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Occupation and Learning Process Module 

ά!ƪŀōŀƴŘƻ ƪΩƛƳƛƴǎƛ ƎŀŎƛōǿŀ ƪŀǊŜ ƪŀƪŀōƛƪǿŀ ƪǳǊŜέΥ hƴŜ ōŜǘǘŜǊ ǘƘƛƴƪǎ ƻŦ ǘƘŜ 

future while in the present. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Occupation and Learning Process Module Objectives 
 
By the end of the module participants will be able to: 
 

V Create a collaborative, supportive and safe learning environment 

V Work effectively as individuals and as team members as they strive towards 

understanding and fulfilling the requirements of their chosen qualification 

V Describe the qualification and course requirements 

V Identify their own personal values, strengths and areas of challenge or 

weakness 

V Set goals and develop plans to reach them 

V Identify their preferred way of learning 

V Take initiative for learning new skills 

V Monitor their own progress towards reaching goals 
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Module Overview 

Module 1: Occupation and Learning Process 

Learning unit Session Duration of session Learning outcome Activities 

Learning unit 1: 
Participate as part 
of a team and 
respect the rules 
of the training 
environment 
 

Session 1: Introduce 
oneself and get to 
know one another   

100 Minutes 

 

 

 

L.O 1.1: Introduce oneself 
and get to know one 
another 

Activity 1: Introduce the module 
and set Expectations on TVET 
Complementary Modules 

L.O 1.2: Integrate in team Activity 2: Build Relationships 
through musical chair Exercise 

Session 2: Relationship 
& Trust Building 

100 minutes L.O 1. 3: Develop 
communication and team 
work skills 

Activity 1: Build Trust 

Session 3: Norms & 
Requirements 

200 minutes L.O 1.4: Participate in 
setting rules and adhere 
to them 

Activity 1: Set the Norms / Rules of 
the Workshop 

Activity 2: Assign Group 
Responsibilities 

Activity 3: Track Your Own 
Learning 
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Learning unit 2: 
Explain the 
occupation and 
learning process 

Session 4: Orientation 
to the Course 

200 minutes L.O 2.1: Describe the 
main/major elements of 
occupation 

L.O 2.2: Explain about the 
qualification 

Activity 1: Explain the Goals and 
Overview of the Work Readiness 
Curriculum 

 

Learning unit 3: 
Respect the 
facilitation and 
apply learning 
methods 

Session 5: Learning 
New Skills 

250 minutes L.O 3.1: Engage in active 
and participatory learning 
methods 

Activity 1: Introduce the session 

Activity 2: Link learning styles with 
Learning Strategies 

L.O 3.2: Describe the 
assessment procedures 

Activity 3: Assess Learning Style 

Learning unit 4: 
Develop personal 
plans based on 
self-assessment 
practices 

Session 6: Setting 
Goals and Making 
Plans 
 

350 minutes L.O 4.1: Identify values, 
skills and interests  

Activity 1: Discuss Values, Beliefs 
& Qualities 

L.O 4.2: Assess values, 
skills and interests 

Activity 2: !ǎǎŜǎǎ ƻƴŜΩǎ {ƪƛlls and 
Qualities 
Activity 3: Show how you are 
unique 

L.O 4.3: Set goals  Activity 4: Set Goals 

L.O 4.4: Develop plans Activity 5: Achieve Goals 
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Documentation Requirements: 

Ç Handout 1.0 Self-Assessment: Occupation and Learning Process 

Ç Handout 1.1: Work Readiness /Entrepreneurship Themes 

Ç Handout 2.1: How to Build Trust 

Ç Handout 3.1: Full Value Contract 

Ç Handout 5.1: Learning My Way 

Ç Handout 5.2: How Do I Learn Best? 

Ç Handout 6.1: Examples of Values, Beliefs and Desirable Qualities. 

Ç Handout 6.2: Skills and Qualities Assessment 

Ç Handout 6.3: Skills and Qualities 

Ç Handout 6.4: My Goal Tree  

Ç Handout 6.5: Setting goals 

Ç Handout 6.6: Achieving Goals 

Ç Handout 6.7: Setting and Achieving Goals 

Ç Handout 6.8: Steps to Achieving My Goals template 

Ç Trainer Tool 1.1: Work Readiness /Entrepreneurship Themes 

Ç Trainer tool 1.2: Overview of TVET complementary modules 

Ç Trainer Tool 5.1: Learning Style Scenario 

Ç Trainer Tool 5.2: Instructions for making a bird 

Ç SAMPLE1: Construction and building services 

Ç SAMPLE2: Hospitality 

Ç SAMPLE 3: FLOWCHART: TVET Certificate I in Hospitality: Culinary Arts 
Curriculum 
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Hand out 1.0 Self-Assessment: Occupation and Learning Process 

There are no right or wrong ways to answer this survey.  It is for your own use during this course.  The trainer will read a skill that is listed in 
the left column.  Think about yourself:  do you think you can do this? How well?  Read the statements across the top. Put a check in column 
ǘƘŀǘ ōŜǎǘ ǊŜǇǊŜǎŜƴǘǎ ȅƻǳǊ ǎƛǘǳŀǘƛƻƴΦ  !ǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘƛǎ ƳƻŘǳƭŜΣ ǿŜΩƭƭ ǘŀƪŜ ǘƘƛǎ ǎǳǊǾŜȅ ŀƎŀƛƴΦ  

My experience L ŘƻƴΩǘ ƘŀǾŜ ŀƴȅ 
experience 
doing this. 

I know a little 
about this. 

I have some 
experience 
doing this.   

I have a lot of 
experience with 
this. 

I am confident in 
my ability to do 
this.  

Knowledge, skills and abilities 

Create a collaborative, supportive and safe 
learning environment 

     

Work effectively as individuals and as team 

members as they strive towards 

understanding and fulfilling the 

requirements of their chosen qualification 

 

     

Describe the qualification and course 

requirements 

 

     

Identify their own personal values, 

strengths and areas of challenge or 

weakness 
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My experience L ŘƻƴΩǘ ƘŀǾŜ ŀƴȅ 
experience 
doing this. 

I know a little 
about this. 

I have some 
experience 
doing this.   

I have a lot of 
experience with 
this. 

I am confident in 
my ability to do 
this.  

Knowledge, skills and abilities 

Set goals and develop plans to reach them 

 

     

Identify their preferred way of learning 

 

     

 Take initiative for learning new skills 

 

     

Monitor their own progress towards 

reaching goals 
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LEARNING UNIT 1: Participate as part of a team and respect the 

rules of the training environment 

 

 

 

Note: Session 1 has 100 minutes which should be allocated 

according to the objectives of the activities 

 

 

 

 

 

 

 

 

ñ Key Topics ñ 
¶ Introductions and expectations 

¶ Goals and overview of the course 

¶ Course agenda and logistics 
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?Activity 1: Introduce the module and set Expectations on TVET 

Complementary Modules  

Note to Trainer: For the link to the module name, learning unit and learning outcomes at 
the beginning of each box throughout this manual, refer to the table, Overview of TVET 
Complementary Modules. 
 

ê Occupation and Learning Process; learning unit 1, learning outcome 1.1 
V Objectives - By the end of the activity, participants will be able to: 

a. Introduce themselves and get to know one another better 
b. Identify their expectations for the course 
c. Have an idea of main topics in the curriculum? 

% Methodology: pair share, small group work, large group discussion 

! Materials and Preparation: flipchart paper, markers, tape, pictures representing 

modules 
Ç Make copies of the pictures in Trainer Tool 1.1: TVET complementary 

modules Themes and/or find other pictures that represent the different 
modules (You will need to find or draw pictures related to the trade you are 
teaching.). Depending on the number of participants and the number of 
modules in the course, you may need to make more than one copy of each 
picture so everyone gets a half of a picture.  

Ç Cut the pictures in two pieces (not in a straight line but similar to that of a jigsaw 
puzzle piece). 

Ç Post simple instructions for this activity on board or flip chart. 
 

Steps: 
 

1. Fold up the picture halves and put them in a basket or box. 
 

2. Welcome participants to this session. Introduce yourself and your role, and express your 
excitement about having everyone in this course for the coming months. Explain the 
purpose of this introductory module:  to give them a clear picture of the content and 
structure of the course ς what they will be learning and how they will learn it.   By the 
end of this first module, they should begin to feel comfortable with each other; know 
Ƙƻǿ ǘƘŜƛǊ ŜȄǇŜŎǘŀǘƛƻƴǎ ƳŀǘŎƘ ǘƘŜ ŎƻƴǘŜƴǘ ƻŦ ǘƘŜ ŎƻǳǊǎŜΤ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ΨōƛƎ ǇƛŎǘǳǊŜΩ ƻŦ 
the course; and be introduced to ways in which teaching and learning will take place. In 
addition, they will assess their own values, skills and interests and learn how to set and 
reach goals.      

 

3. Explain that we will get started by doing 
an activity in which they will get to know 
each other.   Give the instructions to the 
activity before you get started: 

  
Tell participants that they are each 
going to select a folded piece of paper 

ĔTrainer Tip Ĕ 
Trainers should participate in this 
activity as well to help develop 
rapport and create a relaxed, open 
environment. 
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from the container.  The folded piece of paper is half of a picture. Each person 
should find the missing half of their picture.  Do this by walking around the room and 
ǘǊȅƛƴƎ ƻǳǘ ŘƛŦŦŜǊŜƴǘ ǇŜƻǇƭŜΩǎ ǇƛŜŎŜǎΦ ²ƘŜƴ ǘƘŜȅ ŦƛƴŘ ǘƘŜ ƳŀǘŎƘΣ ǘƘŀǘ ǇŜǊǎƻƴ ǿƛƭƭ ōŜ 
their partner. With their partner, they should do the following (post these on the 
wall and read together):         

 

a. Introduce themselves and share something about their background & why they 
are here. 

b. Find two things they have in common (favorite food, musician, sport; same middle 
ƴŀƳŜΤ ōƻǊƴ ǘƘŜ ǎŀƳŜ ȅŜŀǊΧύ 

c. Discuss the picture they have and how they think it relates to the course. 
d. Discuss their expectations of the course. 

 
4. Have participants select a folded paper and begin the activity, telling them they have 10 

minutes to find a match and answer the questions.     
 

5. After 10 minutes, reconvene the full group. Have each participant present their partner 
and expectations. Write their expectations down on flipchart as they say them. Explain 
that the expectations will also be considered during the next activity when the goals and 
overview of the course are presented, to see where expectations may or may not be 
able to be addressed.       

 
6. Have each pair share how they think their picture relates to the course. Discuss the 

technical areas they will be learning about as well as the work readiness topics found in 
the pictures in Handout 1.1: TVET complementary modules Themes in the Participant 
Handbook and discuss.         

 
7. Provide a general overview of the course and discuss any logistics (days and times you 

will meet, etc.). Explain that in the next lesson we will learn more about the content of 
the course.       
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Trainer Tool 1.1: TVET Complementary modules 
 

Note to Trainer: !ŘŘ ƻǘƘŜǊ ǇƛŎǘǳǊŜǎ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ǘŜŎƘƴƛŎŀƭ ǘǊŀŘŜ ŀǊŜŀΦ LŦ ȅƻǳ ŘƻƴΩǘ 
have access to a photocopier, find other pictures you can use or draw.  

 

Occupation and Learning Process Module 
-------------------------------------------------------------------------------------------------------------------------- 

 

Communication in the Workplace Module 



Occupation and Learning Process Module  ¢ǊŀƛƴŜǊΩs Manual 

Akazi Kanoze/WDA Complementary Modules Page 13 

 
Health, Safety, Security and Environment At 

Workplace Module 
----------------------------------------------------------------------------------------------------------------- 
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Entrepreneurship Module 
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Internship Module 
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Trainer tool 1.1: TVET complementary modules 
 
Note to Trainer: Add other pictures related to the technical trade area. 
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?Activity 2: Build Relationships through musical chair Exercise 
 

ê Occupation and Learning Process; learning unit 1, learning outcome 1.2;  
V Objectives - By the end of the activity, participants will be able to: 

a. Build better rapport amongst one another 
b. Begin to work as a team 

% Methodology: game, large group discussion 

! Materials and Preparation: flipchart paper, markers, tape, chairs 
Ç Arrange chairs in a circle (each person should have a chair). 

 

Steps: 
 

1. 9ȄǇƭŀƛƴ ǘƻ ǇŀǊǘƛŎƛǇŀƴǘǎ ǘƘŀǘ ƴƻǿ ǿŜΩǾŜ ƭŜŀǊƴŜŘ ǎƻƳŜǘƘƛƴƎ ŀōƻǳǘ ŜŀŎƘ ƻǘƘŜǊΣ ǘƘŜ ŎƻƴǘŜƴǘ ƻŦ 
the course, and the schedule, we are going to do some activities that illustrate the skills we 
will be developing over the course of the next few weeks.   
 

2. Tell participants that they are going to play musical chairs. When you clap, play 
music or sing, they should walk around the circle of chairs. When you stop the music, 
they should find a chair to sit in. Begin the process.       
 

3. Take away a few chairs and repeat the process. Tell them that everyone has to be on 
a chair when the music stops (At first participants will probably be competitive about 
getting their own chair but ultimately, they will need to share chairs).   
 

Take away a few more chairs and repeat the process until it no longer becomes 
possible for everyone to fit on a chair. Encourage creativity.    
  
 

4. Discuss the activity by asking:        
 

a. What happened in the activity? 
b. How did people feel at first about sharing a chair? 

c. What strategies did you use to get as many people on the chairs and how were 
those strategies determined? 

 

5. Relate the teamwork it took to get everyone on a chair to the teamwork it will take 
to participate in the workshop, and also to the teamwork they might encounter in 
their future work. Emphasize that the workshop will be a place where you all support 
each other and work together in different ways to cover the material and learn new 
skills.   
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LEARNING UNIT 1: Participate as part of a team and respect the 

rules of the training environment 

 

 

 

Note: Session 2 has 100 minutes which should be allocated 

according to the objectives of the activities 

 

 

 

 

 

 
 
 
 

ñ Key Topics ñ 

¶ Working as a team 

¶ Building trust 
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?Activity 1: Build Trust  
 

ê Occupation and Learning Process; learning unit 1, learning outcome 1.3 
V Objectives - By the end of the activity, participants will be able to: 

a. Develop mutual respect, openness, understanding, and empathy towards one 
another 

b. Develop communication and teamwork skills 

% Methodology: small group activities, pair work, large group discussion 

! Materials and Preparation: flipchart paper, markers, tape, small pieces of cloth for 
individual blindfolds 
Ç Find pieces of cloth that can be used for individual blindfolds. 
Ç Walk around the workshop area to decide which way you are going to send them 

on the trust walk. 

 

Steps: 
 
1. Explain that you are going to continue with some fun activities, each which will require 
ŜǾŜǊȅƻƴŜΩǎ ŦƻŎǳǎŜŘ ŀǘǘŜƴǘƛƻƴΦ ¢ƘŜǎŜ ŀŎǘƛǾƛǘƛŜǎ ǿƛƭƭ ƘŜƭǇ ǳǎ ǘƘƛƴƪ ŀōƻǳǘ ǘƘŜ ǿŀȅǎ ƛƴ ǿƘƛŎƘ 
we will work together in this course, and how we will develop good communication and 
team work skills that are needed in all 
workplaces.    

 
2. The Walk of Life Scene 1: Have 

participants find a partner. One of them 
should be blindfolded. Those who can 
see should leave their blindfolded partner temporarily to receive instructions (those 
blindfolded should not hear the instructions). 

 
Instructions: 
a) You are going to lead your friends for a special walk.  
b) Talk to them; tell them of the terrain and so on.  
c) Support them in difficulties. Their safety is in your hands.  
d) We are going in a single file, follow me (trainer). The co-trainer will be at the rear. 
 
The trainer leads the group through a series of outdoor obstacles for about 50 
meters or so. The path should be as challenging as possible.     

3. The Walk of Life Scene 2: Tell the group that it is beneficial for the former leaders to 
also have an opportunity of being led. Have the former leaders put on the blindfolds and 
call the seeing group aside for instructions. 

 
Instructions: 
a) You are going to lead your friends through a different journey. This time, no 

talking is allowed. 
b) You will lead a different person than your partner. 
c) Change the person you lead after every 30 seconds. 

ĔTrainer Tip Ĕ 
For health purposes, each participant 
should have their own blindfold. 
Make sure you have enough of them. 
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d) Do not talk or make yourself known to those you lead. 
e) The pace should be faster. 
f) A single file is not necessary so you can spread out.  
g) Their safety is in your hands. Be careful of obstacles, holes in the ground, etc.  
h) This activity will only be for 5 ς 10 minutes and for a shorter distance.   

4. At the end, call the leaders to one side. Ask the blind to take off their blindfolds. Debrief 
the three activities using the following questions: 

 
 
 
 

Debriefing Questions: (Begin with those who lead in Scene 1 then those in Scene 2.) 

a) Describe your experience. 
b) What was the behavior of your leaders? 
c) What made them good or bad? 
d) How was trust between you and your leader? 
e) What made trust develop or not? 
f) How did it feel not being able to communicate the second time? 
 
Trust is developed through good communication, showing that you care, being assuring, providing 
guidance, having open dialogue, etc. Trust is broken or never developed when these elements are missing ς 
lack of communication, lack of a caring attitude, lack of guidance, use of force, changing leadership styles 
and leaders abruptly, etc.  

General questions:  

a) What makes people build trust in others and in their leaders in organizations / groups /teams?  
b) What breaks trust between people and with their leader in organizations/groups/teams? 
c) What is the importance of trust in an organization/team/group? 
 
When trust exists between people, it can help to get work done faster, create a friendly working environment, minimize conflict and 
can motivate people to participate as active team members. Leaders can develop trust with the people they work with by being 
honest, reliable, fair, caring, open, competent and loyal.          
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4. Have participants turn to handout 2.1: How to Build Trust in the Participant Handbook. 

Review together and add any new ideas.        
 

Ask participants to think about the following question: As a leader in your personal or 
work life, what are you going to do to earn the trust of others? They should share their 
ideas with the person sitting next to them.  
 
 

Handout 2.1: How to Build Trust 

Several characteristics of good team members result in trust from the 

individuals they work with: 

¶ Honesty.  Being honest will show that you are trustworthy.   

¶ Reliability.  Reliable people are consistent and stable. They keep their promises. 

¶ Fairness.  Being fair means making unbiased decisions.  In order to be seen as fair, a 

leader should make standards clear and take the time to explain decision-making 
processes to the people affected by them. 

¶ Caring and Supportive.  The most trustworthy team members and leaders are the ones 

we can talk to about our worries and frustrations because they care. As long as you are 
trying your best, they will be supportive of you, even when you make mistakes. 

¶ Openness.  ¢ŜŀƳ ƳŜƳōŜǊǎ Ŏŀƴ ōǳƛƭŘ ǘǊǳǎǘ ōȅ ōŜƛƴƎ ƻǇŜƴ ǘƻ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ƛŘŜŀǎΣ ŜǾŜƴ 
when they ŀǊŜ ŘƛŦŦŜǊŜƴǘ ŦǊƻƳ ƻƴŜΩǎ ƻǿƴΦ  

¶ Competence.  Trustworthy team members and leaders have the skills and knowledge to 

perform their roles and reach the best results. They are able to make decisions within a 
timely manner. 

¶ Loyalty.  Trustworthy team members and leaders show through their actions that they 
are willing to support their team members even when they make mistakes or during 

times of crisis.   

Clear Communicators. Trustworthy team members are able to communicate clearly. They 

ask questions to make sure they have understood you and to make sure you have 

understood what they have said. They communicate in a way that shows all of the qualities 

listed above.
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LEARNING UNIT 1: Participate as part of a team and respect the rules of the 

training environment 

 

Note: Session 3 has 200 minutes which should be allocated according to the 

objectives of the activities 

 

 

 

 

 
Note:  Learning Outcome 1.4 is delivered for 200 minutes 
 

?Activity 1 : Set the Norms / Rules of the Workshop 
 

ê Occupation and Learning Process; learning unit 1, learning outcome 1.4 
V Objectives - By the end of the activity, participants will be able to: 

a. Identify the rules of the classroom that will promote a supportive and open 
environment 

b. Agree upon rules of the classroom that will promote a supportive and open 
environment. 

% Methodology: pair work, large group discussion 

! Materials and Preparation: flipchart paper, markers, tape, small pieces of cloth for 
individual blindfolds 
Ç Hang up blank flipchart. 

 

Steps: 
 

1. Explain to participants that to create and maintain a supportive environment, such 
as the one we just experienced in musical chairs and the trust activities, it is 
necessary for them to identify and agree upon some rules or norms of the 
ŎƭŀǎǎǊƻƻƳΦ DƛǾŜ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ŀ ƴƻǊƳ ǎǳŎƘ ŀǎ άŘƻƴΩǘ interrupt when someone is 
ǘŀƭƪƛƴƎέΦ 
 

2. Ask participants to turn to the person next to them and for 2 minutes, quickly 
brainstorm on some ideas for norms.       

ñ Key Topics ñ 

¶ Setting the norms of the classroom 

¶ Group responsibilities 

¶ Tracking your own learning 
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3. Have participants share their ideas with the large group, writing the norms down on 
flipchart as people agree upon them.  

Examples of rules (norms) include show up on time, have regular attendance, be 
ǊŜǎǇŜŎǘŦǳƭ ƻŦ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ƛŘŜŀǎΣ ǘǳǊƴ ƻŦŦ ƳƻōƛƭŜ ǇƘƻƴŜǎΣ Řƻ ƴƻǘ ǳǎŜ ƳƻōƛƭŜ ǇƘƻƴŜǎ 
during activities, one person should talk at a time, everybody will participate in 
ŀŎǘƛǾƛǘƛŜǎΣ ǾƻƛŎŜ ȅƻǳǊ ƻǇƛƴƛƻƴǎΣ ŘƻƴΩǘ ƻǾŜǊǘŀƪŜ ŀ ŘƛǎŎǳǎǎƛƻƴ ƻǊ ŀŎǘƛǾƛǘȅ ōǳǘ ƎƛǾŜ ƻǘƘŜǊǎ 
the chance to participate, keep the environment tidy, etc.     
  
 

4. Emphasize that the list of norms they have created are actually norms that people 
follow in the workplace as well.  

 
5. .ŜŎŀǳǎŜ ǘƘŜ ǎǳŎŎŜǎǎ ƻŦ ǘƘƛǎ ŎƻǳǊǎŜ ŘŜǇŜƴŘǎ ƻƴ ŜǾŜǊȅƻƴŜΩǎ Ŧǳƭƭ ǇŀǊǘƛŎƛǇŀǘƛƻƴΣ ƛǘ ƛǎ 

important for us to think together about our own personal responsibilities.  In some 
ƻǘƘŜǊ ǇǊƻƎǊŀƳǎ ƛƴ wǿŀƴŘŀΣ ȅƻǳƴƎ ǇŜƻǇƭŜ ƘŀǾŜ ǳǎŜŘ ŀ άCǳƭƭ ±ŀƭǳŜ /ƻƴǘǊŀŎǘέ ǘƻ 
express their commitment to give (and get) full value for their participation.   
 

Have participants turn to Handout 3.1: Full Value Contract in the Participant 

Handbook and read it aloud.  Talk about what each statement means.  Do you think 

you can agree with this?  Would you like to change it in any way?  Are there other 

statements you would like to add? 

 

Tell the group that by the end of the first week, they will be asked to sign the Full 

Value Contract, to signify their commitment to full participation in and completion of 

this course.          
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HANDOUT 3.1: FULL VALUE CONTRACT 

 

This full value contract asks you to agree to these six commitments as 
guidelines for group participation. 
 
Because I care about myself and my group, I agree to: 
 

1. Work together with my group in order to achieve both my own goals 
and the goals of the group. I will support the group in achieving our 
goals.  
 

2. Be safe emotionally and physically to take care of the safety of myself 
and the group. This includes having a positive attitude, respecting each 
other, avoiding put downs, and following directions.  
 

3. Give and receive honest feedback and listen: I will tell others what I am 
thinking and feeling and will listen to what others have to say to me.  

 
4. Grow to try new things and to step out of my comfort circle. I will take 

appropriate risks which I can learn from.  
 

5. Have fun! I will work, play and have fun in a safe manner and with a 
positive attitude. 
 

6. Attend each class, in order to get the most out of this course.  I will 
attend regularly, and if I have to be absent, I will let the Trainer know the 
reason. 

 

 

 

______________________________________ 

tŀǊǘƛŎƛǇŀƴǘΩǎ {ƛƎƴŀǘǳǊŜ 
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?Activity 2: Assign Group Responsibilities 
 

ê Occupation and Learning Process; learning unit 1, learning outcome 1.4 
V Objectives - By the end of the activity, participants will be able to: 

a. Identify individual and team tasks that will be carried out throughout the course 

% Methodology: trainer presentation, large group discussion 

! Materials and Preparation: flipchart paper, markers, tape 
Ç Review the team roles beforehand so you can explain them clearly to the group. 

 

Steps: 
 

1. 9ȄǇƭŀƛƴ ǘƻ ǇŀǊǘƛŎƛǇŀƴǘǎ ǘƘŀǘ ǘƘŜ ǎǳŎŎŜǎǎ ƻŦ ǘƘŜ Ŏƭŀǎǎ ƛǎ ƎƻƛƴƎ ǘƻ ŘŜǇŜƴŘ ƻƴ ŜǾŜǊȅƻƴŜΩǎ 
participation and help. To ensure this, we are going to form 4 ς 5 groups each day. 

Each day participants should choose one of the tasks below (select different task 
each day).  
 

2. Explain that each day a team will be responsible for the following tasks: 

a. Opening and closing reflectionς leads a prepared opening/closing reflection 
activity or creates one to review main concepts, identify gaps, etc. In addition to 
the content covered, it should include feedback from someone designated as the 

NΩǎ ŀƴŘ OΩǎ ƻŦ ǘƘŜ ǿƻǊƪǎƘƻǇΦ ¢Ƙƛǎ ǇŜǊǎƻƴ ǊŜǇƻǊǘǎ ƻƴ ǘƘŜ general feeling of 

people base on what s/he has observed 
and heard throughout the day. 

b. Energizer activities after lunch or as 
needed 

c. ¢ǊŀƛƴŜǊǎΩ ŀǎǎƛǎǘŀƴǘ ς help trainer with any 
preparations as needed 

d. Timekeeper % ς make sure we stick to 

allotted time for breaks and activities  
3. Explain that another important 

responsibility they will have as individuals is 
their participation in group work. Often 
group work will require someone to lead the discussion and someone to record 
information. Everybody should have the opportunity to play these different roles.
         
 

4. Ask participants if they want to add anything else regarding individual and group 
responsibilities during the course.        

ĔTrainer Tip Ĕ 
Ease participants into doing the 
reflections by having a trainer do the 
ŦƛǊǎǘ ŘŀȅΩǎ ǊŜŦƭŜŎǘƛƻƴǎ ǘƻ ƳƻŘŜƭ ǘƘŜ 
process. Until they are comfortable with 
it, it might make sense for the trainer to 
do the reflection activity with the team 
member.  
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?Activity 3: Track Your Own Learning 

 

ê Occupation and Learning Process; learning unit 1, learning outcome 1.4 
V Objectives - By the end of the activity, participants will be able to: 

a. Assess their progress in the course 

% Methodology: trainer presentation, large group discussion 

! Materials and Preparation: flipchart paper, markers, tape, Participant Handbooks 
Ç Review the different ways that participants will be able to review their progress 
ς through self- assessments, fulfilling the documentation requirements, post 
assessments and trainer observations. 

 

Steps: 
 

1. Explain to participants that a goal of each of the modules is for participants to be 
able to track their own progress of their learning. Each module contains 
opportunities to do this. Describe the different ways:     
   
 
a. Self-Assessment at beginning of each module: This is not a test but rather helps 

participants understand what topics will be covered in the module and helps give 
trainers an idea of what skills, knowledge and experience the participants already 
have on the topics. Participants can use this same self-assessment at the end of 
the module to see how they have progressed.  
 
Ask learners to complete the self-assessment for this module found in 1.0 Self-
Assessment: Occupation and Learning Process.     

 
b. Documentation: Throughout each module there will be different types of 

activities. Some will require the participants to produce documents such as a CV. 
Other documentation might include filling out a self-assessment form on a 
specific topic. Others will be observation forms filled out by co-participants on a 
particiǇŀƴǘΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ƛƴ ŀ ǊƻƭŜ ǇƭŀȅΦ ¢ƘŜǊŜ ǿƛƭƭ ŀƭǎƻ ōŜ ǘƛƳŜǎ ŦƻǊ ǎŜƭŦ-
reflection where the participant writes something at the end of an activity or 
session. The documentation requirements are found in a box at the beginning of 
each module in the Participant Handbook and the Participant Booklet. (Have 
participants turn to the first page of the Introductory Module in their Handbooks 
to see an example of the Documentation Requirements box). 

 
c. Post Assessment: At the end of each module there is a set of ten ς twenty 

questions (true/false and multiple choice). This will help both the participants 
and the trainers assess the level of comprehension of participants.  

 
d. Trainer Observation: Using a form similar to the self-assessment form, the 

trainers of the course wiƭƭ ŀƭǎƻ Ŧƛƭƭ ƻǳǘ ŀ ŦƻǊƳ ǘƻ ƎƛǾŜ ǘƘŜƛǊ ƻǇƛƴƛƻƴ ƻƴ ǇŀǊǘƛŎƛǇŀƴǘǎΩ 
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progress. The trainer will discuss the results with the participants on an individual 
basis and together they will decide on next steps for the participants.  

 
2. Explain to participants that as they go through the modules, the ways of assessing 

themselves will become routine. They are all meant to help the participants, not 
make them feel judged. Respond to any questions participants may have.  
  
 

3. Explain to participants that the Participant Handbook is set up the same way for each 
module. They will be given copies to use during class and can access them after class 
through the library or trainer. The Participant Handbook is a resource book of 
information and contains activities for learners to do throughout the course. These 
ŀŎǘƛǾƛǘƛŜǎ ǿƛƭƭ ŀƭǎƻ ōŜ ǇƭŀŎŜŘ ƛƴ ŀ [ŜŀǊƴŜǊΩǎ .ƻƻƪƭŜǘ ǘƘŀǘ ǘƘŜ ƭŜŀǊƴŜǊ Ŏŀƴ ǿǊƛǘŜ ƛƴ ŀƴŘ 
ǘŀƪŜ ƘƻƳŜΦ ¢ƘŜ [ŜŀǊƴŜǊΩǎ .ƻƻƪƭŜǘ ǿƛƭƭ Ŏƻƴǘŀƛƴ ǘƘŜ ƪŜȅ Ǉƻƛƴǘǎ ƻŦ ŜŀŎƘ ƳƻŘǳƭŜ ŀƴŘ ǘƘŜ 
parts that require the learner to write: self- assessments, inventories, reflections, 
templates to fill out, etc.    
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LEARNING UNIT 2: Explain the Occupation and Learning Process 

 

 
 

Note: Session 4 has 200 minutes which should be allocated according to the 

objectives of the activities 

 

?Activity 1: Explain the Goals and Overview of the Work Readiness 

Curriculum 
 

ê Occupation and Learning Process; learning unit 2, learning outcome 2.1, 2.2;  
V Objectives - By the end of the activity, participants will be able to: 

a. Outline the goals of the course 
b. Describe the qualification pathway within the Rwandan TVET Qualifications 

Framework 
c. Explain the content and flow of the curriculum 

% Methodology: trainer presentation, large group discussion 

! Materials and Preparation: flipchart paper, markers, tape 
Ç Review goals and overview of the curriculum table before the session. 

Steps: 
 

1. Explain to participants the overall goal of the course and how it fits into the Rwandan 
TVET Qualifications Framework (RTQF).         
 

The RTQF was developed to provide a competency-based structure to technical and vocational 

education based on seven levels. According to the Rwandan TVET Qualifications Framework June 

2012:  

There are a number of advantages to have a TVET Qualifications Framework. Amongst them: 

ω Raising interest and commitment to skills development 

ω Increasing the stature of technical and vocational education 

ω Provides increased opportunities for articulation (pathways) and progression 

ω Helps define the development of learning outcomes 

ω Supports the provision of quality education and training  

ω Increased regional and international mobility of employees 

The table below provides an outline of the RTQF. It is a 7-level framework that includes a 

Foundation Level as Level 1, four TVET Certificates (at Levels 2 to 5), a TVET Diploma at Level 6, and 

an Advanced TVET Diploma at Level 7. 

At Level 5, the current Year 12 Technical School Graduation qualification is shown as being at the 
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same level as TVET Certificate III.1 

TVET Level Generic Qualification Title Possible Job Levels 

7 Advanced Diploma Junior Manager 

6 Diploma Professional 

5 
Year 12 (Technical) School Qualification 

TVET Certificate III 

Supervisor 

4 TVET Certificate II Technician 

3 TVET Certificate I Advanced Operator 

2 TVET Basic Vocational Skills Level Apprentice 

1 TVET Foundation Level Operator 

 

 

 
2. Explain the qualification for your trade area. Give examples of professions for each 

level.  
 
 

 
 

                                                           
1 Rwandan TVET Qualifications Framework June 2012. Workforce Development Authority, Ministry of 

Education, Republic of Rwanda.  


