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Foreword 
 

This Facilitators’ Guide was developed by Inova Consultancy in 2019 as part of the ELYME 

project. It was designed to deliver the Mentoring Circles™ sessions face-to-face. Due to 

the Covid-19 pandemic and lockdown across Europe and more widely in 2020, partners 

had to re-evaluate the project activities and move them to an online environment. The 

Mentoring Circles™ have been delivered previously as virtual sessions as part of past 

projects, therefore the feasibility of online delivery has been tested. In order to guide 

partners on how to deliver sessions online, Inova produced two annexes in April 2020: 

● Annex 10.4. - Adaptation of the ELYME Facilitators’ Guide – Online Delivery of 

Circles 

● Annex 10.5. - Building rapport in online circles 

The purposes of these annexes are to explain how the ELYME Circles™ may be delivered 

online, how to build a confidential learning environment and what issues need to be taken 

into account of in terms of effective online facilitation and learner engagement. 

1. Background 
 

In today’s Europe, the economic integration of migrants into European societies by the 

means of entrepreneurship promotion is one of the top priorities of the EU comprehensive 

approach to migration. Migrants, especially those who are not included any more in the 

national integration programmes (which usually provide support in the first months, during 

the first year of arrival) experience higher unemployment and under-employed rates than 

EU citizens. In that scenario, bolstering business creation among resident young migrants, 

is a key strategy to allow such individuals to reach their full potential, whilst simultaneously 

improving labour market integration and fostering the creation of added value, innovation 

and productivity in their host countries.   

Research has found that migrant entrepreneurship has become one of the driving forces 

of the growth of national economies, with a direct impact on employment creation and 

innovation (OECD, 2010, Desiderio, 2014). Therefore, immigrant entrepreneurship 

represents an unprecedented possibility to turn the migration challenge into an 

opportunity, first of all for the migrants themselves. Nevertheless, migrant entrepreneurs 

in the EU typically face greater obstacles to starting up, maintaining, and expanding their 

businesses.  
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2. Outline of ELYME project 
 

In response to these challenges, a consortium of skilled and experienced organisations in 

Italy, Belgium, France, and the UK have put together the project ELYME: Entrepreneurial 

Labs for Young Migrants 

The overall objective of this project is to support entrepreneurship among migrants 

already permanently residing in the EU, in order for them to become self-confident, self-

employed and build a successful enterprise (profit-generating and/or with social 

objectives) in the host countries. The project will achieve this objective by offering a 

targeted and comprehensive business creation support scheme with an intercultural 

approach that takes into account the migrant experience.   

Over the course of two years, the project will support at least 200 migrant entrepreneurs 

(first- and second-generation migrants) across the partnership countries: Italy, Belgium, 

France, and the UK, offering them the chance to acquire the self-confidence, the skills, 

the ability and the networks necessary for a successful entrepreneurial path. In addition, 

organisations will receive training on the Entrepreneur Migrant Engagement Pathway; 

mentors / cultural mediators-facilitators will be trained to deliver effective support and 

advice to migrant entrepreneurs; at least 100 stakeholders / organisations will take part in 

the workshops in Italy, France, UK, Belgium; and at least 60 organisations or individuals 

will become active as members of the National Hubs. Indirectly the project will reach out 

to the migrant communities living in the project countries, as well as stakeholders, experts, 

supporting organisations, local authorities and policymakers at local, national and EU 

level.   

 

There are four stages to this project with the following objectives to: 

a) identify and assess the skills of potential migrant entrepreneurs interested in taking 

the next steps towards starting a business through the creation of a Migrant 

Engagement Pathway (WP1).  

  

b) develop, test and deliver innovative entrepreneurial training for the three identified 

sub-groups, i.e. a) the pre start-up with interest in business start-

ups/entrepreneurship; and b) pre start up with an emerging business idea; and c) the 

active start-up phase entrepreneurs with a formed business idea and actively working 

on their business activities. Stages are able to make use of the Idea Design Process 

and the Project Canvas as appropriate to needs (WP2);  
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c) implement a mentoring scheme for migrant entrepreneurs based on the Mentoring 

Circles™ methodology developed by Inova Consultancy, which enables learners to 

exchange knowledge and learn from peers in a supportive group environment (WP3);  

  

d) build on the network of existing projects and best practices in the field of supporting 

such entrepreneurs across Europe through the creation of National Hubs in each 

country, disseminating the results gained for each WP, and share resources by means 

of an online platform (WP4).  

This guide has been produced to give facilitators knowledge of Inova Consultancy’s 

approach to ELYME Mentoring Circles™ and to outline our recommended process for 

working with Circle groups for the third stage of the ELYME project.  

 

ELYME partnership 

In order to create comprehensive training an international consortium was created to bring 

in a varied array of expertise: 

Materahub has extensive experience developing entrepreneurial skills, gaming 

applications in migrant entrepreneurship and supporting employability. 

Bantani Education contributed to the EU Entrepreneurship Competence framework - 

EntreComp and has experience in documenting non-formal learning and developing 

assessment approaches of entrepreneurial skills. 

Inova designed the methodology for Mentoring Circles™ and has extensive experience of 

their wide application. Inova has considerable experience working with entrepreneurship 

and leadership. 

Xoolab has expertise in business development strategies, youth upskilling and provision 

of services to SMEs and start-ups and young entrepreneurs and digital communication.  

ADIVE has wide experience helping migrants to develop their companies, strategic 

diagnosis, networking, finance facilitation and networking support strengthening 

infrastructure. 
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3. ELYME Mentoring Circles™ 

3.1. Introduction and context 

 

Inova is responsible for training circle facilitators and for delivering Circles™ in the UK. It 

is recognised that thinking about starting a business can be a daunting task, especially for 

migrant entrepreneurs who may not be familiar with specific business environments and 

the political, legal and business contexts in partner countries. Inova has developed a 

unique group mentoring process which brings together skilled facilitation using action 

learning techniques, coaching and mentoring, combined with career development/self-

reflection tools. Entrepreneurialism can contribute to economic prosperity, social 

belonging and participation. ELYME Mentoring Circles™ attempt to foster the associated 

entrepreneurial spirit and useful skills and resilience for entrepreneurial action. Inova has 

extensive experience in facilitating circles and developed the concept. This method has 

worked with a range of people facing various issues such as employability, older workers 

in need of empowerment, elevating women entrepreneurs, advancing migrant women, and 

development of skills in social media. Inova’s experience is that some Circles™ still meet 

five years on and the process has a valuable place in developing and supporting new 

networks.  

Research suggests that migrants may gain entrepreneurial success based on resilience 

(Villars Varela, 2018) and that both ethnic and social capital may be of value in potentially 

contributing to entrepreneurial success (Tolciu, 2011). However, entrepreneurs navigate 

the tensions between political and legal frameworks, markets and their personal worlds 

(Lintner, 2014). Inova’s Mentoring Circles™ are designed to enable migrants with 

entrepreneurial aspirations to reflect on their identities, resources and abilities, to identify 

barriers to economic engagement and to mobilise their human, social and financial capital 

creatively to investigate their options and opportunities and to promote entrepreneurship.  

Participants will be introduced to some theories, and a number of tools and techniques 

which can aid them in business planning grounded in learning from research undertaken 

with successful migrant entrepreneurs. Success is not guaranteed, but participants will be 

encouraged to reflect deeply, gain self-awareness about their strengths, challenges and 

opportunities to generate a deeper awareness of strategies for experimentation and 

potential actions. 

Values embedded in this process include: valuing experiences and cultural diversity, 

creating conditions which model the creation of a potential entrepreneurial community and 

a focus on projective agency to enable participants to envisage a desired future 

entrepreneurial life. There is no one model of success and adaptation and playing with 

ideas is to be encouraged. The process makes reference to the concept of patch-working 

to introduce the idea that action is a context-dependent process and The Circles™ model 
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enables participants to start from where they are without having particular business 

models imposed. 

 

3.2. What are Mentoring Circles™? 

Inova has developed a unique group mentoring process which brings together skilled 

facilitation using action learning techniques, coaching and mentoring, combined with 

development/self-reflection tools. In a Mentoring Circle™, a facilitator works with 

approximately 5 participants in a group setting. It is expected that the Circles™ will work 

with pure Action Learning methodology with opportunities for participants to present 

issues and other participants to support them to work through issues via questioning. The 

programme blends group discussion and individual airing of issues, reflection, goal setting 

and personal action planning. Mentoring Circles™ are led by skilled facilitators with 

expertise in action learning or by facilitators who have been trained in the methodology by 

Inova Consultancy directly. Facilitators may also be skilled in working with migrants, 

though this is not essential as all facilitators provided by partners or recruited by partners 

as potential trainers will be skilled in working inclusively with diverse populations. 

 

3.3. How do ELYME Mentoring Circles™ work? 

Each ELYME Circle™ will consist of a minimum of 5 participants from the three target 

subgroups: pre-start-up 1, pre-start-up 2 and start-up. Flexibility in terms of the 

constituency of circles is possible according to national need. Participants at both pre-

start-up 1 and 2 and start-up will be encouraged to join ELYME Mentoring Circles™, 

subject to minimum eligibility criteria (see section 10). It is envisaged mixing participants 

at different stages of the business development process could deliver benefits and learning 

gain in terms of building knowledge about entrepreneurship, business processes and 

structures, promotion and marketing and implementation of ideas.  

 

The approach of the ELYME Circle Methodology is an iterative action learning cycle which 

can be used multiple times by participants (developing fresh issues or deepening 

development of complex issues). ELYME participants, migrants with identified 

entrepreneurial dispositions in both pre and start-up phases of business development, can 

explore entrepreneurial and business ideas and skill development which is then 

complemented by practising these skills in the real world and coming back to further reflect 

in the circles.  

 



 
 

ELYME’s Mentoring Circles™ Facilitators’ Guide 

8 
 

Partners may choose to run 3-4 meetings with participants and in between meetings, 

participants will be encouraged to plan and take action and bring their experience back 

into the circle for discussion. This process enables experimentation and also enables 

participants to learn from one another as they discuss their experience and emerging 

ideas. The circle process also potentially creates a small community of like-minded people 

and as networked access to social groups promotes belonging and integration, this is also 

a beneficial outcome of circle participation. 

 

 

3.4. ELYME Circles™ - what are the benefits?  

 
● ELYME Circles™ provide a safe yet challenging environment where ideas for 

entrepreneurial action or building a business can be explored and tested.  

● ELYME Circles™ enable an individual to share problems, issues, opportunities and 

challenges with others, generating possible options for action which can be discussed 

freely and openly with others leading to greater likelihood that action may be taken.  

● The individual is helped to find the next steps forward in furthering their idea to start a 

business, test options or research the business start-up context.  

● The individual may gain more self-awareness and understand their strengths and 

weaknesses.  

● Circles create opportunities to make new contacts/friends and expand networks that 

could lever opportunities and wider engagement.  

 

3.5. What is the underpinning psychology of Mentoring Circles™? 

 

Action learning 

The Circles™ methodology combines Action Learning (encouraging learning through 

questioning), coaching and mentoring principles in order to support and build the 

confidence and self-efficacy of participants.  

 

 

The Circles™ enable participants to: Improve self-reflection; enhance creativity 

techniques; develop negotiation skills; develop marketing/business strategies; gain a 

greater insight and information about the wider systems in which they work and operate; 

help manage stress, change, conflict or crisis; Increase self-efficacy, self-confidence and 

assertiveness.  
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The methodology employs the positive psychology principle of focussing on people’s 

strengths instead of weaknesses. Learning from peers is a powerful element of the 

methodology that results in positive beneficial outcomes for learners, resulting in greater 

likelihood of putting planned goals into actions. The shared experience in the circles 

sometimes enables individuals to learn from one another; a discussion about a problem 

might allow an individual to be exposed to new ideas that may make them think about 

their plans through self-reflection. If other people are taking positive steps, challenges 

may be less overwhelming. 

 

The methodology behind The Circles is based on the principles of Action Learning, i.e. 

THINK-ACT- REFLECT and also embedding the principles of coaching of “doing” and 

implementing thought into actions which underpin real CHANGE.  

 

THINK 

What’s your idea? 

What’s a priority for you? 

What’s your concern? 

 

ACT 

What are you going to do? 

What’s your plan? 

What’s the experiment? 

 

REFLECT 

what happened? 

What worked well or less well? 

Did you have the outcomes you intended? 

 

Questioning 

The circles are built on the philosophy that individuals are resourceful, creative and 

capable. Questioning from the facilitator and peers in the group support people in clarifying 

concepts, becoming aware of blind spots and sparking ideas. 

Questioning is used to tap into an individual’s own resourcefulness and to prompt thinking 

skills. Questioning helps the individual to find their own solutions. The goal and innovation 

of the Circles™ methodology is that the participants do not only learn from their mentor 

but mostly from each other in order to achieve a mutual objective which is aimed at 

increasing young migrants’ confidence, self-awareness and knowledge of entrepreneurial 

action and employability, business and leadership opportunities by sharing their stories 

with each other.    
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ELYME Circles™ are learner-led and learner focused. The concept of ELYME Circles™ is 

built on the process of learning as a journey which requires that the individual can be 

helped to reveal what they need to know, that some knowledge is already within and needs 

to be brought forward, and that shared knowledge and learning from others can be 

valuable.  

The focus is very much on questioning to reveal insights – whether this is through group 

discussions, completion of exercises and/or guided questioning from other participants. 

For example, through guided questioning sections within an ELYME Circle™, participants 

take it in turns to have a dedicated time slot to talk about their problem or opportunity and 

the other group members offer questions. The questioning is about discovery, trying to 

understand more fully any underlying issues which would be fruitful to explore further. 

Thus, the focus is on questioning rather than advice giving. Similarly, when completing 

exercises regarding self-development or self-reflection, participants are encouraged to 

question their responses and to support other group members in questioning why they 

responded to an exercise in a certain way. This process strengthens the development of 

self-reflection.  

 

Self-awareness and positive psychology 

If individuals can generate self-awareness, they are more likely to know themselves and 

understand personal motivations, address weaknesses and exploit strengths. Circles help 

build on strengths by building confidence. The Think-Act-Reflect cycle enables 

participants to try action out, bring success and problems back to the circle to learn from. 

It is possible to learn from success and mistakes. Building on strengths attempts to avoid 

a deficit model of personality and to promote self-belief and agency. it should be 

emphasised that the methodology employs the positive psychology principle of focussing 

on people’s strengths instead of weaknesses. The facilitator is looking for examples of 

desired future behaviours emerging in the present as signs of potential entrepreneurial 

disposition and personal growth. 
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4. The Mentoring Circles™ Implementation 

process 
 

The guide outlines the process for circle participation, offers a range of activities and 

exercises for use in the circle specifically designed to focus on cultural issues and the 

specific obstacles faced by migrant entrepreneurs and migrants who want to set up their 

business.  

 

Each partner in each country will pilot the Mentoring Circles™ in 1 face-to-face pilot phase 

(3-4 sessions per country in Italy, Belgium, France, UK). The exact dates and times can 

be flexibly planned, taking into account participants' availability and time needed to put 

their ideas into practice in between sessions. Mentoring Circles™ are groups of 5 

participants who meet with a mentor for 3-4 sessions, each lasting up to 4 hours.  

Participants, who were involved in WP2, will meet and discuss their worries, goals and 

dreams in a confidential and friendly environment. The programme blends group 

discussion and individual airing of issues, reflection, goal setting and personal action 

planning. ELYME Circles™ are led by skilled facilitators with expertise in action learning or 

by facilitators who have been trained in the methodology by Inova Consultancy directly.  

 

4.1. Your role as facilitator  
ELYME Circles™ are generally facilitated in a fairly non-directive manner; however, each 

facilitator will have their own style which may be more or less direct. It may be necessary 

to use a more directive approach when appropriate e.g., when an individual might be about 

to undertake risky or damaging actions which can be foreseen.  

 

The facilitation should aim to be future focused and solution focused. It is useful to assist 

members in predicting possible outcomes. It is also important to acknowledge cultural 

considerations and acculturation and to support them. 

 

Your facilitation will also explicitly get people to commit to goal and action plans, report 

on their own progress, redefine goals and review outcomes.  

 

The facilitation should also involve awareness of group dynamics and group process; 

this may occasionally require that the facilitator may have to intervene to protect 

someone’s time, to keep issues on track when challenge may be causing distress, when 

someone is perhaps using power inappropriately or behaving in a way that frustrates or 
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blocks the group’s learning. Some participants may give advice too often, when 

questioning is more likely to help the participant find their own solutions.  

 

Participants might wish to experiment with behaviours in the ELYME Circle™ (with the 

agreement and support of their colleagues) and obtain feedback. Perhaps a member 

would like to be more assertive and offer more suggestions in group settings or develop 

the confidence to disagree with people or present their business ideas.  

 

Encourage group members to be creative, to work outside comfort zones and to maximise 

opportunities.  

 

Help to move people forward through effective questioning, rather than telling them what 

to do. Find out what they have done already to contribute to goals. Some may not have a 

business idea and may want to use the circle to play with ideas and get feedback. 

 

Informal contracting: define a verbal exchange of expectations with the ELYME Circle™ 

members about roles and responsibilities. This informal exchange needs to be revisited 

frequently and rules of operation need restating at the start of each session. The agreed 

issues can be written up at the first meeting as ground rules/ expectations. 

 

4.2. ELYME Trainer Profile 

The table below suggests skills and experience useful for Circle’s facilitation. 

 

Skills and experience 

1-2 years facilitating in a group setting required as a minimum. 

SKILLS AND EXPERIENCE Essential Desirable 

Experience facilitating unstructured/ loosely structured 

learning events; ability to work with issues as they emerge- 

problems and opportunities. 

✓   

Skilled in facilitation and able to adapt style and activity 

according to how session progresses 

✓   

Skilled in offering questions, ideally gained as a coach or 

action leaning facilitator in learner-led environment 

✓   

Able to develop a constructive and inclusive learning 

environment: facilitate turn-taking, questioning, appropriate 

challenge, giving constructive feedback. 

✓   
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Knowledge of intervention processes and contracting: able 

to elicit ground rules and challenge any non-functional 

behaviours 

✓   

Able to facilitate with psychologically informed practice with 

knowledge of group processes, group dynamics, power, 

transformation and change. 

✓   

Knowledge of cultural difference, inclusive practice and 

anti-discriminatory principles and values 

✓   

Ability to foster constructive and friendly group climate by 

building trust and rapport 

✓   

Calm, supportive, empathic facilitation style, but with ability 

to challenge and work effectively with diverse groups and 

differences. This could have been gained in an education, 

university, organisational, public and/ or private sector 

environment.  

✓   

Knowledge of working with excluded, disadvantaged 

groups useful: migrants, refugees, asylum seekers, multi-

cultural and inter-cultural experience valued.  

✓   

Professional background involving questioning skills and 

eliciting responses from clients in both individual and group 

setting valued (i.e. experience and skill facilitating with 

learner led rather than directive approach) 

✓   

Experience working with people whose first language is not 

of current host country valued.  

 ✓  

Adequate technical awareness to deliver sessions online ✓   

QUALIFICATIONS   

Teaching qualification  ✓  

Coaching qualification-individuals and teams  ✓  

Graduate with relevant degree  ✓  

Management qualifications useful- including theory 

concerning coaching, organisation development, business 

and management, change management, facilitation. 

 ✓  
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Counselling /therapies/ therapeutic qualification-

questioning and interpretation/ theory formulation skills. 

 ✓  

 

5. Facilitation: Information for facilitators on the 

research relating to migrant entrepreneurs 
 

The research below has been included as it could inform your facilitation approach.  

 

Migrant entrepreneurialism: what do we know from research? 

● Bricolage, in other words, making do with what is at hand, is often a feature of 

entrepreneurship (Villares-Varela, M., Ram, M., & Jones, T., 2018). 

● Patch-working is a feature of migrant entrepreneurship which is highlighted by a need 

to survive or need to develop an opportunity (Vincent, S., Wapshott, R., & Gardiner, 

J. ,2014).; entrepreneurship may be one strand, subsidised by other activity, family 

members, an occasional strategy, a business idea which is emerging and practicable 

but not yet scalable (Villares-Varela, M., Ram, M., & Jones, T.,2018). 

● Ethnicity, cultural and geographical knowledge itself may be a valuable resource and 

should be explored for ideas and connections; this knowledge is often the first point of 

leverage when implementing a business idea. Circles will encourage explicit exploration 

of such ideas (Tolciu, A., 2011). One such example would be a classic small corner 

shop serving a migrant community with specialist goods. 

● Co-ethnicity used to be a lever for entrepreneurialism, in other words people of similar 

ethnic groups finding bonds and business ideas; more recently co-migrancy can form 

the early start of power networks, in other words finding similarities in the migrant 

experience which could spark business ideas. Cross-cultural experience can promote 

both opportunity recognition and entrepreneurial action (Vandor, P., & Franke, N. 

,2016). 

● Mobilising financial resources often leverages growth; family money and family 

resources (family members who work in the business or support it through other 

employment, the offer of time, skills) can support business emergence (Knight, J., 

2015). 

● If passion is central to identity beliefs it is more likely to drive intentional action in terms 

of business development, using talents to form the business purpose and drive it 

forward, therefore it is important to use ideas which the individual feels strongly about 

(Murnieks, C., Mosakowski, E., & Cardon, M. ,2014). 

● Access to networks in the country aids the development of social capital, therefore any 

activity which develops networks and expands the social circle could potentially be 
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beneficial. The circle model itself, by bringing disparate participants together, who 

might not ordinarily engage with one another, potentially develops social networks and 

capital (Claridge, (2018); Lancee, B.,2012). 

● Claridge (2018) emphasises the importance of networks: bonding (people like me, 

corresponding to the phase of getting by), bridging (people different to me, 

corresponding to the phase of getting ahead) and linking (developing networks widely 

that can contribute to developing an individual’s power base in society) which could 

potentially be transformative.  

 

Therefore, what are the implications for your facilitation? 

Discussions should focus on resources, skills and strengths, business ideas and options, 

family support and navigation around the business climate and context in partner countries 

to enable a deep understanding of the context in which participants may operate. Business 

ideas may have multiple strands and could be complex or chaotic. There is no one best 

way to implement ideas. Participants may need to reflect on internal and external 

challenges. Focus groups prior to these sessions showed a barrier can be understanding 

the business context, legal framework, expectations of business owners. 

Most importantly, ethnicity, cultural and geographical knowledge should also be explored 

as part of what participants bring to the business and entrepreneurial context. This 

personal knowledge can also launch business ideas.  

Networking should also be explored, and participants should be encouraged to analyse 

their own networks with a view to expanding opportunities and influence. Networks can 

offer learners the opportunity to attain belonging and to gain more social capital. 

Particularly, access to different networks can provide bridges to new opportunities and 

learning. 

 

6. Process and organisation for ELYME Circles™: 

Session outlines 
 

This section outlines the process for running ELYME Mentoring Circles™. In Chapter 6.1., 

facilitators can also find some additional materials and general overview of each session 

content. 
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6.1. Session Content Overview 

Circles Information 

Circle meetings take place for three sessions with 5-8 participants. Ideally sessions would 

be spaced at least one week apart to enable participants to try things out, experiment and 

research ideas in between circle meetings. 

 

At the start of each session the tutor needs to identify how many participants are present 

and likely to stay for the whole session. The introduction and closing time required should 

be subtracted from the full session time to give a time slot which can then be divided to 

allocate each individual participant at least fifteen minutes during the discussion round. 

 

 

This section provides an overview of how the 3 sessions will run with detailed content of 

the circle process specific to this target group. 

 

Research indicates that migrant entrepreneurialism can feature the trajectory above. It 

would be useful for the facilitator to focus in session one on Getting by, moving to ideas 

for growth and development in later sessions. There is an emphasis through questioning 

on projective agency from getting by into growth. There is no great need to focus on past 

activity and obstacles, although these will inevitably come up in discussion. The solutions 

focused frame invites individuals to think about what it would take to get to the next stage 

of growth, rather than being stuck in any past difficulties.  

Here is an overview of what broadly needs to take place in each meeting. Ensure each 

participant has a meaningful amount of time dedicated to airing their issues- a minimum of 

15 minutes is suggested per participant.  

 

SESSION NUMBER PURPOSE OF SESSION 

 

Session 1-

introductory 

session 

Exploring Getting 

by 

Introduce purpose of project 

Discuss ground rules and how circles work 

 

  Getting by  Growing  Transforming  Emancipating 
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Introductory activity-getting to know one another- patchwork 

shield. 

Presenting patchwork shields and asking questions 

Complete pre-circle self-assessment evaluation form 

Action learning airtime: Emerging entrepreneurs-discuss initial 

business ideas. 

Action learning element airtime: Getting by- reflection-turn taking 

idea 

Facilitator question to each individual: what would it take to move 

from getting by to growing your business? 

Scaling on a scale of 1-10 place yourself on the scale where you 

are now-what would it take to get to the next number up-what 

action can you take? 

 

 

 

 

Pledging commitment- action points 

Individuals summarise their action points. 

Facilitator asks at the end what skills have you noticed in others 

today?  

Session 2-middle 

session- 

Exploring ideas for 

growth and 

networks as 

potentially 

transformative-

The purpose of this session is to give participants action learning 

airtime, but to also present content about networks as resources 

and to support them developing their vision. 

Action learning airtime: Review of action points from last meeting 

What have they noticed about themselves? 
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knowledge and 

resources in your 

network-tapping 

into support 

What actions have they taken? 

What worked well? 

What issues have they overcome? 

What’s still to do? 

Facilitator introduces the concept of networks as resources. 

Networking- my network 

Action learning element: Development of entrepreneurial idea-

questioning 

Focus on network and business environment 

 

 

 

SMART goals introduce tool to use for action planning 

 

Scaling on a scale of 1-10 place yourself on the scale where you 

are now-what would it take to get to the next number up-what 

action can you take? 

 

 

Pledging commitment- action points 

Individuals summarise their action points. 

Facilitator asks at the end what skills have you noticed in others 

today? 

Session 3-final 

session 

Exploring ideas for 

growth and action 

planning beyond 

Business environment development 

Action learning element: 

Action learning airtime: Review of action points from last meeting 

and individuals present any goals developed. Exploration of ideas, 

obstacles, issues, opportunities. 
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the end of the 

project 

What have they noticed about themselves? 

What actions have they taken? 

What worked well? 

What issues have they overcome? 

What’s still to do? 

Action learning element: Development of entrepreneurial idea-

questioning 

Focus on network and business environment and sources of 

support beyond the circle ending. 

Pledging commitment- action points 

Individuals summarise their action points.  

 

Facilitator invites each participant at the end of airtime to express 

next action points, sources of support, research required to grow 

business ideas. 

Feedback to circle members on emerging skills, strengths 

Facilitator asks at the end what skills have you noticed in others 

today? 

 

 

Complete post-circle self-assessment evaluation form and 

session evaluation form and any administration pertaining to 

participants  

Closing activity. 

 

Discuss sustainability- will people continue to meet, gain support 

from one another? Share contact info if agreed. 

 

Complete all end of session administration. 
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7. Facilitation notes – detailed information 
 

In your first session include: 

Introductions 

During the first session, introductions between learners may be short as it is likely that 

many participants could be nervous about speaking in front of a group.  

Please introduce yourself and your background as a trainer to the group. You will also 

need to introduce learners to the ELYME project briefly. You can refer to the description 

found in the project application document from your partner organisation.  

 

ELYME Circles™ Process 

Explain how ELYME Circles™ work; they provide a facilitated space where individuals can 

complete tools, share discussions and have a dedicated time slot each to present their 

issues, problems and opportunities. Through questioning, the group members help them 

to gain more insight into their situation; the aim is to help them find ways forward in taking 

purposeful action. The method works because it places the learner at the centre of the 

situation; it works in real time on live issues of importance to the individual. It integrates 

any theoretical learning with real experience; it’s about action and implementation. The 

benefits of this action learning approach are:  

• It enables you to generate more insight into the situation you are facing, perhaps helping 

you to generate more options and solutions.  

• It tests assumptions on which your plans are built.  

• It enables you to reality check plans, ideas and solutions. 

• By bringing more brain power to look at issues, you have more opportunity to spot issues 

which you haven’t already thought of; it can help expose blind spots. Your colleagues may 

help you look at potential consequences or outcomes; they may help you generate more 

innovative and creative ideas or find new ways to approach situations.  
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• It offers a way of constructively challenging your ideas, in order to help you develop them 

to maximise your chance of success. 

 

Communicate the Meeting Process - how a session runs 

Establish the meeting process; give a model for how each meeting will work. The general 

process of what happens in an ELYME Circle™ is as follows: signing attendance sheets, 

checking in, any exercises or input, a section using action learning where each participant 

has an opportunity to present issues and form actions, reflection time identifying any 

learning from all in the room, commitments to action between sessions, evaluation forms.  

The facilitator will help participants develop action plans and goals to go forward and test 

out new ideas or implement solutions. Participants then bring issues back to the ELYME 

Circle™ next time it meets. ELYME Circle™ colleagues can help hold individuals to 

account, give them confidence to push themselves out of their comfort zone. After each 

time period they will report back to the ELYME Circle™ to review their achievements, 

difficulties and success. Learning is about being resilient in the face of difficulty. 

Participants may not achieve everything that they set out to achieve, however they will be 

encouraged to review difficulties and learn from them and find ways forward or new paths 

for action.  

 

Communicate expectations about evaluation.  

It is a requirement of participating in the ELYME programme that ELYME Circles™ 

members agree to take part in evaluation. It is helpful if you can get them completed at the 

end. The response rate is not as good if you allow people to take the form home. Allow 

sufficient time at the end of the session for them to be completed. Check if anyone needs 

to leave early and ask them to complete a form before they leave.  

Administration 

Communicate needs regarding administration procedures: initial contract signing, 

attendance register, evaluation materials. At meeting 1, there is a requirement for the 

following administration for the programme:  

At the start of each meeting participants are asked to sign in on the attendance register. 

This is an important record for the administrators and provides evidence to funders that 

the event has taken place. Please retain it and return scanned copies to Inova with your 

Summary Report. If possible, please also take photos during the Circle if participants agree 

to this. The attendance list could ideally include a column to gain consent for photos and 

for their use in promotions and publicity. Check NA requirements: are addresses and 

postcodes of participants required? 
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Expectations of facilitator 

Elicit any expectations the group members have of you as facilitator. This will vary 

according to your facilitation style and experience. 

 

Expectations of participants 

It is worth reiterating your expectations about confidentiality, especially as the work of 

ELYME is linked to women who have experienced difficulties and negative life experiences 

in the past and who may understandably be concerned about confidentiality in the group.  

 

Develop ground rules  

Developing ground rules for a group is a crucial way of ensuring that the group starts off 

working in a way that fits with the methodology and of establishing a productive way of 

working together. Write ground rules up and indicate that they can be re-negotiated at any 

time as issues emerge. Take a photo of ground rules for your own record.  

 

Introduction to the Action Learning method and ways of working, trying out the method.  

In your first session you need to give people experience of trying out the method and draw 

attention to:  

• The role of the presenter and conventions 

• The focus on questioning rather than advice giving; an exercise or examples may be 

needed to communicate how to question and how to avoid advice giving.  

During your first session you will need to outline not only the general process of working 

but the behavioural elements of your role and the roles of participants. Explain that the 

ELYME Circles™ and way of working is learner led and therefore presenter led. The 

‘presenter’ is the person speaking explaining their issues in their time slot. The presenter 

is encouraged to state what they need and to regulate contributions from others if too 

directive or unhelpful.  

If input is required the presenter is expected to initiate it, asking for input from others when 

required. Ensure that people understand your definition of ‘advice giving’, in its unhelpful 

sense of directing the presenter towards a particular way of thinking or course of action. 
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Detailed Explanation of ELYME Circles™ Process  

DETAILS ON MEETING PROCESS  

Your first meeting is dominated by more preliminary informal contracting (establishing 

agreed ways of working), however subsequent meetings generally follow a similar 

process.  

Check-in. Describe the current issue, explore, form understanding, identify action and 

express any learning.  

Here is more detail about the process within each stage of work:  

Check in  

This is the introduction when you find out how people are, what they have been working 

on, what challenges they have been facing, what progress they have made, their review of 

any changes. It helps to structure a format. You might wish to write the following on the 

flip chart/ add these questions to a Hangout chat to help structure the individual 

presentations.  

• How are you feeling?  

• What’s been happening?  

• What actions did you take?  

• What progress have you made?  

Describe current issue(s)  

At this point the individuals have separate time slots for airing issues. Allocate equal time 

for each person leaving enough time for a summary and evaluation at the end. Establish a 

turn-taking order. Then in this section the ‘presenter’ talks about the issue they wish to 

discuss at the moment. The ‘presenter’ (the person airing the issue) gives enough 

information to give the ELYME Circle™ members an understanding about what they are 

facing. Individual thinking time can be given prior to starting this stage.  

Then the ELYME Circle™ members question the presenter. At the early-stage questions 

are probably information questions to provide enough understanding to grasp the context. 

It can be time consuming to do 2 rounds, 1 for a check in, the second to air the issue, so 

decide if it’s best to combine the check in with the airing of the issue. This will depend on 

numbers, time available, and talkativeness of the members and complexity of issues. If 

this is your approach add other questions on the flip chart to structure the format. You are 

enabling the presenter to articulate and describe their issue at this stage.  
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It can sometimes be difficult for participants to prioritise which issue is requiring work. 

Some questions that may help include:  

• What’s the issue?  

• Who owns this issue/problem?  

• Are you concerned with a number of issues; if so, what does it make sense to tackle 

first?  

It is also useful to use scaling to determine where someone is now on a scale of 1-10 and 

what it would take to get to the next number. This helps assess readiness for action. Some 

problems are so complex that sequential goals are needed to get to a solution; therefore 

be flexible, and keep them on track. Also be aware when a participant is flitting from one 

issue to another that it might be symptomatic of other issues which may need tackling, 

confidence, poor self-organisation, fear of failure, or procrastination in avoidance of 

committing to one decision. You will use your judgment as a facilitator when to probe 

usefully to maximise learning. There can be value in exploring why actions have worked 

and why things don’t work at the check in stage too.  

Issue exploration  

By now the participants should have a grasp of the situation and be able to question to 

probe and explore. Questions are used to create more options, to elucidate, to probe more 

deeply, to ask discovery questions which might lead to insights or new ways of seeing 

things or more alternatives for action. Judge whether or not you need to offer some input 

on how to question here, particularly in the early stages. It may be necessary to explore 

closed and open questions, hypothetical questions, discovery questions and leading 

questions. Discovery questions help uncover the hidden assumptions and limiting beliefs 

that may be preventing the individual from taking useful action. As part of issue exploration, 

a series of tools/resources are available in the Exercises Bank (section 8) for the facilitator 

to choose to work with in order to support participants.  

Develop solutions, options, alternatives for action  

Following questioning, discussion or completion of tools, the process then moves onto 

resolving issues. Issues may only be resolved slightly; sometimes opportunities may 

have been explored so there may be further actions identified rather than solutions. This 

stage is characterised by people moving from ‘not knowing’ to ‘knowing what to do next’.  

Summarise action and learning  

At this stage ask the individual members to summarise their actions and verbally commit 

to goals or actions. In session 1 you may also need to pay some attention to SMART goal 
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setting which will help them undertake credible actions which can be measured (using the 

Goal Setting Worksheet in Tools).  

Exercise bank 

All exercises and tools will be demonstrated during the Training the Facilitators workshop 

for ELYME Circle™ facilitators. In addition, there will be handouts containing instructions 

for participants on how to complete each tool. These can be useful as a reminder for 

facilitators. The table below shows how the different tools can be used by facilitators for 

different topics as they decide is most relevant for the group/individual.  

8. Exercise bank 

8.1. Patchwork shield – entrepreneur version.  

● This is an introductory activity – getting to know one another. 

 

● Prepare a number of drawings (one for each participant) of a ‘patchwork story-shield’, 

divided into six sections, on large pieces of paper. 

 

● Have the group sit in a circle and distribute the drawings and pens. 

 

● Start with yourself as group leader and fill in the different sections of the shield with 

the following information about yourself: 

 

 

My story as an emerging entrepreneur 

● your name; 

● the place where you were born; 

● your ideal business to be involved in; 

● your best skill; 

● your hidden talent; and 

● what your best friend would say about your key strengths. 

 

Ask the participants to fill in their shields in the same way you did. 

Participants hold their shield in front of them and read out to the group what they have 

written on it. The shields are then attached to the wall for the duration of the session. 

This activity relates to the theme: who am I and what do I bring to my business idea and 

entrepreneurship. What will it take to move from getting by to growing? 
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8.2. Statements into questions  

 

● Simplify statements and turn them into questions 

● Don't ask leading questions 

● Don't pack advice in a question 

● Only use closed questions around actions or to force choices when appropriate 

● Make the questions centre around the entrepreneur, their idea and context, not 

you as the questioner 

 

STATEMENTS QUESTIONS 
You should try to research the market 

for your idea. 
 

When I first came to the UK I networked, 

you could do that. 

 

It would be a good idea to list pros and 

cons. 

 

I can see some benefits to that. 
 

You need to think about who would buy 

it. 

 

Pricing seems important in this type of 

field. 

 

I'm wondering what obstacles there 

could be……premises are expensive. 

 

 

Now add some of your own. 

STATEMENTS QUESTIONS 

 

 

 

 

 

 

 

 

 Statement 

 Change to... 

 Question 
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8.3. SMART Goals Template. 

Worksheet: SMART Goals Setting 

Name: ___________________ 

Date: ____________________ 

MY GOAL: 

________________________________________________________________ 

________________________________________________________________ 

 

S Specific 

● What do I want to 

accomplish? 

● Why do I want to accomplish 

this? 

 

M Measurable 

● How will I measure my 

progress? 

● How will I know when the 

goal is accomplished? 

 

A Achievable 

● How can the goal be 

accomplished? 
 

R Relevant 
● Is this a worthwhile goal?  

T Time-Bound 

● How long will I take to 

accomplish this goal? 
 

(Doran, G.T, 1981).  

 

8.4. Releasing Your Goal/Barrier Balloons. 

The balloons exercise is a useful closing exercise. Ask participants to write one goal that 

they want to keep pursuing after the ELYME Circles™ workshops have finished or one 

barrier that they feel they have worked on removing on a balloon. Participants can then go 

outside and release the balloons into the sky or if this is not possible, they can pop the 

balloon with a pin as a metaphor for achieving the goal/removing barriers. 

 

8.5. Needs and Offers. 

Write your name on one side of A4 and use the simple table with the left-hand column 

NEEDS, right hand column: OFFERS. 
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NEEDS OFFERS 

  

  

  

  

  

 

Consider what help you need to start your business. Write ideas in your needs column. 

Perhaps you want help with a business plan or sending some important emails.  

Take a few minutes to write ideas down, then pass the sheets to the left. 

Read what others have written and if you have anything to offer them add it in the Offers 

column. Share contact information too if you give consent.  

 

9. Partner requirements: record keeping and 

evaluation  
 

EVALUATION REQUIREMENTS 

In order to evaluate the success of the methodology, there are two major elements to 

evaluation which facilitators will need to use: 

 

1. At the end of each session a session evaluation should be completed. 

2. Pre and post self-assessment; a self-assessment evaluation detailing twenty skills 

domains entrepreneurial domains, linked to the EntreComp model is provided for a 

baseline assessment of entrepreneurial skills at session one and at the last session. 

 

After each session, participants will complete an evaluation form and the facilitator will 

write up any working notes from the facilitator’s perspective. In addition, during the first 

session participants will complete an entrepreneurial skills audit form. The facilitator will 

keep all evaluation forms at the end of each session. At the end of the third or final session, 

participants will complete a second entrepreneurial skills audit form and a final outcome 

evaluation form.  

 

The facilitator will write up a National Report in English which summarises the individual 

evaluation forms per session, the final outcome forms and their own facilitator’s 



 
 

ELYME’s Mentoring Circles™ Facilitators’ Guide 

29 
 

notes/experiences. Inova provides a National Report Template separately. The National 

Report should contain interesting quotes from participants (from within sessions or from 

evaluation comments) and photos of the ELYME Circle™ where possible. All signed 

attendance lists will also need to be included. This National Report should be 

approximately 10 pages A4 and should be sent to the Work Package Leader, Inova UK in 

English. National reports will be used for the preparation of the Comparative Report that is 

written by Inova. For more information or to clarify requirements contact Inova 

Consultancy, UK. 
 

 

POST PROJECT RESOURCES 

 

After the pilot Circles™ there will be materials uploaded online in the project online 

platform. Materials will be made available for both circle facilitators and circle participants. 

End of session evaluation 

The facilitator should write on the Flip Chart, ask participants to put one positive thing on 

a post-it note and stick it onto the flipchart before they leave. All participants should be 

free to look at everyone’s post-its. An alternative evaluation can be to put the above 

statements on a flipchart and ask each participant to draw around their hand in a coloured 

pen and write inside their handprint the best things/things they will remember from the 

workshops.  

During the final session, participants should complete the Entrepreneurial Skills Profiling 

Exercise which they also completed during the first session. During the final session, time 

should be allocated by the Facilitator to discuss the changes in the soft skills profiles e.g. 

any increases in confidence in skills, decreases etc.  

 

 

Testimonials 

Here are examples of client testimonials: 

Participants from previous Circles™ have said: 

 

“It was amazing working or discussing issues with like-minded people.” 

“I love the psychology side of the circle. It really helps understanding how behaviour 

can affect the way you see yourself in business.” 

“I do feel positive about making progress and that my aims are achievable.”  
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“Being in a circle like this draws out ideas from you and is also a networking 

opportunity.” 

“The relationships are growing and developing. Everyone seems to genuinely care 

for the development of each other’s business.” 
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10. Annexes 

10.1. Composition and eligibility criteria for ELYME Circles™  

A combination of participants at different stages in the entrepreneurial process could be 

beneficial for learning. 

Consideration should be given to the following eligibility criteria when identifying 

participants. 

  

PRE-START UP 1 

a) Interested in 

business start-ups, 

entrepreneurship 

and self-

employment. 

 

PRE-START UP 2 

b) Pre-start up with an 

emerging business 

idea. 

START UP 

c) the active start-up 

phase 

entrepreneurs with 

a formed business 

idea and actively 

working on their 

business activities. 

 

Ideally aged 25-45 

Having lived in EU for at 

least two years and having 

a long-term residence 

permit. 

Legally staying third 

country nationals. 

Second generation 

migrants. 

Wishes to detect and 

define a clear business 

Ideally aged 25-45  

Having lived in EU for at 

least two years and having 

a long-term residence 

permit. 

Legally staying third 

country nationals. 

Second generation 

migrants. 

Has an emerging business 

idea which they need help 

to develop further. 

Ideally aged 25-45  

Having lived in EU for at 

least two years and having 

a long term residence 

permit. 

Legally staying third 

country nationals. 

Second generation 

migrants. 

Has a fairly advanced 

business idea but in need 

of clear tools, techniques 
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idea with potential to make 

a living from the idea. 

Interested in business and 

self-employment. 

May or may not have a 

business idea. 

Open to exploring ideas. 

 

May have a business plan 

or an idea about what 

would be in a business 

plan. 

Open to exploring ideas. 

 

and competences to make 

it a live business. 

Has taken some steps to 

start a business although it 

may not be functioning 

fully. 

May be running a business 

alongside other 

employment. May have 

some way of financing 

business activity- informal 

or formal support. 

Open to exploring ideas. 

Note: Facilitators should take account of any language barriers and any language 

considerations in the host country in order to target the participants. Partners requiring 

cultural mediation workers to co-facilitate events should investigate funding prior to 

commissioning events.  
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10.2. Pre and Post session – self-assessment questionnaires evaluation 

 

  

Please evaluate yourself at this present 

time 

1 = Poor 

  

 

     

 ELYM

E  Entrepreneurial skills evaluation 

5 = Excellent 

        

              

Skills and Attributes 

Please Tick Box 

1 2 3 4 5 

  SELF-ANALYSIS       

1 Self-motivation       

2 Enthusiasm/passion       

3 Confidence       

4 Communication skills       

5 Taking the initiative       

6 Resilience and adapting       

        

 

ENTREPRENEURIAL SKILLS AND 

DISPOSITION       

7 Vision creation skills       

8 Prioritising skills       

9 Creativity and innovation       

10 Problem solving skills       

11 

Research/ information skills for 

business       

12 Presenting my ideas skills       

13 Coping skills-uncertainty/ambiguity       

14 

Valuing my 

culture/difference/uniqueness       

         

 ACTION AND IMPLEMENTATION       

15 Building relationships and networking       

16 Time management       

17 Goal setting and planning action steps       

18 Completing timely actions       

19 

Negotiation skills and working with 

others       

20 Knowing own strengths and limitations       
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10.3. ELYME Learner Agreement 

 

Our commitments: 

We agree to: 

✔ Place you in an ELYME Mentoring Circle™ (provided that we have a suitable and 

available facilitator for the group) 

✔ Monitor your ELYME Mentoring Circle™ and ensure that you meet at least 3 times 

over a 4-month period 

✔ Provide you with support during your involvement in the ELYME Mentoring 

Circles™ programme 

 

Your commitments: 

You agree to: 

✔ Attend all meetings with your Circles (at least 3 meetings; more meetings can be 

agreed by the participants) 

✔ Notify your facilitator if you are unable to attend a meeting (at least 2 days in 

advance) 

✔ Complete all necessary paperwork, and return to us:  a) Evaluation forms after each 

session and b) your action plans 

✔ Actively participate in the ELYME Mentoring Circle™ 

 

Confidentiality: 

I agree that I will not disclose any confidential information that I may be privy to in the 

ELYME Mentoring Circles™ to any outside party, without the prior consent of the facilitator 

and group participants involved. 

Copyright 

Mentoring Circles™ methodology, materials, images, and activities are the intellectual 

property of Inova Consultancy Ltd and are protected by UK and international copyright 

laws. Unauthorised reproduction is forbidden. All materials and activities cannot be 

reproduced, published or distributed without written permission of Inova Consultancy ltd. 

Other: 

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

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

Name 

Signature: 

Date: 
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10.4. Adaptation of the ELYME Facilitators’ Guide - Online Delivery of Circles 

 

This annex was produced in April 2020 during the Covid-19 lockdown across the EU and 

more widely. 

The purpose of this annex is to explain how the ELYME Circles™ may be delivered online 

and what issues need to be taken into account of in terms of effective online facilitation 

and learner engagement. 

 

Ensuring participants can participate online. 

Before any online training can take place it would be useful to explore your organisation’s 

assumptions about participants’ ability to take part in online Circles and to explore 

equipment available to participants and their prior experience using online methods. 

It would be useful to send an email and survey to all potential participants as a pre-check 

prior to training starting, ideally 7-10 days prior to the first online session. 

 

Questions in the survey could include: 

Have you ever taken part in online learning before as a participant? 

What equipment do you have: 

o Windows PC/laptop 

o Apple Mac/iPad 

o Mobile phone (check if visibility problems e.g. able to read a PowerPoint on a 

phone?) 

What device do you intend to use to access online learning? 

o Windows PC/laptop 

o Apple Mac/iPad 

o Mobile phone (check if visibility problems e.g. able to read a PowerPoint on a 

phone? 

 

Can your internet connection support online learning with stable video and audio 

simultaneously? 
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Do you have access to (tick if yes): 

o a camera (internal or external to PC)? 

o a microphone (internal or external to PC)? 

o Printer 

o Scanner 

o Microsoft office (Word, PowerPoint Excel) 

o Mac-Apple suite of software? 

Do you know how to follow a link to an online meeting and/or webinar? 

Do you know how to troubleshoot sound or video problems on your PC/laptop to check 

settings? 

 

 

Prior to the session request mobile phone numbers and email addresses so that 

participants may be contacted in the event of problems. 

Disadvantaged groups – try to ensure people have access to a laptop or desktop to access 

the online training/event. Participants might be encouraged to borrow equipment from 

other members in their household.  

Provide information such as useful links here: 

Checks to make before joining online meeting (audio and video testing). 

Windows 7 

https://www.youtube.com/watch?v=q5xUzuZhFMw 

Windows 10 

https://www.youtube.com/watch?v=rtPf5igHNn8 

Mac 

https://www.youtube.com/watch?v=JixQLVKUss0 

 

How to help learners with online methods 

Many learners may be anxious about accessing learning though a new method; it is often 

anxiety about getting into an online room, getting the camera and sound to work that 

inhibits engagement and disadvantages people before they gain access. Whilst many more 

https://www.youtube.com/watch?v=q5xUzuZhFMw
https://www.youtube.com/watch?v=rtPf5igHNn8
https://www.youtube.com/watch?v=JixQLVKUss0
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people are getting used to online learning methods there are multiple platforms in use with 

different functionalities. To this end we advise the following to mitigate learning anxiety: 

● Send clear joining instructions and a link. Ideally provide an opportunity to test 

joining and the online area prior to the session.  

● Set up an online test room a few days prior to training where individuals are invited 

to test their equipment and video and audio and explore the functionality of the 

online environment testing functions such as chat and sharing screens. Practise 

functions such as chatting to the facilitator giving a personal introduction via chat, 

reporting a problem or flagging up needing a break. 

● Keep the language as simple and straightforward as possible. Many participants 

will not be using their mother tongue. Avoid jargon, overly academic terminology 

and phrasing and focus on a clear message.  

The facilitator can support gaining entry through email and phone. This will build 

confidence to maximise participation. The room could run for a set time allowing 

individuals to drop in and meet the facilitator. Explain if the link to each individual event will 

be generated and emailed afresh or if the room exists and the same link will be used; 

platforms may vary, and organisations may have different set ups for how they organise 

online training.  

 

Universal Design for Learning (UDL) and inclusion 

Universal Design for Learning (UDL) principles should be used when possible, to enable 

access and to maximise personal choice for learners within the given constraints of online 

delivery platforms used by organisations.  

http://udlguidelines.cast.org/ 

The aim is to minimise distractions and anxiety and enable participants to personalise their 

learning space and how they receive content. For example, if an individual has an auditory 

preference, they should be able to participate with the camera off to enable their 

concentration. If it is necessary to access platforms outside the main online delivery 

platform these should be tested with participants ideally prior or during the online session. 

Enable an alternative means of participation; for example, if an individual cannot access a 

wall to post comments, enable them to email the facilitator and share ideas that way.  

Online learning should not just present one single mode- learning needs to include visual, 

auditory and a multimedia approach. Consider how to ensure the session is inclusive. 

https://www.chronicle.com/article/8-Ways-to-Be-More-Inclusive-in/248460 

This next resource focuses on working with people with disabilities as learners; the content 

is useful for all teachers. 

http://udlguidelines.cast.org/
https://www.chronicle.com/article/8-Ways-to-Be-More-Inclusive-in/248460
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https://abilitynet.org.uk/webinars/how-run-accessible-online-meetings-disabled-people-

working-and-studying-home 

For learners with processing difficulties who often have poor working memories (estimated 

at least 15% of the population) if asking them questions, keep the questions in text format 

visible, avoid removing the questions and do not expect learners to retain information. If 

using pictures have text prompts and text instructions presented together on one slide. 

This is also helpful to the facilitator to avoid referring to extraneous materials and minimises 

their cognitive load (processing power and attentional focus needed by the brain). 

Requisites for online teaching platform/software 

● Chat function  

● Screen share function 

 

Attention span and focus - shorter online sessions 

The move to online learning will be novel for some, necessitating greater attention to take 

part in lesson content, and understanding how to engage with the online platform. Learners 

need to know how to become familiar with the online environment, as they may be anxious 

about new things working which all takes energy limiting concentration and ultimately 

attention span. The teacher may need to give breaks, comfort breaks and shorten the 

session. It is likely participants will have a shorter attention span learning online, so prepare 

for a shorter and more concise session. Make clear expectations about anything learners 

have to do at the end of a session which should link clearly to the purpose of the next 

session to come. 

● They might write notes to prepare for the next session 

● Write answers to reflective questions 

 

Activities will depend on the sophistication of the various platforms in use as some may 

enable asynchronous activity, in addition to synchronous activity. 

The session will probably need to be much shorter for online learning than would be the 

norm in a face-to face setting. A session that may usually take three hours face to face 

could be conducted in 1.5-2 hours online with breaks.  

 

Using the concept of the flipped classroom 

The flipped classroom is useful; the activities that take place in the learning space require 

discussion, collaboration, discussing new ideas and concepts and application of concepts 

https://abilitynet.org.uk/webinars/how-run-accessible-online-meetings-disabled-people-working-and-studying-home
https://abilitynet.org.uk/webinars/how-run-accessible-online-meetings-disabled-people-working-and-studying-home
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to personal situations. It is not a good use of time to simply go through PowerPoint 

presentations or content that anyone could have read prior to the session.  

http://www.sussex.ac.uk/skillshub/?id=309 

In a Circle, the most valued activity is often the opportunity to present ideas to engage with 

probing questions and to answer questions, prompting thinking deeply and personal 

insights about one’s situation. Therefore, the facilitator needs to think through what can be 

sent to the learners prior to the session, what preparation they can do in readiness to take 

part during the session and how time can best be used. This means that exercises can be 

sent prior to the session. 

Decide how material is to be presented and used during the session. It might be easiest 

for participants to draw a shield manually and hold it up to the screen for screen sharing 

for others to read. Comments and questions can be provided through chat or verbally. You 

might provide a template but remember you may need to provide it in a variety of formats, 

some people may have Word, Mac suite of software, or no printer so consider how people 

can take part. You could use a wall or platform where people post their shields, or an online 

room/space where all can consider the shields of others. It is important to test all 

assumptions prior to the session.  

Always ask: how can an individual with least technology take part? 

For example, it is possible to email the agreement document, consent forms and self-

assessment forms prior to the session. You could ask for documents to be emailed back. 

If you wish the participants to complete the self-assessment forms at the end of the 

session, ask them to have it open in the background. A session moderator can be on hand 

to email anyone the forms as the session progresses. 

 

Compliance with European Commission evidence 

For the project consider what evidence if required from the Commission as proof that the 

event took place.  

Consider how you will take a register; it is possible an email from the student agreeing to 

take part and confirming participation may suffice.  

Video screenshots. 

Consider if some participants may be vulnerable (e.g., domestic violence, excluded) and 

may not wish to be seen visually or have whereabouts or photos of private homes 

published. In the event of this occurrence make alternative provision. 

 

http://www.sussex.ac.uk/skillshub/?id=309
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Role of the moderator 

Facilitators should be accompanied by moderators whilst online teaching is new, and staff 

are getting used to this mode of delivery. 

 

Tips for during the session 

Establish online etiquette during the session 

It is important to cover online etiquette during the first session. Depending on what tools 

and platforms partners are using for online delivery, show participants how to use text chat 

functions. Explain the need for how to flag up an issue and how to raise hands if 

participants want to speak.  

Establish etiquette about switching off microphones if participants are not speaking to 

minimise sound feedback and to switch off cameras for more stability. Cameras on can be 

used when greeting, when saying goodbye and when presenting or speaking. Online 

learning can raise the additional demands listening may make on some participants as we 

no longer have visual cues. Each partner may decide whether to dispense with video 

throughout most of the session depending on broadband speeds and equipment. 

Generally, platforms are more stable with audio only. Certainly, introductions should be 

made with video and audio. It should be noted that getting to know people is important 

and ideally the larger part of session one should involve cameras to aid the building of 

trust. Decisions will have to be made on a session-by-session basis. 

Establish how to share screens. Also explain the slight time lag that is often seen with 

online learning; it can take a few seconds for changes to take place such as sharing 

screens. Establish if a moderator member of staff will also be taking part as part of Circle 

facilitation (this person often watches proceedings in the background). Explain their role 

and that they will help if problems occur if anyone needs anything sending. Instruct 

participants to have their email open in a window behind the online session software to 

receive any documents, instructions or private communications. It is also useful if 

participants have mobile phones handy in case of any issues or problems. The session 

moderator can have all this information ready for use. 

Recommended exercises for online delivery - to be found in Facilitator Guide: 

Patchwork shield exercise (prepared prior to session as pre-work, brought to Circle for 

discussion)  

Smart goals - homework post session 

Networks mind map (prepared prior to session as pre-work, brought to Circle for 

discussion)  
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Wishes to Smart goals - (homework post session) 

Theme: What more do I need to do to move from getting by to growing? Individual 

presenter time, questioning time and group discussion in online sessions. 

Articulation of goals and next actions in online sessions. 

Actions arising from Circles 

Note during Covid-19 the actions participants usually undertake between Circles to report 

back on may be severely limited. Actions may have to be adapted e.g. instead of meeting 

people and talking, it may have to be limited to online research. Facilitators will have to 

use their judgment to help participants set practical yet stretching and purposeful goals 

for themselves. 
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10.5. Building rapport in online circles. 

  

Prior to the circle starting ask people to complete a biography form and share them with 

the facilitator by email. Use bio template shared here: 

https://drive.google.com/drive/u/0/folders/1EnYpAmL4yD7gwOrlkt8oLAWs2q-PsVCw. Ask 

learners to share their business experience and any relevant facts that have brought them 

to this point in their lives. 

There is no need to share addresses or very personal info. 

 

  

You could also ask them to share: 

Why did you want to join this circle? 

Give three reasons: 

1 

2 

3 

  

What are your main challenges at the moment? 

 

                                                                                                                                              

                                                                                                                                              

                                                                                                        

  

What are the gifts you may bring to this circle personally? (They could be strengths/ 

attitudes/ skills others appreciate about you, what you mention may be based on previous 

feedback you have had). What are people likely to appreciate about you being a member 

of this circle? 

 

1 

2 

  

What are you looking forward to about joining this circle? 

  

                                                                                                                                              

                                                                                                                                              

                                                                                                        

  

The facilitator can also share their bio prior to the start. We suggest doing this after you 

have received bios from participants. Set a date by which you would like bios returned and 

offer the questions and the template. Ask for consent to e mail bios to others. E mail bios 

to all participants four days prior to the first circle taking place. 

They can then read about who else will be joining them in the circle and look for ways to 

connect. 

  

Prior to first session invite people to join a test room. 

Iron out any technical difficulties. 

Headsets, filming and audio. 

  

https://drive.google.com/drive/u/0/folders/1EnYpAmL4yD7gwOrlkt8oLAWs2q-PsVCw
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The climate in the online set. 

How do we build rapport and promote effective peer to peer contributions? 

As with face-to-face circles, we establish ground rules at session one. The quickest way to 

do this is to explain ground rules, their purpose and then to ask for quick contributions by 

typing in the chat box. Invite them to type in the chat box and comment on contributions 

and encourage further explanation. It is important for the facilitator to validate contributions 

and to be encouraging. 

  

Ground rules in the set might include: 

  

Breaks required - check how often? 

Listening. 

Expectations about confidentiality, not sharing personal information beyond the set. 

Respecting other people’s ideas. 

Expectations about not feeling pressured into answering questions, learners can say no, 

direct discussion to what is helpful for them. 

  

Remember technical ground rules. 

Etiquette- microphones off unless talking. 

Mobile phones on silent. Not using mobile phones whilst in the circle. 

If you need to leave the room, leave a message in chat, inform people when you are back. 

  

The climate in the online set-trust and rapport. 

How do we build trust and rapport and promote effective peer to peer contributions?        

  

Firstly, the depth and breadth of what the facilitator discloses sets the climate for the role 

of sharing information in the set. 

If as a facilitator I share factual information- such as age, I have a cat, I like yoga, this is 

relatively superficial. If I share I am going through a divorce and I am questioning my 

choices of career in life and that’s why I am drawn to being part of a set on 

entrepreneurship that sets a different tone and legitimises sharing and builds trust and 

rapport. As a facilitator I am engaging at the same level I expect of participants and the 

power differential between facilitator and participants is minimised. 

  

The facilitator also needs to model deep engagement through deep questioning. Follow 

up when people have said something interesting by asking more questions. Also realise 

the learner can choose whether to answer or in what depth. 

  

  

The facilitator has choices about how to make this a deeper engagement. Superficial 

questions will invite the learner to simply describe more about the events, deeper 

questioning engages with the purpose and meanings the individual attributes to their 

experience. 

 

If you follow through with a deep question, you may connect with themes relevant to others 

in the circle. Before you know it you are leading a discussion about authenticity and 

identity, deep drivers likely to encourage an individual to change. 
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Rapport is also about acknowledging that you have heard and noticed someone’s 

experience, so as the facilitator try to react with empathy and sensitivity to show you 

understand their feelings and situation. 

  

You can offer comments to encourage further reflection: 

  

I think that is very insightful… 

I like what you said about acting because (reasons) 

 

  

However, keep the focus on them. Do not bring in too much of your own experience and 

anecdotes as the circle should be about them, not you. 

 

If you do mention something about yourself keep it brief and try to summarise what you 

learned from the experience to reconnect with your learners. 

  

  

If the facilitator is new to group facilitation or coaching, hunt for powerful questions and 

have them as a PowerPoint ready for use. 

 

For example, here are some useful sources:  

https://www.forbes.com/sites/forbescoachescouncil/2018/06/21/16-powerful-questions-

coaches-ask-their-clients-to-help-achieve-their-goals/#ed776cc65e0c 

  

https://learn.coactive.com/hubfs/2019%20Toolkit/Co-Active-Coaching-Toolkit-

POWERFUL%20QUESTIONS.pdf 

  

https://www.thebalancecareers.com/coaching-questions-for-managers-2275913 

  

https://www.inc.com/gordon-tredgold/29-coaching-questions-that-can-help-increase-

success.html 

  

Select the questions that appeal most to you and which will be of use to your learners. 

  

Each partner should do this for themselves as they know the learners and the context. You 

could send learners a PDF or word document of powerful questions in the chat. 

  

  

As the online environment is new, it is important to model kindness and patience. Give 

time for people to deal with technical issues. Show empathy and sympathy if things go 

wrong. Establish they should re-join if they get bounced out. Consider having a moderator 

at the start and end of circles to deal with any technical issues and support required in 

order that the facilitator can focus on the session. 

  

 

Encouragement of peer-to-peer questioning. 

  

As learners explore their experience you can ask people to note any questions and at the 

end of the explanation ask them to type questions in chat. If you invite them as the person 

https://www.forbes.com/sites/forbescoachescouncil/2018/06/21/16-powerful-questions-coaches-ask-their-clients-to-help-achieve-their-goals/#ed776cc65e0c
https://www.forbes.com/sites/forbescoachescouncil/2018/06/21/16-powerful-questions-coaches-ask-their-clients-to-help-achieve-their-goals/#ed776cc65e0c
https://learn.coactive.com/hubfs/2019%20Toolkit/Co-Active-Coaching-Toolkit-POWERFUL%20QUESTIONS.pdf
https://learn.coactive.com/hubfs/2019%20Toolkit/Co-Active-Coaching-Toolkit-POWERFUL%20QUESTIONS.pdf
https://www.thebalancecareers.com/coaching-questions-for-managers-2275913
https://www.inc.com/gordon-tredgold/29-coaching-questions-that-can-help-increase-success.html
https://www.inc.com/gordon-tredgold/29-coaching-questions-that-can-help-increase-success.html
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speaks the learner may become distracted and lose the train of thought. Start with this and 

as openness builds, then ask people to raise hands and then they can turn the microphone 

on to ask it. This opens up the discussion and develops group etiquette. 

  

In session two encourage early verbal participation of all: 

·       Name 

·       Describe where you are (home or office surroundings) 

·       A personal learning goal or objective for the session (what they would like 

to get from it) 

·       An update on what has happened, or progress made since the last meeting 

You might set up a Circle board on Padlet and ask people to post comments, questions, 

impressions after each circle. 

This could also be done prior to circle one to post ideas about ground rules, expectations 

or questions about the process. 

https://en-gb.padlet.com/ 

 

 

 

 

 

 

 

 

 

 

 

 

https://en-gb.padlet.com/
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