Euroface Consulting, 

employers 

Sending the amount via bank 

account, monthly doing the 

paperwork related to the subsidies. 

Regular report Euroface Consulting, 

employers, employees 

All three participating sides reported 

regularly about their new experience 

 

 

 

 

 

 

 

 

Purpose: 

 

Persons from disadvantaged groups often select job ads themselves, when looking for suitable job 

offers. Therefore, it is important to have a clear, accessible job ad, mentioning that people from 

disadvantaged groups are encouraged to apply for the job. 

 

12.  Creating job ads 

 

HR Procedure 

 

 

tool for disadvantaged groups 

 

Country 
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Research shows that a realistic picture of the job ("realistic job preview”) as well as in the job ad, 

contributes to a low quitting %, higher satisfaction and faster settlement in the new job. Therefore, 

it is better to give a realistic picture of the job as it will have more beneficial effects in long-term. 

 

Scope: 

Making an attractive job ad for people from disadvantaged groups, is a very important step. But it 

is not the only step needed to employ people from disadvantaged groups. In addition, the job 

application responses must be made accessible, the recruitment period must be made accessible 

and the job ad needs to be spread through a wider network of recruitment channels . 

Definitions: 

“Rebound”-phenomenon in discrimination: 

When you only focus on avoiding direct and indirect discrimination during recruitment and drop the 

focus during selection, the risk exists that the discrimination, if present, will most likely move to later 

stages in the recruitment, where the discrimination will be more difficult to detect. In literature about 

this topic, this is described as the “rebound”-phenomenon in discrimination. This phenomenon causes 

an even bigger negative impact on the candidate's feeling who, against habit, thinks he will get the 

job, but ultimately ends up not getting the job. 

Method: 

 

Question 1: Is there a job ad yet? 

*YES 

 

What Who How 

Read carefully the 

existing job ad 

 

personnel manager During an open conversation. 

If available, ask the job 

profile of the vacancy. 

personnel manager - Is the job profile still complete? 

- Are some things removed? 

- Are there any tasks that are not 

important anymore or tasks that 

might become more important? 

 

Divide the job into 

tasks and competences 

personnel manager Make a clear overview of which 

tasks need to be done in the new 

job. 

 

Discuss whether all 

listed tasks and 

personnel manager Make sure that there is a 

distinction between the "ideal 

dream candidate" (who is perfect 
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descriptions are really 

necessary 

on all levels and even more than 

needed) and a realistic candidate. 

It is important that only the 

realistic tasks are put in the job 

ad. When the candidate needs to 

make a phone call in French only 

once a month, being "perfectly 

bilingual" is not necessary for this 

job. 

 

Make a clear distinction 

between basic 

competences and 

specific competences 

(either in the job ad or 

by using the job 

profile) 

personnel manager Basic competences are 

competences which the new 

employer surely must have. 

Specific competences are 

competences which the new 

employer should not have at the 

start of the job, but which he can 

learn during the job. 

 with this distinction, the job ad 

and selection process will be more 

disadvantaged group-friendly 

because it selects on the potential 

competences. 

 

Make clear in the job 

ad that they are open 

to disadvantaged 

groups 

 

personnel manager Look at doc with templet 1.1.4. 

 

Discuss whether the 

practical details in the 

job ad are still actual 

personnel manager - Who to contact? 

- Job title? 

- Address? 

- Salary information? 

- Working hours? 

- … 

 

Choose a recognizable 

and clear job title  

 

personnel manager Make sure the job title clearly 

reflects what the content of the 

job is. A disguising job title or a 

job title in English does no good. 

Most people search for things they 

know. It is very well possible that 

the target group will not find the 

job ad when the job title is too 

flashy or too disguised.  
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Discuss the various 

possible ways to apply 

for the job 

personnel manager Offer all possible ways to apply: 

by mail, e-mail and telephone.  

A standard application form 

and/or anonymous CV’s can be 

considered. 

 

Check if all necessary 

information is given in 

the job ad 

 

personnel manager   See document 1.1.3 

Make sure people have 

enough time to apply 

for the job 

personnel manager See document H.1 

Broaden your 

recruitment channels  

personnel manager See folder 1.2 

Draw up a list of 

relevant 

employment measures  

personnel manager  

 

See folder 1.3 

If the recruitment 

process is also 

effectively targeting 

persons from 

disadvantaged groups, 

it is also important that 

the actual selection 

process is accessible 

for the applicants from 

those groups. 

 

personnel manager Direct and indirect discrimination 

are now avoided as much as 

possible in the recruitment 

process. All of this will only have a 

positive effect, if the selection 

process is accessible for applicants 

from disadvantaged groups. 

 

If this is not the case, you will 

only have created a shift of 

indirect discrimination towards a 

later period in the whole process 

(‘rebound-phenomenon’). 

 

See folder 2. Selection  

 

 

Question 1: Is there an actual vacant position? 

 

* NO 
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Question 2: A competence or job profile is available?  

 

* NO  see  draw-up job/function profile. 

* YES 

 

What  Who How 

Take a look at the 

existing job 

profile/description. 

 

Empower with the 

personnel 

manager 

- Is the profile still complete? 

- Have certain things been deleted? 

- Are there tasks which have become 

more/less important? 

- … 

 

Divide the job 

profile/description into 

tasks and 

competences. 

 

Empower with the 

personnel 

manager 

Provide a clear overview of tasks to be 

performed in the new job. 

 

Make sure to make a clear distinction 

between your ideal ‘dream applicant’ 

(capable of everything AND more) and 

more likely, realistic applicants. 

  

It is important to focus on a realistic job 

description in the job ad! E.g. if an 

employer only has to make one phone call 

in French every month, it is not necessary 

to demand perfect knowledge of the French 

language in the job ad. 

 

Make a clear distinction 

between basic 

competences and 

specific competences. 

 

 

Empower with the 

personnel 

manager 

Basic competences are those competences 

which the new employer must have, right 

from the start. 

 

Specific competences are competences 

which the new employer should not have at 

the start of the job, but which he can learn 

during the job. 

 

Thanks to this distinction, the job ad and 

selection process will be more 

disadvantaged group-friendly, because it 
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selects on potential competences, rather 

than only on acquired competences. 

 

State clearly that the 

job ad is also targeting 

people from 

disadvantaged groups. 

Empower with the 

personnel 

manager 

See document with template 1.1.4. 

Discuss the necessary 

practical job ad 

information 

 

Personnel 

manager 

- Contact person? 

- Job title? 

- Address / location?  

- Salary?  

- Working hours? 

- … 

 

Choose a recognizable 

job/function title 

Personnel 

manager 

Make sure the job title clearly reflects the 

job content. Ambiguous and cloudy function 

titles are a no go! There is a good chance 

people will look over your job add if not 

named adequately.  

Discuss the various 

possible ways to apply 

for the job 

Empower with the 

personnel 

manager 

Offer all possible ways to apply: by mail, e-

mail and telephone.  

A standard application form and/or 

anonymous CV’s can be considered. 

 

 See 1.1.6 for anonymous CV  

Check if all necessary 

information is given in 

the job ad 

 

Empower  See document 1.1.3 

Make sure people have 

enough time to apply 

for the job 

Empower with the 

personnel 

manager 

 

See document H.1 

Broaden recruitment 

channels 

 

Empower with the 

personnel 

manager 

 

See folder 1.2 

Draw up a list of 

relevant 

employment measures  

 

Personnel 

manager  

See folder 1.3 
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If the recruitment 

process is also 

effectively targeting 

persons from 

disadvantaged groups, 

it is also important that 

the actual selection 

process is accessible 

for the applicants from 

those groups. 

 

Empower Direct and indirect discrimination are now 

avoided as much as possible in the 

recruitment process. All of this will only 

have a positive effect, if the selection 

process is accessible for applicants from 

disadvantaged groups. 

 

If this is not the case, you will only have 

created a shift of indirect discrimination 

towards a later period in the whole process 

(‘rebound-phenomenon’). 

 

See folder 2. Selection 
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3. Training 

 

 

 

 

 

 

 

 

 

Objective/target: 

Specific project objectives are: 

• Provision of reliable knowledge on dyslexia as well as physiological and educational 

consequences and the barriers faced by dyslexic individuals in accessing education and the 

labour market along with ways of eliminating them, 

• Developing an active attitude in teachers and managers supporting dyslexic individuals as 

regards access to knowledge and the labour market, 

• Equipping teachers, tutors and others who have a duty of care towards the dyslexic student 

with the ability to teach and support them successfully and efficiently. 

Target group: employers, VET teachers, HR staff, employees, learners 

 

Field of application: 

Companies, employers 

 

Related documents: 

 

The annexes are selected modules that were structured in the project DYSVET and are for 

employers and HR professionals for understanding the needs of a specific approach to deal with 

dyslexia. 

 

E- books, modules 5. – 9. 

Module 05: Personal preferences in learning and work 

Module 06: Preparing materials for the dyslexic learner and employee 

Module 07: Supporting dyslexic learners and employees 

Module 08: Dissemination and good practice 

Module 09: Disability legislation and dyslexia 

 

 

Terms and definitions: 

1. DYSVET 

 

Training 

 

 

EU project, focus on dyslectic individuals 

 

Country 

 

  

http://dysvet.eu/media/26123/dysvet_m05_-_personal_preferences_in_learning_and_work.ppt.pdf
http://dysvet.eu/media/26126/dysvet_m06_-_preparing_materials_for_the_dyslexic_learner_and_employee_300813.ppt.pdf
http://dysvet.eu/media/26129/dysvet_m07_-_supporting_dyslexic_learners_and_employees.pdf
http://dysvet.eu/media/26108/dysvet_m08_-_dissemination_good_practice_281014.ppt.pdf
http://dysvet.eu/media/26132/dysvet_m09_-_dyslexia_and_disability_legislation.pptx.pdf
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Employers, employees, dyslexia 

 

Method/operation procedure: 

 

What? Who? How? 

Education and 

counselling for teachers 

in vocational schools, 

how should they work 

with children with 

dyslexia and help with 

their training and future 

career (practical advice, 

individual personal 

counselling in various 

areas, e.g. What´s the 

best way teach DYS 

students, how to find an 

alternative learning, 

how to use technology 

to help with learning 

etc.. 

 

Trainers of Euroface 

Consulting, Dyslexia 

experts 

Providing with E-books, counselling, 

workshops. 

Education and 

counselling for 

employers and HR staff, 

showing them how to 

deal with current and 

future employees, how 

to use their strengths to 

create the best 

conditions for DYS 

employees and how to 

use their abilities. 

Trainers of Euroface 

Consulting, Dyslexia 

experts 

Providing with E-books, counselling, 

workshops. 

 

 

 

 

 

 

 

 

Objective/ target 

 

Medialand is an exercise with a dual purpose. The exercise provides perception in the own 

knowledge about disability and prejudices. Besides this, the exercise stimulates to think about 

organization development and to modulate jobs tailored to employees with a disability. 

 

Field of application 

2.  Medialand 

Training 

 

exercise encourages reflecting on the creation of specific 

“tailored” jobs for employees with disabilities 

 

Country 
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Medialand is an exercise meant for placement professionals and HR- contributors. 

 

Related documents 

 

1. Medialand action plan (P01.2.1) 

2. Explanation disabilities (P01.2.2) 

3. Fill tray - Task (P01.2.3) 

4. Job profiles – media sector (translator, fitter, operator multicamera, styling make up, 

accountancy worker, journalist, administrative assistant, receptionist operator (P01.2.4 up 

to P01.2.11) 

 

 

Method/operation procedure 

 

What? Who? How? 

Divide in groups of 2 or 

3 persons 

Trainer Participants compose groups of 

preferably 3 persons 

Basic information is 

given about available 

jobs and functions  

Trainer By means of an overview (projection 

in ppt) the trainer presents the 

different functions. Besides this, the 

different disabilities that must be 

united are presented without any 

further comment. 

The exercise part 1: 

Matching job - disability 

Participants The groups try to find the ideal 

match between functions and 

disabilities. Per function only 1 

disability can be hold back. The 

trainer gives extra information about 

the impairments. 

Worksheet (P01.2.3) 

Additional commentary 

to the functions based 

on the available job 

profiles 

Trainer Based on the job profiles extra 

relevant job information is pushed 

forward. The job profiles can be 

consulted by the participants. 

(P01.2.4-P01.2.11) 

The exercise, part 2:  

Searching for final 

adjustments 

Participants The participants look for ideal 

material or non-material 

adjustments so the disabled 

employees can operate as optimal as 

possible in the chosen function 

Debriefing part 1 Trainer and participants Group discussions based on 

questions off the action plan 

(P01.2.1) 

Explanation and questioning  

(P01.2.2) 

Debriefing part 2 Trainer and participants Group discussions based on 

questions off the action plan 

(P01.2.1) 
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4. Recommendations 

Recommendations listed below have been compiled by partners’ representatives with the 
aim to clarify the reasons for selecting these specific methodologies to be used as 

transferable or inspirational for other European countries. There are recommendations 
developed by authors of methodologies (methodologies descriptions) providing their point 
of view for sharing at European level. There are often results of reflection from discussions 

among partners’ organization and comparing the different background and conditions for 
implementation of methodologies successful in one or another country. 

 

Tools 

 

De Socratest 

 

  

We picked the SOCRATEST because it is an accessible instrument, that allows companies and 

organizations to gain understanding in their own HR-policies. It’s an easy to use scan which has 

proven its value in Flanders in the last couple of years. The scan offers a BROAD view on existing 

HR-policies in a company or organization (Not solely on diversity related policies!). 

 

 
 

 
We have chosen the tool "RAW TALENT FACTORY" because it is a website built for young people at 

the risk of dropping out at school as well in work or in society as a whole. The website strengthens 

them to participate in a course on social media - which they execute with a so-called buddy to go 

through a process to take back their lives in different ways. This means that they go through a 

number of steps under guidance to get in contact with different organizations, including businesses 

detachment and possible new work. These are young people with problems, but this instrument could 

(after some adjustments) be used for older people who are unemployed.  

 

 

 

This tool was chosen as it can be used with individuals and within companies and it suits the project 

goals. It can be applied on several fields, with different target groups. The tool consists of a workbook 

and counselling sessions and can be used in group activities as well. Working with the tool requires 

training and the tool requires translation. At the moment, it is available in EN, FR, DE, ES and SI 

language. No additional funding was required.   

 

 

 

 

 

The Raw Talent Factory 

 

  

 

ProfilPASS 

 

  

 

Gender Audit 

 

  



 
 

6
1

 
Project Gender audit focuses on employers as well as employees in the area of equal opportunities 

of women and men at the labour market. This fact makes it very effective as it goes both ways and 

that´s why we have decided to share it as a successful methodology. Organizations which 

implemented gender audit, there are presented as “gender friendly”, focused on long termed 

relations to the employees and increasing their competitiveness. 

 

 
 

 
 
 

We think this YES toolbox is very interesting because unemployed young people benefit from this 

form of “competence assessment”, a toolbox that is presenting different pathways for unemployed 

young people that aims at being integrated by all kind of partners at international level - whereby 

young unemployed people benefit and empowered to be more prepared for the labour market.  

 
 

Integration Protocols 

 

  

We picked the innovative method of working “integration protocols” because it enables all involved 

parties to make a perfect match between a job and the competences of a (new) employee. 

Integration protocols were developed for (mainly) new employees with a “labour” disability, but the 

instrument is most certainly adaptable for use with other target groups of persons with a large 

distance to the labour market. 

 
 

 
 
 

 
As this tool is an online assessment system, that is especially designed for people at a lower level, 

with some sort of learning difficulty or disability, this instrument is very interesting to use for people 

that have a distance to the labour and educational market because of this. They can use this to get 

certified in a lot of different areas and this means that they have more opportunities on the labour 

market eventually. The certification process can be done on distance, can be done at the time and 

place chosen by the participant and therefor this is very individually adapted and therefor very 

suitable for people with some sort of disability. 
 

 
 

 
 
 

This methodology is a guide of how to map out different ideas from several European countries of 

how to integrate people with low educational background. There are useful methods, tools and 

ideas, tested in different setting. The guide is available free. 

 
 
 

 

 

 

YES Model 

 

  

 

Ingots – The Learning Machine 

 

  

 

Involve 

 

  

 

Talent Development Instrument 
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We opted for the Talent Development Instrument - in which the search for the talents of participants 

is a central theme - as this has a positive side effect on workers and job seekers. With a mentor the 

participant works together to discover his or her talents through an online tool. This can have a 

positive impact on the careers of workers - who want to develop or want to take a different path 

within their current career or jobseekers - to get a clear picture through this instrument what their 

talents are and where they should increase their experience / knowledge. 

 

 

 

 

 

AND 

 

 

 

The procedure was chosen as it addresses the group without any work experience. It's suitable for 

young people looking for first employment and bridging the gap to their permanent job. It allows 

them to gather first work experience and get familiar with work environment. The employee may 

also decide to offer them permanent employment after the programme is completed. At the same 

time, it enables employees to test the potential employer without too high financial risk. The 

procedure requires funding from the government and is a part of active employment policy. 

 

 

 

The procedure was chosen as it addresses unemployed (mostly long-term unemployed) and helps 

them to re-engage in the labour market. It improves their communication skills, connects them with 

employers, offers support and assistance in making first steps back on labour market. Within the 

programme participants also receive some financial support and technical support when applying for 

jobs.  The procedure requires funding from the government and is a part of active employment policy. 

Parts of the programme could be used in counselling and guidance without additional funding. 

 

 

 

Project learning for youngsters: The training was chosen as it addresses the most vulnerable group 

- young people with unfinished education, dropouts, long-term unemployed and those who require 

help, support and motivation to re-engage the labour market. Training programme /mentorship last 

one year within the year participants work together on various projects. During this year focus is on 

developing basic competences but also soft skills such as sense of responsibility, cooperation etc. 

Role of the mentor is crucial.  The programme requires training for the mentors, support from local 

 

From University to Work Placement 

 

  

 

Community Work Placements Programme 

 

  

 

Job Clubs 

 

  

 

PUM 
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environment, premises where participants can gather and work at and is as such difficult to be 

transferred in other environments. Beneficial part for the project is the support idea and project 

work/activities, which could be transferred. 

 

 

HR Procedure 

 

 

 

We have chosen this procedure as part of a wider spectrum of several legal provisions targeted at 

facilitating the employment of people with disabilities. This target group typically struggles with 

finding any suitable employment, even when well qualified, due to insufficient awareness among 

employers on the possibilities to finance the re-fitting of a workplace to suit the needs of a disabled 

employee. 

 

 

 

 
We have chosen this tool because it is a very applicable tool for people who would enter the labour 

market as future entrepreneur. Because some of the people with disabilities would like to strengthen 

themselves in their work area and even want to start their own business, this tool can be used for 

them to make sure they have the right competencies to start with. Entrepreneurial thinking is very 

important in general, but especially to start your own business of course and because this target 

group should have the opportunity to start this in their own way and well prepared this tool could be 

suitable. This tool can be used at home, at a time, place and period chosen by the participant in 

cooperation with an expert (e.g. an existing / successful entrepreneur). 

 

 
 

 
 
 

We have chosen this procedure as part of a wider spectrum of several legal provisions targeted at 

facilitating the employment of people with disabilities. This target group typically struggles with 

finding any suitable employment, even when well qualified, due to insufficient awareness among 

employers on the possibilities to finance the improvement of accessibility of a workplace to suit the 

needs of a disabled employee. 

 

 

Development of a new employee orientation programme 

 

  

 

 

Workplace Adjustment 

 
  

 

Scale2Skill 

 

  

 

Workplace accessibility 
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We have chosen the procedure “welcome policy” because a qualitative welcome is the foundation of 

a future efficient and positive collaboration. A lot of welcome procedures are unidirectional 

informative sessions in which (a lot of) information is given to the new employees. The added value 

of “our” procedure lies in the dialogue with the new employees, enhanced by the implementation of 

checklists (HR-manager and/or mentor and new employee checklists). 

Optimizing the existing program or development and implementation of a new employee (welcome 

and) orientation program. Providing a warm and well-structured welcome, has many advantages:  

 
- The new employee has better chances of successful integration in the company. This will also 

result in enhanced productivity in a shorter period of time. 

- A warm welcome leads to more job satisfaction, often resulting in less dropping out of 

employees.  

- The warm welcoming of new employees also provides excellent word-of-mouth advertisement 

for the company. 

 

 

Workplace equipment: We have chosen this procedure as part of a wider spectrum of several legal 

provisions targeted at facilitating the employment of people with disabilities. This target group 

typically struggles with finding any suitable employment, even when well qualified, due to insufficient 

awareness among employers on the possibilities to finance the equipment of a workplace to suit the 

needs of a disabled employee. 

 

 

Tax refund: We have chosen this procedure as part of a wider spectrum of several legal provisions 

targeted at facilitating the employment of people with disabilities. This target group typically 

struggles with finding any suitable employment, even when well qualified, due to insufficient 

awareness among employers on the possibilities available to them. In this particular case, we believe 

that it would be of great value to employers to be acquainted with the procedure for tax refund of 

one third of the employer's cost for social security/health insurance for people with disabilities. 

 

Competences policy – Performance cycle 

 

  

 
Performance cycle: We have chosen ‘performance cycle’ because it’s a strong management tool in 

the collaboration between managers and employees. It stimulates the motivation of all employees, 

by means of coaching and clear agreements. It has proven its value in Flanders in the last couple of 

years. A performance cycle is an important tool in the collaboration between managers and 

employees.  

 

 
 

 
 
 

Project Work habits is an example of the involvement of various institutions (Job office, Ministry of 

Labour and Social Affairs, career counsellors, lawyers, training organizations, etc.) with focus on 

 

Workplace equipment 

 
  

 

Tax refund 

 
  

 

Work habits 
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help to long-termed unemployed persons. The problem of long-termed unemployment lies usually 

in a variety of issues and requires complex help. We have chosen this example because it shows 

how to set up the cooperation between various institutions and experts on the common target. 

 
 

 
 
 

 
We have chosen this procedure as part of a wider spectrum of several legal provisions targeted at 

facilitating the employment of people with disabilities. This target group typically struggles with 

finding any suitable employment, even when well qualified, due to insufficient awareness among 

employers on the possibilities available to them. In this particular case, we believe that it would be 

of great value to employers to be acquainted with the procedure for reducing their taxable income 

up to the full amount of the employer's cost for social security/health insurance for people with 

disabilities. Although this refers to the first 12 months of employment only, combined with other 

procedures of the same family this outlines a clear financial motivation for increased employment 

among this target group. 

 

 

 

 
We have chosen this procedure as a result of our experience and recognition of the fact that 

employers often look for, and are in need of, qualified labour, which is not readily available at the 

formal education and training market. And although this may refer to a range of needed 

skills/qualifications, it is of particular use to employers/organisation which may want to train people 

with SEN and adapt their workplaces, having the guarantee of a formally accredited qualification and 

qualification provider. The EU-wide recognition of such qualifications make them particularly well 

suited for large companies or companies with operations in more than one EU country. 

    

 

 
We have chosen Specific measures on labour market as an example methodology because its 

activities make a complete “step by step” process of how to help unemployed people get back on a 

labour market and also keep the job they will find. It starts with finding those people, interviewing 

them, diagnostics, career counselling, training, finding the right employers that would offer the right 

jobs for the candidates. It also involves counselling for both sides, the job seekers and the candidates. 

This methodology has started as a project and is still ongoing and can be successfully used anywhere. 

 
 

Creating job ads 

 

  

An important part of diversity management is recruiting staff. To have a diverse staff group, it is 

important to adjust the vacancies in the sense that they are accessible to everyone 

Persons from disadvantaged groups often select job ads themselves, when looking for suitable job 

offers. Therefore, it is important to have a clear, accessible job ad, mentioning that people from 

disadvantaged groups are encouraged to apply for the job. 

Research shows that a realistic picture of the job ("realistic job preview”) as well as in the job ad, 

contributes to a low quitting percentage, higher satisfaction and faster settlement in the new job.  

 

Reduction of taxable income 

 
  

 

Custom-made VET qualifications 

 
  

 

Specific measures on labour market 
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Making an attractive job ad for people from disadvantaged groups, is a very important step. But it is 

not the only step needed to employ people from disadvantaged groups. In addition, the job 

application responses must be made accessible, the recruitment period must be made accessible and 

the job ad needs to be spread through a wider network of recruitment channels. 

 

 

Training 

 

 

 
The methodology of DysVet was chosen because it´s a specific project focused on dyslexia in relation 

to the VET and labour market. It provides training materials for HR staff and teachers about specific 

needs of dyslectic individuals. There´re not many tools in this field as it´s very concrete. This 

methodology can be used by everyone as we can find people with dyslexia everywhere around the 

world.  

 
 

Medialand 

 

  

 
We have chosen “Medialand” because we have often remarked there is a lot of ignorance concerning 

disabilities and because a lot of HR-people are unable to think out of the box when employment of 

(possible future) employees with a disability is on the table. Medialand is a group exercise which 

confronts HR-assistants and managers with their own framework of reference and prejudices, when 

employment of persons with a disability is discussed. The exercise is an excellent “eye-opener” and 

has proven its worth during many training sessions for professionals in Flanders. 

 

 

  

 

DysVet 
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Part 2 : Legal Framework 

 

As part of their research, the partners also studied the legal framework which regulates the 

field of employment, with emphasis on diversity and equal opportunities. We carried this 

study with the intention of deepening our understanding of how specific models work and 

how the combination of stimuli and penalties create this unique set of rules and 

opportunities, which shape the respective national labour market. 

  

Since changes in the legal framework are beyond the scope of the objectives and the 

possibly achievable by this project, we focused on understanding. Further, our work 

concentrated on the tools, procedures and practices which have been presented in detail in 

Part 1 above, and on our expert judgement on their potential usefulness in our countries. 

  

We used a matrix to determine the items with most utility, and then assessed the obstacles 

to their implementation. These obstacles were divided into legal – where there was no 

sufficient legal base to start using a particular item – and financial – where the item in 

question requires a substantial financial support in the form of a budget financing. We also 

found out that in most cases, and following sound budgetary procedures, financial resources 

can be allocated in a budgeting procedure when there is already a clear action/set of actions 

with objectified and quantified targets.  

Following analyses of tools and instruments have been assessed by project partners as 

Applicable, but lacking adequate funding (APF) & Applicable, but lacking legal 

base (ALB) in their respective countries. 
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1. Countries 

 

Belgium 

GENDER AUDIT 

The Flemish government is aiming for 40% women, both in middle management positions 

as in senior positions, by the end of 2020. 

At this moment, there are more than 1/3 female department chiefs: 34,9%. The number of 

women increased from 33,7% in 2015 to 34,9% in 2016. If annual growth like this is 

maintained, the target of 40% by 2020 can be achieved. 

Although the number of women in top positions has slightly increased in recent years, there 

was a strong decline in 2016. With 22,7% female executives, there still is a long way to go 

to achieve the number of 40% by 2020. 

In 2011, only 10,1% of board members of Belgian stock market listed companies were 

women. The percentage of female executives of the same companies was even lower. And 

the imbalance between men/women at the top is even bigger in unlisted companies. 

Awareness and putting female role models on the map is needed. A project such as Gender 

Audit can be inspiring to achieve this. Gender Audit does not only work at company level, 

but also pays attention to the different perspectives from employers AND employees. 

Spreading and identifying good practices is also a recommendation supported by ROSA – 

knowledge center of gender and feminism. In our opinion, there are many individual 

initiatives on this topic. It is a policy recommendation to investigate if the mapping of good 

practices at company level can be done on and supported on a larger scale. This double 

angle of incidence is a methodology strongly endorsed by DME +. 

 

PROFILPASS 

The ProfilPass system is based on the fact that people primarily learn in informal settings 

such as family, volunteer work and by dealing with the challenges in their lives. This system 

assumes that all people have competences (a competence is more than just knowledge and 

skills. It is about the ability to meet complex demands, by using and mobilizing resources, 

including skills and attitudes in a particular context) and that all skills are valuable, 

regardless of where they were acquired. In our opinion, the ProfilPass system can be a 

valuable part in the "FOCUS ON TALENT" policy of the Flemish Government. 

If we want to embed a “focus on talent” in the labour market on a permanent base, a mind 

switch of employers AND employees must be achieved. Besides awareness, concrete tools 

are needed to make people see that job skills can not only be acquired in school context or 

regular work experiences, but also in other contexts. 
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From DME +, we therefore recommend that the government gives the same value and 

attention to competences which were acquired elsewhere, during selection procedures and 

career planning. It should be clear that work related skills can be developed in all contexts. 

Tools like the ProfilPass should be structurally used to complement other approaches. In 

our opinion, the government should make a clear policy on “Focus on talent” and give the 

necessary resources to accelerate the transition towards a “Focus on talent” mind set. 

 

WORK DISABILITY DAY: 

The World Disability Day is an international event that takes place in different ways in 

different countries. Its intention is to create awareness about disability on a large scale. In 

Holland, these activities are mostly coordinated by Gdag foundation. This way, the event 

has a wide variety while still keeping a clear overview. 

In Flanders, public administrations working around disability (such as VAPH), are separately 

organizing actions on 3 December. Besides these, there are also numerous private 

organizations who organize activities around disability. The offer remains quite patchy and 

the separate actions are not really reinforcing each other. 

A government that gives high priority to inclusion and employment of people with 

disabilities, should act as a facilitator and/or director of a broad awareness campaign. The 

government could do this themselves or they could outsource this task to an expert partner. 

If we look at the USA, we can see that since several years, there is a “disability employment 

awareness month”, supported by various governmental services and meanwhile, also in 

cooperation with many private organizations and companies. Compared to what we have 

now –a “world disability day” among many other “world days”, with tons of fragmented 

actions- it would be so much better to have a coordinated approach to raise the awareness 

to a higher level and to have more impact. The concept of a “disability employment 

awareness month” is an exciting challenge. 

Regarding diversity policy of employment and disability, we recommend the government to 

coordinate (or let expert partners coordinate) and give structural support to awareness 

campaigns/actions. Starting from the already known “World Disability Day” is, in our 

opinion, something to look into very closely. 

 

 

Work habits (CZ) 

In Flanders, VDAB, the governmental service for employment, most of the time works 

together with HIVA, a research institute on labour and society 
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HIVA is an institute from the university of LEUVEN. Based on their research, action plans 

can be set up. Steunpuntwerk.be is another organization that does research on the topic. 

Still very locally, there are not sufficient funds for these actions. Mostly, actions are made 

for bigger regions. 

The Flemish Inter-university Research Network Labour Market Reporting is a research 

network that was installed by the Flemish Government and the Flemish Social Partners to 

encourage and promote strategic labour market research in Flanders. 

The steering committee of this network consists of representatives of Flemish Ministers 

responsible for Work and Social Economy, the Flemish Social Partners and the Department 

of Work and Social Economy. The steering committee is responsible for monitoring the 

research program and every year launches 1 or 2 project calls for study, development and 

research assignments. 

The minister, responsible for Work, approves the calls and the projects, taking into account 

the advice of the steering group. The project calls are managed by the Department Work 

and Social Economy (WSE) and they are complementary with the assignments of the Work 

Support Centre. The approach in Flanders towards labour market research is different from 

that in other countries. A uniform approach in the whole of Europe would result in a more 

efficient approach. There are no financial resources to do multi-perspective research. 

 

Reintegration of women after maternity and parental leave (CZ) 

In Flanders mothers only have 3 months of maternal leave. They can extend this with one 

year but for this they need the approval of the employer. 

A substantial raise of maternity leave isn’t currently on the political agenda in Flanders. 

There rather is a tendency to cut back leave systems. As maternity leave isn’t particularly 

long, there aren’t really pronounced needs for re-integration. Thus both financially and 

politically, implementation isn’t obvious. 
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Bulgaria 

Analysis of existing tools and procedures in partner countries and their applicability in 

national context in Bulgaria indicated 2 tools/procedures which have been rated as 

applicable, should there be adequate legal base to support them. We believe that they could 

have significant impact on the relevant target groups, if applied. The obstacles we have 

identified are: 

 

Development of a new employee orientation programme (BE) 

The benefits of this procedure obviously have a multiplication effect way beyond the 

individua employee or even individual company. It adds an important element to any 

company's culture and internal policies and forces companies to be more transparent, open 

to diversity, increases motivation, improves work motivation and makes work more 

attractive. Although this effect is observed at individual company's level, the important 

benefits can only be reaped with a large-scale participation. In this particular case, such 

orientation programmes, is reported by the BE partner as mandatory for their country. There 

are a number of companies in Bulgaria who do that, but it remains a rather isolated example. 

In the absence of supporting legal base, this procedure cannot be efficient at the level of 

the national economy. 

 

Profilpass tool (SI) 

The Profilpass is a tool recognisable by most professionals in the field of education, training, 

career guidance. However, this is one of many similar tools (all with varied characteristics) 

and in the absence of specific requirement for this format to be used, businesses and 

institutions make their own decisions on which format they deem more convenient. An 

example could the evolution over the years from CVs in World Bank format, EBRD format, 

Europass CV, etc. Currently in Bulgaria, it is the Europass tool which has largest popularity. 

Switching to a different tool would require a push of some type, but we find it unlikely that 

legal obligations can be imposed on using the Profilpass instead. This case falls marginally 

within the "lacking supporting legal base" category, insofar as any formal requirement can 

be treated as legal obligation of sorts." 
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Analysis of tools and practices from partner countries and their applicability in Bulgaria 

indicated that the following items would have difficulties in being implemented due to lack 

of adequate/targeted funding: 

 

Work habits (CZ) 

This item requires substantial commitment on the part of the community, and involves 

setting-up teams of individuals with significant expertise in various fields. Their work, as 

well as the work of counsellors, must be funded, most likely through local or central budget. 

 

Competences policy: performance cycles (BE) 

Integration protocol (BE) 

These two items require some re-organisation and additional funding on the part of 

businesses. Unlikely that the financing of such or similar activities becomes possible in micro 

and small companies. 

 

Job clubs (SI) 

A tool of such calibre and targeted at this specific target group needs government funding. 
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Netherlands 

 

Gender Audit (CZ) 

Project Gender audit focused on employers as well as employees. This fact makes it very 

effective as it goes both ways. This Czech project's aim was to support and encourage 

employers in the Zlín and Moravian-Silesian region in the implementation of equal 

opportunities for men and women and reconciling work and family life. The target group 

was 7 employers - companies from the above-mentioned regions and 14 employees - HR 

professionals / managers / executives participating enterprises. 

RECOMMENDATION AT POLICY LEVEL: This method is not really applicable on the current 

situation in the Netherlands. The gender differences in work are not as big as in the Czech 

Republic where the tool is created and used. In the Netherlands we have an initiative of the 

government called "Power Tour / Top Women", whereby an ambitious target is stated to get 

30% of the senior positions in organisations covered by women. The recommendation at 

EU policy level would be to include this Dutch governemental initiave in CZ and EU as a 

whole.  

 

New Job Scheme (BG) 

The aim of the "New job" scheme is to provide incentives for employers in Bulgaria to recruit 

young unemployed people under 29 years, giving them support for investment costs and 

labour costs associated with the creation of new jobs. A similar programme is used in the 

Netherlands. Municipalities in the Netherlands can write - if applicable/necessary -  a so-

called youth employment action plan, which can be funded by the government. A Youth 

Unemployment Action Plan is a regional collaboration between the Institute for 

Implementing Employee Insurance/Unemployment office (called UWV) and in this example 

15 municipalities in the central region of Utrecht. Together, they remain committed to 

helping young people to find a job, internship or work placement. 

 

First Job (BG) 

To participate in the scheme, unemployed young people must submit an application to the 

employment office, after which they will be directed to vacancy announced by the employer 

and appropriate for them. For training regarding professional qualification there is no 

restriction, and when training for key competencies young people will be able to choose 

between training in foreign languages, mathematical competence, digital competence and 

learning skills. The trainings are funded with vouchers, and if the training takes place in a 
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location different from the place of residence of the youngster, he or she will receive funds 

for travel to the place of the training. In addition, for each school day will be applied 

scholarship in the amount of 8 lev per day for 6 hours. A similar programme is used in the 

Netherlands. Municipalities in the Netherlands, see explanation about this at "New Job 

Scheme (BG). 

 

 

 

 

Slovenia 

 

INGOTS – The Learning Machine (NL) 

The system was introduced in Slovenia by LUV during the Leonardo da Vinci project (THESS) 

under the Lifelong Learning Programme. The online system is especially useful for dropouts, 

SEN students who have learning difficulties or a very low level and for testing and 

conforming various levels of knowledge gained in non-formal way.  

The system was used for testing and certifying Food Safety course. There are several other 

qualifications including IT User, Computing, Design Engineer Construct, Enterprise, 

Business Management, Food Safety, Additive Manufacture and more to follow. It’s very 

flexible and allows teachers (mentors) more of their time to concentrate on supporting 

raised attainment as it reduces the administrative load. 

System however required certified assessors (including training) and some IT knowledge. 

Registration and conformation from TLM company (based in UK) is required as well as 

conformation of all requested awards. Funding is required as well. Therefore implementation 

is possible with some requirements.  

 

DYSVET (CZ) 

The DYSVET methodology can be used by everyone as people with dyslexia can be found 

everywhere around the world including Slovenia. Proposed methodology is very concrete 

and addresses all relevant issues.  

There are several modules applicable that include work and learning styles of people with 

dyslexia, preparation of the materials for the dyslexic learners and employees, module 
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focusing on supporting dyslexic learners and employees and modules with good practices 

and disability legislation and dyslexia. 

The methodology is transferable but requires some adaptations: translation would be 

necessary, adaptation of the legislation module is required as well.  

 

Development of a new employee orientation program (BE) 

The procedure “welcome policy” is efficient and beneficial procedure for all parties involved. 

Integration of new employee is smoother and quicker and because a qualitative welcome is 

the foundation of a future efficient and positive collaboration. As procedures are 

unidirectional and given in informative sessions new employees receives a lot of relevant 

information even before starting the new position. Providing a warm and well-structured 

welcome, has many advantages including better chances of successful integration in the 

company and enhanced productivity in a shorter period. As a result, drop-out percentage is 

decreased.  

The procedure can be transferred and adapted to various position and is therefore 

transferable to different countries including Slovenia. The developed programme can be 

used over and over again with slight adaptation and once ready for use it can ease the work 

of HR staff, shortens recruitment and integration procedure and integrates new employee 

in a welcoming way.  

Procedure requires some work before implementation. The structure needs to be 

implemented in company’s policy of recruitment, checklists and questionnaires needs to be 

translated/adapted and staff (especially HR) need to be familiarized with its exitance. 

However due to the positive long-term effect the preliminary work is well rewarded.  

 

Workplace accessibility, Workplace adjustment, Workplace equipment (BG) 

Those procedures are partially in place in Slovenia. There is existing legal base so 

comparison and improvement of procedures would be beneficial to both countries.  

There is reluctance in implementation as the required funding is usually the burden for 

employers so cooperation with ESF or additional use of other funding opportunities would 

be helpful.  
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Czech Republic 

Medialand (BE) – very specific exercise, might be effectively used for example by 

organizations representing disabled persons at labour market (there are few of them in the 

Czech Republic) to demonstrate prejudices in employment. It can be applied also for 

students in preparing for their professional lives (students are more open minded and this 

exercise may prevent them to prejudices). Challenge in application might be when trying to 

generalize symptoms of disabilities. Every person is an individual with individual needs and 

approach to their overcoming. It is risky to make any general conclusions related to 

mental/physical disability and the trainer needs to avoid the generalization.  

OBSTACLES AND RECOMMENDATION – There might be complicated to motivate commercial 

organizations for applying an instrument with long-term effect. But application in 

governmental organization, e.g. city councils, regional offices, etc., should serve as an 

example to follow.  

Competences policy – performance cycle (BE) – advantages of this tool are obvious 

for both sides – employer and employee. THE CHALLENGE might be that description of the 

tool functioning is related to an ideal situation. In real, there might be needed certain level 

of flexibility, situation in business is not fixed, job positions are often overlapping, need to 

respond to day-to-day activities. ANOTHER challenge – performance cycle is the most 

effective when is applying in detail and all steps are adequate. In practice, it can easily 

finish as only “on paper” issue.  

RECOMMENDATION: to assign responsibility – it can work effectively with external HR 

company. For smaller companies it might be disharmony between time needed and result 

effect. For big companies it might be more difficult to apply, because they usually have own 

systems on place. APPLICATION – interesting example of good practice which might be an 

inspiration for HR companies and staff in Europe. There are no national specifics related 

which could complicate implementation in another country.  

Integration protocol (BE) – this is not only a good practice example but necessity for 

successful integration of a disabled employee at a new job position. We call similar 

instrument “an individual plan” in the Czech Republic and it is obligatory for schools when 

they are integrating a learner with disability. For employers, it works on the base of 

recommendation but actually without such plan the relation between the employer and 

disabled employee can´t work effectively.  

RECOMMENDATION at policy level: standardize the individual plan/integration protocol, set 

up the criterial and make the template widely available.  

Profil PASS and PUM (Sl) – two Slovenian examples of DME tools, which both are very 

useful but can´t be realized without financial support. APPLICATION - They might be part 
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of more complex training/counselling provided by job offices in the Czech Republic. 

RECOMMENDATION - both tools could perfectly fit to projects of job offices and might be 

applied by them. 

Workplace accessibility, Workplace adjustment, Workplace equipment (BG) – 

Positives of all three tools are that they are very practical help in financing the specific 

equipment/adjustment; the instruments are not complicated, easy to understand and 

recognize the benefit. It is easy to evaluate the impact of application those tools. 

RECOMMENDATION for application – if applied, it would be recommended to sustain the job 

positions created and granted, otherwise it could be misused.  

LEGISLATION OBSTACLES AND POLICY RECOMMENDATION – there is no budget line for 

financing those measures in the Czech Republic. It can be an inspiration, e.g. for European 

Social Fund (ESF) where measures specific for employment the disabled persons are 

available. 
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2. Conclusions and recommendations 

Based on the exchange and study of collected tools, procedures and practices, the partners 

made an evaluation of their applicability and transferability in their respective home 

countries. 

The evaluation tried to establish which items may be successfully applied, and whether their 

application needs additional support – a corresponding change in the legal base, or a 

provision for funding (which is, in most cases, also related to the legal base). 

The partners' evaluation identified items which, if considered within the context of their 

textual evaluation, could be fast-tracked through policy channels to ensure they are 

properly vested in legally binding texts in the national legislation (all levels), and that 

provisions for their funding are made through the relevant bodies' budgets. 

With this report we recommend to the policymakers in the participating countries to consider 

putting additional effort in the field of diversity on the labour market by creating the legal 

framework which would allow the tools, procedures and processes listed in Part 2 of the 

report to become part of the national instrumentarium for active labour policies.  
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Part 3: Good Practices 

 

1. Countries 

 

Belgium 

Ediv: Online training on anti-discrimination legislation 

With eDiv you discover the antidiscrimination legislation in an accessible way. The business 

community feels a growing need for information about policy on diversity and anti-discrimination 

legislation. Unia (Unia is an independent, interfederal public institution which specialises in equal 

opportunities policy and non-discrimination.) decided to develop an online training to meet this 

demand, partly because online courses are meanwhile well established in the business world. This 

training will give you an explanation in a language understood by everyone. Then you can at your 

own pace consult the database of 120 sample cases, each with a legal response and advice to the 

manager. The training is free of charge. 

The objectives of the Ediv tool are: 

* Helping Companies in the development of diversity policies 

* Expanding the training offer of the Centre 

* To promote exchange of knowledge 

The Ediv-project aims to achieve HR managers and managers, team managers (planning, solutions, 

evaluation, ...), union representatives, prevention officer, and confidants. 

Through the online tool, you can follow four pathways, namely 

* Module legislation (3 chapters) 

* Situation Bank (freely accessible, including mobile) 

* Library (explanation sheets, links, brochures) 

* A forum to share best practices 

More info: www.ediv.be  

http://www.diversiteit.be 

 

Talentontwikkelaar.be: online toolbox 

Companies still taking too little action to prepare their older workers for retirement or reintegration 

of employees after a burnout or disease. Also, diversity in the workplace is not a priority in many 

companies yet. Therefore, the Flemish government has developed an online toolbox 

www.talentontwikkelaar.be. 

The online toolbox www.talentontwikkelaar.be will not only motivate companies and help these 

structural issues to address, but will also encourage them to invest more in talent. 

The new toolbox www.talentontwikkelaar.be includes tools and practical tools for HR managers and 

business leaders. The aim is that more companies focus on talent and skills, less on CV and diploma. 

In addition, the website will encourage them to take action on issues they don’t want to address. In 

this way, they build with their employees to quality careers and strong companies. 

http://www.ediv.be/
http://www.diversiteit.be/
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This initiative fits into the long-term strategy of the Pact in 2020 to allow more people to get started 

in more workable jobs and in longer average careers. 

For more information: www.talentontwikkelaar.be 

 

WeLP Database for workplace learning 

To give young talent a chance, employers can publish a apprenticeship at WeLP. WeLP database is a 

tool where companies can offer apprenticeships, and where schools can find the suitable 

apprenticeships for their students. 

When the new dual learning starts, this database is the place where the first match between business 

and younger can be made. Through very clearly describing the offered work placement, what training 

a company can offer, which the competencies that can be developed with them, schools can very 

specifically seek out the most suitable apprenticeships for the young person, depending on his / her 

talents. 

Screened candidates are then referred to the employer, who then chooses the ideal candidate to gain 

experience in his or her business. It can take many different forms, ranging from an internship as 

part of training to individual training. 

More info: 

VDAB = The VDAB is the public employment service of Flanders. 

https://vimeo.com/153602176 

 

Age Scan. anticipate now an threatening labour shortage  

Know the age structure of your organization, now and in the future (within 5 or 10 years). Discover 

potential bottlenecks around aging and work in your organization. Find out how other companies 

handle it. Do the scan!  

To measure is to know and anticipating is the message. Have you ever thought about the outflow of 

experienced staff, and the valuable knowledge and skills you risk to lose? Time for action! How? Start 

with the Age Scan: it tells you how your organization is doing. You receive a report with:  

• The age composition of your workforce now and in 5 and 10 years, with benchmark within your 

sector.  

• How your organization is facing older people - and what are potential bottlenecks.  

• how other organizations in your industry are doing. Do they have a similar HR-policy, or not?  

• The best result? Get everyone involved! Age Scan gives food for thought. Take the theme to the 

management, unions and your employees. The questionnaire can serve as a basis for open 

discussions. You will be surprised at how involved everyone is about the theme of aging at work. 

https://www.leeftijdsscan.be/ 

 

AWARENESS CAMPAIGN FROM THE FIELD An example of a good practice from the chemical 

industry/sector(Co-valent)  

Awareness campaigns should focus on a sustainable impact. Awareness campaigns built upon a broad 

base have a bigger impact and the positive effect will last longer. An awaress campaign on labour 

restrictions was set up in the chemical sector with the help of Steunpunt Handicap & Arbeid.  

The chemical industry opted for two major actions in the project:  

1 Raising awareness by companies to register for the DUO DAY (www.duoday.be)  

2 Raising awareness through additional info and an offline event  

https://vimeo.com/153602176
https://www.leeftijdsscan.be/
http://www.duoday.be/
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Action 1: Duo Day (Some of the concrete actions) - Creating a web page on the site of the chemical 

sector - Providing information about the Duo Day and how to participate - Defining labour restrictions 

/ disability - Looking for two companies for their stories: one with an employee with a visible disability 

(making a video of it), one with an employee with a non visibele disability (writing an article about 

it) - searching for a baseline for the tab button on the sector page - making an invitation for free 

support from the sector and Steunpunt Handicap & Arbeid - Creating a mailing list through mail 

chimp - Mailing info Duo Day to the database of the sector - Delivering mailing template to third 

parties - Designing paper flyers and sending them out - Distributing flyers to third parties - Calling 

big companies to ask them to participate in the Duo Day  

Action 2: Raising awareness (Some of the concrete actions) - Extra information on web site of the 

sector - Visualizing the employment measures in a clear way (scheme / mind map) - Useful tips per 

labour restriction (based upon the files of Steunpunt Handicap & Arbeid) - Spreading good practices 

of companies through the website - Creating a campaign video (for example on the day Duo) - 

Creating a video with call for free support - Brochure (resume) of, f.e. employment measures, 

roadmap,…. - Organization of meeting/workshop (HR problems, possible measures...) - ...  

The dossier from the chemical sector (Co-valent) consists of the following topics: (click on the link 

for direct information)  

A Start working immediately on labour restrictions B Good practices C Labour restrictions D 

Prejudices E Employment measures  

A.Five reasons why a company does good by immediately starting to work on labour restrictions  

They came to this conclusion:  

It helps you to:  

• Achieve know-how in case one of your employees gets a disability (f.e. due to an accident or 

illness).  

• Keep your older workers productive. 

 • Attract scarse talent from a wider range in order to fill in “difficult” vacancies.  

• Widen the look of your staff and customers. 

 • Get to know the way to (financial) support.  

B. Good practices. Some good practices are cited. Both of people with disabilities who are effectively 

working in the chemical sector as of people who participated in the Duo Day.  

Check following link: https://www.youtube.com/embed/QjVcpBP53Y0?rel=0 and you can see the 

example of Jonas at Ineos during the Duo Day.  

C. Labour restriction: more than a wheelchair or someone who’s blind or deaf. 

 What is a labour restriction? Anyone who has problems to participate in employment by limitations 

of intellectual, psychological, physical or sensory nature. This is a wide spectrum: back pain or hernia, 

dyslexia, ADHD, rheumatism and cardiac problems, visually impaired, wheelchair users, autism, CFS, 

MS, HIV, diabetes, stuttering, borderline, NLD, kidney problems, ...  

The chemical sector provides support and guidance to companies when they employ a worker with a 

disability or when someone with a disability does an internship. They assume that within the 

company, there are possibilities to integrate that person without much effort. They have created a 

special email address where questions can be asked. Companies can also register for free counseling. 

A list of organizations that offer customized support is made and is available.  

D. Prejudices about employees with disabilities  

Many prejudices about people with a labour disability exist. The chemical sector is citing and 

explaining three positive prejudices:  
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• They have developed additional skills (extra creative handling when opportunities occur, more 

motivated, extra flexible, more communicative and loyal) 

 • They are equally productive  

• They don’t require a special treatment  

E. What support can a company get?  

Keeping or newly employing a worker with a disability does not lead to an additional cost or reduced 

productivity.  

In Flanders, there are five types of support measures.  

Two paid to the employer:  

1 The VOP is a partial refund of the salary of the employee 

 2 A refund of costs to adapt the working place  

Three paid to the worker with a disability, but also financially interesting to the employer:  

3 A refund of the costs of special tools and clothing 

4 (Partial) refund of (special) transportation costs  

5 Specialized individual training in the company (GIBO)  

More information can be found in the published attachments. Contact information of initiator Name: 

Co-valent Legal status: sector organization Chemistry Registered office of the company: address: 

Diamant Building - A. Reyers 80 Zip: 1030 City: Brussels 

Telephone: 02 238 99 24 E-mail: connect@co-valent.be 

 

Transition programmes  

In Flanders (Belgium), a lot of pupils from e.g. special schools, have difficulties to find their way to 

the labour market and appropriate (employment) services. They often end up consulting the 

appropriate services (e.g. GTB) way too late (after several months of hanging about, quickly losing 

learned professional skills and competences) and they’re often not able to give adequate information 

on their school career. School and work seem to be two completely different worlds and there often 

is practically no exchange of information between school and employment services. In order to 

address these problems and lack of contact, it is better to start guidance by a specialized employment 

service (GTB) while the pupils/students are still attending school. The GTB transfer programmes 

respond to this need: around a pupil or student, in need of extra guidance and support regarding his 

transition from school to the labor market, a team is put together, consisting of concerned employees 

of the school, a pupil guidance center and GTB. The goal is to prepare the transition of the pupil or 

student to the labour market in a structured manner, while he is still attending school, in order to 

boost his/her employment chances and to prevent unqualified dropping out of school. 

Contact information initiator Name: GTB Legal status: non-profit organisation Registered office of 

the company: Address: Kongostraat 7 Postal Code: 9000 City: Ghent Telephone: 0032 9 248 53 77 

E-mail: info@gtb-vlaanderen.be 

 

DUO-Day 

Duo day is a campaign raising awareness among local authorities, employees, etc. GTB has noticed 

that people with an occupational limitation still don’t get equal job opportunities. This initiative wants 

to help employers get familiar with the skills, dedication and abilities of job seekers with an 

occupational limitation. Job seekers get the opportunity to show their talents and test their idea of a 

certain job against reality. Employment officers get more insight into companies’ staff needs so they 

can make more targeted use of customer profiles in the future. They get the opportunity to inform 

mailto:connect@co-valent.be
mailto:info@gtb-vlaanderen.be
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companies about a variety of support options Duo day is a ‘Do-day’ for job seekers who have more 

troubles finding work because of poor health or a disability. Companies, social profit organisations, 

governments and local authorities open their doors for one day. On this day, the job seeker works 

together with an employee. Duo day enables companies an internship, provided to job-seekers with 

labor limitations. Thanks to the success of the last five editions, in 2015 the event was hold 

nationwide. Partners across the country have put the theme of ' working with and as a person with 

a labor disability ' on the Belgian map. People with a labor disability must get more opportunity’s to 

convince employers of their abilities. Often companies don’t know the support options that assist job 

seekers in their job search. Exactly therefore GTB created Duo day. 2 This initiative has two great 

goals. On the one hand making employers aware of the skills, commitments and abilities of people 

with labor disabilities. Besides this, job seekers get the opportunity to get acquainted with a specific 

labor workplace to test out their image with reality. In 2015 there were 504 companies and 651 

duo’s who have participated. Duo day is open to all sort of companies in Belgium. 

Contact information initiator  

Name: GTB  

E-mail: info@gtb-vlaanderen.be 

http://www.gtb-vlaanderen.be www.duoday.be 

 

Guide for graduates of special secondary education.  

Finding your way on the labour market after graduation is a difficult task. You have to know what to 

do and where to do it. Paperwork needs to be brought in order, you need to find job advertisements, 

you need make appointments with employers for job interviews, you need go to job interviews, you 

need make a good curriculum vitae and job applications,….  

This is a difficult task for every graduate and especially for graduates of special secondary education.  

In Flanders, several NGO’s like trade unions and the government as well have developed guides for 

graduates with useful information and tips for being used after graduation. Nonetheless, these 

regular guides seem to be too difficult for many graduates with a disability.  

JKVG vzw developed a personalized guide for graduates of special secondary education.  

It’s a personalized guide for graduates of special secondary education with information, tips, 

exercises and a personal calendar for “things to do” after finishing school. The guide is meant to be 

worked with by graduates and teacher/trainer during the year before graduation. When this is done 

properly, the graduate has a fully personalized guide with concrete and personalized info which 

he/she can use after leaving school for entering the labour market.  

The guide is different from the regular guides because it is written in a very 

understandable/accessible way. This means that the guide is avoiding difficult words, complex 

phrases, long phrases,… It is written in the WABLIEFT-style (www.wablieft.be) which goal is to make 

written text very accessible for people with f.e. reading/learning disabilities.  

The guide consists of different chapters such as “job target”, “where to find jobs”, “making an 

appointment with an employer”, “job interview”, “administration for healthcare/unemployment”, 

“personal calendar”,…. Each chapter of the guide has a clear visual overview (mindmap) of the 

content of that chapter. This mindmap is a very good tool to make all written information of the 

chapter visual for the user. Drawings are used to make things clear. ¨ 

The guide consists of several chapters which each stand on their own. This means that the 

teacher/trainer can choose around which chapter he/she wants to work. It is not needed to start 

from the beginning of the guide. 

 It is a personal guide, which means that together with the teacher/trainer, the student can fill in the 

correct personal information for him/herself (f.e. where is the nearest bureau for employment, health 

http://www.duoday.be/
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insurance agency, trade union office,….). The guide also contains a personal calendar on which the 

student can write down important dates like when to have an own health care insurance 

Besides accessible information, the guide contains exercises which can made in the classroom, 

together with the teacher/trainer. The correct answers come with the guide when teachers/trainers 

order the guide.  

There are two versions of the guide. Even though the guide is already very accessible and 

understandable, there is also a LIGHT-version which contains even more accessible writing and 

information. This version is f.e. very useful for people with dyslexia  

The guide can be ordered by teachers/trainers for free at the organisation with a simple email telling 

for which school it is and for how many students. When this info is given, they will get the guide and 

the mindmaps in PDF-file. The guide can then be duplicated in the school for the amount of students 

who are going to work with it.  

Every year, around 70 schools in Flanders use this guide for approximately 2300 graduates. This 

guide has become a necessary instrument in special secondary schools to prepare last year students 

for their first steps on the labour market. 

Contact information initiator  

Name: JKVG vzw  

E-mail: info@jkvg.be  

www.jkvg.be www.schoolverlatersagenda.be 

 

The generation glasses: look differently at your colleagues 

Each generation looks different. Education, the moment we live in, and past experiences color the 

glasses from which we look at work. When teams and organizations set up the generation glasses, 

opportunities opens up for dialogue, respect and cooperation between all generations. 

In this project, generations are the breeding ground to talk about diversity in organizations and 

teams. Through understanding differences and similarities, we want to make the organisations 

aware of the strengths of each generation. This  project aims to promote the understanding, 

interaction and cooperation between generations. 

Four instruments have been developed for the realization of the objectives, briefly described below: 

1) SCAN WISE is both a descriptive statistics on the distribution of generations organizations 

staffing variables such as position, department, level, employment ... On the other hand a 

recruitment questionnaire was developed on work-related attitudes. The instrument 

provides a first awareness around generations and functions as an introduction and warm 

up for the other instruments. 

 

2) ENERGISE consists of scenarios and supporting (didactic) material for interactive workshops 

in teams and organizations. In these workshops, the knowledge that generations from on 

there own (work) experience is cental. By explicating and sharing this knowledge with the 

other generations, it creates a better understanding and communication. 

 

3) HR-WISE provides a number of tools that analyzes existing policies and develop a more 

differentiated and generation conscious organization and HR policy with the aim to keep  

employees sustainable and employable from all generations and life stages. 

 

4) BE! WISE brings the experiences of the project into a website. Testimonies and best 

practices of key partners gives a realistic view of the opportunities to work with generations. 

 

Where can I find the instrument? 

mailto:info@jkvg.be
http://www.schoolverlatersagenda.be/
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www.generatiebril.be 

generatiebril@hogent.be 

 

 

Bulgaria 

National Career Days - Nestle Bulgaria  

Every year in Bulgaria an exhibition called National Career Days is being held under the slogan „Good 

career, good life“. One of the participants in the event was Nestle which provides excellent career 

opportunities for young people in Bulgaria. The company has a long tradition of supporting and 

recruiting young people to work and has, for more than 18 years, developed different internship 

programs. At the end of 2013 they announced the launch of the initiative targeted at youth 

employment in Europe - "Nestle Needs YOUth". Nestle Bulgaria is committed to enabling 330 young 

people under the age of 30 to start a permanent job or an internship at different levels and in different 

departments of the company for 2014-2016. In the first year of the initiative 160 young people have 

benefited from this opportunity and 55% of the trainees continued to work at the company.  

Check this video for more info: https://www.youtube.com/watch?v=T_2IdAyPipE 

 

National career days – Good career, good life 

 Attend the largest career forum “National Career Days” and meet leading Bulgarian and international 

companies, offering vacant internship and job positions in a variety of business sectors. The event 

takes place in 7 Bulgarian cities and the entry is free of charge! Not simply work, but work with a 

guarantee for success! Work is an important part of our lives. As young people, you keep the 

possibility to succeed in your hands, if you act now! It is never too early to take part in an internship 

program or to start your career from a junior position. Discover yours this spring! What employers 

will you meet during Career days Every year “National Career Days” gathers at one place leading 

Bulgarian and international companies offering internship and job positions in a variety of business 

sectors. Take part in the discussions During the events in Sofia, Varna, Svishtov, and Plovdiv you 

have the chance to participate in discussions where representatives of the participating companies 

will talk with you on current topics concerning the labor market and starting a career! Receive career 

advice and consultation Apart from JobTigers’ stand you’ll have the opportunity to receive career 

advice and consultations on how to prepare your CV, how to present yourselves during an interview 

and more, at a specialised career nook. Our career consultants and recruitment specialists will be 

expecting you, together with Nestlе’s HR department representative. Take part in the preliminary 

specialized meetings in each city Don’t miss the preliminary meetings in each one of the 7 cities to 

receive advice on how to prepare for “National Career Days”. JobTiger’s and Nestlе’s professionals 

will be expecting you! 

Find more info here: http://national.careerdays.bg/bg/ 

 

„New Job” Scheme  

The aim of the "New job" scheme is to provide incentives for employers in Bulgaria to recruit young 

unemployed people under 29 years, giving them support for investment costs and labor costs 

associated with the creation of new jobs. Eligible are costs for payment of remuneration in the 

amount of the minimal income for the specific economic activity and occupation. Eligible are also 

payments on social security, and transportation costs when the training is held in different location. 

Employers will be able to enjoy a subsidy of up to 40% of eligible direct costs to equip the jobs that 

will provide for young people. This scheme is an opportunity for the labor market integration of young 

people with disabilities whose participation in employment is hindered by the need for employers to 

make investments for adaptation or redesigning of relevant jobs. Expected results: 1,300 people will 

be involved in trainings to acquire or enhance their professional qualifications. 900 people will be 

http://www.generatiebril.be/
mailto:wise@hogent.be
https://www.youtube.com/watch?v=T_2IdAyPipE
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trained for acquisition of key competences and 2,000 people will be offered employment after the 

training. 

 

Operational programme "Youth Employment"  

"Youth employment" is a part of Operational programme "Human resources development" 2014- 

2020. This programme makes the dreams true for young people up to 29 years old to find good jobs. 

What gives you the "Youth employment"? An opportunity for young people up to 29 years with no 

experience in the profession to find a job. How to apply? People without a permanent job must 

register at the Employment Bureau. Experts from the Employment Bureau will find a suitable job or 

training for applicants. 

 

Scheme "First job"  

Applicants must be unemployed are under 29 years of age, registered with labor offices and when 

included in vocational training and a minimum required level of education under national law. To 

participate in the scheme, unemployed young people must submit an application to the employment 

office, after which they will be directed to appropriate for them vacancy announced by the employer 

wishing to join the scheme. Training for professional qualification no restrictions, and training for key 

competencies young people will be able to choose between training in foreign languages, 

mathematical competence, digital competence and learning skills. The trainings are funded with 

vouchers, and if the training takes place in a location different from the place of residence of the 

young, he or she will receive funds for travel to the place of training. In addition, for each school day 

will be applied scholarship in the amount of 8 lev per day for 6 hours. Employers wishing to hire 

unemployed youths under the scheme must submit an application to the Employment Office. They 

will receive a grant to cover the salaries and costs for by social security. The amount of subsidy is 

equal to the minimum social security threshold for the economic activity and occupation, and can be 

used for 6-12 months. Expected results: 700 people will be involved in trainings to acquire or improve 

their professional qualification. 1630 people will participate in training for acquisition of key 

competences, and 2100 people will be offered employment after training. 

 

 

 

Netherlands 

 

Wereldgehandicaptendag – World disability day  

The World Disability Day is about making connections between people with and without disabilities. 

This allows for mutual understanding and opens new doors. Sports associations, welfare 

organizations, health care institutions as well as individual citizens, entrepreneurs, scientists and 

politicians across the Netherlands join forces in a collective and organize various activities. The 

activities diverging from sport and games, art and culture, work and income and also some 

competitions are organized regarding poetry and photo. Right now 80 institutions, citizens, 

associations, companies, organizations have logged in for the event in 2016, that will be taken place 

the 3rd of December 2016. More info? http://www.wereldgehandicaptendag.nl 

 

Kennisplein gehandicaptensector – Knowledge plaza disability sector  

The Knowledge plaza is made for counselors and supported professionals involved in the care and 

support of people with disabilities. On the Knowledge plaza you will find products, which you can 

immediately work with, but also deepening articles, stories out of practice, meeting possibilities and 

http://www.wereldgehandicaptendag.nl/
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communities, all of Bright divided into themes and client groups. But it is also possible for people 

with a disability or people linked to a person with some sort of disability to get more information 

about above-mentioned topics. Concretely it is a place where people can meet and exchange their 

knowledge and experience. The Knowledge plaza disability sector is initiated and coordinated by 

three organisaties that are involved and fight for the equality for people with and without some sort 

of functional impairment, namely Vilans, VGN and MEE Netherlands. More info? 

http://www.kennispleingehandicaptensector.nl/gehandicaptenzorg 

 

Start foundation  

A labor market where everybody has a place, even for job seekers who occupy a vulnerable position, 

this was from the start in 1998 the philosophy of Start Foundation a special employment agency. 

This is done with a wide range of projects and activities. Ranging from the empowering of people in 

the labor market to the preservation and creation of jobs for others. Our goal is a so-called inclusive 

labor market with permanent paid employment for everyone who can and wants to work. That goal 

has been achieved when in any business organization the staff is diverse, when all the groups that 

exist in society have a job, in a sustainable way and they can earn their own income. More info? 

http://www.startfoundation.nl 

 

Slovenia  

Job fairs  

Organisation: 

The Employment Service of Slovenia in cooperation with partners, who are active on the labour 

market (employers, development and employment agencies, educational organisations, NGOs, 

unions).  

Description: 

With the intention to present employers, promising jobs and employment, training and education 

opportunities in the local environment the Employment Service of Slovenia in cooperation with 

external partners organizes job fairs across Slovenia.  

Objective/target:  

Job fairs are a great opportunity for the unemployed to learn about promising and interesting 

occupations, especially those interesting to the employers, who also provide employment 

opportunities for those vacancies. The unemployed have the chance to directly contact and talk with 

different employers, to participate in seminars, lectures, thematic meetings, discussions and round 

tables for free. They also have the chance to review education and training programs and to check 

for job vacancies in the local environment.  

These job fairs take place in spring and autumn and are intended for everyone, who is looking for 

employment, for the young, who still go to school, for those who are contemplating about further 

educational options, or who wish to change their occupation.  

Job fairs are also an excellent opportunity for employers, who look for new co-workers, for 

development agencies and private employment agencies, NGOs, educational organizations, employer 

representatives, unions, and everyone else who function as partners in the labour market.  

Terms and definitions:  

Occupations, work opportunities, employment, the unemployed, youth in education, employers.  

Additional information at: http://www.ess.gov.si/storitve/zaposlitveni_sejmi 

 

Career Centre of the University Ljubljana  

http://www.kennispleingehandicaptensector.nl/gehandicaptenzorg
http://www.startfoundation.nl/
http://www.ess.gov.si/storitve/zaposlitveni_sejmi
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Organisation: 

University Ljubljana in cooperation with the Ministry of education, science and sport and the EU  

Since 2013 The Career Centre of the University Ljubljana is a meeting point of promising employees 

and excellent employers. The project is partially funded by the European Union from the European 

Social Fund and the Ministry for Education, Science and Sport. The main goal of the project is to 

further support the career development, counselling in higher education institutions and to 

strengthen the cooperation between the Career Centre and the employers, which will contribute to 

both better employment and employability of the graduates of the University Ljubljana after 

graduation and the achievement of Europe 2020 objectives.  

Career consultants are acting within 23 faculties and 3 academies of the University Ljubljana and 

providing complete support to students and graduates on their study career path. To achieve these 

goals they cooperate and connect with several different external partners, especially employers. In 

addition to informing and counselling they also organize different workshops and career camps, 

consultations about the challenges of finding a job abroad, entrepreneurship and apprenticeship, 

Skype consultations with consultants from abroad, short interviews with employers, presentations of 

employers at faculties and visits into actual work environments.  

Cooperating with career centres is an excellent opportunity for employers, who have the chance to 

post free vacancies, student jobs and apprenticeships, calls for scholarships or to just present 

themselves to promising students - potential job candidates. They also have the chance to take part 

at other activities of career centres. The activities of the Career Centre Ljubljana are completely free 

of charge and are available to all faculties/academies of the University Ljubljana.  

Terms and definitions: Students, graduates, employers, career, career centre, employment 

opportunities.  

Additional information: https://kc.uni-lj.si/o-nas Find us on Twitter Find us on Facebook Video for 

students: https://youtu.be/WdLT3vjdhMo (English subtitles): 

https://www.youtube.com/watch?v=3MsZTUqdMKc  

Video for employers: https://youtu.be/kgMhrWzUfPo (English subtitles): 

https://youtu.be/NglCHOG2UN8 

 

Career Marketplace  

Organisation: 

The Career Centre of the University Maribor in cooperation with the Employment Service of Slovenia 

(Regional Offices Maribor and Ptuj)  

Moto: The career Marketplace - your chance for connecting  

For the third time in the row the Career Centre of the University Maribor organizes an event called 

Career Marketplace Live, which is intended for students and graduates of the University Maribor and 

young jobseekers. At the event young people are presented with career opportunities in their 

environment and they get the chance to personally contact potential employers. They have the 

opportunity to meet several potential employers and their organizations all in one place and to ask 

about their expectations and job opportunities.  

Upon prior application young jobseekers have the opportunity to present themselves to up to 15 

potential employers during fast 5-minutes job interviews. Also available are group counselling, career 

development chances and a presentation of current measurements for the promotion of youth 

employment. The participation at the marketplace is free.  

Terms and definitions: Job opportunities, students, graduates, young job seekers, employers  

Additional information: https://kc.um.si/dogodki/3.-karierna-trznica-v-zivo 

 

https://youtu.be/NglCHOG2UN8
https://kc.um.si/dogodki/3.-karierna-trznica-v-zivo
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Nefiks – Career day 2016  

Organisation: Zavod Nefiks, SI  

Description: 

The purpose of the Nefiks Career day 2016 is to encourage secondary school students, parents and 

teachers to think about their occupation path and their career development, to show them, that their 

college studies are only one of the possible paths and not the main goal of their career orientation 

and that they need to plan their education path ahead and for the long term, so it will lead them to 

their desired occupation.  

During the Nefiks Career day career ambassadors with the support of the institution Zavod Nefiks 

carry out several activities in high schools across Slovenia. Career ambassadors are teachers, 

students, career consultants and other professionals. They organize and carry out diverse activities, 

e.g. they present their own career path and other possible options and where individuals with the 

same education can find a job. In cooperation with different employers from the local community 

they can carry out a career workshop and talk with the students about their values, interests and 

skills, present them with the webpage of the Career day and play the song from the Slovene rapper 

Zlatko, which was specially written for the Career day and intends to address the younger population. 

Zavod Nefiks provides support to all career ambassadors for the execution of all activities (guidance, 

materials for workshops, leaflets…).  

Song title: Čaka vas uspeh (Zlatko) http://www.talentirana.si/kdn/Zlatko-Cakavasuspeh.mp3  

Terms and definitions: Secondary school students, career  

Additional information at: 

http://www.talentiran.si/index.php?option=com_content&view=category&layout=blog&id 

=108&Itemid=546 

 

Give work experience 

 

Društvo prijateljev mladine Koroške  with their project Give work experience wants to bang taboos 

about the employability of people with disabilities who want full participation in the employment 

market, but they have little or no chance to prove it.  

 

Within the project young people with disabilities from 16 years of age and unemployed adults with 

special needs from all over Slovenia, who have a great desire to work, but very little or no chance 

getting work experience, can gain work experience, at least for one day, and they can prove their 

ability to perform work and that they are employable and can contribute to the organization. 

Companies acroos Slovenia can participate as employers who give a work experience to people with 

disabilities and enable them to spend the specific working day in the enterprise to get to know work 

process and their potential as well as barriers at the workplace. Employers with the inclusion of 

persons with disabilities promote creative and innovative thinking and learn how a person with 

disabilities can enrich the work environment and positively change working climate and corporate 

culture. 

Donors help with financial contributions help to facilitate the realization of the project - cover the 

costs of transport and other costs related to the seekers for work experience. 

Labor and social integration of young people and adults with special needs is achieved and reduce 

the risk of poverty and increase social inclusion of unemployed. 

 

More about the project at: http://www.podaridelovnoizkusnjo.si/ 

http://www.talentirana.si/kdn/Zlatko-Cakavasuspeh.mp3
http://www.podaridelovnoizkusnjo.si/
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Czech Republic 

 

Company kindergarten  

Activity by the employers in the Czech Republic 

Corporate childcare can be a plus of any employer who wants to attract quality employees. Whether 

it is a babysitting service or directly a kindergarten in the company. The big advantage of the 

operation of a company kindergarten is the earlier return of parents back to work. For employees, 

this is a huge benefit, which is very high standard. Company kindergarten can accommodate a child 

from 18 months however there are some nurseries that would accept a child from age as early as 6 

months.  

The employers set up kindergartens either directly in the company building in case they have the 

capacity, or rent out space outside their building, but often also provide transport between the place 

of employment and the kindergarten for the employees.  

Company kindergarten offer: 

 • All year-educational children's program - the program content equivalent of a state nursery school 

 • Professional staff with appropriate educational or medical training and experience  

The only disadvantage of a company kindergarten may be the payment for a service that exceeds 

the average rate for a child's stay in the state preschool facilities. The advantage are opening hours 

which begin in the early morning and are tailored to the needs of employees who work in shifts. 

 

Supporting equal opportunities in the workplaces  

Projects by the organization Aperio (www.aperio.cz)  

The organization APERIO supports by its activities the number of work places that practice the 

principles of equal opportunities of women and men and help the disadvantaged persons in the labour 

market.  

The main strength of the APERIO activities is the direct involvement of many employers into project 

activities. There are often big and popular employers, what support the activities impact and 

promotion.  

Within the organizations the project focuses mainly on human resource managers and the workers 

to managerial positions (both women and men). APERIO offers the following services to improve 

equality in the workplace: 

 • gender training for HR managers (women and men) tailored to the needs of the company  

• a simple self – evaluation online tool test equal opportunities in companies 

 • implementation of a gender audit conducted by a team of professionally trained male and female 

experts. The output of this activity is a proposal for changes for the company.  

• piloting equality plan  

• information service and expert advice 

At the same the consultants provide information and specific advice (in human resources and rights) 

for women and men about their rights and opportunities in the labour market with regard to gender 

equality in society. This is online based advisory centre. 

 

Reintegration of women after maternity and parental leave  

http://www.aperio.cz/
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Example of a good practice realized by Czech employer: Staropramen Brewery Czech Republic¨ 

The aim of the project Reintegration of women after maternity and parental leave was to eliminate 

the associated risks and costs. The six-month maternity leave, usually crossing into parental leave 

until three years of age of the child, which is standard in the Czech Republic and is relatively long 

absence. It brings a loss of continuity in the development of enterprise and difficulties in returning 

mothers back into the company. Managers are worried to bring mothers back to a work process after 

maternity leave because of possible increased absenteeism due to illness of a child, unwillingness to 

perform overtime and job paths and skills and knowledge erosion during maternity and parental 

leave. Its role also plays the stereotypical assumption that women are returning to work primarily 

for financial reasons - fulfilment, self-realization, professional and career ambitions are often seen in 

women irrelevant.  

Within the project “Reintegration of women after maternity and parental leave” the company 

Staropramen Brewery decided to take the following specific solutions:  

1. Remembering mothers and fathers during maternity and parental leave: - "Outcome" interviews 

with women on outgoing maternity leave (ML) - women are informed of the rights and entitlements 

during ML and returning back, the possibilities for cooperation within the ML and their interest about 

returning are mapped. - Support social contacts with the company – e.g. participation in corporate 

meetings, sporting and social events - Business continuity even during ML - a short-term substitute 

for the sick colleague, analysis, translation, organizational assistance in organizing corporate events. 

Further options include part-time employment (from 1 day a week) and a gradual increase in 

accordance with the development of family situations and needs of the company - Development and 

education - women on maternity and parental leave are granted access to corporate and educational 

activities during ML, - Benefits offer- even those which are not related to work performance. Parents 

are allowed to participate in joint cultural and sports events, still get discounts for employees, etc. - 

Sending information about major corporate changes - the change in ownership, organizational 

structure, etc.  

2. An interim preparation for the return of mothers in cooperation with managers: - A year ahead is 

the information regarding the expected or the announced return of mothers to the managers- so that 

their return could be reflected in the budget - Internal recruitment - with regard to the qualifications 

and interest of the company offers filling positions internally even in time when mother don´t 

announce their comeback yet. The reason is to give women a chance to consider the attractiveness 

of the offer and possibly reassess the term of their return - Managers are regularly informed about 

current claims of mothers and about their qualifications - The company is in contact with mothers 

and realistically inform them about the possibilities of their application in the enterprise  

3. Before returning and when returning to work: - Parents are presented the offer of place in 

kindergarten - They are again allowed to participate in the initial training, other legal or other training 

such as when a new employee starts  

4. If the return is not possible (e.g. the job doesn´t exist anymore and there is no other suitable, 

the parent does not want to travel to work, etc.) - Sensitive approach and possibly financial 

compensation upon termination of employment - Counselling, advice, support for redundancies  

Related documents/websites: http://www.diversity-management.cz/uspesne_priklady.php?id=120 

 

Career days 

Organized by: AIESEC Czech Republic  

Motto: Companies, students, experience  

Event “Career days” has been always an unique event. It has been developed by students of all 

business universities in the Czech Republic. At the same time it has been the first fair of career 

opportunities in the Czech Republic. Career days has been established in 1993 by AIESEC, the biggest 

world students association.  

http://www.diversity-management.cz/uspesne_priklady.php?id=120


 
 

9
2

 
The main aim of the event is to help the students to find their dream job. The unique concept is the 

main reason for the great success of this event. The main idea is to provide an area for students to 

get known the company culture and experience personal interactive meeting with the representatives 

of the companies. 

 The main objective of this event is to intermediate contact between students and employers; 

motivate students; support job opportunities for young people.  

All participants of the festival meet in an informal environment. Students can get in touch with 

representatives of companies, from the small ones to the very well – known ones. In the recent years 

there were representatives from: Accenture, Adidas, Amazon, CETIN, ČSOB, ČEZ, DHL, Deloitte, 

Ernst&Young, Glencore, Heineken, Johnson&Johnson, KPMG, LEGO, Manpower, McKinsey&Company, 

Nestlé, P&G, Provident, RWE, Raiffeisenbank, Sephora, Synergie, STUDENT AGENCY, Tesco, O2, 

banks and insurance companies, etc.. The event itself consists of 6 main programs such as “Meeting”, 

“Case studies”, “Trainings”, “Panel discussion”, “Launches” and “Others”. Around 1000 students 

across Czech Republic attend every year and the feedback says that they find it very helpful and 

useful as 98% of participants would recommend this festival to others.  

http://careerdays.cz/ 

 

National Career Counselling Award Contest  

Organized by: Euroguidance 

National Career Counselling Award Contest in the Czech Republic was launched in 2009. The main 

aim of the Contest is to chart and award examples of good practice in career counselling in the Czech 

Republic and connect providers of career counselling services across different sectors. Moreover, 

thanks to the Award wider discussion about career counselling and spreading awareness about it in 

the Czech context has been opening.  

National competition in the Czech Republic is based on the model which is known in other countries 

throughout Europe.  

There is a commission made by specialists from ministries, National Agency, Association of Adult 

Education Institutions, etc… In the competition they all evaluate the contributions such as: guides, 

methodologies, activities, projects… and then they choose the winners in several categories. 

Announcement of the winners is a part of the conference, where all people interested in this field are 

welcomed. The conference is on every year since 2009 and promotes the career counselling and also 

shares a good practice. The best examples of good practice are annually published in the 

Compendium. 

 

  

http://careerdays.cz/
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2.      Advice  

Partners chose interesting initiatives that are linked to diversity management and can be 

used as examples of good practice. 

These initiatives are related to the access of young people to the labour market, creating 

conditions for disabled persons and education among employers. Some initiatives are very 

specific and are closely linked to national conditions, eg. Ediv: Online training on anti-

discrimination legislation (example from Belgium). 

But more often there is a situation that the initiatives, evaluated as an example of good 

practice are similar in different European countries e.g. career days, job fairs or career 

centres. Of course, it depends on the specific possibilities and financial conditions, but 

initiatives rated as examples of good practice are largely transferable and suitable for 

adaptation in other countries. 
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Part 4 : General Conclusions 

 

Part 1 of the handbook 

Methodologies chosen by partners have been divided into groups of: (1) Tools, (2) HR 

procedures and (3) Training. 

Tools 

Partners have collected 13 Tools altogether – 2 CZ, 2 BE, 4 NL, 5 Sl 

Each tool is different mainly in what target group it reaches and what activities are being 

realized.  But all of them have one common goal, to show that our society consists of 

different individuals and that´s why we need to expand our horizons in recruitment and 

employment. Creating conditions for graduates or disabled people is beneficial for both 

sides.  A benefit may be to get rid of gender prejudices in giving a job. They are often 

stereotypically perceived as “male” or “female” professions. Investing into equipment that 

the disabled individual needs will paid back to the company because it will earn a devoted 

employee. A graduate without experience can be integrated into the labour market and we 

can benefit from his enthusiasm that is not yet affected by working stereotypes and so it 

enables him to develop. There often is a space for community work placement. There is a 

legislation within the EU about it, often it only needs to be introduced to the employers and 

they need to learn about it.  

Tools collected by partners focuses on employers (e.g. Integration Protocol or Gender 

Audit).  Others focus on young unemployed people. (e.g. From university to 

workplacement). Some tools are preventive, e.g. The Raw Talent Factory – built specifically 

for young people at risk of dropping out of school. On the other side, there are some tools 

which addresses a long- term unfavourable situation, e.g.  Community work placement 

programme or Involvement of learners with low educational background into the lifelong 

learning process.  

Most of the tools have been created under specific conditions in each country, e.g. 

Legislation for supporting an employment of specific target groups, national or European 

programmes that support active employment policy projects, regional initiatives, 

cooperation between employers, non – profit sector and schools etc. Those methodologies 

were critically assessed and their portability was also assessed. The evaluation outputs are 

part of this document. The implementation itself so the transfer of methodologies 

successfully applied in one European country including the introducing on a political level, 

finding resources etc. is already beyond this project.  
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HR Procedures  

Partners have collected 12 examples of HR procedures altogether – 2 CZ, 3 BE, 6 BG, 1 Sl 

HR procedures are different methodologies used by personnel staff to create conditions, 

assess employees, enable further development of employees, enable employers to use the 

benefits that the government offers when disabled, disadvantaged etc. people are being 

employed (tax refund).  

Presented HR procedures usually expect that the government will take a part– e.g. 

Reduction of taxable income is given by legislation of each country when a disabled person 

is being employed. Or subsidies provided for creating a new job for socially disadvantaged 

people in the project “Specific measures on labour market”. 

 

The methodologies gathered in this group can be used as examples for other European 

countries. These are tested approaches where data and studies are available. At 

international level, it may be beneficial to present working examples from other countries. 

 

Training  

In the group of tools specified as Training partners have only collected two examples from 

the Czech Republic and Belgium.  

It´s not because there would not be enough examples in this field but it seems more like 

that the training is often a part of more complex approaches which are then embedded into 

tools and HR procedures.  E.g.  Gender Audit includes training of personal workers, PUM 

includes learning for youngsters. 

 

Evaluation 

In addition to the description of the selected methodologies, the handbook (on pages 60-

66) mentions the authors’ explanation of the different methodologies why they chose these 

examples for the DME project. It is about highlighting the key moments, successes that 

these examples have had in the countries where they were applied. This is also a reminder 

of the potential for use at European level. E.g.: 

ProfilPASS …. It can be applied in several fields, with different target groups…… 

Integration Protocols…IP were developed for (mainly) new employees with a labour 

disability, but the instrument is most certainly adaptable for use with other target groups 

of persons with a large distance to the labour market…. 
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Talent Development Instrument….. this has a positive side effect on workers and job 

seekers…. 

Workplace Adjustment …. This procedure is a part of a wider spectrum of several legal 

provisions targeted at facilitating the employment of people with disabilities… 

 

Part 2 of the handbook 

Since changes in the legal framework are beyond the scope of this project, we focused on 

understanding and expert judgement on the potential usefulness of methodologies compiled 

during the project in other countries. 

Partners assessed all compiled methodologies according to their applicability in own country. 

The measurement was following: 

- Fully applicable 

- Effective and applicable but lacking adequate funding 

- Effective and applicable but no matching legal base 

- Other 

 

During the assessment process partners have often found out, that there are similar 

approaches in different countries and sometimes there are similar methods applied 

differently or on a different level.  

Examples: 

The CZ method Work habits describes a successful strategy on a labour market, when a 

committee consisting of experts from various organizations and areas use their expertise to 

help the unemployed persons. Similar method was identified in Flanders, where even these 

committees are formed at more levels. 

Another example is a tool called ProfilPass, presented by Slovenia and which similarities 

could be identified in Bulgaria and in the Czech Republic. Belgium partner has recommended 

the ProfilPass to be a part of the “Focus on Talent” policy of the Flemish Government. 

 

There were also the cases, where partners identified benefits of a tool but also the need to 

establish the supporting legal base to be successfully transferred to another country. 

Example: 

The tool “Development of a new employee orientation programme” was presented by 

Belgium and assessed as highly beneficial by the Bulgarian partner. But there was also 
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identified that without supporting legal base, this procedure cannot be efficient at the level 

of the national economy. In Belgium using orientation programmes was reported as 

mandatory for their country. In Bulgaria, there are companies doing similar methods but 

remain rather isolated. This was close to the assessment of the same tool and its potential 

transfer to the Czech Republic. Advantages of this tool are obvious but motivation of the 

employers to accept that is insufficient, where there is no legal base. 

 

 

This over-country crossing assessment was about detailed introduction with the 

methodologies successful in other EU countries followed by the comparison with the 

conditions in each country in order to consider whether transferability could be possible 

under certain conditions.  

 

Conditions that would necessarily needed to be created for a transfer of the successful 

methodology were divided into two groups– financial and legal. 

Output of this research can be used as a recommendation on a national level, inspiration 

for creating new methodologies or research if methodologies that work in our country aren´t 

similar to practices in different European country and there is no possibility of being likened 

and a possibility of improvement.   

 

 

Links 

 

www.projectdme.eu 

https://www.facebook.com/DiversityManagementExtended 

https://twitter.com/DMEproject 
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