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[bookmark: _Toc99986871]CHAPTER 1: INTRODUCTION
Prepared by FREDERICK UNIVERSITY

1.1 [bookmark: _Toc99986872]Introduction: What are organisational skills 
Organisational skills include a wide number of abilities that allow a person to organise his/her possessions, manage his/her time and plan various daily and longer-term tasks (Britton-Rumohr et al., 2021; Langberg et.al., 2012). For university students organisational skills are fundamental to school success (Anderson, et. al., 2008) and also include the ability to prioritize, set goals, track assignments, organise study material and study time including the management of deadlines (Britton-Rumohr et. al. 2021; Bikic et. al. 2017).This Photo by Unknown Author is licensed under CC BY-SA-NC

Students come across the need to focus on a number of different tasks throughout their student life. Studying, attending classes, working on assignments and tasks, working in groups, preparing for exams and building their social life. Organisational skills are a key element in maintaining a balance between the different tasks, as they help students stay focused on the tasks at hand and allow them to allocate their time and energy effectively and efficiently. At the same time, organisational skills help reduce stress levels and anxiety as they enable students to put priorities and meet deadlines. 
What is important about organisational skills is that they are transferable valuable assets for team members as well as team leaders (Wicker, 2009). Once a student manages to build them, they can then be transferred to other aspects of their lives even after they graduate i.e. work life, personal or family life. Employers, for example, appreciate skills like leadership, time management and problem solving when recruiting graduates (Raybould and Sheedy, 2005). 

According to Wicker (2009) Organisation is the starting point for most aspects of a person’s life ranging from daily activities like shopping lists to more complex decisions like finances. Organisation can be summarised in a simple equation:
 
Organisation = prioritisation + planning + working to deadlines.

1.1.1 Prioritisation
Prioritisation relates to identifying the order in which different tasks need to be completed in order to achieve full time and resource utilisation (Wicker, 2009). A good place to start is to break tasks into smaller pieces and create lists of what needs to be done. Checking off completed tasks helps students stay on track and boosts their motivation to move to the next one. 
According to Whatcome Community College (WCC) there are five steps to prioritisation. You need to urge students to: 
1. Think about what needs to be done–Make a list of everything that needs to be done making sure that they break big tasks into manageable pieces.
2. Decide and prioritize what to do starting with what is most urgent–Choose the tasks or goals that are of most important to them and decide how they may be achieved. Always take some time for themselves to restore their energy and relax. In this process learn to identify any possible distractions that come their way and resist spending their time on them. 
3. Monitor and Evaluate. Keep going back to their lists and check whether they are on track, what they are doing well, whether there are any interferences and what needs to be changed or revised.  
4. Practice Prioritizing
5. Reward themselves upon completion of a task. Find activities that make them feel happy and relaxed like meeting a friend or taking a walk.  



Prioritisation comes with a great number of benefits for the students: 
· It helps them keep stress levels down by helping them organise themselves around what needs to be done first.  Knowing the order in which they need to complete their required tasks helps them keep their focus and feel confident.
· It helps them become more efficient and more productive. It helps them see their priorities and allocate the necessary time to each task. 
· It helps them find time for themselves because they may allocate time for relaxation in their scheduled tasks. Also having a list of priorities helps them increase their productivity, avoid procrastination and complete tasks on time leaving them with more free time for themselves.
·  It keeps them motivated to continue with their tasks.
· In terms of academic performance, prioritisation may help them keep their focus, stick to deadlines and become more efficient. As a result, they will see their academic results improving and their class/assessment anxiety reducing.

1.1.2 Time management 
Time management is an organising skill that is closely linked to prioritization. It has to do with how we can best allocate our time between tasks so that we can satisfy our goals (Juneja, 2021). Deadlines should be realistic as they are an important element of time management.
There are a number of time management tools/methods that one can use. One of the most widely used ones (Shown in Figure 1) that may be used by students is the Eisenhower method (Meri, 2018). The Eisenhower Method helps decide which action to pursue or not. It aids students to divide actions into one of four quadrants (WCC, 2021). The quadrants are divided by importance and urgency: 
· Important and Urgent
· Important but Not Urgent
· Not Important but Urgent
· Not Important and Not Urgent
To use the Eisenhower Matrix, students need to refer to the list in which they prioritised the tasks that they need to complete and check whether they are urgent and important as shown in Figure 1.

Figure 1: The Eisenhower Matrix
[image: The Eisenhower Matrix is a great way to prioritize tasks. Check out this article on The Paper Gazer.]Do later or Delegate
Minimize or eliminate
Schedule 
Get done immediately 


If the task is urgent and important (Box 1) then they need to focus on the task as its completion will help them achieve their goals. The urgency dimension creates complexities with regard to these tasks as they’re often unplanned (WCC, 2021).
Examples (WCC, 2021):
· Emergencies
· Troubleshooting
· Deadlines
If the Task is important but non-urgent (Box 2) the best thing to do is schedule. Through scheduling we prevent important tasks becoming urgent thus minimizing stress and anxiety.  We also make sure that we are methodically moving towards our goals. 
Examples (WCC, 2021):
· Building quality relationships with other people
· Doing actual work to progress toward a major goal
· Physical exercise
When the task is urgent but not important (Box 3) it means that it cannot be scheduled. At the same time, it is not important so they can do one of three things, not spend time on them, delegate if someone else can deal with them or progress with them quickly. 
Examples (WCC, 2021):
· Answering e-mails
· Incoming phone calls
· Interrupting colleagues/classmates/roommates
Finally, when the tasks are non-important and non-urgent (Box 4) they need to avoid them. They are time consuming unimportant tasks that do not contribute towards satisfying the students goals. 
Examples (WCC, 2021): 
· Time wasters (Ex: Facebook, checking e-mails all the time)
· Busy work (Ex: Work that doesn’t need to be done)
· Procrastinating
A skill that is inherently linked to good time management skills is the ability to adhere to time tables. This can be achieved by correctly estimating the time needed to complete a task. That way students can avoid pushing themselves as well limit procrastination.
Overall, time management skills are necessary and important for University students as they help them: 
· Stick to timelines and complete all their course work on time.
· Reduce their stress levels since they allow them to complete all necessary tasks on time 
· Produce better quality of work as a result of allocating the appropriate amount of time to each task.
· Improve their learning effectiveness by making full use of their study time without missing on their extracurricular activities and hobbies.
· Work more efficiently increasing their productivity.
· Improve their overall planning skills.
· Improve their self-discipline skills.
· Achieve greater focus, reduce distractions and avoid procrastination.
· Improve their social life and allows them time to relax and take care of themselves. Managing their time means incorporating all aspects of their life, not only strict deadlines and assignment submission.
· Develop a sense of responsibility.
· Prepare for their after-University life whether that is their work life, family life or social life. Employers value employees with good time management skills as they work for the benefit of the firm and improve productivity and effectiveness in the workplace. 
· Boost their confidence.
	
1.1.3 Planning ahead and being proactive
Planning relates to the skill of selecting appropriate methods of action to achieve the desired outcome (Wicker, 2009). “When done right, planning can help you execute new projects, reach your goals and fulfil your vision. All while still having fun and enjoying life to the fullest” (Trepte, 2017).

[image: ]Simple low importance tasks or habitual tasks do not require extensive planning. For more challenging tasks like preparing for final exams or preparing a thesis, it is advised that the students prepare a written plan that will specify the steps that are need to achieve the set goal (Adair and Allen, 2003). 
Successful planning ahead also means being more proactive which requires having clear goals. Rather than being a passive watcher of everything that is happening, with planning, students actually take action for their future steps. Being proactive is a skill that characterises effective people. It allows to anticipate problems and seek solutions early on. It also helps develop skills to take initiatives and increases student’s chances of succeeding not only in student life but also in life after University.

According to Indeed (2021), proactive people share some common characteristics among them:
· Initiative: Proactive people are able to assess a situation and take independent action on it without waiting for things to happen first.  
· Long-term perspective: Proactive people are able to predict future challenges and look forward on the consequences of present actions.
· Resilience: Proactive people are more resilient and are less probable of giving up when faced with challenges.
· Goal orientation: Proactive individuals tend to know what they wish to achieve and work hard to realize their goals.
· Growth mindset: A growth mindset is a philosophy of continuous improvement. Proactive people often perceive challenges and setbacks as opportunities and competencies as malleable.
 Overall planning ahead and being proactive will benefit students in a number of different ways. Planning ahead:
· Allows them to identify potential challenges early and allows them to seek help and academic support before things become stressful for them.
· Helps them achieve more and feel less stressed.
· Helps them manage their time better and stick to their deadlines.   
· Enhances their confidence levels and helps them achieve their goals.
· Gives them a sense of mission and allows them to reach further.
· Helps them take control of the progress in their future steps as students and as professionals pursuing their career.
· Helps them feel empowered and able to gain better control of anything that comes their way while at the same time their self-confidence improves. “Proactivity fosters empowerment by emphasizing the advantage of creating your own situations in which you can succeed. As a result, proactive individuals are often less likely to be complacent, as their continual growth mindset helps drives them toward achievement” (Indeed, 2021).
· Helps them achieve self-improvement as they plan ahead and foresee their future needs that will help them reach their goals.

1.1.4 Goal setting
Effective planning starts with setting goals. If you know where you are directed you are also able to effectively plan your steps in order to achieve your goals.

Goals should be:This Photo by Unknown Author is licensed under CC BY-NC

· Specific – What do we wish to achieve?
· Measurable – How will we know we’ve achieved it?
· Attainable – What is our realistic desire?
· Relevant - Why are we doing this? Is it really what we want?
· Time Bound - When will we achieve this by?

It is important for students to reflect on their goals as this is a process that allows them to examine themselves and their dreams and motivates them to pursue their ambitions actively (Rader, 2005).  According to Rader (2005) there are six steps to success in terms of goal setting for students as follows: 
a. Choose a specific goal at a time and write it down. In doing so acknowledge that there are different types of goals (i.e. educational, financial etc) and that the goals will be short term (i.e. studying for a final exam) or long term (i.e. graduating, seeking a career).
b. Decide a time when a goal will be achieved. The deadline set for the fulfilment of the goal should be realistic. 
c. Develop a plan to achieve the set goal. Identify the actions they need to take and acknowledge possible obstacles that may prevent or delay them in achieving their goal. Developing a plan will allow students to break down their responsibilities to smaller, more manageable tasks. Using a GANTT chart could be useful to help them outline their goals and set specific guidelines for each.
d. Visualize themselves accomplishing their goal. Appealing to the subconscious mind creates a positive feeling towards goal achievement and helps students stay motivated in completing their tasks.
e. Work hard and never give up
f. Self-evaluate. “Self-evaluation refers to students’ abilities to observe and assess their own behaviours and is an essential element in fostering continual growth in students. During this reflective process, students observe their actions, assess their progress, and propose alternative models to help them achieve their goals” (Rader, 2005, p.125).
When students have developed their goal setting skills they can receive a number of benefits: 
· Goals push students forward and help them achieve their objectives sooner.
· Allow students to have time for personal hobbies.
· Help students define where they wish to reach and create benchmarks for them to define success.
· Goals hold students accountable to everything they take up doing.
· Goals help students set their priorities and develop a sense of planning.
· Having goals is also necessary for tracking and recognising progress which at the end will give students confidence and reduce their stress and anxiety levels.

1.1.5 Critical thinking and problem-solving skills 
When organising our tasks and activities it is important to utilise critical thinking. Critical thinking is a skill that allows us to identify problematic areas and take corrective actions before finishing a task (Chacon and Janssen, 2021). Critical thinking skills are important for effective problem solving.   Problem solving involves the processes utilised to make decisions relative to an unknown situation (Woods et. al. 1997).  
According to a 25-year study by Woods et. al. (1997, p.76) there are twelve attributes related to problem solving:
· being aware of the processes used;
· using pattern matching to quickly decide whether a situation is a problem or an exercise;
· applying a variety of tactics and heuristics;
· placing an emphasis on accuracy (as opposed to speed.);
· being active by writing down ideas, creating charts and figures;
· monitoring and reflecting on the process used;
· being organized and systematic;
· being flexible (keeping options open, seeing the situation from many different perspectives and points-of-view);
· drawing on the pertinent subject knowledge and objectively and critically assessing the quality, accuracy and pertinence of that knowledge and data;
· being willing to risk and cope with ambiguity, welcoming change and managing distress;This Photo by Unknown Author is licensed under CC BY-NC-ND
This Photo by Unknown Author is licensed under CC BY-SA-NC

· being willing to spend time reading, gathering information and defining the problem (as opposed to equating problem solving with “doing something” despite its pertinence); and
· having an overall approach that uses fundamentals rather than trying to combine various memorized sample solutions 
 The problem-solving process can be summarised in five steps (Doyle 2020). Utilising this approach, students need to: 
1. Gather information that help them define and understand the problem at hand
2. Consider various alternative solutions to their problem using skills like brainstorming, creative thinking, forecasting and planning (Doyle, 2020).
3. Evaluate the solutions they came up with through analytical processes, discussion, teamwork and prioritisation. 
4. Implement their plan. At these stage other organisational skills mentioned above can be utilised like time-management.
5. Assess the solution to identify what went right or what they could have done differently. This kind of knowledge will help them in similar future situations.

1.2 [bookmark: _Toc99986873]The benefits of organisational skills for students
According to Andreson et. al. (2008), organisation skills benefit students on a number of different levels. Most importantly they assist in improving academic performance as they help students develop essential study skills, like managing their time and materials productively, taking charge of their own academic learning and enable them to learn critical content and attain desired academic outcomes. Generally, organizational skills help improve the overall quality of their work.
Organisational skills are also important in empowering and motivating students to achieve their goals. They offer them a sense of direction that help them to stay focused and succeed in anything they decide to achieve. All tasks can be completed more efficiently since time and effort needed in completing a task are minimized. This way productivity increases while stress levels decrease.  
Another benefit of organisational skills is that it helps students build their confidence levels (Success by Design, 2020). A student who is organised, set goals, manages his/her time, prioritises etc. is more inclined to be confident and believe that s/he will succeed compare to a student without any organisational skills. 
Acquiring and using organisational skills has an additional longer-term benefit for students. Once acquired, skills like time management, goal setting and planning can be transferred to a student’s life after graduation. Transferable skills like these are appreciated by many employers as they permit a freshly appointed graduate to make an immediate contribution to a business (Bennet 2002).

1.3 [bookmark: _Toc99986874]Mutual benefits for teachers and students when students have organisational skills 
Educators have a lot to benefit from when teaching students highly developed organisational skills (Doyle et. al., 2020). First of all, the overall educational experience improves. Students are more organised, they utilise their time more efficiently and effectively and are more likely to successfully complete the requested tasks adhering to the set deadlines. This allows educators to deliver the class material more concisely and improves the interaction not only between the educator and the students but also between students.  
Another benefit for educators is reduction of stress related to student’s academic performance and increase in efficiency and productivity in the classroom context. When students are organised, there is less need on behalf of the educators to remind about deadlines or go over instructions and guidelines repeatedly. 
Overall, students’ organisational skills development may also significantly improve relationships between educators and students and have a positive impact on the class dynamic interaction. This is due to the fact that organised students have a clear sense of direction, they prioritize and clearly plan for the tasks assigned to them and there is a mutual understanding of the expectations of the educator in terms of deliverables.

1.4 [bookmark: _Toc99986875]How to improve organisational skills hints and tips
Organisational skills can be developed in students if they work methodically. Here are a few hints and tips on how you may encourage your students to improve their organisational skills:
· One of the best ways to start with is to encourage them create lists in which the students will outline and prioritize required tasks. Checking off completed tasks will motivate the students to continue their effort with other activities. The lists can either be physical lists (using calendars or paper notebooks) or digital lists, like using digital calendars or applications on any electronic device (e.g. phone, tablet, computer). Also utilise tools described above like GANTT chart or the Eisenhower Matrix. 
· Another tip is to advise them to track time and set a regular schedule for themselves. This can be a physical calendar or a digital time log that they keep their phone. Creating a detailed schedule will help them budget their time and ensure that they meet their deadlines (Indeed, 2022). For example: 
· 8:00am wake up have breakfast, get ready
· 9:00am go to class
· 2:30pm study
· You may also encourage them to create a distraction free working space to help them stay focused when working on their university tasks. Also it is important to reduce clutter and organise their materials so that they do not interfere with their time schedule. 
· Another tip is to advise them to organise their study material and if possible digitise their notes for easy reference. In this context they may create folders for each topic, class or assignment and clearly note assignments and deadlines.
· A good advice you can offer your students is to take a few minutes at the end of each day to review their actions, check off completed tasks and plan for the next day.
· You may also direct them towards managing procrastination as this is often the cause of delays and mismanagement of time. They shouldn’t wait until the time is right and get things done when they are scheduled to be done.  
· Support and advise them to take good care of themselves and maintain a healthy study-social life balance. It is important to organise their academic responsibilities but it is also important that they take care of their social and personal life. They need to make sure they take regular breaks and find time for themselves to relax and have fun. Advise them to adopt healthy dietary habits and make sure they get enough sleep (7-8 hours nightly). Getting enough sleep helps them stay focused and concentrated on their tasks and improves their memory.  
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[bookmark: _Toc99986876]CHAPTER 2: TOOLS AND METHODS WHICH MAY BE USED BY TEACHERS IN ORDER TO SUPPORT STUDENTS IN GAINING ORGANIZATIONAL SKILLS
Prepared by WSPA
2.1 [bookmark: _Toc99986877]Introduction - The importance of organizational skills in effective study from the perspective of the student and lecturer. The benefits of having organizational skills in your professional future. 
Having soft skills, including organizational skills, is one of the most important elements that employers pay attention to when looking for candidates for specific positions. Development and strengthening of organizational skills in the study process is therefore an important stage in shaping employee competences, which in professional life will constitute a solid ground for reliable and effective fulfillment of professional tasks useful at every job and may be a factor that will determine successful professional development.
It is worth paying attention to the fact that soft skills belong to the group of the so-called Transferable / transferable competences, i.e. competences acquired in the course of performing various activities in life. Not only professional activities, but also various tasks at school, in the peer group and at home, which are necessary for the proper functioning in very different professional and personal situations. They facilitate not only getting a job, but also possible retraining and adapting to new tasks, and guarantee the effectiveness of implementing one's own intentions in contacts with other people (Smółka, 2006A).
[image: ]The joint work of the lecturer and students on strengthening organizational skills is also important from the perspective of the effectiveness of the study process during the pandemic, which is related to the transition to the online form of work. E-learning requires both the lecturer and students to be highly disciplined and able to work independently, and above all, to adapt to new working conditions, which in many cases have many limitations, e.g. family presence at home, technical problems. Therefore, distance learning also requires the student to be able to quickly solve problems, concentrate and be flexible in the actions taken.
The abovementioned skills can be found in the catalog of organizational skills and they are very desirable in many professions, and in the near future the number of these professions will increase. It may seem that organizational skills are important mainly in the case of team leaders or entrepreneurs, but in fact they apply to all employees and can be useful for all of them. Thus, the transition to the form of online education has become an opportunity to strengthen those scopes of competences that are and will be particularly desirable on the labor market today and in the future. In response to this situation, universities create training programs and strategies for students and their employees that will help them effectively use the form of distance learning and at the same time develop soft skills.

2.2 [bookmark: _Toc99986878]What are soft skills / organizational skills. Why do we have them to varying degrees? The role and importance of the lecturer.
Soft skills, often called personal and interpersonal skills, are more difficult to measure and evaluate than hard skills. These are psychophysical features and social skills that determine how you behave, get along with other people, or organize your work, e.g. I have no problem making decisions, even in stressful situations.
Table 1. Types of competences
	Hard skills
	Soft skills

	· Specific specialist competences
· Substantive knowledge
· They are easy to verify, measure and evaluate
· They are usually related to a specific profession
· They allow you to perform the assigned tasks well at work
· Relatively easy to train at school, at courses or at work
	· Personal skills (e.g. stress management)
· Interpersonal skills (e.g. motivating others to work)
· Difficult to verify, they are subject to subjective evaluation
· Universal competences that are useful in various positions
· They help you collaborate with your team, supervisors and clients
· The process of developing them is more complex and usually more difficult


[bookmark: _Hlk96335074]Source:  Jeruszka, 2016.
Coaching experts say that soft skills can be acquired through special training. It may be of the so-called natural training (everyday interpersonal experiences, e.g. at work, in college) or stationary training (traditional training conducted by a trainer, usually in a group). The vast majority of people develop soft skills in the course of natural training, which should also be an indispensable part of any classroom classes. Effective natural training does not only mean "experiencing" or "being" in certain social situations. It requires practical knowledge of certain rules and appropriate preparation, which will allow to use the given experience to build selected competences.
[image: ]We can ask why each of us has a different level of soft skills and what is the reason for these differences? One of the main reasons is the lack of sufficient knowledge on the subject and the related incorrect practice of everyday life. Another reason is that we ignore or not read properly the feedback we receive as a result of our behavior. An important reason is also the lack of sufficient and appropriate life experiences and the inability to set goals for social interactions. A significant problem that hinders the improvement in the sphere of competences are also strong habitual reactions and the difficulty in overcoming them (Smółka, 2006 B). Hence, the development of soft skills should be a process closely integrated with human education from an early age, and at the level of adult education, we should only strengthen soft skills.
For a deeper understanding of the process of learning soft skills, the model of learning through the experience of David Kolb can be used (Koźmiński, Jemielniak, 2008). According to this concept, the acquisition of skills follows a cycle consisting of four stages:
1. Concrete experience,
1. Reflective observation - analysis of experience,
1. Formulating abstract concepts and generalizations - on the basis of an in-depth analysis of experience, conclusions are drawn,
1. Testing the concept in new situations - testing new knowledge in practice, which initiates a new cycle
We can also cite the concept of NLP (Neurolinguistic Programming), where there are four stages of acquiring each competence:
1. Unconscious incompetence - means that we do not know if there are any specific competences that are necessary to perform the task and we cannot name them at all.
1. Conscious incompetence - this stage takes place when we are faced with a task to be performed and we realize that we cannot do something.
1. Conscious competence - I focus on completing the task, learn new information, which speeds up its execution and reduces the number of errors. However, I must focus and make some effort to implement them.
1. Unconscious competence - at this stage, the work is already done automatically and requires less conscious control.
Both D. Kolb's concept and the NLP model fit very well with the challenge of working with a student, which means working with an adult. It is a unit capable of self-assessment and, with the support of the lecturer, to prepare an appropriate action plan in order to improve their functioning in teamwork and to better manage themselves.
In the realities of higher education, shaping / strengthening soft competences, including organizational skills, is possible mainly when the instructors use the methods of learning through experience and group work during the implementation of projects. Classes should provide an opportunity to learn the essence of organizational skills, to practice them in practice and to get feedback on the progress achieved.
Preparation of an online course, which on the one hand implements the substantive material in accordance with its subject scope and strengthening organizational skills, also requires the involvement of a lecturer who has well-educated soft skills, and his organizational skills are at a high level, which is the basic condition for the implementation of didactic classes. The lecturer should also have technical and IT, substantive and pedagogical competences (Marciniak, 2022). Among the suggested tips that will help prepare the classes well and ensure their efficient implementation, we can mention:
1. The lecturer sets clear rules for participating in the e-learning course and informs students about them, i.e. he should clearly define his expectations, work rules, starting and ending dates, and rules for evaluating students' work.
1. The lecturer adheres to the schedule of classes in terms of the implementation and activity of students. This requires effective time management, which is a key factor in remote work. When organizing student activity, remember that the number of tasks, exercises and projects should be adequate to the duration of the course or module. The time allocated for the implementation of a given activity should correspond to its type and should not be the same for all activities, e.g. time for discussion and time for project implementation.
1. The lecturer uses teaching methods that motivate participants to learn and complete the course. Stimulation of students' motivation to learn can take place through stimuli influencing the student's internal motivation, e.g. high scores for participation in a discussion forum.
1. The lecturer should effectively manage teams of students so that they correctly perform the assigned tasks. Working in a group increases the effectiveness of learning and creates conditions for reconciling individual skills with the interests of the team. An additional value is the ability to perform the activity that best suits the student, which increases the level of satisfaction. The lecturer should assign roles and tasks as well as organize team work to emphasize cooperation, not competition.
1. The lecturer communicates with students using many technological tools. Communication in a virtual environment requires effort from the teacher and students. The development of communication between the lecturer and participants and between the participants should be supported by using all available tools, both synchronous and asynchronous (Marciniak, 2022).
The above principles are the starting point for the efficient organization of remote classes, and at the same time they will allow for the optimal transfer of substantive content and strengthening of organizational skills.
2.3 [bookmark: _Toc99986879]Soft competences - the importance of self-awareness of their possession and the ability to self-esteem. The role of the tutor in shaping organizational skills.
In line with the above indications, the basis for shaping and strengthening organizational skills is knowledge of their importance in personal and professional life. The time of meetings during the implementation of didactic classes is also the time when we can take steps to diagnose the self-awareness of students in terms of their soft skills, including organizational skills. When conducting classes with students, we can plan the content of the curriculum in such a way that we can fit elements in the field of shaping organizational skills, and the first step may be to introduce students by filling in a short questionnaire (See: Questionnaire 1). It should be emphasized that the preparation of effective support for students and strengthening their organizational skills largely depends on the level of these skills at the lecturer. Thus, the lecturer should also assess himself and the scope of his competences, so that in the case of diagnosed deficits he can introduce the necessary changes and raise the skills to a higher level.
The survey should be done at the first meeting and the results saved. The second step is to repeat the survey in the last class in order to evaluate and discuss changes. The first meeting of the course is also the time to present the rules and assessment criteria applicable in the class. Reliable information about the dates and times of subsequent meetings, expectations regarding the material being realized and the requirements for passing the course. This basic information should be conveyed from the perspective of strengthening organizational skills, showing the benefits of following the proposed rules, which will allow the student to properly manage his time and plan accordingly.

Questionnaire 1. Self-assessment of soft skills.
Please rate your skills on a scale of 1 (very low) to 5 (very high).
	Ι have the following ability:
	1
	2
	3
	4
	5

	work under time pressure and resistance to stress
	
	
	
	
	

	care for a good atmosphere and communication in the team
	
	
	
	
	

	solving conflicts
	
	
	
	
	

	working out compromises
	
	
	
	
	

	logical thinking
	
	
	
	
	

	great creativity and innovation
	
	
	
	
	

	communicativeness and the ability to work in a group
	
	
	
	
	

	high motivation to work
	
	
	
	
	

	ease in carrying out tasks and focusing on the goal
	
	
	
	
	

	persuasive abilities
	
	
	
	
	

	delegation of tasks and effective enforcement
	
	
	
	
	

	kindness and positive attitude towards people
	
	
	
	
	

	excellent time management and punctuality
	
	
	
	
	

	great work organization (also when working remotely)
	
	
	
	
	

	good manners
	
	
	
	
	

	ease in establishing relationships with others
	
	
	
	
	

	deal well with "difficult" people
	
	
	
	
	

	accept constructive criticism well
	
	
	
	
	

	willingness to learn and self-development
	
	
	
	
	

	work according to strict guidelines
	
	
	
	
	

	quickly find myself in a new work environment
	
	
	
	
	


Source: Own study.
Performing the diagnosis of soft skills allows you to enter the next stage, which is self-improvement, which can be carried out with the use of: SWOT analysis, self-assessment, feedback from colleagues and friends. Self-improvement is taking responsibility for the development of your competences, which requires great determination and willpower. But, when successful, you gain another competence for your list: persistence.
When choosing the path of self-improvement, it is worth using a model that includes the following elements
1. Self-analysis - includes the processes of checking the current strengths and weaknesses in the area of soft skills.
1. Reflection - requires considering which direction to develop.
1. Action plan - means that the information developed in the course of self-analysis and reflection will be used, as well as the decision made on: the direction of changes, how the change will take place, when will the change occur (Smółka, 2008).
We can cite 6 BASIC RULES FOR THE ACQUISITION OF SOFT COMPETENCES
1. We discover our strengths and weaknesses. We focus on those weak areas that need improvement.
1. We observe other people who are specialists in a given field. How do they talk to others, what approach, body language and physical distance they have in the conversation. Observation is a key element in the acquisition of soft skills.
1. We create a group of people with whom we want to learn soft skills in practice. You cannot learn dry swimming, and you cannot learn soft skills only theoretically.
1. We join groups and associations that have similar interests. Through constant interaction, you will be more motivated to develop your competences.
1. Participation in workshops and training aimed at developing soft skills. Information provided by professional trainers will positively influence changes in behavior.
1. We use feedback. They are the basis of competence development.
Performing the self-assessment of the lecturer together with a group of students also allows for the initiation of the first stage of integration between participants. Creating an atmosphere of trust and acceptance will allow for the development of subsequent stages of integration and will naturally start the process of strengthening soft skills.
In education, including remote education, a lecturer can play two roles at the same time: conducting an online course and / or the role of a tutor. Being a lecturer / lecturer, he presents, plans, stimulates, guides and evaluates students' achievements. Taking on the role of a tutor, he accompanies the students and guides them throughout the course. He is in constant interaction with them and advises in difficult situations. The tutor's interventions stimulate and guide the student, making learning easier and helping them solve various difficulties (Marciniak, 2022).
[image: ]Tutoring should be preceded by the tutor getting to know the course participants, at this stage the tutor greets the students, integrates with the group and initiates their education on the platform. At the second stage, until the end of the course, the tutor conducts their academic monitoring, helps to solve technical problems with the platform, and supports and advises in various areas to facilitate students' learning and shape / strengthen their organizational skills (Marciniak, 2022). Through tutoring, a feedback process is implemented, student motivation is facilitated and maintained, and the learning process is supported. A tutor can conduct two types of tutoring: individual and group.
Individual tutoring: it can be general, related to the learning process, as well as personal. In the first case, the student receives personalized attention to stimulate his professional development, e.g. developing the final project, preparing for an exam, conducting research. Individual tutoring of a personal nature is one in which the learner is supported in relation to all circumstances related to his personal development rather than professional development, e.g. family, interpersonal or professional problems.
Group tutoring: it can also be general and personal. In the first case, the tutor gives consultations (tutorials) on topics related to the education process, e.g. how to prepare the final project, schedule exams and plan the next stages of preparation, development of organizational skills and soft skills. Personal tutoring focuses on solving problems in relation to all group participants, e.g. the lack of involvement of some students in the implementation of team tasks. For group tutorials, information about the meeting schedule and channel must be communicated to all participants. Each student must have full information on how to contact the tutor (Marciniak, 2022).
Regardless of whether tutoring is conducted online or in class, individual or group, the most important role is played by the TUTOR, whose task is to motivate students, increase their interest in learning, lead the learning process in a virtual environment, and strengthen organizational skills by supporting students in setting goals , planning tasks. It also strengthens their teamwork and problem-solving skills by organizing teamwork.
To perform his functions, the tutor may use the tools available on the educational platform, e.g.
1. Notice board - it is the basic place of communication between the teacher and participants of the course. Their systematic visit is essential for the proper organization of work. Here we can put:
1. Messages for all students
1. Course calendar
1. Principles and organization of classes
1. Activity forum - the lecturer may provide students with information related to the educational process.
1. Videoconferences - joint meetings, real-time discussions, group integration.
1. Chat - individual and group.
In order to communicate effectively in a virtual environment using the above tools, the tutor and the student should also apply a few rules of the Internet:
· Avoiding offensive words,
· We use a language similar to that of students - excessive distance hinders effective communication.
· When preparing a text message, please read it carefully before sending!
· We do not write in capital letters - on the Internet, capital letters mean a shout.
· Simple language is used in messages and abbreviations are rather avoided.
· We answer students' questions quickly.
Taking advantage of all the possibilities offered by modern tools used in online education can certainly help in the efficient implementation of didactic classes, but only organizational skills will allow you to fully use the available tools and technological solutions. Including good planning, organization, orderliness, punctuality and punctuality in working together with students will allow them to be better students and study more effectively, and as a result, strengthen the acquired organizational skills.

2.4 [bookmark: _Toc99986880]Activating methods - the main tool of effective shaping / strengthening of organizational skills.
Online students learn and remember better when engaged in the learning process. In a situation where we want to support the student and strengthen his organizational skills, activating methods seem to be the right approach. In education with the use of activating methods, students learn by jointly building knowledge, create conditions for interaction and group integration, open a space for the development of competences, give the possibility of self-management, a certain degree of autonomy and initiative (Marciniak, 2022). So, in activating methods: participants are at the center of attention and the focus is on the development of their competences, skills, and attitudes.
· Participants gain knowledge using their own experience and must be creative.
· The lecturer supports students by creating situations for them to experience experiences and solve problems.
· Students use group dynamics processes.[image: Obraz zawierający tekst, clipart, jazda na nartach

Opis wygenerowany automatycznie]
An additional value of activating methods is learning cooperation, perseverance, entrepreneurship, problem solving, responsibility and loyalty. In the literature on the subject, we can find a division into 3 main categories of activating methods:
Problem methods: - focused on the ability to identify and creatively solve problems, critical thinking, analysis and evaluation. These methods include: design thinking, brainstorming, case analysis, participant and non-participant observation, panel discussions, and the SWOT method.
Methods of expression and impression - focused on expressing feelings, emotions and experiences. They increase the emotional involvement of participants, which is the result of experiences experienced during the performance of the task. The methods include: educational games, simulation, laboratory method.
Graphical recording methods - in which the decision-making process is presented by means of graphics / drawings. Examples of methods are: infographics, posters, concept map, decision tree (Marciniak, 2022).
Currently, there is a wide range of activating methods, but due to the focus on shaping organizational skills, we can focus on a few selected:
Blogodidactics - We can use existing and available blogs on the Internet or prepare new ones. The blog is created by both the lecturer and the students. Its advantage is the adoption of the diary formula, which allows you to make short but systematic entries and transfer knowledge in subsequent stages. Chronological records allow you to easily navigate through the blog menu. It allows you to place a variety of multimedia and enables communication between participants.
The main benefits are: it enables team work, which allows you to improve cooperation competences, creates a platform for discussion and expressing your thoughts, and allows you to understand what copyrights are.
[image: ][image: ]

Flipped lesson / flipped learning - In this formula, the roles are changed, the lecturer is limited to monitoring the classes. The initiative is passed on to students who are to familiarize themselves with the topic of the classes and present it. The lecturer can act as a moderator or mentor and possibly clarify any doubts.
The main benefits of using the method are the high level of acquiring knowledge, while in terms of competences it creates a high level of independence, self-organization and, at the same time, working in a group.
Project method - One of the methods most widely involving students in being active is project-based learning. This method is based on the implementation by the course participants of a specific "large" project / task on the basis of rules and criteria set by the lecturer. This method encourages participants to be creative and goal-oriented, while at the same time forcing them to take more responsibility for their own learning. When implementing the project, students use the acquired skills and knowledge to solve specific problems or propose improvements in the communities in which they operate (Grynienko, Srokowski, 2015).
[image: Obraz zawierający tekst, clipart

Opis wygenerowany automatycznie]The project method involves a larger group of participants, thanks to which they develop their competences in terms of cooperation, division of labor, creativity, problem solving within the group, systematicity and a sense of responsibility for the performance of the task and the success of the entire team, students debate, predict, plan, draw conclusions, share ideas (Marciniak, 2022).
The design method is an effective activating form and gives a wide range of soft skills, including organizational skills.
2.5 [bookmark: _Toc99986881]Summary 
The preparation of a student support system can involve very different aspects and can use different methods and tools. The choice of the method of support depends on many factors, e.g. the nature and level of the course, student experience, available resources, and the program of activities. However, the most important thing is that the student himself actively participates in this process and is aware that he should manage his time better, control stress, cooperate better in a team, organize his work more efficiently. Therefore, it is crucial to direct students in such a way that they understand that what they learn depends to a large extent on themselves, which in the next stage will allow the lecturers to effectively support students in developing their knowledge and organizational skills.
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[bookmark: _Toc99986882]CHAPTER 3: TEACHING AND FOSTERING SELF-ORGANIZATION
Prepared by DEGGENDORF INSTITUTE OF TECHNOLOGY
3.1 [bookmark: _Toc99986883]Introduction
As already mentioned in the topics before, there can occur many benefits through better organizing skills of students. This does not only offer advantages for the students themselves, but also for professors and teachers. It includes all aspects, from a better education experience, to organizational benefits like having to answer fewer questions outside or after lectures and through it being able to manage own time more efficiently. In this chapter, you can read about how you can support students to gain better organizational skills while teaching them on your subject or in your course. 

3.2 [bookmark: _Toc99986884]Most important aspects and tips 
The following tips can be applied overall, regardless of personal teaching styles and other factors like the size or the composition of a class (More tips on them can be found in the paragraphs named “Illustration of different situations and solution approaches”.).
· Communication 
· Transparency and clear communication is most important (especially at the beginning of the semester) 
· Communicate the structure of the course 
· Explain how data is organized on the learning platform
· Clearly formulate your own expectations
· Communicate beforehand the learning goals and how you will evaluate the performance of students (for example exam, presentation, scientific paper, report, project) 


· If there is a confinement of the material, tell the students about it at the beginning of the semester (even if the confinement only happens a few days before the evaluation) 
· If available, tell students about FAQ’s or help from a Course Assistant
· A short repetition or recall at the end of each lecture and in the last lectures (regarding the whole course) helps a lot to keep a good overview
· Indicate how you prefer to be contacted (for example via learning platform or e-mail) 
· Providing material 
· Use your Universities online platform (easily accessible for everyone, keeps a better overview to have all courses in one place, and reduces paper waste)
· Upload or provide material at the beginning of the semester
· Keep it simple, have a good overview and not too many documents and also not too many unnecessary facts
· Documents should be in the right order
· Give meaningful names for the documents (This will help students since they do not have to open each document to see what it is about) 
· Have an overview, timetable, or a time beam of the content
· Provide examples of the exam or similar exercises with solution approaches
· If the learning platform provides the option, you can make checklists 
· If you want to suggest a book, remember that students often have to run on a tight budget (Make either sure it is not too expensive, there is an affordable online version, or a lot of samples available at the universities library.)
· Timing
· Organize the course material before the course starts and upload or provide everything as soon as possible (Ideally before the according lectures are given)
· Try not to reschedule lectures during the semester
· Begin and end the lectures on time

· Be aware of other classes (influences the appropriate workload and also the timing of exams, presentation, and more)
· Try not to put exams on the same date or too close to each other

3.3 [bookmark: _Toc99986885]Illustration of different situations and solution approaches 
In the following points, you can find different common situations and tips on how to act in those. As a teaching person, you can simply pick out your style or the situation that you are facing and integrate - according to your and your student’s needs - some of the proposed solution approaches. These are just some of the various options and ways without any priorities, but opportunities to try out new ways of teaching and working together in groups.

3.3.1 Teaching format 
· In Class
Face-to-face classes are the traditional form of teaching and a lot of tips can be found when it comes to it. Some of the most important ones regarding fostering organizational skills of students are:
· Using visual structures in class 
· Breaking down priories and tasks into smaller steps
· Motivate your students by keeping them accountable and recognizing accomplishments, no matter how small (almost all students with weak organizational skills also struggle with motivation) 
But besides those basic tips, researcher Naga Subramani also argues in her book Effective Teaching and Learning, that an effective teacher: “Constantly renews himself [or herself] as a professional on his [or her] quest to provide students with the highest quality of education possible. This teacher has no fear of learning new teaching strategies or incorporating new technologies into lessons.” (Subramani, 2016). Striving to learn new teaching methods can be a good way of doing this. 

If you are interested in that topic, here are some articles and examples you could read additionally: 
· https://www.weforum.org/agenda/2022/02/four-trends-that-will-shape-the-future-of-higher-education/
· https://www.elmhurst.edu/blog/3-new-teaching-strategies 
· https://www.frontiersin.org/articles/10.3389/fpsyg.2020.01703/full 
· https://uol.de/en/news/article/neue-ideen-fuer-die-lehre-5750 
· Remote
The lockdown measures and the risk of illness caused by COVID-19 made remote teaching necessary and common, but it brings a lot of challenges with it. Classroom teaching strategies do not adapt well to the distance and it turns out, engaging students who are miles away necessitates a new set of teaching strategies. Whether you teach online or you are considering it, here are some teaching strategies that will help you to engage students in remote lectures:
· Establish your presence right away: Welcome your students to the learning community. Tell them something about yourself - your background, your interests, a book you are currently reading. Describe what the course is about and what you hope students will learn. Establishing a community early on will help students feel welcome.
· Be available: "High-touch is more important than high-tech", says online teacher Joanna Dunlap, assistant director of teacher effectiveness at the University of Colorado's Centre for Faculty Development. This can be achieved for example by encouraging students to message or call if they need immediate advice or telling students when you are visible. Good communication helps students see that you value their engagement.
· Use online resources: There is a ton of material online that you can lean on, especially in times, where libraries are not as accessible as usual. But, it is also important to help students understand how to determine which sources are valid and trustworthy and which are not.

· Make exercises to do and assignments very clear: Students can find accessing and understanding assignments and notes online confusing. Make it easy for them to know what they have to do each week, when the work is due, and how much it counts toward their final grade.
· Provide ongoing feedback: Feedback is important in every classroom, but when you are teaching online, it is another way to establish that personal connection with your students. Offering constructive feedback regularly helps students quickly identify behaviours or skills they need to improve and also makes them feel like they are part of the learning community.
· Interactive and engaging teaching: Integrating students will keep them more focused and foster “learning by doing”. Discussions on what they think about a topic with the knowledge they already have, to build on (so everyone can participate) or an interactive quiz (you could use tools like Mentimeter or Kahoot) are perfect to include them (cf. Capek-Tingley, 2022). 
· Hybrid Teaching
Recently, we have seen a surge in demand for a hybrid style of teaching, especially since the onset of the COVID-19 pandemic. Now that the restrictions have been lifted in some countries, schools are often becoming keen on implementing a teaching style that smoothly blends both traditional and online learning methods - hybrid learning. In some courses, it is also a necessity, like in those with a lab component. Since it combines face-to-face and online teaching it brings both forms advantages and disadvantages. And depending on the schedule, the situation should be adapted like mentioned in the points above. 

3.3.2 Teaching Styles 
Every teacher has her or his style of teaching. And as traditional teaching styles evolve, more and more teachers are adjusting their approach depending on their students’ learning needs. At the same time, teachers have styles that reflect their distinct personalities and curriculum. 

From math and science to English and history. So it is rather crucial that they try to focus on their teaching objectives and find a style that fits it, than trying to be all things to all students.
· The Authority or Lecture Style
The authority model is teacher-centered and frequently entails lengthy lecture sessions or one-way presentations. Students are expected to take notes or absorb information.
This style can work for certain higher-education disciplines and auditorium settings with large groups of students. The pure lecture style is most suitable for subjects like history, which necessitate memorization of key facts, dates, names, etc. But there is little or no interaction with the teacher and it can lead to a lower attention span. That is why it is a better approach for older, more mature students.
· The Demonstrator or Coach Style 
The demonstrator retains the formal authority role by showing students what they need to know. The demonstrator is a lot like the lecturer, but their lessons include multimedia presentations, activities, and demonstrations (Think: Math, Science, Music).
This style gives teachers opportunities to incorporate a variety of formats including lectures and multimedia presentations. Although it is well-suited for teaching mathematics, music, physical education, or arts and crafts, it is difficult to accommodate students’ individual needs in larger classrooms.
· The Facilitator or Activity Style 
Facilitators promote self-learning and help students develop critical thinking skills and retain knowledge that leads to self-actualization.
This style trains students to ask questions and helps develop skills to find answers and solutions through exploration. It is ideal for teaching science and similar subjects. But it also challenges the teacher to interact with students and prompt them toward discovery rather than lecturing facts and testing knowledge through memorization. So it is a bit harder to measure success in tangible terms.

· The Delegator or Group Style
The delegator style is best suited for curricula that require lab activities, such as chemistry and biology, or subjects that warrant peer feedback, like debate and creative writing.
Guided discovery and inquiry-based learning place the teacher in an observer role that inspires students by working in tandem toward common goals. But considered a modern style of teaching, it can sometimes feel like it decreases teacher authority. As a delegator, the teacher acts more as a consultant rather than the traditional authority figure.
· The Hybrid or Blended Style)
Hybrid, or blended style, follows an integrated approach to teaching that blends the teachers’ personality and interests with the students’ needs and curriculum-appropriate methods.
It is a very inclusive style and it enables teachers to tailor their styles to student needs and appropriate subject matter. But the Hybrid style runs the risk of trying to be too many things to all students, prompting teachers to spread themselves too thin and dilute learning (cf. Gill, 2022) 

3.3.3 Group Sizes 
The name already explains what this is about: How large or small is the group of students that has to be taught? 
· Big groups (more than 25 people)
Teaching big groups of students can be very challenging, since it is hard to keep them interested, engaged, and to know whether they are all paying attention. It is also difficult to ensure that everyone has an equal opportunity to learn and can receive answers to their questions as well as feedback. Here are the most important things one can do to prevent situations like these: 
· Planning sessions: At the module design stage, ensure to include a range of learning activities and assessments that enable all students to engage with the 

subject matter (for example 1-2-3-All Method). Check that each session allows your students to move towards achieving the learning outcomes for the module.
· Keeping students engaged: It can help not to lecture for more than 20 minutes at a time (do short breaks), breaking sessions up into smaller parts with different activities, allowing time for students to reflect on lecture material (for example asking to discuss a question in pairs or groups and then report back to the class) and doing things differently from time to time (an idea can be using props like a soft “question ball” that moves around the class (when students have the ball, they must answer) or lecturing from different places in the hall).
· Adding spontaneity to lectures: This could be done by encouraging students to answer questions on the spot or by having a plan for bringing the room back to order (for example through a timer or loud noise embedded in your lecture slides). A combination of planning, willingness to experiment, and a sense of hum or will help students to engage with the lecture.
· Managing feedback workload: Be clear with your students at the start of a module about how often you will be able to check and answer their questions. Set a time for questions in the run-up to exams. Also, be clear about when and for how long students can come and see you outside of the lectures (for example by publishing your office hours). In addition to giving feedback, you should also ask for it, to evaluate your teaching (cf. University College London, 2022).
· Small groups (less than 25 people)
Small-group teaching is probably the best space for students to digest, think through, and integrate ideas. It is also one of the best ways for them to grapple with tricky ideas that, once understood, transform their perspectives on a subject. The role as a teacher in a small-group setting is ideally to get a discussion started, step back into a more responsive and listening role, give students plenty of time to think about the implications of new ideas, help students to integrate into the discussion with their 

existing knowledge, provide prompts (where necessary), and to draw the session to a close (by helping students acknowledge what they have learned). Some tips that can help with those points are the following ones:
· Help students build knowledge gradually: Consider which themes or ideas are most appropriate for the whole set of sessions. This might be decided by lectures (look for a logical sequence). It can be more useful for a small group to cover a narrow subset of a theme, rather than the whole of a lecture. Generally, people learn best when something is a mixture of the familiar and unfamiliar (known as “scaffolding”). Within each session, try presenting a paradox, dilemma, or an apparently impossible problem (a problem that can be quickly solved can shut down inquiries as soon as it is answered). Depending on the challenge, you could try to pick up an idea presented in a lecture and put it into an unusual context, taking a new idea and making it more familiar or asking someone in the group to explain an idea (then asking if someone else has anything to add) 
· Let students do the talking: Your role will be to give the odd nudge, reassurance, or minimal answer to a question. Therefore, find a style that comes naturally to you. Some teachers like to joke or share their own disasters (to be more approachable). Others offer themselves as a more expert, quiet but shrewd guide. If you find yourself giving mini-lectures, try changing tack and asking more questions. Count in your head after asking a question, or after a student says something and there is no response. Let one of them crack before you do! Some people need a lot of time to gather their thoughts. If there is a complete meltdown, ask them what is not working. Are your questions too vague? 
· Get students to do some preparation: For example by making the reading optional, but referring to it in the discussion to demonstrate its usefulness or by having one or two students do a brief informal summary of an article each week. 

· Dealing with problems: This could be that some students do not say anything. In this case, you can (if appropriate) gently ask the student what they think about the discussion. Choose your moments carefully, as putting a student on the spot can make them uncomfortable and even less willing to participate. Another problem could be students getting distracted. A possible solution would be to have a brief activity where students talk to the person next to them about a specific question (cf. University College London, 2022).

3.3.4 Group Composition
Another aspect which can be taken into account is the formation of the group of students to be taught. Common examples are the following ones: 
· First Semester Students 
Since students are more reserved at the beginning of their studies, hesitate to speak up, or actively contribute to the class or lecture, it is a good idea to design the course more interactive, to get them going. Try to demonstrate from the first class that you are interested in what they think and include plenty of opportunities for them to ask and answer questions. They will gain more confidence one by one. Students in their first semester often just graduated from school. Due to that, they do not know how to work independently or they are not used to working based on their own deadlines. It is advisable to give them a little more support than students in higher semesters when it comes to setting milestones. Giving guidance on how to break down the material and different chapters, or setting more deadlines with a lower workload can make a huge difference in keeping them accountable. 
· Students at the End of their Studies
However, students in higher semesters can be granted more responsibility. As they take on more work, they should also be allowed to work more independently and flexibly. Especially since they often need to study, work, apply for their future employment, and prepare their final thesis at the same time this can be crucial. 


Moving from teaching undergraduate to graduate students may also necessitate:
· Incorporating presentation and teaching skills into the course
· Integrating publication
· Involving students more in the course and its design (cf. University of Central Florida, 2022)
· Groups with Exchange Students 
According to Schein, culture is a set of basic assumptions - shared solutions to universal problems of external adaptation (how to survive) and internal integration (how to stay together) - which have evolved over time and are handed down from one generation to the next (Schein, 2004). “This does not imply that everyone in a given society is programmed in the same way; there are considerable differences between individuals. It may well be that the differences among individuals in one country culture are bigger than the differences among all country cultures. We can, nevertheless, still use such country scores based on the law of the big numbers, and on the fact, most of us are strongly influenced by social control” (Hofstede, 2022). For a better understanding of the complex characteristics and differences between cultures, the Model of Cultural Types is one of the various models that can provide teachers with a basic idea of how to teach in a cross-cultural way. Based on Lewis it can help to take into account the following things when it comes to the three different cultural types of the model:
· Linear-active
The Linear-actives are task-oriented, highly-organised planners, who prefer getting things done, one task at a time in a planned sequence. Arguments are made with logic, while rules are to be followed.
· Multi-active
The Multi-actives are emotional, loquacious and impulsive who see family, feelings and relationships ahead of following an agenda. They are comfortable do many things at the same time 
· Reactive 
The Reactives are polite, attentive listeners, who rarely initiate action or discussion, instead react to it and form their own opinion. Harmony and avoiding embarrassment to themselves or others is core.

Putting the characteristics of the three groups in contrast to each other you could describe them as followed: 

	Linear-active
	Multi-active
	Reactive

	Talks half the time
	Talks most of the time
	Listens most of the time

	Does one thing at a time
	Does several things at once
	Reacts to partner’s action

	Plans ahead step by step
	Plans grand outline only
	Looks at general principles

	Polite but direct
	Emotional
	Polite, indirect

	Partly conceals feelings
	Displays feelings
	Conceals feelings

	Confronts with logic
	Confronts emotionally
	Never confronts

	Dislikes losing face
	Has good excuses
	Must not lose face

	Rarely interrupts
	Often interrupts
	Doesn’t interrupt

	Job-orientated
	People-orientated
	Very people-orientated

	Uses many facts
	Feelings before facts
	Statements are promises

	Truth before diplomacy
	Flexible truth
	Diplomacy over truth

	Sometimes impatient
	Impatient
	Patient

	Limited body language
	Unlimited body language
	Subtle body language

	Respects officialdom
	Seeks out key person
	Uses connections

	Separates the social and professional
	Interweaves the social and professional
	Connects the social and professional



(cf. Red Tangerine, 2022)
[image: ]

If you are interested in the topic and want to read more in-depth about other models you can also search for:
· Edward Hall, who classified groups as mono-chronic or poly-chronic, high or low context, and past- or future-oriented
· Kluckhohn saw 5 dimensions - attitude to problems, time, nature, nature of man, form of activity, and reaction to compatriots
· Hofstede’s 4-D model looked at power distance, collectivism vs. individualism, femininity vs. masculinity, and uncertainty avoidance. Later there have been added even more dimensions
· Trompenaars’ dimensions came out as universalist vs. particularist, individualist vs. collectivist, specific vs. diffuse, achievement-oriented vs. ascriptive, and neutral vs. emotional or affective
· Tönnies researched “Gemeinschaft vs. Gesellschaft” cultures (cf. Crossculture.com, 2022).



3.4 [bookmark: _Toc99986886]Closing Words Chapter 3
By fostering students’ organizational skills you can support them as they grow. With the right organizational skills, students can achieve their educational goals and they can have a direct impact on a young adult's ability to succeed in the workplace. Getting organized can make life much easier. It might take some effort in the beginning, but it is definitely worth it in the long run. 
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4.1 [bookmark: _Toc99986888]Characteristics and challenges for Generation Z
Generation Z is the demographic cohort born between 1995 and 2010. There are more than 2 billion people in the Generation Z age range globally who represent about 30% of the total global population (Koop, 2021).  
 As a generation they have unique sets of characteristics that differentiate them from previous generations (Ang et. al. 2021). They have a number of different challenges to deal with which may influence their way of living and affect their ability to organise themselves like technology addiction, the use of social media, the effects of the COVID-19 pandemic, job insecurity and climate change. This Photo by Unknown Author is licensed under CC BY


4.1.1 Technology, internet and social media
[image: ]Technology is at the centre of their daily lives (Knapp et. al., 2018). They are “true digital natives” and the only generation raised exclusively with a technology influence, hence, they are highly accustomed to interacting in the digital world (Chicca and Shellenbarger, 2018). They have access to streaming services such as Netflix and YouTube from anywhere on their smart devices. Research has shown that Generation Z students spend an average 9 hours per day on their mobile phones (Shatto and Erwin, 2016). 
Spending so much time on electronic screens has affected the way that Generation Z learns and processes information. “They are self-directed learners who thrive on technology” (Shatto and Erwin, 2016, p.254). This generation learns by observation and practice, relying a lot on processing visual stimuli (Hallowell and Ratey, 2011) rather than by reading and listening (Shatto and Erwin, 2016). According to Knapp et. al. (2018) Generation Z’s attachment to technology negatively influences their physical and emotional health as it leads them less physical and more isolated lives.  
Another challenge for Generation Z students in relation to organizational skills it’s the ability to critically evaluate the validity of the information they receive from digital sources like Google search results. The immediacy of answers received via this type of tools has also contributed to a reduction in students attention span and an increase in boredom when they perceive monotony and repetition (Chicca and Shellenbarger, 2018). According to Hallowell and Ratey (2011) the attention span of an average Generation Z student is 8-seconds compared to 12 seconds for Millennials.
Having established that technology and the development of the internet pertains the life of Generation Z, it is important to acknowledge that it is often misused leading to unwanted effects like addiction (Sabbah, et. al., 2019). Internet addiction is caused by excess time devoted to using different digital means which in turn may have serious negative consequences on the students’ social, psychological, academic or even financial life (Greydanus et. al., 2012). According to Chicca and Shellenbarger (2018) Generation Z is more susceptible to having underdeveloped social and relationship skills and are at increased risk for isolation, insecurity, and mental health issues, such as anxiety and depression because of technology overuse (Chicca and Shellenbarger, 2018).  
The internet is a major source of socialisation for Generation Z which becomes problematic due to student’s overdependence on social networks like Facebook, Instagram and Tik Tok. Students use social media as a form of communication, information acquisition, education, entertainment, online purchasing etc. This diverse set of uses creates an extensive pool of addictive behaviours to things like posting, sharing content, online buying and playing games. Students often replace actual human communication with online posts and interactions on social media. Social media overuse is reported to be due to students need to alleviate stress, loneliness or depression (Sabbah, et. al. 2019). In their effort to deal with such issues they are led to the exact opposite direction increasing anxiety, depression and distancing from family members (Matar et. al., 2017), reduced ability to empathise with others, disrupted sleep patterns and decreased physical activity (Cherney, 2021). According to a study by Hawi and Samaha (2017) addictive use of social media is also related to negative self-esteem, high levels of narcissism and low levels of life-satisfaction.  
Internet and social media addiction can have a serious impact on University students’ lives on many levels (Cheng et. al. 2021). Firstly, there is the negative impact of social media usage on academic performance. Procrastination, excess amount of time spends on online activities, addiction and fear on missing out on what is happening on social media may prevent students from focusing on their studies and the tasks needed to successfully complete their academic responsibilities. Addiction on social media may also influence students’ social life isolating them from any form of physical contact or creating difficulty in them to “enjoy the moment” when engaging in different activities with their peers. 
Controlling internet and social media addiction is needed in order to adopt a healthier and more balanced student life. 
Here are some tips on how advice your students to control their social media usage:
· Encourage them to turn off their personal phone during their academic study, as well as during university class attendance (whether that is digital or physical), meals, and recreational activities. This will allow them to focus more on the tasks at hand and allow them to enjoy all activities.
· Advise them to determine an amount of time that they will be spending during the day on social media in order to keep track of their habits and not overdo it.
· Encourage them to leave their phone, tablet, and computer out of their bedroom.
· Direct them to take up a new hobby that’s not technology-related, like sports, art, cooking classes.
· Advise them to make it a point to see their friends and family in person when possible (Charney, 2020)
· Encourage them to stay away from social media by challenging themselves to go a certain time without checking social media (Burch, 2021).
· Ask them to delete apps, or disable notifications from social media.

4.1.2 COVID-19
The COVID-19 pandemic led to lockdowns and containment measures all over the world. It became not only an epidemiologic crisis but also a mental health crisis causing problems like stress, anxiety, depression, sleeping disorders and many others (Arslan et. al., 2021) in the general population and particularly students (Marler et. al., 2021). Generation Z students are highly affected by the impact of COVID-19. School and University closure caused a physical disconnection between students and their friends and social network possibly leading to a number of unwanted effects.  This Photo by Unknown Author is licensed under CC BY

On the positive site the characteristics of generation Z learners, especially the fact that they are technology savvy, allowed them to transition to online learning quickly and smoothly (Marshall and Wolanskyj, 2020). 
On the other hand, “the COVID-19 pandemic likely leads to increased distress given that students’ learning environments and plans for the future changed dramatically in a short period of time smoothly” (Marshall and Wolanskyj, 2020, p.1135). These changes led to students experiencing post-traumatic disorders (Wathelet et. al., 2021) like fear, stress and depression (Li et. al., 2020), difficulty in concentrating, disruptions to sleeping patterns, decreased social interactions due to physical distancing, and increased concerns on academic performance (Son, et. al., 2020). 

The psychological distress is even higher for students who experience coronavirus anxiety. According to a study by Busetta et. al. (2021) University students exhibited high levels of state anxiety (due to a situation like the pandemic) and trait anxiety (the level of anxiety as a personal characteristic) and the average level of anxiety increased even more during lockdown. Even students with low trait anxiety exhibited relatively high levels of state anxiety because of the pandemic. Students in quarantine reported even higher levels of psychological distress due to quarantine status, fear of infection, and insufficient knowledge about the situation (Li et al., 2020). 
According to research (Arslan et. al., 2021; Marler et. al., 2021), anxiety created in University students leads to lower levels of academic motivation and College belongingness, a factor that contributes greatly to youth mental health, and struggle more with psychological adjustment. Based on this it is important for students, supported by their Universities to develop this sense of belongingness. A sense of belonging is positively associated with academic success and motivation (Freeman, Anderman and Jensen 2007), smoother academic functioning, self-regulatory performance, greater well-being, and lower mental health symptoms (Arslan et. al., 2021, Marler et. al., 2021).
Here are some tips to help your students enhance their sense of belongingness, improve their organisational skills, minimise anxiety and remain motivated even at hard times like the ones created by the COVID-19 pandemic. Advice students to:
· Regularly attend classes whether those are online or physical (ask them to put this in their calendar as described in Chapter 1). 
· Maintain regular contact with their lecturers and their fellow students. Account for some time to meet with friends from the university (physically when that is possible).
· Structure and schedule their study meetings when having to complete group course work. This will help them organize better and maintain a sense of belongingness with the University. 
· Take time to relax (make sure they add these in their calendar): 
· Engage in their favourite hobbies including physical exercise
· Take care of pets
· Listen to music 
· Read
· Draw
· In the case that they find it difficult to self-manage their stress and anxiety, encourage them to ask for help from their friends, family, lecturers or even University psychological support services.

4.1.3 Financial issues/ Employment
Going to College/University often entails a large financial burden on students and their families. Many students need to deal with paying their fees on their own by either taking student loans (which they need to repay after their studies) or taking part-time or full-time jobs. Even when starting to their monthly payments, many graduates make sacrifices to do so, including staying in unsatisfactory jobs and delaying homeownership or starting a family.
This causes students to feel stressed and causes anxiety about repaying their loans and managing to maintain and live a comfortable life-style. 
Here are some tips you may give your students if they find themselves in such a situation:
· First of all, ask them to make a plan, set a realistic deadline for their loan repayment and work out their monthly contribution to satisfy that goal.
· Advise them to automate their payments. According to Gravier (2021) once they make a plan, automating their monthly payments ensures them to repay their debt without having to think about it each month — also known as “set it and forget it.” The key here is to make paying down their student loan debt a built-in habit.
· If they feel the stress of repaying their loan is too difficult for them to handle tell them to ask for help. They may look for professional credit counsellor to help them see their options. Refinancing for example could be helpful for them in order to break their dept to smaller easier to handle payments and even get lower interest rates (Gravier, 2021).
Generation Z is the generation now joining the employment market becoming the fastest growing population segment of employees and customers. It is projected that by 2025, they will make up about 27% of the workforce (Koop, 2021). They are more inclined towards entrepreneurship, are less motivated by money and have realistic expectations about their employment compared to Generation Y (Millennials) (Gaidhani, 2019). According to Bascha (2011), they also value transparency, self-reliance, flexibility and personal freedom. Lack of these aspects in their employment area causes negative effects like underproductivity, frustration and low employee engagement. 
According to the World Economic Forum (2022), Generation Z have been hit hardest by global unemployment. Compared to their previous generations, 2020 data shows that Generation Z has an unemployment rate of nearly 2 times more in almost every OECD country (Koop, 2021). Making things worse, this age group is overrepresented in hospitality service industries (e.g. restaurants, hotels) that were equally hit by the COVID 19 pandemic (Figure 1).

Figure 1: Putting the Gen Z Unemployment Rate in Perspective (OECD, 2020)
[image: gen z unemployment]
Source: Koop, 2021
The pandemic had a very severe impact on the financial state of Generation Z leading them not only to unemployment but also to financial hardship. Many of them had to make use of their own or their families savings leading to stress and anxiety for the future.  
Economic instability has a longer-term effect on Generation Z as well. This generation is in danger of being negatively affected with regard to their ability to climb the career ladder because of longer periods of abstinence from employment. In other words, longer periods of unemployment mean that Generation Z will receive less training and fewer opportunities of gaining work experience. This in effect will negatively influence this generation’s lifelong earnings. According to the World Economic Forum (2022), long periods of youth unemployment can reduce lifetime income by 2%. 
Given the current economic situation, some economists also suggest that this generation may suffer with lower lifetime because they might be “forced” to accept lower paying jobs.   In effect, it will become more challenging for Generation Z to gain the necessary work experience so that they can later on pursue a career in their field of studies. 
The facts described above regarding the employment of Generation Z inevitably cause distress in students. This is due to uncertainty about the future and deterioration of their social life (because of the limited spending ability) which may lead to anxiety or depression. 
Despite the difficulties faced by Generation Z, has a characteristic that helps them stay on truck. According to the World Economic Forum (2022), this generation avoid taking risks and are more financially conscious than previous generations mainly due to the fact that they spend their early childhood years during the recession.  
Another positive factor is that, as mentioned above, they are a generation with high technological and digital skills. They are actually the first generation born and raised in the internet era.  This allows them to adopt more entrepreneurial mindsets, so that they can start their own digital businesses with operations outside the boundaries of their own countries. In addition, they have great opportunities to utilise their technological and digital skills to pursue employment anywhere in the world without needing to physically move to another country.  
Here are some hints and tips to help your students in relation to challenges regarding employment:
· First of all, ask them not to get disappointed. Tell them that they are young, energetic, skilled, knowledgeable persons that can thrive in any situation.
· Advise them to plan their future steps and organise themselves around job hunting by preparing their CV. There are many sites that help them to do this, one of which is Europass.
· Encourage them to volunteer in local community centres or NGOs, this will boost their confidence and present them with a whole new network of acquaintances and opportunities.
· Advise them to seek internship positions (either paid or non-paid). Internships allow them to gain valuable work experience that they can add on their CV, thus increasing your chances of either staying at the internship company or making them more employable for other positions elsewhere.
· If they feel that their future employment is something that is causing them stress or anxiety advise them to seek help. Most Universities operate career centres with professional advisors that will be in a position to help you organise yourself and settle down your worries about the matter.

4.1.4 Climate change
Climate change and its harmful effects on the environment and people, have been at the centre of concern of most countries internationally. According to the United Nations “Climate change refers to long-term shifts in temperatures and weather patterns. These shifts may be natural, such as through variations in the solar cycle. But since the 1800s, human activities have been the main driver of climate change, primarily due to burning fossil fuels like coal, oil and gas”. 
Climate change is not only about rising temperature levels, it is about the disruption of the Earth’s system in a way that all subsystems are influenced. The consequences of climate change include, intense droughts, water scarcity, severe fires, rising sea levels, flooding, melting polar ice, catastrophic storms and declining biodiversity (UN, 2022). All these affect human existence in many different ways. There are implications on people’s short term and long-term health, ecosystems are affected resulting in scarcity of resources, rising temperatures lead to rising sea levels forcing populations in different countries to relocate and extensive droughts affect the capacity of many societies to produce food for their people. 
Climate change is affecting young people, causing them climate anxiety which causes them negative emotions like distress, worry, fear, grief, guild and anger (Marks et. al., 2021; Hiser and Lynch, 2021). This psychological (emotional, cognitive, social, and functional) effect on young people is called ‘ecoanxiety’ and based on a study with 10,000 young respondents in 10 countries, it has a negative impact on young people’s lives (Marks et. al., 2021; Thompson, 2021). According to Marks et. al. (2021), “distress about climate change is associated with young people perceiving that they have no future, that humanity is doomed, that governments are failing to respond adequately, and with feelings of betrayal and abandonment by governments and adults”. This kind of feelings are said to cause long term effects on the mental health young people. This Photo by Unknown Author is licensed under CC BY

Even though Generation Z, has been exposed to climate change knowledge since middle school some studies suggest that many of them have limited concern about this phenomenon (Hiser and Lynch, 2021). This may be explained by the fact that students tend to have limited scientific understanding of climate change or by the fact that adopting certain lifestyle habits that help protect the environment are embedded in University students lives. 
Climate change does not only have an impact on students’ mental health. It also affects their wellbeing through the extreme weather phenomena it creates. For example, heat waves around the globe interfere in students’ quality of life by disrupting their sleep, slowing down or disrupting their learning process, minimising their concentration levels or even causing physical consequences like heat-strokes and respiratory problems. On the other extreme we may have extreme cold conditions, hurricanes, heavy snow fall which may also cause a number of physical conditions and lead to isolation, anxiety and depression especially if the students need to stay at home in order to be safe.  
Here are some tips on what you can do in relation to challenges posed to your students by climate change. You may advise your students to:
· Allow some time in their schedule to get properly informed about climate change
· Dear with any fears they may have by talking to specialists 
· Observe the weather forecasts and prepare themselves in advance for each situation. In cases of extreme heat waves or cold ask them to work out a plan with their friends or loved ones so that they don’t feel unprepared or lonely. 
· In case they need to stay restricted at home, advise them to make sure they have enough supplies and utilise technology to their advantage. Technology may cause a number of challenges but in times of need it may give them solutions for socialisation, group work or entertainment.
· If they feel that they need to do something about climate change, encourage them to start by making small, gradual changes to their own lifestyle. For example they may consume more responsibly, use alternative transportation methods like cycling or walking, recycle, plant plants and take care of them (this is good for their mental health as well) or even volunteer for nature preservation NGOs.
· Encourage them to comprehend that they need to accept what they cannot control, take the steps they think will help the situation overall and leave the bigger picture concerns to politicians and governments who can hopefully make the larger-scale difference we all need (SWECO, 2022).
· Be more selective when it comes to their news sources. Instead of tuning into TV bulletins or media websites (which focus on the negative side of things because this “sells more”) encourage them to try following selected public figures, or search for articles by trusted experts (SWECO, 2022).
· Create their own climate plan. They might not be able to bring change and “fix” the planet but hey can change Their world. Ask them to consider their  next life decision and think about how they could do things differently to fight climate change. It could be as simple as creating a bee or butterfly corner in your garden – or they could take on a full-on eco build for your next home (SWECO, 2022).

4.1.5 Diversity and inclusion  
 Generation Z, is the most ethnically and racially diverse generation yet considered to be open-minded and pragmatic (Chicca and Shellenbarger, 2018). Having such a diverse generation means that we also have diverse student communities which enable College and University students to gain skills and abilities that will prepare them for post-graduate experiences. Universities themselves are now pressured to be more diverse and inclusive – not just in terms of race but also gender, sexual orientation, age, ethnicity, social class, national origin, and more.
Students coming from minorities often face difficulties being accepted to Universities of their choice. Especially those coming from lower-income groups face additional challenges and lower levels of academic preparation. Many Universities incorporate inclusion and diversity policies increasing the chances of students coming from diverse groups to be accepted to their preferred program of study. Financial aid packages may also have an impact on the opportunities given to minorities with limited financial capacity thus increasing the opportunities given to them to pursue their dreams (Peterson, 2017). This Photo by Unknown Author is licensed under CC BY

Another challenge related to diversity and inclusion relates to the gender gap. Women have long been discouraged from pursuing STEM related studies and careers. Fortunately, this trend is beginning to change for Generation Z. Many schools and Universities are adopting women in STEM initiatives while many companies are enforcing gender equality policies to encourage the employment of women in technology related professions. This however does not mean that we are there yet. A lot more needs to be done in order to close the gender gap both in education and in the work place. 
Having this in mind stresses the need for more civic engagement in order to achieve inclusion and protection of human rights in general. According to different studies Generation Z believes on advocating for social change. Generation Zers are also active change drivers. There are many examples of movements that started through online platforms like Instagram, Twitter and Tik-Tok moving activism into the digital age. Strong examples of Generation Z initiatives include: the marches organised after a gunman killed 17 people at Marjory Stoneman Douglas High School in Parkland, Florida; environmental activist Greta Thunberg from Sweden used the power of social media to challenge leaders to take action against climate change energising a big proportion of young people and creating awareness about climate change. And 23-year-old Malala Yousafzai, who blogged about her right to education, kicked off a feminist movement in the Middle East en route to winning a Nobel Peace Prize (Annie E. Casey Foundation, 2021).
 As shown in this section diversity and inclusion pause a few challenges for Generation Z. Some tips are hints you may offer them to deal with the challenges are as follows: 
· Encourage them to Believe in themselves and their powers
· Encourage them to praise diversity and inclusion and pursue new experiences and friendships that will offer them a window to whole new worlds
· Advise them not to get disappointed and to advocate for their rights and the rights of their entire generation
· Look for opportunities that may apply to their profile that can help them pursue their goals
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[bookmark: _Toc99986890]5.1 	Trade Unions and young people-Prepared by NKOS
When asked "What do unions do?", the young students have few clear answers. Those more favourable towards unions usually mentioned defending workers' safety, while others complained about them extracting their dues without providing a proper service to their members. Few have any grounded knowledge about what unions actually do or of the principles and practices of trade unionism. 
Unions are mainly seen, as noted above, as operating in the world of large, heavy, male-dominated industry, where tough, dangerous work demanded tough, even intransigent unions. Unions are often seen as just one more group with their own self-interested agenda, defending their power and privilege at young people’s expense. What exactly is a union?
5.1.1 Trade unions and their aims
A trade union is a group of employees who join together to maintain and improve their conditions of employment. The typical activities of trade unions include providing assistance and services to their members, collectively bargaining for better pay and conditions for all workers, working to improve the quality of work, to secure for the workers better safety and health welfare schemes, political campaigning and industrial action. Trade unions train and organise workplace representatives who help union members with the problems they face at work. Most unions are structured as a network of local (company´s) branches with reps in every workplace.
Union reps:
· negotiate agreements with employers on pay and conditions;
· discuss major changes such as redundancy;
· discuss members’ concerns with employers;
· accompany members to disciplinary and grievance meetings;
· help members with legal and financial problems.
Workers join trade union because:
· A worker feels very weak when s/he is alone. Union provides her/him an opportunity to achieve her/his objectives with the support of her/his fellow colleagues;
· Union organize negotiation between workers and management and are instruments for settlement of disputes;
· Trade union is also beneficial to employer as it organizes the workers under one banner and encourages them follow to peaceful means for getting their demands accepted;
· Trade union imparts self-confidence to the workers and they feel that they are an important part of the organization;
· It provides for promotion and training and also helps the workers to go to higher positions.
Many young people are either facing difficulties entering the labour market, or they are unemployed, or they are working in non-standard forms of employment. All of them are potential members. For existing and potential young members, it is crucial they are informed about the work of a trade union in a language that is understandable and shared by young people. Trade unions already have different tools and ways of communication with their members, but in most cases, these are not designed specifically for young people. Young people have well-honed digital skills and abilities, some trade union organisations do not currently relate with these communication tools. Except for the social media tools and specific awareness-raising activities in schools/universities, which are targeting young people, trade unions have not yet designed clear strategies to reach, recruit, organize and promote young people. 
Although young people’s attitude toward unionization is generally positive, it has been found that young workers possess very limited knowledge about unions. Young workers’ lack of knowledge about unionism is particularly evident when they experience concrete problems at work. For basic information and assistance on employment-related matters, popular internet search engines are common resources. Young workers also informally approach management for advice. 
Finally, young workers rely on parental and family support and their circle of friends as a source of information to address job-related dissatisfaction. The role of unions is not clear to most young people, a problem that can be explained by the dwindling presence of parents, relatives and friends who support unionisation. Such union-friendly social networks increase the likelihood of a young person developing a favourable attitude towards unions, but these networks are shrinking in sectors or countries where unions are in decline. 
To address the problem of the limited knowledge young people, have on what unions are, what they do and what they stand for, as well as to improve their image, all unions in all countries studied here have developed activities to reduce this information gap. One major activity is that they provide information sessions at vocational schools, universities and other forms of secondary and tertiary education. Traditionally this was done only at vocational schools but with the increasing weight of higher education, unions are now entering the universities as well. The unions give high importance here not only to vocational schools but also to universities, considering that the share of young workers entering the labour market from the university is high and increasing. Schools and universities are places where it is easy to reach larger groups of young people, something which is often more complicated once they start working.  
5.1.2 The youth structures in trade unions
The Youth Committees are an important link between young people and trade unions. For more successful attraction of youth in trade unions there should be a youth coordinator in each trade union. Trade union youth structures should cooperate with NGOs and others stakeholders like close minded parties in civil society and politics which defend the social and economic rights of employees. 
Students and pupils need chance to join trade unions while studying. The youth structures’ aims focus on young workers’ specific problems across Europe, for instance, with a view to abolishing zero-hour contracts, ending unpaid internship schemes and pushing for equal access to vocational (ongoing) training for young workers. In other words, the youth structures also aim to promote the quality of jobs for young workers.
In addition to creating different types of platforms and networks for young people in different organizations taking many other activities to promote trade unions, which decided to create an international network of young trade unionists. These networks allow better sharing of good practices and jointly address problems related to young workers. Some examples are:
· European Trade Union Confederation (ETUC) Youth Committee 
· European Centre for Workers’ Questions (EZA) Platform for Young Workers
· International Trade Union Confederation (ITUC) Youth Committee
· Pan-European Regional Council (PERC) Youth Committee 
· Central European Youth Trade Unionist Network (CEYTUN)
· Mediterranean Youth Trade Union Network (MEYTUN)
· European Trade Union Institute (ETUI)
· International Labour Organization Bureau for Workers ‘Activities (ILO-ACTRAV).
5.1.3 Youth in action 
In general, there are several regular trade union initiatives (e.g. school-leaving lessons, festival work) and numerous ad-hoc actions. Here are some of them:
· Trade unions come to school to teach not only last year students about the labour market and social security system.
· Study information days: Fairs in different cities presenting higher education institutions and job opportunities to not only last year students.
· Unions are present in order to spread information about student rights and the labour market in general.
· Reaching young people in an informal leisure environment, encouraging interactivity by games and quizzes etc.
· Making the public aware of the situation of young agency workers.
· Reaching higher educated young people and at the same time motivating them to learn about student work.
Platform of Youth NKOS It is a voluntary and informal association of young people, students and staff who are interested in presenting views on the world of work. Their aim is to strengthen the voice of young people in solving the problems of youth work, maintaining the dignity and safety at work. The platform offers young people a space to exchange experiences, best practices, knowledge and ideas to successful professional life. The Platform of Youth NKOS is a member of the Platform of Youth at EZA (PYW). 
Topics of most interest to young people: 
· My first job
· How has "social dialogue" and the world of work changed?
· Why don’t young people join a union?
· Digitization and gig economics.
· Millennials in the labour market.
· Platform economics.
· What are trade unions doing about climate change?
5.1.4 Conclusion
Young people are active. They propose discussions and contribute proposals. They need to accommodate them, listen to them and channel their problems to find solutions and create change. Young people have the capacity, skills and vision to act as leaders in their workplaces and communities. Young people should be given appropriate support and encouragement to take on further leadership roles within their workplace, noting that many young people who are exposed to the union movement go on to have rewarding careers as union officials.
Young workers still believe in unions as an agent for change: to improve the quality of their work life. But unions must change the way they manage and organise themselves in the current situation and for future development. To better defend the interests of young workers, unions must first convince them to join the trade union ranks. And unions should not forget that today’s youth is tomorrow’s negotiating strength.
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5.2 [bookmark: _Toc99986891]Youngster’s Mental Health-Prepared by Check-IN
There is a lot of misconceptions about the significance of mental health. Thus, now more than ever, due to the current context of global pandemic in which many youngsters are struggling with anxiety and depression, it of vital importance to clarify this concept. The World Health Organization defines mental health as “a state of well-being in which an individual realizes his or her own abilities, can cope with the normal stresses of life, can work productively and is able to make a contribution to his or her community” (WHO, 2018). 

That is, having a good mental health means being able to deal with everyday life aspects such as work, relationships, responsibilities, periods of stress and with relaxing, in a healthy way that does not involve permanent anxiety and fear. Therefore, mental health is not solely the absence of disease or infirmity, but it is a state of complete physical, mental, and social well-being.

Adolescent years and the period of transition to adulthood are most of times a turbulent period in which youngsters have many questions on their mind, insecurities, and fears about their future (National Youth Agency, 2019). This can result into poor mental health and emotional wellbeing, with mental health disorders such as anxiety, depression, eating disorders, hyperactivity disorder, among others, which are even more difficult to cope for youngsters from disadvantaged backgrounds. The covid pandemic has exacerbated these mental health issues, especially what concerns social anxiety and fear of returning to school, work, and social contexts, isolation, loneliness and others.   

Despite facing poor mental health, young people are often reluctant to seek for professional mental health care. They prefer to search for help informally, from friends and family, or tend to only rely on themselves. Moreover, there is still a lot of stigma regarding all aspects of mental health. This topic is still not discussed enough and there is a lot of stereotypes about it. That is why the role of youth workers and teachers can be crucial to have a more open discussion about questions regarding mental health and help young people overcome their anxieties and problems (Debra, Mazzer, 2012).  
As stated by Kelly, et all (2012), “Simple approaches, such as opening up discussions around mental health, making it part of normal and ongoing conversations, and passing on relevant and up-to-date information, can have a positive impact on how mental health is viewed by young people.”

Youth workers and youth associations, as well as teachers, are often seen by youngsters as a safe space and a non-threatening environment in which they can share their thoughts and concerns. They are considered “semi-formal gatekeepers” (Rickwood, n.d) establishing a bridge between the informal sphere constituted by family members and friends, with whom youngsters do not always want to open up, and the formal arena formed by mental health professionals, that can be seen as intimidating.

Thus, here are some tips of how youth workers and teachers can support youngsters regarding mental health: 

· Help young people to acquire key skills such as communication skills, problem-solving, creativity, time-management, decision making, teamwork and conflict management, among others. These types of skills will help youngsters to face and overcome different type of challenges and recover more easily from traumatic experiences;
· Support youngsters to set daily realistic goals. Young people can be overwhelmed by all the tasks that they need to accomplish and by the productivity concept adopted by our society. It is important to set priorities and be realistic regarding what we can accomplish, or not, in one day, or one week;
· Remind young people that being productive also means taking quality time for themselves, in which they are able to truly rest or to dedicate to some hobby; 
· Help youngsters to better manage their social media usage. Most young people complain about the fact that they spent way too much time on social media. Consequently, they are frequently comparing their lives and physical appearance too often unrealistic standards and spend much time procrastinating by scrolling on social media instead of dedicated that time to a hobby, an outdoor activity or just resting time. This leads to low self-esteem, feelings of sadness and inferiority, anxiety and FOMO – fear of missing out -, that is anxiety that an exciting or interesting event may currently be happening elsewhere, often aroused by posts seen on social media, which has a bad impact for their mental health;
· Teach young people about self-love and self-acceptance. Youngsters tend to compare themselves a lot. They should learn how to give value to their qualities and assets and make the most out of it by implementing their skills into a professional activity or a hobby;
· Support them to train their thoughts into a more positive narrative. Young people can be often trapped in a negative mindset, especially regarding their future. It is important to help them analyse things with a more positive perspective so that they can more easily accomplish their goals and aspirations; 
· Remind youngsters of the importance of physical activity and of spending time outdoors. Being physically proactive does not mean spending hours in the gym. Sometimes a simple walk can help them clear their thoughts and make them feel more relaxed, as well as being beneficial to their physical health;
· Many young people face social anxiety nowadays, disregarding of their personality (introvert, extrovert). Therefore, it is important to teach them some social intelligence skills and how to interact with others;
· Encourage young people to listen to themselves and to their needs. Help them to understand what they truly need – alone time, social interaction, work, physical activity, etc. 
· Encourage them to be involved in their community and to participate in social projects and events. The fact they feel that they belong to a community or to a project, in which they are supported, can help them being more resilient regarding mental health disorders and overcome some of their problems.

By establishing open conversations about mental health with youngsters, youth workers and teachers can notice if they are facing a problem and decide if they need to be accompanied by a professional; encourage young people to seek for a professional treatment and facilitate a source of help, by searching and recommending someone, and support all the process of professional care (Rickwood, n.d.). In this way, young people will feel less intimidated by the figure of a phycologist or a psychiatrist and more supported, in case they cannot receive that support from their family members and friends.  
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5.3 [bookmark: _Toc99986892]Disadvantages of Distance Education in Teachers’ Service- Prepared by Sempre a Frente Foundation
[bookmark: _Hlk99379348]5.3 – How to use disadvantages of distance education in teachers’ advantage
Distance teaching/learning haven’t been so popular in the pre-pandemic world, that was less-digital, mostly focused on face to face educational experiences, where online classes were strongly inexpedient. Educational experiences for young people were firmly linked to waking up early, going to school/university, meeting other students, sitting in a classroom, various activities during the breaks, gaining social experiences. General perception of remote learning is focused on lack of social interactions and difficulties it creates. Both educators and students have tended to say it’s difficult to prepare quality learning opportunities during online classes as, they are less personal, interactive or practical. On the other hand, online education in specific subjects also brings benefits exactly thanks to these qualities and it achievable to use these disadvantages as assets. There is no need to replicate the offline world in an online environment. To make the best use of digital opportunities, it is important to realize that there is no point in focusing on areas that were used as part of in-person teaching and are limited in the virtual world, but to make the most of what the online environment has to offer.

5.3.1 Practical aspects of online learning
,,Some research shows that on average, students retain 25-60% more material when learning online compared to only 8-10% in a classroom. This is mostly due to the students being able to learn faster online; e-learning requires 40-60% less time to learn than in a traditional classroom setting because students can learn at their own pace, going back and re-reading, skipping, or accelerating through concepts as they choose.” (Li, Lalani, 2020). The main benefits of remote learning are:  flexibility, accessibility, convenience according to the time, pace but also often option of choosing training method and ease of access to teaching assistance. It also saves time and money connected to commuting or materials (Yordanov, 2021). Moreover, distance learning releases time resources and gives students and teachers the opportunity to build a schedule by themselves, which gives them more freedom in planning their daily activities. On spot workshops usually require using a lot of stationeries so bringing them online reduces disposable materials. It's important to notice that online tools not only are more sustainable, but also help in time saving: closing online exercise it's just about closing the website, no cleaning the board, collecting aids after the workshop is needed. What is more, the teachers claim that dividing a class into groups has never been that easy. Online platforms usually enable automatic division into groups, which great time saver.  ,,The advantages of remote education and educational platforms bring clear benefits: facilitate quick and repeated access to educational  materials,  reducing  the  time  needed  for  photocopying  worksheets,  handing out papers, etc. " (Klisowska, Seń, Grabowska, 2021). It’s a big plus especially for teaching subjects concerning climate awareness or sustainability and should be continued at least in some parts in daily life of educators also back in school/university classes, especially because due to most recent survey run by HP in India published in 2022, 91% of students believe that online learning supplements traditional classroom learning. Remote workshops can give more opportunity to shape awareness of conscious use of the resources, reducing waste, being up to date with reports related to the global situation, participation in movements, campaigns or online initiatives even in the farthest corners of the world. Using information technology is an excellent and practical solution that allows for the rapid transfer of up-to-date pro-environmental content (Pytel, 2010). Online environment of educational process is great place not only for climate and ecology matters learning, but also for any other filed of science that requires from students gathering lots if information, critical thinking, fact checking, data analysis. It creates an opportunity to build the ability to make a statement and express students' own opinion. There's a high chance of avoiding a mindless group following when in front of the student there is just a computer and empty space to write the statement to be based on reliable data, find a research report presented. Easy access to information via search engines opened in the next window to ZOOM on the student computer also shortens the time that teacher would put to prepare the printed materials for the class to work on. Moreover, it helps to resolve issues in dispute and takes away from the teacher the pressure of being an expert always and on any topic. 

5.3.2 Visual presence, anonymity and interactions
The specifics of online meetings give students the possibility not to be seen or heard during the class which is also often mentioned as a big drawback of distance learning as it makes it almost fully anonymous. But it is proven that distance learning experience when all social identification or physical appearance is not compulsory has positive impact (Blake, 2000). This type of education empowers passive students who tend to avoid speaking out in the classroom, because of many reasons that may be:
· they are introverts;
· they are shy and don’t like to be the focus of attention; 
· even though they know the answer, they hesitate to verbalize it out loud;  
· they fear of criticism, discrimination or hostile comments from their peers. 
The online education allows students to control the amount of self-disclosure, enables them to be free from self-prejudice, bias, socio-economic or minority background. Online learning process enables students and educators to share greater equality (Smith, 2002), that increases openness, honesty, develop trust, decreases fears. It seems that, paradoxically, online methods sometimes help to reduce distance between the teacher and the students, by giving them a chance to share their needs and opinions anonymously. Having an opportunity to choose between using a microphone or a chat, to be seen on camera or not, in what situation, providing variety of options to express themselves according to preferences is the best way to make them feel comfortable in the process and more engaged. That is why no-camera meetings are such a good environment to provide psycho-education in area of sensitive subjects such as sexual education, violence, trauma, suicide prevention.  Using online tools, such as interactive boards, word clouds or anonymous surveys allows young people to share more personal information and ask questions freely not worrying about judgment or consequences, makes them more engaged than if they were present and visible among other people. Online tools may create for them a space to get inspired, to express themselves in non-verbal ways and do it more in-depth. This allows the teacher to see the real picture of the situation and get to know the real problems their students are facing, and thus give the opportunity to provide appropriate help if needed. 

5.3.3 Motivation and connections
One of the results of the research conducted by Kirtman (Gilbert, 2015) is that one of the benefits of remote learning is an opportunity to self-guide its own learning process. Of course, it needs a lot of self-discipline and motivation, but it also gives great satisfaction to the student who is able to self-motivate and manage their own learning process. It's an excellent opportunity to learn time management and to learn about strong and weak aspects of students’ personality due to work on it and improve. Therefore, it is important to highlight the meaning of self-motivation. Teachers can guide them by showing the great opportunity of being their own manager, noticing a big space for creativity in planning their learning process and making them aware of their own responsibility for that. Self-guiding gives the students a big freedom, control but also a big responsibility for self-development. As remote learning is easy to take part in from home, it eliminates transport costs, allows participants to perform personal tasks between classes and provides more comfortable and relaxed conditions (it is only important to be in comfortable place, with good Internet connection and no disruptions). The challenge for the teacher is to support maintaining the level of student’s motivation for the duration of the lesson/course.  Effective ways to supports student’s motivation are e.g.:
· Setting goals to achieve and rewarding students work and efforts (for example using gamification methods)
· Personalizing tasks for students
· Arousing their interest with inquiries, problems to solve, innovative, creative, unexpected methods
· Expecting participation and engagement instead of just being the content recipient
· Providing students with meaningful feedback
· Creating online environment where students can support & motivate each other
Lack of direct contact and inability to control distractions in each student's surroundings may cause difficulties focusing. Fortunately, there are many online tools that can help to keep students engaged and active. This provides an opportunity for the teacher to learn new and interesting technologies that improve the learning process. On the other hand though, teachers tend to notice that during online lessons, they don't experience the necessity of silencing students in the class. Zoom can really be a good tool for implementing active learning, but to make it happen it is very important to use the style of instruction in which students participate in the process rather than playing the role of passive audience” (Hersh, 2020).  Summing up, online education gives the lecturer and participants who are truly interested in the topic a chance to focus and follow the plot with the distractions reduced. However, students need to remember to stay motivated and focused on the class if they really want to get maximum benefit. 

5.3.4 Work-life balance
The responsibilities of teachers/lecturers have been increasing during the last decade and taking over their free time. The overflow of the responsibilities can cause elevated stress level and other health issues (Ilic-Kosanovic, 2021). Therefore, it is crucial to maintain healthy work-life balance. Surprisingly, during providing remote education it could be easier than achieving the same results while teaching at location. Survey conducted by tech company Hewlett-Packard in 2021 has found that most teachers believe that remote teaching has given them better work-life balance (Mathur, 2022). Most teachers tend to do more work outside the classroom: preparing lessons, grading papers, etc. They often work long hours to manage their heavy workloads. Virtual teaching can help with bringing balance between work and personal life. Although it can be difficult to avoid checking email after a certain hour or have a designated work area, developing healthy working habits can bring harmony between professional and private life. Primary advantage in online learning/teaching is a more flexible and convenient time schedule that helps fit personal matters in a day of work, but one of the most important things to keep in mind is to separate areas for free time and work which makes transition from teaching to home easier. Furthermore, no need for commuting to the workplace saves time, which allows teachers to conduct more classes. Teaching from the comfort of one's home, if implemented properly, can bring much needed harmony in life. However, it is important to underline that teaching from home needs solid boundaries, i.e. dedicated place, time for both work and breaks. It is also good to have at least one day a week when teacher stays completely offline in order to disconnect from all the stressful conditions. Therefore scheduling, prioritizing, conscious rest and nutrition are the key to effective self-care on both online and online basis. 
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