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The Towards Successful
Seniority® group method
promotes well-being, career
management and expertise

'The Towards Successful Seniority® group method has been developed to pro-
mote the career management, expertise and mental well-being of employees
and supervisors in today’s rapidly changing world of work. The method increas-
es participants’ opportunities to discover successful career-related solutions and
strengthens their ability to cope with potential setbacks.

The goals of the Towards Successful Seniority® group
method are to:

1. develop career management skills

2. develop change management skills

3. encourage participants to plan career-related goals and solutions

4. promote mental well-being and the continuation of one’s career

5. prevent burn-out and depression

6. prevent early retirement, especially due to work-related mental problems
7. reinforce lifelong learning

8. help people successfully carry out their work

9. act as a tool for people in charge of matters related to the maintenance and
development of occupational health and human resources.
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'The Towards Successful Seniority® group method is a tool designed to be shared
by HR management and occupational health services. Its guided teamwork and
implementation at workplaces offers opportunities for actors to share informa-
tion, for example, when anticipating the impact of organizational changes on
human resources and in needs assessments. The programme offers participants
the opportunity to learn about the role of the workplace in maintaining occupa-
tional health and work ability, in facilitating work arrangements and in partici-
pants’ career planning. It also offers guidance in directing the participant to oth-
er health services if necessary. Plans made during the group process can be used
during performance appraisals to support career-related issues, self-development
and well-being at work.

According to the tailored programme, group work begins by examining the par-
ticipants’ career goals and identifying their personal strengths. At the end of the
programme, every participant compiles an action plan to promote their own ca-
reer management and well-being in the immediate future.

'The goal is that the participants make an action plan that has concrete stages and
that they commit themselves to carrying it out.

The career is seen as a process in which it is possible to rise to the challenges of
changing situations through, for example, training and learning. During the pro-
gramme, participants learn about the idea of lifelong learning, identify their own
ways of learning and their development needs, and set their own development
tasks. In addition to learning throughout one’s life, the concept of lifelong learn-
ing also means learning across one’s life: that is, skills and knowledge learned in
different environments can be transferred and adapted to new situations.

In this programme we pay attention to change management and setbacks at
work. Research results show that preparing for setbacks can prevent depression
connected to career problems. When participants prepare for potential problems
in advance, they are able to act constructively even when their original plans are
not realized. Preparing for setbacks helps us see changes as opportunities. To
help people prepare for difficulties, we have chosen problems related to burn-out
as examples in this programme.

We also seek solutions for promoting a balance both between work and rest and
between work and leisure time in a way that will improve people’s life control
and overall well-being. Because self-fulfillment and the realization of our own
goals boost our well-being, work can, at its best, be a significant resource for this.
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Programme implementation
and participants

'The Towards Successful Seniority® programme is designed to be carried out in-
tensively over 16 hours. The programme consists of 4 x 4-hour sessions with ex-
ercises on various issues. We advise trainers to spread the sessions over four sep-
arate mornings, so that participants can return to work in the afternoons. In
special cases this programme can be executed in a more compact form, over no
more than two days (2 x 8 hours). As such however, the programme will be con-
siderably harder work than a programme of four half-days.

'The way in which the exercises have been divided into different phases can be
seen in the module map (p. 12). The programme has been planned in such a way
that all the exercises build on that which participants have learned in the previ-
ous exercises.

For the programme to be beneficial, it is important that it is executed as inten-
sively as possible, within one or two weeks, which means it is easy to recall mat-
ters dealt with and to combine them into larger entities. Intensive implementa-
tion also promotes the solidity of the group.

Whole personnel

When the method is open to the whole personnel, it serves as a tool that pro-
motes mental well-being and the development of expertise. The method can be
implemented as, for example, part of early intervention in accordance with the
well-being at work plan. The group method offers participants an opportunity to
pause and look for new perspectives to their career, to take care of both their own
and the work community’s well-being, and to expand personal support networks.

Special groups

'The method can also be allocated to special groups according to age, change of
work situation or organizational status (e.g. a group of superiors). Elements of
promotion of physical fitness can be linked to the programme. The group meth-
od offers excellent opportunities to provide additional information regarding, for
example, health and one’s own organization and its operations.
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Individual participants

Occupational health services or superiors can invite or refer individual partici-
pants to the programme. It must, however, be noted that the method is not suit-
able for solving organizational conflicts, because when there is tension in the
group, it may not be possible to achieve a confidential, open atmosphere. The
method is also unsuitable for use as an individual therapeutic tool.

Role of supervisors

'The supervisor’s support and consent to participation in the programme is im-
portant for recruiting and motivating participants, as well as for achieving the
method’s goals. The participant and supervisor can, if they so wish, agree upon a
meeting after the programme, in order to go through the participant’s goals and
future action plans together.

At the end of the programme is a list of the issues dealt with, which is designed
to help structure discussion with one’s supervisor. This list contains matters most
workplaces deal with in their regular performance appraisals. Distributing the
organization’s own performance appraisal form, so that participants can fill in
the applicable parts, is another way to support their action plans. It is important
that already during the group sessions, participants receive information and sup-
port that promote their personal action plans.

Peer groups

Group work is based on peer group realization. Others’ views and suggestions
for action increase one’s readiness to act and are helpful for managing one’s own
situation. When the group is sufficiently heterogeneous, it will produce difter-
ent views and ideas. When forming groups, pay attention to group size. Starting
a discussion and collecting opinions in small groups (under 10 participants) is
more laborious and more trainer-dependent than doing so in larger groups. On
the other hand, very large groups (over 15 participants) are also demanding for
trainers, because it is not so easy to observe the group process.

Participants generally benefit from the trainer changing the composition of the
groups during the programme.Trainers can sometimes place certain participants
together if this is useful for group work or group atmosphere.
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Online implementation

'The Towards Successful Seniority group can also be organized online. Online
meetings can be organized by using any software (e.g. Microsoft Teams) that al-
lows audio and video communication between groups and the division of partic-
ipants into virtual breakout rooms. The breakout rooms are used for discussions
in pairs and small groups during group meetings. In addition, during the group,
the trainers either share materials via screen sharing or a shared online platform
(e.g. Howspace), from which the participants can see the materials previously
saved by the trainer on the platform.

Trainers should practise online implementation carefully in advance. It is a good
idea to try dividing the participants into breakout rooms and test other functions
that are used during group meetings in advance. During the online implemen-
tation, you should focus on positive non-verbal communication using the cam-
era and talk about your own actions and thoughts out loud, as silent moments in
online implementation can be confusing.

During group meetings, both trainers and participants should keep their cam-
eras on to increase interaction. Participants should be informed in advance, for
example, in an email invitation, that cameras must be kept on during the group
meeting to foster non-verbal interaction between the participants and thus im-
prove the group’s performance. It is good practice to ask the participants to join
the first group meeting about 15 minutes in advance to test the connection. This
also allows the participants to check that their camera and microphone work
properly. During individual tasks and breaks, the participants are asked to turn
off their cameras and microphones, and once the joint activity resumes, they are
reminded to turn the cameras back on.

'The workbooks are mailed to the participants in advance by the trainers, as every-
one may not have access to printers, and the group’s activities will suffer a set-
back if some of the participants forget to print them out on time. If the partici-
pants have access to computers with a PDF program, they can be directed to use

the fillable PDF version of the workbook.

Remember to kick off the first meeting by instructing the participants on how
to use the online platform (e.g. muting the microphone, sending chat messages).
Also remember to include your phone number in the email invitation in case of
any technical difficulties.

10
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Writing things down - Flip chart replacement

'The trainer can write things down during group meetings with their own com-
puter while sharing their screen with the participants (e.g. taking notes in Pow-
erPoint and sharing the screen on the video meeting platform). They can also
take notes on a shared online platform (e.g. Howspace), where the written text
is visible to all logged-in participants. The trainer can also share pre-written text
or saved images in the same way. Participants can also write down their own an-
swers on a shared online platform or, for example, use the video meeting plat-
form’s chat feature. Trainers should also practise these functions in advance and
find the best approach for themselves before the first group meeting. You can al-
so utilise different comment-liking features in the group.

In-person implementation

In this manual, the term “in-person implementation” refers to the opposite of
online or remote implementation, meaning group meetings where the partici-
pants meet physically or face-to-face in the same room. When trainers are asked
to take discussion notes, we recommend using flip charts in in-person imple-
mentation.

11
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Session @ Session @ Session @ Session

Introduction of
the programme
and orientation
towards the
topics

*)

Conclusion of
the programme

@ Orientation towards the topic and conclusion of the programme
@ ® Action plan for goals
00 Recognizing personal strengths and development goals, lifelong learning

@®® ® @ \anaging work and career
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Central elements of group
activity

Reinforcing perceived self-efficacy

Group work reinforces the participants’ perceived self-efficacy, i.e. helps them
trust that they are able to navigate and manage the course of their careers. Rein-
forcing self-efficacy promotes the creation of career-related goals and the use of
effective methods for achieving these goals. Effective methods in turn serve to
foster positive development in both career management and well-being.

According to the theory of social learning, the three learning mechanisms below,
all of which are used in the Towards Successful Seniority® group method, con-
tribute to developing experienced self-eflicacy.

1. Personal experiences of own performance

2. Observing how others perform

3. Feedback from others on one’s own performance

In addition to these three learning mechanisms, a fourth factor contributes to
functionality and effectiveness:

4. Emotional state

Receiving positive feedback is an important factor in participants’ emotional ex-
periences, in their belief in self-efficacy and for their confidence. The group work
has been planned so that participants receive feedback both from trainers and
other group members, which reinforces their motivation to participate and learn,
and strengthens their skills for managing their own careers.

Active learning

'The Towards Successful Seniority® programme is based on the systematic use of
the principles of active learning. Trainers do not give set operation models and
solutions to the group; the participants do the reflection themselves. At the same

time, the participants contribute to their own way of learning: active participa-
tion in group activity and looking for solutions promotes learning.

13
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In this programme, learning has been planned as a process in which participants
revert to the same themes from different perspectives. Intensive implementa-
tion helps participants connect an earlier discussion of a given topic to expand-
ing concepts.

'The information interview applies methods of active learning, which are part of
the programme. A visitor who can act as a positive role model for the group in
career management and coping with one’s workload is invited to join the group.
Participants compile questions in advance, which may relate to, for example, the
visitor’s working time arrangements, retirement plans or experiences of change.

It is important that participants have the opportunity during the interview to ac-
tively take an interrogatory role. Preparing in advance gears the participants to-
wards the interview and ensures that all the important issues are covered.

Returning issues to the group

'The central technique of monitoring a group interview is returning issues to the
group. In this technique the trainer returns emerging problems and questions to
the group for a solution. Trainers must trust in the thinking ability of the partic-
ipants and motivate them to present solutions.

When participants are encouraged to discuss and share experiences, they come
to discover their abilities and competence as problem-solvers. For each group
discussion, the conclusions, towards which the trainers should guide participants
to spontaneously realize, can be found in the Trainer’s manual.

Preparing for setbacks

It is normal during one’s career that not all original plans are realized and that
one encounters various unforeseen situations or setbacks. This method strives
to identify these situations beforehand or as early as possible. It has been dis-
covered that preparedness enhances the use of constructive methods when we
confront problematic situations. In the programme, setbacks are approached
through short fictional cases or examples. This means that participants can keep
matters at arm’s length and do not have to contemplate their own personal situ-
ations right away. This avoids defensive attitudes and makes it easier to approach
problems.

When any problems have been defined, it is time to start a discussion on ways
in which to solve them. Participants find new ways to solve problems when they
share experiences and give each other advice and present proposals. Each par-
ticipant will anticipate and choose the best suitable means for their own use

14
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and own situation on the base of group discussions. Sometimes participants
may even oppose effective suggestions. In this case the trainer should not try to
change their views, but instead start a discussion on different ways of solving the
problem in accordance with the principles of returning issues to the group and
active learning. The idea is that the group makes its own decisions on proposed
effective solutions, at the same time overcoming opposing views.

We offer models for overcoming setbacks and practice them through role-play.
Trainers should be prepared for the fact that participants may create obstacles or
find problems in unexpected contexts that are not included in the programme
manuscript. Trainers should put the problem solution process back on track if

this happens.

2. Defining necessary skills and ways in which to
achieve goals and solve challenges

2.
1. Recognizing 3. Practicing
career-related necessary
goals and 1. 3. skills and
challenges actions
4. Recognizing 5. Defining
any problems 4 5 solutions to
and setbacks ¢ ° problems and
setbacks
6.

6. Practicing overcoming problems and setbacks

Necessary learning skills for career management and preparation for setbacks in the
Towards Successful Seniority® group method.

15
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Leading the group

Trainers’ tasks

'The task of the trainers is to encourage group members, make observations and
give them positive feedback on their participation. It is important to thank the
participants for their comments and encourage silent group members to join the
discussions. Positive feedback is effective when it is directed towards a concrete
situation or task and when it is given as soon as possible.

'The emotional state of the individual participant and the whole group can vary
from feelings of stress to enthusiasm and sociability. A positive, safe, encourag-
ing and sociable atmosphere motivates individuals to participate, share their ex-
periences and use the group for their own benefit and the benefit of others. In
contrast, tension and stress prevent positive group processes and the generation
and acceptance of information and learning.

'The trainers and the techniques they use play a vital role in creating an atmos-
phere that promotes learning. Trainers should learn the participant’s names on
the first day to be able to address them personally. Nameplates on each desk
make it easier to remember names. In in-person implementation, nameplates on
each desk make it easier to remember names. In online implementation, it is a
good idea to first make sure that the participants have logged in to the program
with their calling names, so that it is easy for the participants to see each other’s
names and use them in the discussion. Depending on the online platform used,
the trainer should give instructions on how to change the display name or make
it visible to others at the start of the first session.

Using the Trainer’s manual as a guide

'The Trainer’s manual is devised to guide the trainer with detailed advice when
they start working with groups. It follows the programme structure, which is im-
portant for the trainer to learn during their own training.

'The manual directs the trainer to proceed according to the programme, which
ensures that all major career planning and management-related issues are dealt
with and that the best possible use is made of the programme and its process-like
structure.

16
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'The Trainer’s manual contains detailed instruction for each situation. It also con-
tains general directions that the trainers should bear in mind during the course
of the programme and which they should follow in accordance with the basic
principle of the method.

It will not disturb the group if trainers occasionally browse through the manual.
It is important that trainers find their own style and informal tone, which is as
concrete as possible, to express the issues presented in the book. As a trainer, be-
ing yourself is an important part of the programme.

Trainers’ role

Trainers effectively work as partners in the Towards Successful Seniority® group
method. The intensive programme demands that both trainers divide their con-
stant attention between many activities, such as following the manual, observ-
ing the group process, communicating with the group, writing down the main
points of group discussions and exercises on a flip chart and attaching the pag-
es to the walls of the workspace or, in online implementation, recording them in
PowerPoint or some other program and sharing the screen with the participants.

'The programme has been planned in such a way that dividing attention between
so many activities works best when the trainers have agreed on their roles be-
forehand. In this way the training is not too stressful. When there are two train-
ers, the participants’ motivation is easier to maintain and issues can be handled
more effectively.

Authority and trust

Leading a group successfully requires authority and trust between trainers and
the group. Trainers have expert authority due to the research background of the
programme and its development, as well as due to their knowledge of work life
and occupational health, which is reinforced by their professional status. This ex-
pert authority is established at the very beginning of the programme by present-
ing the Towards Successful Seniority® method’s background, goals and contents
to the participants.

However, expert authority alone is not enough to create a confidential inter-
personal teacher-student relationship. Over-emphasizing one’s expert authority
gives the impression of arrogance, which in turn conflicts with facilitating an ac-
tive and self-steering learning process.

17
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Success in group work requires, in addition to the trainers’ expert authority, au-
thority as a reference person, and related to this, the group’s trust. The refer-
ence person role is successful when the participants respect the trainers, bond
with them and feel that they are equals and can therefore influence their behav-
iour. In order to gain the role of a reference person, trainers can try to reduce
their social distance from the group by sharing something of themselves, their
own experiences of success or failure, their work situation, and by showing that
they approve of the participants’ opinions. The openness of the trainers serves to
encourage and motivate group members to participate reciprocally and openly
share their own experiences and future action plans.

Trainers should note that during the programme, group members also act as role
models when they tell the group about their own choices, experiences and goals.
It is helpful if trainers are tolerant of all comments shared in the group. When
necessary, the returning issues to the group technique is a good tool for handling
controversial questions and does not require the trainers to act in an all-know-
ing expert role, presenting answers to problems. In this way, group members will
find that they can express their opinions about things, as well as listen to others
and accept the fact that not everyone shares the same opinions. Each participant
can choose the comment that best suits them out of those presented.

By the trainer setting an example and showing that everyone is entitled to their
own opinion, the group atmosphere improves and the active learning process
develops. Successful group work strengthens self-directed learning and prob-
lem-solving, also outside the group.

18
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Exercises

Group discussions

During group discussions, participants try to find effective ways in which to pro-
mote their studies and careers, to identify any problems and think of ways in
which to resolve them. In examples that deal with the reasons behind problems
and setbacks, the trainers should ensure that at least one solution is found for
each problem. In this way you can prevent participants from thinking that some
things cannot be solved.

Sometimes the same solutions and action models can be applied to different un-
derlying factors or problem areas.

Pair or group exercises

Exercises can be carried out either in pairs or small groups. During the exercise,
the trainers go round the groups and make sure that the exercise has been cor-
rectly understood, and encourage the participants. At the same time, the trainers
observe group performance. After the exercise, the trainers return the findings
to the group through positive observations. When necessary, the trainers ask the
group whether they have any questions.

Role-play exercises

Role-play exercises are also used in the programme. To start with, the trainers
present the group with an example of a work situation that does not go well. The
group then discusses the trainers’ actions and puts forward proposals as to how
the trainer who plays the role of the employee could improve their performance.
After this, the trainers re-enact the situation, observing the group’s feedback.

'The trainers themselves present the role-play exercises for two reasons:
e To provide models for different social situations and to show different ways
of behaving or acting. Every participant can then find ways in which to act in

similar situations which suit them personally.

e To lower the participant’s resistance to role-playing by the trainers them-
selves taking part.

19
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'The participants apply group discussion results to practice in three-person role-

plays (p. 64).

Everyone plays the role of employee, supervisor and observer in these role-plays.
'The observer’s job is to note positive things in the performance of the others and
to promote their participation and learning by offering positive feedback. In this
way, role-play consolidates the participants’ social skills through subjective ex-
periences of succeeding, observing others as models and through positive feed-
back from others.

'The trainers can, when necessary, show other courses of action that the group has
suggested during the exercises, even if these were not written down. The idea of
role-play is to more clearly express how the various courses of action proposed
by the group look, feel, and how they can be developed if necessary. One train-
er can, for example, play the supervisor’s role, while the other trainer plays the
employee, who takes the courses of action proposed by the group. After this the
group can continue by discussing how the employee’s arguments felt from the
employer’s perspective.

20
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General instructions

Aims of the exercises

'The Trainer’s manual has a short list of aims at the start of every exercise. These
are meant to help the trainers piece together the exercises. The purpose is not
to reveal the goals to the group. Rather than highlighting the theoretical back-
ground concepts of the exercises, trainers should strive to create clear practical
examples.

Opening the day’s session

Each day, the trainers begin before the group members arrive. It is important
that they have taken care of practical issues before the group members arrive, so
that they can be there every morning to meet and welcome them. Each partici-
pant should feel that they are welcome.

In online implementation, the trainers should join the first meeting 30 minutes
before the participants and test the functionality of the network connections and
the online platform used. The trainers should also join well before the partici-
pants on the following meetings.

Each day begins with a short warm-up, during which the participants can, for
example, discuss the use of supplementary material and sources of information
presented in the group or what they have done regarding their career plans.
Trainers can tell the group something about their own experiences. The goal is
to create an atmosphere that is as safe and natural as possible from the very be-
ginning. At the beginning of each day, it is also good to provide a short summa-
ry of the issues to be covered.

Ending the day’s session

At the end of each day, the supplementary material related to the day’s issue is
distributed and the thoughts that the exercises have aroused in participants are
discussed. To end, a short summary of the issues presented during the day and
a preview of what to expect the next day is presented. If the day contains sever-
al sessions, there is no need to carry out the exercises intended to open and end
each day’s session.
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Keeping to schedule

It is advisable to start and end each day on time. If a participant is late, welcome
them and make sure that they are familiar with the programme. This is best done
in such a way that one of the trainers continues supervising the exercise and the
other explains the issues covered earlier to the latecomer. In online implementa-
tion, the trainer briefly goes over the previously discussed topics.

Keeping to schedule throughout the programme is important to maintain in-
tensity, and experience has shown that participants value this greatly. Keeping
to schedule also makes sure that important issues are not neglected. The Train-
er’s manual offers well-defined, effective instructions for exercises, and gives a
predetermined time limit that you should not exceed. During the exercises, the
trainers should make sure that the participants are aware of the time so that they
can effectively use the time appointed. Discussions easily become drawn out and
the trainer may optionally allow extra time for some exercises, because all dis-
cussions that serve the course interests are important and should not be cut out
in order to keep to schedule. It is, however, advisable to stick to start and end-
ing times.

It is also essential that the Information interview time is agreed upon with the
visitor before the course begins. It is advisable to make personal arrangements
regarding the interview with the visitor. The Invitation to the information inter-
view letter (Appendix 1, p. 80) may be sent as a reminder.

Participant’s Workbook

During the programme, participants do several exercises in their Workbooks.
Because Workbook tasks are essentially connected with the rest of the work, it is
advisable to do them in the order presented in the Trainer’s manual. The manu-
al contains instructions on when to give directions for doing Workbook exercis-
es and when the exercises should be completed. The Participant’s Workbook al-
so contains additional information on various issues.

e discussion exercises after the information boxes can be used as a warm-u
The d fter the information b b d p
for the next day or the next section. After the Towards Successful Seniority®
programme, the Participant’s Workbook and its notes serves as the participant’s
personal career management guide.
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Before the programme begins, makes sure that:

In in-person implementation:

|:| you have a flip chart and paper in the classroom

you have large felt-tip pens of different colours

you have masking tape to attach flip chart sheets to the wall
you have paper (A4)

you have enough Workbooks

you have 3-4 pictures for the initial exercise

the other trainer knows of the group and timetable

Oogogoog

you have a visitor for the Information interview in Session two

In online implementation:

|:| Mail the Participant’s Workbook to all participants

|:| Send an email invitation with instructions and a link to the group meetings, as well as
your own phone number in case of problems. Explain that cameras will be kept on during
meetings.

|:| Depending on the online platform used, prepare the materials to be shared via the screen
in, for example, Powerpoint or Howspace (e.g. images for the warm-up exercise). It is
easier to run a group if you have the names of all participants and the schedule ready in
an easy-to-share format.

I:l Test the connection and practise dividing participants into breakout rooms in the online
environment

|:| Agree on the schedule and division of work with the other trainer

|:| Ask the visitor to join the information interview on the second session
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Session |

This session is designed to start group work and to
guide participants to think about their own work life
goals.

In this session, personal strengths and skills will be charted and work-life is con-
sidered as an entity that also includes leisure time.
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1.1. Introduction of trainers and
the programme

Duration: 15 minutes

Aim

'The aim is to motivate participants to take part in group work and to create an
open and confidential atmosphere for discussions. Participants acquaint them-
selves with the background, goals of the programme and the role of HR man-
agement and occupational health services in the implementation.

Course of the exercise

= ‘The trainers introduce themselves and the programme to the group. Group
discussion on the confidentiality of issues dealt with during the programme.

Instructions

Introduce yourself to the group and tell them something about your background
or experiences as a trainer of groups such as this. You can also tell them in your
own words about the background and goals of the method.

Programme background and goals

'The goal of the Towards Successful Seniority® group method is to improve ca-
reer management in today’s changing work life. Increasing work life challenges
and changes in one’s personal life mean that we need to strengthen our person-
al resources. Active use of stress management promotes well-being and makes it
easier to cope with one’s workload.

'This programme outlines in general terms the skills that are important for man-
aging one’s work and planning one’s career. This means, for example, identify-
ing one’s own strengths and development goals. During this programme, par-
ticipants will predict potential setbacks and create solutions to overcome them.
The goal is that every participant compiles a realistic near-future action plan to
achieve their targets.
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'The Towards Successful Seniority® group method is a theory-based method de-
veloped by an expert group of the Finnish Institute of Occupational Health.
'The group work model is based on that launched by the University of Michigan,
USA. The programme was designed as a mutual tool for occupational health ser-
vices and HR management.

'The success of the method relies on active participation in group work: small
group exercises and discussions. The method utilizes the participant’s own expe-
riences, knowledge and skills. During the programme, participants discuss issues
and work in small groups. Therefore it is advisable to agree upon the confidenti-
ality of matters discussed together in the group. You can also remind participants
that everyone may decide for themselves how much they wish to reveal about
their own career and goals.

Note

Get acquainted with the goals of the programme before group work begins. To-
gether with the other trainer, put together a short example case based on your
own career experiences. In the example, pay attention to the significance of per-
sonal strengths and interests in your own career. In addition to positive infor-
mation, also describe some setbacks and how you overcame them. By doing this,
you take on an expert position in the eyes of the participants, but also emphasize
that you too are human. (See Trainers’role p. 17.)
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1.2. Introductory exercise

Duration: approximately 15 minutes

Aim

'The aim of this exercise is to make participants think about work, work life and
its contents. The exercise helps participants get to know each other and gives
them an idea of the working methods of the course.

Course of the exercise

= Participants look at pictures on the wall and think about how the pictures
might be connected with work life.

= Small groups gather round the pictures and form a story.

= One of the trainers summarizes the stories.

Instructions

Provide four pictures for this exercise. Hang the pictures in the classroom for the
participants to see. You can, for example, cut pictures from magazines, use pho-
tographs, posters, paintings, drawings etc. In online implementation, share the
pictures on the screen.

Ask the participants to stand up, look at the pictures more closely and think
about how the pictures are connected with work life.

When the participants have examined all of the pictures, ask them to stand be-
side the picture that most appeals to them or that sticks in their mind or, in on-
line implementation, to state which picture they selected (e.g. the number of the
picture), for example, in the chat.

When everyone has taken their places beside their pictures, ask them to tell the
other participants in the small group why they chose this picture and then dis-
cuss the common factors in their choices. In online implementation, divide the
participants into breakout rooms. Start by briefly explaining the basics of the
breakout room function if the participants are not familiar with it and provide
instructions on how to return to the shared workspace.
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When all of the groups have finished, ask each one to compile a story on the ba-
sis of what had especially appealed them in the picture they chose. Finally, each
small group shares their thoughts with the whole group and the trainers.

Note

In the event that there is only one group member beside a picture, one of the
trainers can join them. One of the trainers can also take part in the exercise in
some other way. This allows the trainers to get closer to group members.

Conclusion
‘Thank the group for the stories.

Make a short summary of all the stories, for example what was common to
them. Try to unite the stories without causing conflict between the groups, even
though the stories may be different. You can tell the group that the forthcoming
working methods will be like the exercise they just completed. Different work
life themes will be contemplated both individually and in groups during the pro-
gramme. The groups will discuss things, and exchange views and opinions. Every
participant’s contribution is important for the success of the group — each one

plays a leading role.
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1.3. Work life goal interview

Duration: approximately 45 minutes

Aim

'The aim of this exercise is to acquaint the group members with each other. The
exercise encourages participants to consider their own work life and future goals
and offers them an opportunity to compare them. The exercise gives the train-
ers basic information regarding the group members, which they can use later on
in the exercises.

Course of the exercise

= Group members interview each other and then present their partner to the

whole group. A short presentation is made of the participants on flip chart
sheets, or a shared screen in online implementation, based on the interviews.

Instructions

Write the following text on the blackboard:
Instructions for presenting your partner:

e Your partner’s name
o Where does your partner live?
e Their present work situation

o Their plans regarding work (e.g. further training, courses, flexible working
times)

e Hobbies

The trainers divide the participants into pairs. They can also form one group of
three. Try to direct participants to form a pair with a person they do not know
well. The trainers can also suggest that group members seek the person they are
least familiar with or with whom they have had the least contact. In online im-
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plementation, the trainer can ask whether any of the participants know each
other in advance.

Ask participants to interview their partners using the points above. Allow 10
minutes for the interviews.

'The trainers also interview each other. Start by presenting each other and try to
keep the presentation compact. The trainers’ presentation serves as a model for

the group.

After this, ask participants to present their partners. Record name, dwelling
place, experiences, plans and hobbies on the flip chart (titles only if there is a lot
of information). Make sure that you write something for each point. Try to write
each pair’s presentations on one flip chart sheet.

Alternative: You can give each pair a flip chart sheet and felt-tip pens. They can
then write their presentations directly onto the sheet. This allows you to save
time, especially with a large group.

Note

It is important to write each participant’s presentation on a flip chart sheet and
hang these on the wall. Be sure to do this even for people who for some rea-
son were not present during the introduction exercise. The trainers can interview
them and write their answers directly on a flip chart sheet.
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1.4. Summary of programme
contents

Duration: approximately 15 minutes

Aim

'The aim of the summary is to offer an overview of the contents of this method
and how it is connected with career management, which will ultimately promote
the action plan participants will formulate during the final group session.

Course of the exercise

One of the trainers presents the contents of the programme.

Instructions

Write the following on the board or share your computer screen:

Contents of the programme:

1.

Personal strengths and interests

. Skills needed at work

. Lifelong learning

. Obtaining the information and support necessary for career management
. Preparing for setbacks at work and in your career

. Mental well-being and stress management

Formulating a work or career plan.
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Go through each section:

1. Personal strengths and interests
In the course of the programme

e we discover our personal strengths and skills

e we consider which jobs we might enjoy.

2. Necessary skills for work
In the course of the programme

e we cover various work life changes and how to cope with them
e we learn how to control work and workload

o we develop the presentation and group work skills needed at work.

3. Lifelong learning
In the course of the programme

e we assess the developmental needs of strengths and skills
e we recognize various learning environments

e we consider the importance of learning new things from a career manage-
ment perspective.

4, Obtaining the information and support necessary for career manage-
ment
In the course of the programme

e we consider the significance of social support and networks in work life issues

e we explore channels that make it easier to obtain information regarding work.

5. Preparing for setbacks
In the course of the programme

e we learn to anticipate the setbacks and challenges we may meet during our
careers

e we plan solutions to overcome setbacks.

6. Mental well-being and stress management
In the course of the programme

e we consider the meaning of well-being

e we learn ways in which to enhance well-being and stress management.
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7. Formulating a work or career plan
In the course of the programme

e we formulate a personal plan to achieve our work-related goals and expecta-
tions.

Tell participants that page 7 and 8 of their Workbook contains a more specific
description of how the contents are divided into different sessions.
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1.5. Participants’ role

Duration: approximately 15 minutes

Aim

This exercise is designed to motivate participants from different life situations

and backgrounds to get involved in the exercises. Recognizing the significance of

the exercises from the perspective of their own development and ability to cope

has a positive impact on participants’ motivation.

Course of the exercise

= Discussion on participants’ expectations and on the course topics they con-
sider useful.

Instructions

Inform the group that this programme utilizes the participant’s own experienc-

es, knowledge and skills. The success of the programme requires everyone’s ac-

tive participation in the group work exercises and discussions.

Discuss the expectations participants have of the programme and how they can
benefit from the programme contents presented on the previous page.

Write down the benefits the participants decide upon on the flip chart.
Wait for group responses. Guide the group towards the following conclusions:

e Career management skills help you set and reach your own goals in today’s

changing work life.

e Good management of work maintains and promotes your ability to cope at
work and your general well-being in different areas of life.

e When we discuss things together, we see new perspectives and become aware
of things we might not have found on our own.
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Conclusion
Make a summary of the benefits.

End by reminding participants that things can only be learned during group
work when everyone makes an effort and plays an active role in the activity.
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1.6. Recognizing personal
strengths

Duration: approximately 20 minutes

Aim

'The aim of this exercise is for participants to recognize their own strengths and
skills. Recognizing their own strengths enhances their self-esteem and well-be-
ing and offers building blocks for plans and self-development. Through the rec-
ognition of our own strengths, talents and skills, we can perceive our own exper-
tise, consider our own development opportunities and eftectively direct our own
work. During this exercise participants consider the skills necessary for their
own career which they have learned at work, as well as skills they have so far on-
ly used outside work life.

Course of the exercise
= Participants chart their expertise through a Workbook exercise.
= Participants consider the skills they like to use.

=® In conclusion, participants note that it is preferable to direct their develop-
ment towards their personally preferred strengths and skills.

Instructions
Ask the participants to open their Workbooks on page 10, at the Personal
strengths and skills section. The participants can use this list of skills when esti-

mating their own strengths and skills.

'The list of strengths and skills is not exhaustive. At the end there is room for
skills that are not on the list.
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Task

Ask the participants to go through the list and tick all the strengths and skills
they think they have. Allow several minutes for this.

Next, they examine the whole list again and underline skills they like or are es-
pecially happy to use in their own work. When necessary, participants may even

underline skills they did not think they had. Allow few minutes for this.

Finally, ask the participants to consider concrete examples of situations in which
they have demonstrated these strengths. Ask them to write down the situation

on page 12 of their Workbooks.

Conclusion

Discuss once again the skills the participants have chosen and why.

Inform participants that this exercise is important for their own career manage-

ment. The exercise demonstrates strengths and skills that are likely to prove use-
ful in the future.
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1.7. Transterable skills

Duration: approximately 15 minutes

Aim

In this exercise, participants learn to see the significance of learning environ-
ments outside of work, such as home and hobbies, as support for one’s vocation-
al development. The transferability of skills helps expand our vision of the kind

of work we could do in the future.

Course of the exercise
=% The trainers describe the idea of transferable skills.

=» With the assistance of the Workbook, the participants outline their job de-
scription, list the skills needed in their work and think about other work for

which these skills would be useful.

Instructions

Tell the participants what the transferability of skills means: a transferable skill
is a skill you have originally learnt in a different environment from the one in
which it is needed. For example, the organizational skills necessary in families
with children can be very useful when managing demanding work tasks, and ori-
enteering skills might help clarify and plan the progress of a work project.

Task

Ask the participants to reflect for few minutes the work tasks of their present job
and the skills necessary for these (Workbook page 13, Exercises 1 and 2). Allow

4-5 minutes for writing notes.

Next, ask the participants to circle the work skills they have acquired in previous
work tasks, hobbies or elsewhere outside their present work. In conclusion, ask
them to think about other work tasks in which their skills could be utilized (Ex-
ercise 3). If there is time, you can also put the participants into pairs and let them
work together on this exercise.
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Conclusion

Ask the participants what thoughts they had on benefitting from their skills, and
discuss these. You can also ask them to consider whether they can find some ex-
amples that show how they have benefitted from the transferability of skills in
their own lives.
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1.8. Working hours and leisure
time

Duration: approximately 30 minutes

Aim

This exercise deals with the role of leisure time in promoting well-being and in
counterbalancing work.

Course of the exercise
= To start with, participants think about stimulating hobbies as a group.

= Small groups think of hobbies that counterbalance work life, which they
note in their Workbooks.

=» Participants think of hobbies that personally suit them best.

Instructions

Leisure time has a central significance in promoting our ability to cope at work
and for our mental well-being. Ask the participants what kind of hobbies and
leisure time activities invigorate them and promote their ability to cope. What

makes them invigorating? Write down the answers on the flip chart. When the
group cannot think of any new hobbies, you can go over the list once again.

Task

Divide the participants into groups of three and ask them to list hobbies that
counterbalance different work situations (Workbook p. 14).

Allow 8-10 minutes for this.

Ask the participants to write down in the chart the hobbies that best suit them
or their own situation.

40



Towards Successful Seniority® group method - TRAINER’S MANUAL

Conclusion

You can conclude by asking the participants whether they obtained any ideas or
new thoughts on their own leisure time activities.
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1.9. Expectations of work lite

Duration: approximately 10 minutes

Aim
In this exercise, participants consider their own expectations of work life. The ex-
ercise contributes to processing their own career prospects and motivates them

to connect issues discussed during the programme to their own situations. This
exercise operates as a foundation for drawing up an action plan.

Course of the exercise

= Participants consider their career expectations and write them in their Work-

books.

Instructions

Depending on your schedule, you can either ask the group to work on the next
exercise as a group or to do it as homework.

Task

Ask the participants to open their Workbooks on page 16 and consider their
expectations and goals regarding work life, for example for the next five to ten
years. Allow approximately 10 minutes for this.

Conclusion

Ask some of the participants to tell you the kind of expectations they wrote
down and the parts of the programme that they think may be especially useful
for realizing their goals.

42



Towards Successful Seniority® group method - TRAINER’S MANUAL

110. Concluding the first day
and an overview of the next
day’s contents

Duration: approximately 15 minutes

Aim

'The aim of the concluding discussion is to summarize the day’s experiences and
to give participants an idea of the next day’s programme. This will be repeated at

the end of each day.

Instructions

Ask a short round of questions at the end of the day regarding the participants’
feelings and ask whether they have any questions on the section of the pro-
gramme covered today or on future sessions. Make sure that everyone has the
chance to speak.

Conclusion

Thank the participants for their input and for their contributions to the group
work.

Note

When the group has left, go over group members’ roles with the other trainer
and talk about how the roles affect the group atmosphere. Plan how you might
influence the roles if they are a threat to achieving a positive result.

As preventive means you can, for example, change the seating or composition of
the small groups so that they are more functional, plan to pay special attention
to certain participants or issues, or plan to interrupt if a group discussion begins
to digress.
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Finally, check the next day’s distribution of work and make sure that the class-
room is tidy for the next day and that the flip chart sheets are in the right order
on the walls. All this makes it clear that you respect both your own work and the
participants.
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sSession 2

The second session concentrates on the significance
of learning new things and professional development
in maintaining one’s own expertise and well-being in
today’s changing work life.
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2.1. Lite course and learning

Duration: approximately 20 minutes

Aim

'The aim of this exercise is to create a positive mental picture of learning and of
the significance of new knowledge for one’s own career. The participants become
acquainted with different learning concepts and learning difficulties.

Course of the exercise

= 'The trainers present the ageintegrated reflection model and, on the basis of
this, the group discusses the concept of lifelong learning.

=% 'The trainers tell the group about adult learning and learning difficulties. Par-
ticipants can reflect on their own learning styles by means of the learning
concept box in the Workbook.

Instructions

Present the age-integrated reflection model to the group (Workbook p. 19). Tell

them that it is advisable to consider each life phase and situation as a whole.

Start the discussion by asking the participants what thoughts the picture and the
concept of lifelong learning raise. You can write down the answers.

Possible ideas that may come up during the discussion:
e Society changes. The automation of industry, as well as the development of
computer technology and telecommunications, has led to the disappearance

of many professions and changes in job descriptions.

e Employment in your own profession may decrease so much that there is no
point in studying any further.

o As temporary jobs increase, more versatile project skills and specialist knowl-
edge are required of employees.
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e Some people have to change profession for health reasons and have to learn
a new profession.

e Expanding job descriptions may increase interest in work.

o 'The wisdom gained by experience is valuable.

If necessary, you can use the following auxiliary questions to encourage discus-
sion.

e Are adult studies worthwhile?
o Are recent graduates more competent?

o Is learning in general part of a given life phase? Is learning only meant for
young people?

Finally, ask the participants about the role lifelong learning has played in their
lives. Ask for some comments.

Thank the group for their ideas.
Discuss different ways of learning in groups.

Actual learning does not change when we age, but the ways in which we learn
may change, for example, learning things by heart may require more time. Mo-
tivation and personal interest in the matter contributes to learning. It is impor-
tant that everyone becomes aware of their own ways of learning in order to find
an effective, pleasant learning process. This positively influences both learning it-
self and the desire to take on new learning challenges later on.

As well as learning styles, it is important to recognize learning difficulties. In ex-
g ) p g 2y

treme cases these can cause lower self-esteem, burnout or reluctance to partici-

pate in self-development or work community development.

According to recent studies, adult learning difficulties are common. Behind neg-
ative attitudes connected with learning may lie learning difficulties, which may
manifest as, for example, difficulties in understanding when reading. When we
speak of learning difficulties we should understand that these do not affect a per-
son’s talent or intelligence, but that they merely reveal different ways of piecing
together and processing information.

Page 20 of the Workbook has a list of the different ways of learning. You can
briefly discuss which of these the participants prefer.
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Conclusion

Thank the group for their comments.
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2.2. Developing at work

Duration: approximately 45 minutes

Aim

'The aim of this exercise is to motivate the participants to consider their develop-
ment needs and opportunities to learn and study from a professional viewpoint.
Updating skills is necessary due to changes in work and work life as well as from
the perspective of personal well-being.

Course of the exercise

= Participants use their Workbooks to help them think of skills that would be
useful for them to develop and compile a development plan.

= 'They go through their plans in pairs.

Instructions

Before the exercise, inform the group that it is important to identify not on-
ly their own strengths, abilities and skills, but also to be aware of the skills they
need to develop. As skills are not necessarily permanent, it is worth keeping
them up to date.

Task

Ask participants to consider professional skills or skills connected to their work.
What skills should be reinforced or would be worth reinforcing (Workbook p.
21)? Allow few minutes for this task.

'Then ask them to write down in their Workbooks ideas for developing the way

in which they carry out their work. The participants can use the list of different
ways of learning for this exercise.
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Put the participants into pairs or small groups and ask them to go through the
development needs that arose and how these could be met. Participants can
add to their lists during the discussion. Allow approximately 10 minutes for the
discussion.

If there is not much time, you can move directly to the group discussion of the
exercise without the pair or small group work.

Conclusion

Ask the pairs or small groups to tell you what kind of issues they dealt with. Al-

ternatively, you could ask each participant to ofter one development idea.

‘Thank all the participants after the exercise.
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2.3. Managing work and career
changes

Duration: approximately 70 minutes

Aim

'The aim of the exercise is to anticipate various changes that may occur in work
and in one’s career, and to consider constructive courses of action for these situ-
ations, so that changes can be seen as positive opportunities.

Course of the exercise

= Using example cases, the group discusses the factors that cause uncertainty
in change situations and how one’s own actions can help in these situations.

=% Small groups brainstorm different change situations and deal with them ac-
cording to the model of the example case.

= Participants think about their own future changes using the Workbook.

Instructions

Start the conversation by reading or asking someone to read aloud J’s case (Work-

book p. 23):

’ ’ J has been working at the same workplace for a long time. Now the work-
place is implementing changes that mean that ] would become a member
of a work group. ] has previously mainly worked alone. He feels insecure
about his future.

Write Changes at the workplace on the flip chart or the shared online platform
you use for online implementation and ask the participants why J feels insecure
moving to a work group. Write one column for insecurity factors and another for
solutions. Try to record the suggestions that arise in the discussions and make
them into concrete plans of action for J.
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Task

Divide the participants into small groups.

Ask them to think of a change at the workplace that has an impact on the work
situation or the performance of work, and to break the problem down in the
same way as above: What about this change might cause uncertainty and how
should a person act in such a situation?

Ask the groups to write down their thoughts either on the flip chart or the
shared online platform.

If you only have a few participants, you can ask each small group to choose two
possible changes at the workplace. Allow approximately 20 minutes for this ex-

ercise. Circulate the groups and allow extra time if needed.

Ask each small group to present a workplace change and ways in which to cope.

Note

Try to direct the solutions so that the person being aftected by the change is the
actor. For example if someone suggests that the supervisor should intervene, you
can ask the participant how they might take the matter up with the supervisor
and thus progress further.

Task

Finally, ask participants to open their Workbooks on page 24 and complete
Work and career changes exercises 1 and 2. Tell the participants that they may
use the suggestions on how to act that they made during their group work for
this exercise.

Conclusion
Discuss with the participants how they have acted in workplace change situa-
tions and what impact their actions have had. It is advisable to pay particular at-

tention to the positive effects of their actions in change situations.

Finally, thank the participants.
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2.4, Information interview

Duration: approximately 45 minutes

Aim

The aim of the information interview is to encourage the participants to find
new perspectives to their own future plans.

Course of the exercise

= A visitor is invited to join the group to be interviewed by the participants on
career issues.

=» 'The interview questions are pre-planned.

Instructions

Preferably invite a person with a long work history in the organization to the in-
formation interview. This person does not necessarily have to be in a high posi-
tion, but rather someone who considers their work meaningful. They should be
suitable for a positive role model.

This exercise is interesting to the participants because they get acquainted with
actual career paths and may also obtain additional information on dealing with
different changes at the workplace.

In order to keep to schedule it is useful to offer the visitor information in ad-
vance. This ensures that there is time to cover important matters within the given
time frame (approximately 45 minutes). If you need support in briefing the visi-
tor, you can use the Invitation to the information interview on p. 80.

Inform the group by way of introduction that the aim of the information inter-
view is to offer new perspectives to career planning and work life.
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Task

Ask the participants to think for approximately five minutes of questions they
would like to ask the visitor. Page 25 of the Workbook has space for these ques-
tions.

'The questions can, for example, relate to achieving goals, changes at the work-
place and work contents.

Conclusion

Conclusion and an overview of the next day’s contents (see General instructions

pp- 21-22).
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Session | 3

The third session concentrates on work community
issues.

During this session participants consider their own roles and support and in-
formation channels, and practice managing conflicts in the work organization.
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3.1. Work organization
structures and job descriptions

Duration: approximately 20 minutes

Aim

'The aim of this exercise is that participants recognize their own roles in their
work community and consider whether these roles are in conflict with one an-
other. This exercise acts as an introduction to the social conflict exercise on the
next page.

Course of the exercise

= Participants discuss various work roles and related conflicts as a group.

Instructions

Begin the discussion by telling the group that an organization’s internal structure
consists of employees in different roles. Roles are connected on the one hand to

. . b
performing work tasks (job role) and on the other hand, to an employee’s sta-
tus in relation to other work group members (team role). Different organizations
have different structures. Some organizations have distinct roles and an internal
hierarchy between these roles.

An employee may see their role and role-related goals as somewhat unclear and
contradictory. Vague roles are a central cause of work stress. Therefore it is use-
tul to think about one’s own work community roles and any expectations regard-
ing these.

Discuss briefly as a group the sort of ambiguities regarding job and team roles
that may exist in a work community. Have the participants been in a situation in

which others’ expectations of them were confusing? How did they resolve these
situations?

Conclusion

Briefly go through the thoughts this conversation raised among the participants.
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3.2. Resolving work community
contlicts

Duration: approximately 45 minutes

Aim

'This exercise covers social conflict situations that the participants may encounter
in a work community. They will think about the reasons behind these conflicts
and find constructive solutions by means of example cases.

Course of the exercise

= Participants discuss conflict situations at the workplace by means of exam-
ple cases.

= "They choose their own ways in which to resolve these situations.

Instructions

Begin the discussion by reading or asking a participant to read aloud M'’s exam-

ple case (Workbook p. 29).

, , New employees joined M’s department. One day M'’s supervisor assigned
her a task that was challenging, but which she felt she performed well.
Later M accidentally overheard colleagues wondering why the task had
been given to her even though, in their opinion, she was not at all quali-

fied for it.

Consider together why this situation arose. Write down background factors.
'Then ask what solutions they would suggest for dealing with the situation. Re-
cord the solutions beside the background factors.
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Possible solutions:

e open flow of information and discussion
e disclosing one’s own expertise

e well-defined rules

e assessment of actions and results.

Conclusion

Finally, ask the participants to state which means mentioned in the discussion
they would personally use in the event of a conflict.

If there is still time, you could for instance circle the most popular means on the

flip chart or ask the participants to like their favourite solution proposals by us-
ing the comment voting feature.
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3.3. Personal networks and
social support

Duration: approximately 20 minutes

Aim

Social support promotes our health and well-being as well as ability to better
manage our career. The goal of this exercise is to recognize the significance of so-
cial support and to recognize people who can offer support and important infor-
mation regarding work.

Course of the exercise

= Participants discuss sources of support and the kind of situations for which
support and information are available.

= Participants draw their own support networks in their Workbooks.

Instructions

Inform the group that close social relations are important for support and men-
tal well-being, but that acquaintances may also be a source of information on, for
example, how to carry out their work tasks. Lack of support may make it harder
to cope with work. If you feel that you do not receive enough support, it is im-
portant to think about which people or sources may have information regarding
work-related or career issues and how might you contact them.
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Ask the group the following questions. Write the answers.

1. Who are the people who offer you support in difficult work-related
issues?

Possible answers:

e co-workers

® supervisor

® spouse

e friends

e acquaintances, relatives

e occupational health physician or nurse.

2. What other kind of help or information can you find through collabo-
ration or networks?

Possible answers:

o help and advice regarding work tasks

e discussion can help in challenging situations

e information on job or assignment vacancies

e information on what to do when changes take place at the workplace.

Task

Ask participants to individually complete exercises 1,2 and 3 on page 30 of their
Workbooks.

Allow 5-7 minutes for this task.
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3.4. Expanding personal
networks

Duration: approximately 25 minutes

Aim

'The aim is to activate the participants to use and expand their own networks.

Course of the exercise

= One of the trainers explains the idea of a personal network to the partici-
pants.

= 'They reflect in groups on what might cause difficulties in expanding net-
works and how these can be overcome.

= Participants devise a plan in their Workbooks for expanding their own per-
sonal networks.

Instructions

Draw a picture of an expanded network on the flip chart or, in online implemen-
tation, share your computer screen (network picture p. 63).

First explain the idea of a personal network to the participants:

' Constructing a network begins with one person. This first link can be an-

® ybody, for example a co-worker, relative or an acquaintance. This person
knows a lot of people, among whom there may easily be someone who has
information regarding issues related to performing work tasks or who is
otherwise able to answer career-related questions. In a network it is not
essential to directly know all these people; all you need is to get to know
about them through your own proactiveness and through other people.

61



Towards Successful Seniority® group method - TRAINER’S MANUAL

Note

It is advisable to have an example case of your own, for example, how through
your personal network you obtained help in work-related issues, information
on job vacancies or perhaps heard of vacant housing. Your example case should
make the functionality and profitability of a network clearer.

Ask the participants to consider why creating connections with people who
might provide important information might prove difficult.

Record their answers.

How can you promote interaction in these situations? Enter solutions next to

the suggested difficulties.

Task

Ask participants to think of new people for their personal network with the help
of their Workbook exercises (pp. 31-32): What kind of co-operation may help
them in their work and how might they promote interaction with co-operation
partners? Remind the group that they may use the methods written.

Participants can outline their own network on page 33 of their Workbooks.

Conclusion

Finally, discuss whether the participants gained new perspectives to the use of
Y p p g persp
personal networks from this exercise and what thoughts their own network in-

spired.
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3.5. Controlling your workload

Duration: approximately 70 minutes

Aim

'The aim of the exercise is for participants to learn to prevent work overload by

controlling their workload. To achieve this, they should learn to set themselves

limits and learn to clearly express their needs and desires.

Course of the exercise

= 'The trainers present three examples of a situation in which a supervisor as-
signs a job to a busy employee. Participants provide proposals for construc-

tive courses of action.

= In small groups, they rehearse how to act in such stressful situations.

Instructions
Inform the group that an overly conscientious employee may find it hard to re-
fuse new work tasks, even when they are already having trouble keeping up with

their existing work.

It is important to be able to express your needs, desires and opinions in order to
avoid burnout or workplace conflicts.

One of the trainers can play the supervisor’s role and the other can play the em-
ployee. Act out the first two example situations according to the dialogue below.
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Example situation 1

S = supervisor

E = employee

Location: employee’s room

'The employee is writing at their desk. The supervisor walks into the employee’s
room. In online implementation, you can also act out a situation in which the su-

pervisor makes a video call to the employee.

S Hi, this report needs to be finished as soon as possible. How soon do you
think you can do it?

E (sits slouched, avoids eye contact with the supervisor, answers hesitantly) 1
might get it done by tomorrow if I work overtime.

S Excellent! I'll let the customer know that I'll send it over first thing in the
morning.

Inform the group that the following incident takes place approximately one year
later. Stress that the characters are the same people as in the previous example.

S Hi, this report needs to be finished as soon as possible. How soon do you
think you can do it?

E (aggressive pose, stares at the supervisor, shouts) You can forget it! I'm not
going to work overtime for it! Sometimes it feels like nobody else does any-
thing round here!

Supervisor leaves the room embarrassed or ends the video call.

Ask the participants for advice on how an employee should act constructively in
this situation. Write down the advice.

Now act out the situation again, observing the participants’ advice.
gain, g p p
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Example situation 2

Inform the group that again the characters are the same as before. However, the
employee is now prepared for the conversation.

S Hi, this report needs to be finished as soon as possible. How soon do you
think you can do it?

E What was the schedule you had in mind?

S It would be nice if I could send it tomorrow.

E (sits upright, looks directly, answers with a calm voice) I'm sorry, but I can’t
do it without working overtime. I need to finish this other pressing task first,

so I don't think I'll be able to finish your report until the day after tomorrow.

S Well, I'll negotiate with the client and if it can’t be rescheduled, I'll ask some-
one else to do it.

Discuss with the group what exactly the employee did difterently. Add the miss-
ing points to the flip chart.

Task

Divide the participants into groups of three to take the roles of supervisor, em-
ployee and observer.

Now ask the participants to consider how they would act in a stressful situation
like the one above. The participants write a short interaction in their Workbooks
(p.35) and present it to the group. The participants take turns to play the roles of
supervisor, employee and observer. The job of the observer is to follow the exer-
cise and to point out to the employee in which particular aspects they succeeded
and which of their actions helped the situation progress constructively.

Conclusion
Finally, discuss what thoughts playing the employee’s role inspired.

Conclusion and an overview of the next day’s contents (see General instructions

on pp. 21-22).
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Session 4

During the fourth and final session, participants
concentrate on drawing up a career plan.

Before this they more extensively discuss stress management and how to keep
control of one’s workload.
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4]. Stress management

Duration: approximately 50 minutes

Aim
In this exercise participants look at how to recognize and predict typical warn-
ing signs of stress and burnout on both general and personal level. They compile

a list of active means of stress management and a plan to restore their well-be-
ing in stressful situations.

Course of the exercise
=» Relaxation exercise.

= 'The group discusses mental well-being and stress warning signs. Participants
consider courses of action to relieve stress.

= Participants write down their own warning signs and successful methods for
counteracting them in their Workbooks.

=» 'The group discusses the use of alcohol as a means of coping with stress and
fills in the AUDIT addiction test form.

Instructions

If you wish, you can begin the exercises with a short relaxation exercise. There is

one at the end of this Trainer’s manual (Appendix 3, p. 82), but you can also use

a different exercise.

Begin the discussion by asking the participants how mental well-being can be
seen and how a person knows that they are well.

Continue the discussion by telling the participants that stress or burnout may

have distinct warning signs. Ask the participants which signals generally show
that a person is either stressed or burnt out. Write down the answers.
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Typical answers might be

exhaustion, trouble sleeping

being bad-tempered, tension

headache and other physiological symptoms

withdrawal, apathy

increased alcohol consumption.

For later discussion it is advisable to mention that even a small increase in alco-
hol consumption is a warning sign of stress and burnout. Add “heavy or regular
alcohol use” to the list if the group did not spontaneously mention it.

Ask the participants to consider what they should do if they detect in themselves

any of the warning signs of stress or burnout that came up in this discussion. Re-
cord the proposals next to the warning signs.

Note

For each warning sign, write a proposed solution.

Task

Ask the participants to consider whether they have noticed typical warning signs
in their own behaviour (Workbook p.39). Ask them to reflect on ways in which
to help them deal with the situation. Allow 8-10 minutes for this task.

Finally, ask the participants what means they use to overcome stressful situa-
tions. You can tell them it may be helpful to refer back to these Workbook pag-
es now and then in the future.

In conclusion, discuss alcohol consumption.
If there is time, you can fill in the AUDIT addiction test form at the end of the
Workbook, which occupational health services generally use. Allow four minutes

to complete the form. Inform the participants that they can compare their score
with the table on the next page. If required, they can fill in the form at home.
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Remind them that the effects of alcohol are typically relaxing at first, but that
continuous alcohol consumption impairs sleep quality, even when the amounts
consumed are small. Finally, stress that the AUDIT addiction test form results
will remain known only to themselves. You may also inform them that the pur-
pose of the form is to offer tools for monitoring their own consumption. If the
participants become worried about their own alcohol consumption or ask for ad-
ditional information on the effects of alcohol, you can encourage them to contact
their own occupational health services or their own doctor.

Note

'The employer is responsible for their employee’s safety and health at work. As
well as the employee’s physical and mental safety, the employer is also obliged to
monitor the work community’s social functionality, which should already be tak-
en into consideration when designing work and the work environment. Howev-
er, one should remember that in order to move things forward, it is important to
participate actively and constructively in presenting needs for change and in de-
veloping activities.
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4.2. Managing your work anad
career

Duration: approximately 45 minutes

Aim

The aim is to encourage participants to think about their expectations and the
opportunities of their future career. This exercise acts as a basis for an action plan.
'The participants also receive information on opportunities for flexible working
time arrangements.

Course of the exercise

= 'The group discusses the contents and significance of work through an exam-
ple case.

= Participants look at different options for work and working time arrange-
ments.
Instructions

Read or ask someone to read aloud the following example case (Workbook p.
43).

, , L had been working as a nurse in a hospital for a long time. Suddenly a
head nurse’s position opened up and L was asked to take it. L hesitated but
finally agreed to accept the position. After some time, however, L noticed
that the work was no longer enjoyable.

Discuss in the group what had happened to L. Write down the answers.
'Then ask for ways in which to resolve the situation. What should L do?
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Continue the discussion by informing the group that temporarily lightening
your workload or some other arrangement is sometimes necessary to, for exam-
ple, facilitate commuting or a particular life situation. Ask the participants what
sort of options they know of that are already in use.

Make sure that the following arrangements are mentioned:

e sabbatical

study leave

reduced working hours

e part-time work

e partial retirement.

Page 73 contains brief explanations of these options. Stress that all agreements to
lighten one’s workload must always be negotiated with one’s employer. The em-

ployer has no obligation to arrange, for example, part-time work.

It is advisable to provide up-to-date information on working time arrangements.

Note

It is important to discuss the options specifically available in the participants’
own organization. It is useful if you can provide the participants with material
on the opportunities their employer offers regarding flexible work, other work-
ing time arrangements or, for example, retirement.
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Flexible working time
arrangements

Sabbatical

A sabbatical refers to a longer-term unpaid leave of absence from work. Some
sabbaticals may also be statutory, for example, study leave.

Part-time work

Part-time work refers to work in which the employee’s working hours are short-
er than regular working hours.

Reduced working hours

Reduced working hours refer to a temporary solution in which the employee
and the employer agree to reduce the length of the employee’s working day for
a fixed period.

Partial retirement

Taking partial retirement means changing from full-time work to part-time
work, in which case a pension covers part of the diminished earnings.

Note

Possibilities for working time arrangements may vary. All agreements must al-
ways be negotiated with employer.
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4.3. Summary of the
programme

Duration: approximately 10 minutes

Aim

'The aim of the exercise is to sum up the tools for promoting one’s own work, ca-
reer management and well-being that have been covered during the programme.

Instructions

Allow the participants few minutes to flip through their own Workbooks and
recall the themes covered during this programme. Then ask them which of the
topics or themes have been most useful or important from the point of view of
their own work and ability to cope at work.

Write these down on the flip chart and leave them on display for the partici-
pants.

Tell the participants that the next task is to compile an action plan to achieve a
concrete work or career target.
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4.4. Action plan

Duration: approximately 15 minutes

Aim

'This exercise forms the basis of an action plan. Participants think about their
own lives and their objectives six months from now as concretely as possible.

Instructions and task

Ask every participant to think as specifically as possible of how they see their
own situation as regards work management, well-being at work, work and leisure
time six months from now and to describe this in their Workbooks (p. 46). If a
participant is content with their situation, they can write down the things they
would like to remain unchanged.

Note

Irrespective of the clarity of their career plans, everyone should compile an in-
dividual personal action plan concerning their careers. The plan may be either a
precise, immediate action plan regarding a specific work issue, or a far-reaching
career plan.

'The main issue is that the action plan is realistic, as specific as possible and in-
cludes a plan for potential setbacks. A plan based on good self-knowledge and
active readiness increases both the ability to cope with one’s workload and the
likelihood of successful work solutions.
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4.5. Interim goals

Duration: approximately 30 minutes

Aim

'The aim is to compile a concrete, scheduled action plan to reach targets.

Task

The Workbook (pp. 47-50) contains a space for an action plan. Ask the
participants to consider their goals regarding their work tasks, development and
expertise and how they might achieve them. Interim goals should be as specific
as possible and pertain to the near future. Reaching interim goals motivates a
person to proceed with determination towards a main goal.

If there is time after completing the exercise, you can divide the participants into

pairs or small groups to discuss their respective action plans, for approximately
seven minutes.
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4.6. Committing to your action
plan

Duration: approximately 30 minutes

Aim

'The aim is to commit each participant to their own action plan to promote their
career management.

Instructions and task

Ask participants to open their Workbooks on page 50 and write down their ac-
tion plan in one or two sentences in the space provided. There is also “an empty
picture frame” on page 55, in which participants can put their own action plans
in the form of a drawing.

After the exercise, ask the participants to tell you about their action plans one at
a time. There is, however, no obligation to make the action plan public if a par-
ticipant does not wish to do so.

'Then ask the participants to familiarize themselves with the form on page 53
of the Workbook, designed for feedback discussions or performance appraisals
with their supervisors. Inform the group that the form acts as a checklist of what
has been covered during the programme and that they can use it in performance
appraisals as well as in feedback discussions with their supervisors. If you wish,
you can present your own performance appraisal form. It is preferable that par-
ticipants fill in the form during the group work.

Conclusion
After the exercises, discuss how the week’s programme has helped the partici-
pants develop goals and promoted work management and their ability to cope

at work.

Finally, thank the participants for their action plans.
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Concluding the programme

If you would like to arrange a post-programme meeting with the group, you
can do so at this point. In the post-programme meeting you can sum up the ac-
tion plans devised during the programme, assess their implementation and make
plans for any further action. A suitable date for the meeting is approximately six
months after the programme.

Instructions

Collect the participants’ written feedback on how successful this programme was
for them. You can ask for feedback on your own tutorship, group arrangements
and other things related to the course. You can use the feedback form in Appen-
dix 5 (p. 84) of this manual.

Conclusion

Be sure to thank the participants for their involvement and wish them a good
journey towards their planned goals.

Finally, distribute the course certificates.
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Appendices of trainer’s manual

1. Invitation to the information interview

2. Participants’ contact details

3. Relaxation exercise

4. Form for feedback or performance appraisals with your supervisor

5. Group participant feedback form
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Appendix 1

Invitation to the information interview

Welcome to the information interview!

Thank you for consenting to be a visitor in the Towards Successful Seniority® program-
me. The information interview is a part of the programme in which we deal with ques-
tions related to career management, lifelong learning and the ability to cope. We feel
that when a person with a long career shares their thoughts or brings forth new posi-
tive viewpoints on self-development, continuing at work and managing changes, this
enables course participants to further develop their own career plans.

Coming to the information interview does not require any special arrangements on
your part. We will try to make sure that the most central development goals are add-
ressed through the participants’ interview questions within the time reserved for the
interview (approximately 45 minutes). The questions may pertain to, for instance, the
turning points of your career, working time arrangements or balancing work and leisu-
re time. It would also be beneficial to hear of situations in which you have taken an ac-
tive role in moving matters forward. Each person’s career is personal and different and
we are particularly interested in your experiences and choices.

Time and place of the visit or link to online meeting:

Place/link

Date —____ Time
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2

Participants’ contact details

Office/department

Telephone

May be copied!
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Appendix 3

Relaxation exercise

Find a comfortable position in your chair. You can take your shoes off. During this exer-
cise you don’t have to do anything, just let things happen of their own accord. Now let
your feet and hands relax.

Picture yourself in a place you find nice and calm. It might be your own bed, a forest
where you gather mushrooms, or the jetty of your summer cottage. It has to be a place
where you can be calm, be yourself and concentrate on your own feelings. It is easy for
you to go there and to be there. Breathe calmly and feel nice and safe.

Calmly breathe in and out. Concentrate on your breathing. You can feel your shoulders
relax. They begin to feel heavier. They drop down every time you breathe out. Sounds
around you fade, move further away and no longer feel interesting.

You feel how a warm and relaxed feeling descends on the crown of your head and from
there moves onwards to your forehead. Your thoughts calm down. A warm and relaxed
feeling descends further to your temples, eyes, down your cheeks and down to your
chin. Your face relaxes and warmth spreads to your ears, from there onwards to your
neck and neck muscles.

You breathe calmly in and out. A warm, relaxing feeling descends through your shoul-
ders to your upper back, shoulder blades and your chest. Your whole upper body

is calm and relaxed. All the strain that might have been there trickles down to your
arm muscles, elbows, wrists and out through your fingertips. A relaxed, calm feeling
descends further to your diaphragm, stomach, lower back and pelvis.

You now feel the warmth spreading to your thighs and knees; it trickles further down

to your legs and calves. Your feet rest heavily on the floor. Your ankles, heels, feet and
toes also relax.

Your whole body feels warm and relaxed. Your surroundings feel safe and peaceful. In
your familiar place you summon up your resources and strengths. Breathe evenly and

feel how you trust in your own resources. Rest for another moment.

When you feel refreshed, open your eyes.
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Appendix 4

Form for feedback or performance appraisals with your
supervisor

Attached is a list of topics you can bring up with your supervisor. An empty space has been pro-
vided at the end for any other important questions that may have come up during the program-
me.

e What goals do you have regarding your work and career?
o Arethese goals realized in your present job?

e What opportunities do you have to use your expertise in your present job? How would you
like to develop your professional skills?

o What needs do you have to develop your work ability and promote your well-being at work?

e What changes would you like to see in your work?
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Appendix 5
Group participant feedback form

Please tell us about your thoughts regarding the Towards Successful Seniority® group
method and working during the programme.

1. What was the most important tool for your own career management and well-being that you
received during the programme?

2. How do you plan to make use of the things you learned during the programme in your work?

3. How did working in a group feel? Was it easy to share your thoughts?

4. Was there too much or too little discussion on certain issues during the programme?

5. What other thoughts do you have?
(You can comment on, e.g., the teaching, trainers, material or presentation.)

May be copied!
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