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Introduction

Part Α

Overview

The aims and objectives of this Unit are for you:

• to start thinking in practical terms of the leaving care process

• to understand how to use the “Life Skills Handbook”

• to understand the notion and the significance of “life skills”.

The Unit has been designed in order to introduce you to the contents of the whole 
Handbook, which is used complementarily with the Life Skills Workshops. The Unit will 
present the contents of the book and its different chapters and parts, so that you know 
how to get the information you need on crucial areas of an independent adult life, once 
you have left the care system. Finally it will discuss those skills and competences which 
are necessary to navigate your future life as an adult, in the most efficient and effective 
way; the so-called “life skills”.

   Key point 1: No one is fully prepared for adulthood. This book can be used as a compass 
to refer to when specific issues or questions arise during your transition to adulthood.

   Key point 2: Practical and theoretical issues are presented in a simple and concise 
manner. Some of the things you already know are also included herein. Verify your 
knowledge and learn some new ones.

   Key point 3: This is not a school book. You do not have to learn anything by heart, nor 
does it include homework and exercises. Approach it in a playful manner and let it be 
your friend and guide for the first period after you have left care.

Objectives and Aims
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The Handbook

The aim of the book and of the relevant course (the Life Skills Workshops) is to prepare 
young people who are going to leave care so that they have the knowledge, skills and 
competences to lead an independent, healthy and happy adult life. Through the book 
you will get information and guidance to address several issues which normally arise for 
people of your age, and especially for those young adolescents who have spent time in 
the care system.

The book contains 10 distinct Units, whose titles are the following:

Unit 1. Course Introduction.

Unit 2: The Legal Stuff: Entitlements and Obligations.

Unit 3: Money Management.

Unit 4: Maintaining a Home.

Unit 5: Looking after One’s Well-Being,

Unit 6: Education – Training.

Unit 7: Employment.

Unit 8: Having a Good Lifestyle.

Unit 9: Navigating Local Services.

Unit 10: Communication and Interpersonal Relationships.

Each Unit is broken down into smaller sections, so that the material presented is man-
aged easily and effectively. Each Unit contains 3 to 4 sections.

Each Unit of the Handbook is divided into two parts as follows:

•  Part A: This part contains the “Overview” section, where the basic points of the Unit 
are presented, as well as some crucial issues related to the specific Unit (the Key 
points); the “Objectives and Aims” section, where the desired outcome of the Unit 
is described, to be achieved after you have studied the Unit; the “Analysis” section, 
where basic information on the Unit’s main theme is presented, along with some 
useful practical tips.

•  Part B: This part contains more practical information on the relevant Unit. It contains 
useful links and communication channels with services and organizations, so that 
you know where to turn to when necessary.

Life skills

The ultimate goal of this book and of the workshop which takes place in parallel 
is to guide you in the development of life skills. Life skills are those skills which 
are necessary or desirable for full participation in everyday life.

Let’s add to this the following definitions:

Unicef: “Life skills” are defined as psychosocial abilities for adaptive and positive be-
haviour that enable individuals to deal effectively with the demands and challenges 
of everyday life. They are loosely grouped into three broad categories of skills: cogni-

Analysis



handbookPart  A

5

tive skills for analyzing and using information, personal skills for developing personal 
agency and managing oneself, and inter-personal skills for communicating and interact-
ing effectively with others.”

British Council: “Life skills is a term used to describe a set of basic skills acquired through 
learning and/or direct life experience that enable individuals and groups to effectively 
handle issues and problems commonly encountered in daily life.”

The Life Skills In Europe Project (LSE): “Life skills are a constituent part of capabilities 
for life and work in a particular social, cultural and environmental context. The types 
of life skills emerge as a response to the needs of the individual in real life situations”.

Such skills include the following: decision making, problem solving, critical thinking, 
communication and collaboration skills, interpersonal relationships, self awareness, 
empathy, literacy, numeracy, financial skills, skills related to one’s health, ICT skills, 
time management, asking for help, civic capabilities, negotiating and networking, 
budgeting skills, and home management skills.

Goal setting

“Setting goals is a vital practice that can benefit anyone with a dream or a vision for 
their future. Young people who are just starting out on the journey of life are at a par-
ticularly opportune time to start building their goal setting skills – not only will these 
skills serve them throughout their lives, but building them now will help them mold 
their future into one that they desire” Courtney Ackerman.

The Handbook will help you understand different aspects of adult life and can direct 
you into setting the goals which you feel are right for you. Making a plan to achieve 
your goals is among the most important supplies which you can get when moving from 
adolescence and care to adulthood and independence. Setting the goals makes their 
achievement a much easier and happier process!
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Part B

Write down at least one goal that you would like to achieve within the next six 
months, for the following categories, which are closely related to adult life and life skills:

1. Income / Money:

..................................................................................................................................................................................................

2. Accommodation:

..................................................................................................................................................................................................

3. Education:

..................................................................................................................................................................................................

4. Sports / Physical exercise:

..................................................................................................................................................................................................

5. Employment / Job:

..................................................................................................................................................................................................

6. Buy:

..................................................................................................................................................................................................

7. Friends / Social circle:

..................................................................................................................................................................................................

8. Leisure / Free time / Hobby:

..................................................................................................................................................................................................

9. Travel:

..................................................................................................................................................................................................

10. Myself:

..................................................................................................................................................................................................

11. Other:

..................................................................................................................................................................................................

Useful Thoughts
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The Unit titled “Legal Documents” aims at introducing and presenting to you the legal 
documents which a young person should have in order to participate in social life and 
in society in general. The documents are presented successively, with an explanation on 
the process which someone has to follow in order to acquire them, as well as their use 
and their importance.

   Key point 1: Some of the information contained in the Unit might be familiar to you, 
and unfamiliar to other fellow trainees. Be patient and share any knowledge you 
have!

   Key point 2: The information provided in the Unit refers to the specific national set-
ting. Different procedures apply in other countries.

   Key point 3: Part A contains useful information on the nature and the importance of 
different legal documents, as well as the ways to issue them. Part B contains practical 
information to be used in case you want to issue or re-issue these legal documents.

Overview

Objectives and Aims

The aims and objectives of this Unit are for you:

•  to know your rights and obligations regarding the documents you have to issue as 
citizens

•  to understand the ways you can issue certain legal documents and their necessity in 
everyday life

•  to realize the importance of having/ losing/ replacing legal documents

•  to get acquainted with basic legal processes which are common for all citizens in the 
specific society, regardless of their status (being in care or not, leaving care, etc)

•  to understand the role of different public services

•  to be well prepared to issue your own documents.

Legal Documents: ID card, Driver’s License,  
National Insurance Number, Tax Documents

Part Α
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•  The Greek identity Card (Greek: Δελτίο αστυνομικής ταυτότητας, “card of police 
identity”) is an official document of the Hellenic Republic, used to certify one’s iden-
tity in any occasion. The authority handling the issuing is the Hellenic Police, and 
possession of this document is mandatory for all Greeks 12 years of age and older. 
Citizens are obliged to always carry it, and produce it at police’s request; failing to do 
so may result in the citizen’s identification at the nearest police station. A passport is 
considered of equal value to the ID card, when certifying one’s identity. The ID card is 
a valid travel document in Europe (except Belarus, Moldova, Russia, and Ukraine), to 
Georgia and Turkey, and Montserrat (for 14 days in transit to a third country). More-
over, it is also used to identify a person of citizens in local and EU elections. ID cards 
are valid for 15 years.

•  Greek passports are issued exclusively to Greek citizens for the purpose of interna-
tional travel. The passport, along with the national identity card allows for free rights 
of movement and residence in any of the states of the European Union and European 
Economic Area.

•  The AMKA – Arithmos Mitroou Koinonikis Asfalisis (Social Security number) is in es-
sence the work and insurance ID of every employee, pensioner and dependent mem-
ber of their family in Greece. With AMKA, services will be easier and faster in all your 
transactions concerning employment and insurance such as beginning employment 
and insurance, paying your insurance contributions, issuing or renewing your health 
booklet, getting your pension or any benefits. All these will take place with a lot less 
delay and a lot less bureaucracy.

•  The AFM – Arithmos Folorologikou Mitroou is the personal Tax Identification Num-
ber (TIN). It is required for many everyday transactions in Greece. The nine-digit num-
ber is unique to each individual. It is used when dealing with Greek authorities and 
when completing almost any kind of paperwork, for example, prior to starting em-
ployment or opening a bank account, paying tax or buying a car.

•  In order to qualify for access to the state public health system - and if you are going 
to be working permanently in Greece - you need to get obtain your Social Insurance 
Number –AMKA in Greek– through your local KEP office (Citizens Service Centre). 
This, plus the health booklet that they will issue you, must be shown each time you 
visit an EOPYY doctor or hospital.

•  In Greece the driving license is given to those who request a license for any of the 
categories they desire. It is required for every type of motorized vehicle. The mini-
mum age to obtain a driving license is: 16 years for a motorcycle, 18 years for a car, 
and 21 years for buses and cargo vehicles. It can be obtained after finishing a driving 
school and passing a two-stage test, the theory test and road/ practice test. Primary 
school certificate is also required to obtain valid driver’s license.

•  The Unemployment Card is an official document, issued by the Manpower Employ-
ment Organization (OAED) and is issued for all unemployed people. By using this 
card, unemployed people may be insured as unemployed, receive an unemployment 
benefit for a certain period of time, participate in subsidized vocational training pro-
grams and get useful advice on finding a job (employment counselling services). 

Analysis
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…issue an Unemployment Card

In order to register at OAED and receive the Unemployment Card you need to submit 
the following supporting documents to the Organization’s office of you region.

• A valid passport or identity card

•  A residence permit or work permit (for third-country nationals)

•  The applicant’s most recent Income Tax Notice of Assessment or, failing this, a copy 
of an already submitted income tax return (Ε1). The unemployed individuals that 
appear as dependents (such as children) need their parents’ latest submitted income 
tax return (Ε1).

•  An electricity, water or fixed telephone bill, or a copy of a house rental contract that 
has been submitted to the relevant Public Financial Service (that proves where you 
live).

•  An official document indicating the applicant’s Social Security Number  
(ΑΜΚΑ) (e.g. issued by KEP or ΑΜΚΑ offices).

How to…

Initials, initials, initials…
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… apply for an AFM

Any individual resident in Greece or person who owns property in Greece will need to 
apply for an AFM number.

The AFM number (sometimes referred to as TIN) can be obtained from the local Tax Of-
fice/Internal Revenue Services, either in the place of residence or in the area where the 
person is buying property. The application can be made in person at a local Tax Office 
(Eforia) or by an authorized person (for example lawyer or accountant) and an applica-
tion form must be filled in. The following documents are required:

• Passport and a photocopy

• A person without a passport must supply a birth certificate

The following documents, with photocopies, may be needed (the Eforia staff can con-
firm this):

• Marriage certificate

• Birth certificate

• Visa or other relevant document for non-EU citizens

Once the application has been handed in, the Eforia issues a document stating the AFM 
number, which is usually issued immediately.Anyone with an AFM number is registered 
with the Greek authorities and must file an annual tax return.

… aquire my AMKA

You and your dependent family members may acquire your own AMKA at the KEP and 
AMKA offices which operate at the Social Security Institutions all over Greece. The nec-
essary documentation for Greek citizens is:

• The Greek ID card, or Greek military ID card

•  For underage individuals who are below 12 years of age and do not have an ID, a 
family status certificate is necessary, presented by the parent or a legal representa-
tive.

… get my ID card

You have to go to the Police Office with a witness and apply there. There no online ap-
plications. The necessary documents to apply for an ID card in Greece are:

• A certified Greek birth certificate,

• Two black and white photos

• Proof of residence (photocopy).
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… get a driving license

If you are 18 or older, you may be able to get a driver’s license in Greece. You will need:

• to have an AFM number

•  to find a driving schools and attend at least 20 classroom lessons and 20 driving 
lessons. At the end of the course, you will have to pass a test on a computer and a 
practical driving test.

•  to get a doctor’s note. You must get a “proof of health” form from an eye doctor and 
from a general-practice doctor.

•  to pay the fee. Using your AFM number, you must pay the Greek government de-
posits of €50, €30 and €18. You should pay these three deposits at a Citizen Service 
Center, or “KEP.”

• to get four color, passport-size photos.
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USEFUL INFORMATION

Service / Institution Contact / Learn more

Information on AMKA https://www.amka.gr/tieinai.html

Ministry of Labor and Social Welfare http://www.ypakp.gr

Find your local Tax Office http://www.ermis.gov.gr/portal/page/portal/ermis/public-
Bodies?p_topic=18074

Application Form to issue the AFM 
number

http://www.ermis.gov.gr/portal/page/portal/ermis/FullSto-
ry?sid=222

Manpower Employment Organization http://prev.oaed.gr/index.php?option=com_con-
tent&view=article&id=720&Itemid=525&lang=en

Citizen Service Center http://www.kep.gov.gr/portal/page/portal/kep/

Ministry of Infrastructure  
and Transport (for the driving license)

http://www.yme.gr/?aid=0&tid=282

Hellenic Police (for issuing the ID card) http://www.hellenicpolice.gr/index.php?option=ozo_con-
tent&perform=view&id=139&itemid=132&lang

Hellenic Association of Driving  
Instructors

http://www.hellenicpolice.gr/index.php?option=ozo_con-
tent&perform=view&id=139&itemid=132&lang

Hellenic Police (for issuing a passport) http://www.passport.gov.gr/npc-periexomeno/npc-periex-
omeno/odigies-ekdosis-diavatiriou.html

An official statement of Law 
1599/1986 (for issuing your AMKA)

http://www.ypeythini-dilosi.eu/

National Center for Social Solidarity: 
Helpline for information on different 
services

197

Legal Documents: ID card, Driver’s License,  
National Insurance Number, Tax Documents

Part B

1. Useful information and links
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Overview

The aims and objectives of this Unit are for you:

•  to have a clear idea of the skills and competences included in the concept of an “ac-
tive citizen”

•  to understand the importance of being an active citizen for personal and social de-
velopment

•  to realize their rights and obligations as citizens

•  to get to know values such as equality, democracy, freedom, cooperation, participa-
tion and responsibility

•  to get acquainted with different public bodies and organizations and your connec-
tion to them as citizens

•  to understand the benefits of becoming a volunteer

•  to contemplate on the role of mass media in citizenship.

Active citizenship

Part Α

This Unit aims at introducing you to the concept of active citizenship. During the discus-
sion on the Unit the national political system, the variety of political parties, the voting 
process, and the significance of non-governmental organisations and citizens’ associa-
tions will be presented and discussed. You will have the chance to gain basic knowledge 
on your rights and obligations as citizens and will understand the benefits of becoming 
a volunteer.

   Key point 1: Active citizenship might sound complicated, but it is what people do in 
everyday life as parts of a wider group of people, their society.

   Key point 2: Active citizenship is closely linked with a number of skills, such as time 
management, decision making and communication skills. As the rest of the skills, ac-
tive citizenship can be taught and practiced.

   Key point 3: Active citizenship does not start with adulthood. Being a member of any 
team is about active citizenship.

   Key point 4: How we receive and process any type of information is crucial for becom-
ing an active citizen. Media play an important part in this process.

Objectives and Aims
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Analysis

Introduction

Active citizenship is a broad concept, hard to define, and yet crucial to the welfare of 
society and its members. Many people, when asked, will say it is about ‘giving some-
thing back’, about recognizing that we are all mutually dependent and that by making 
a positive contribution to the direction society takes, we are helping ourselves as well 
as others. It could be argued that active citizenship is all about balancing rights and 
responsibilities.

Active citizenship is the glue that keeps society together, because if everyone merely fo-
cused on going to work, earning a living, and promoting their own individual interests, 
society would fall apart. It brings together people of different generations and different 
backgrounds, forging a solidarity that is becoming increasingly important for the long-
term welfare of local/ national/European/ global society.

It is also a form of literacy, because it implies being aware of what is happening around 
us, acquiring knowledge and understanding so as to make informed judgements, and 
having the skill and courage to respond in the appropriate way, individually or collec-
tively. Active citizenship embodies the conviction that every individual can make a dif-
ference to the community he or she lives in – whether that means the local, national or 
global community.

Some institutions

The political system of Greece: The politics of Greece takes place in a parliamentary rep-
resentative democratic republic, whereby the Prime Minister of Greece is the head of 
government, and of a multi-party system. Legislative power is vested in both the gov-
ernment and the Hellenic Parliament. The Judiciary is independent of the executive 
and the legislature. The Constitution of Greece, which describes Greece as a “presiden-
tial parliamentary republic”, includes extensive specific guarantees of civil liberties and 
vests the powers of the head of state in a president elected by parliament. The prime 
minister and cabinet play the central role in the political process, while the president 
perform some executive and legislative functions in addition to ceremonial duties.

Some definitions:

– Parliament: The Parliament is the supreme democratic institution that represents the 
citizens through an elected body of Members of Parliament (MPs).

– Elections: Today, in a representative democracy such as the Hellenic Republic and also 
in all democratic countries, it is the people that rule and exercise power by means of 
elections. It is thus the electorate that elects representatives who, throughout their 
term, shall carry out specific duties and assume responsibilities.

– Electorate: The electorate consists of all Greek citizens who have the right to vote. 
This right is granted to individuals who are at least 18 years of age, or shall turn 18 
on the year of the election, have the capacity for legal act and are not the subject 
of an irrevocable criminal conviction for felonies listed under article 51 par. 3 of the 
Constitution. Eligible electors must be registered in the electoral roll to exercise their 
voting right. (for more information on these issues, go to: https://www.hellenicpar-
liament.gr/en/).
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– European Union: It is a Union of 28 European countries, which share the same goals 
and policies. The European Single Market, Internal Market or Common Market is a 
single market which seeks to guarantee the free movement of goods, capital, ser-
vices, and labour –the “four freedoms”– within the European Union (EU). The goals 
of the EU are:

•	 promote peace, its values and the well-being of its citizens

•	 offer freedom, security and justice without internal borders

•	 sustainable development based on balanced economic growth and price stability, 
a highly competitive market economy with full employment and social progress, 
and environmental protection

•	 combat social exclusion and discrimination

•	 promote scientific and technological progress

•	 enhance economic, social and territorial cohesion and solidarity among EU countries

•	 respect its rich cultural and linguistic diversity

•	 establish an economic and monetary union whose currency is the euro.

 Some of the basic values prevailing the EU include human dignity, freedom, democ-
racy, equality and human rights.

– Volunteering: Volunteering is described as an unpaid activity where someone gives 
their time to help a not-for-profit organisation or an individual who they are not 
related to. One of the better-known benefits of volunteering is the impact on the 
community. Unpaid volunteers are often the glue that holds a community together. 
Volunteering allows volunteers to connect to their community and make it a better 
place. However, volunteering is a two-way street, and it can benefit volunteers as 
much as the cause they choose to help. Dedicating time as a volunteer helps make 
new friends, expand network, and boost social skills.

Elections:

Greek citizens aged 17 and over on the year of the election are eligible to vote, and at the 
age of 25 and over are also eligible to be elected to Parliament. There are three types of 
elections in Greece: elections for local authorities, when Mayors are elected, elections for 
the Parliament, when the government is elected and elections for the European Parlia-
ment, when representatives from the EU members form the European Parliament.

The process for voting is simple. It takes place in school buildings on a Sunday while 
the procedure is run by a presiding judge or attorney-at-law appointed by the local Bar 
association. Traditionally, voting takes place “from sunrise to sunset”. Voters identify 
themselves by their ID cards and are given the full number of ballot papers for the con-
stituency plus a blank ballot paper and an empty envelope. Then they withdraw to a 
secluded cubicle equipped with a lectern, pen and waste basket, where they select the 
ballot paper of their choice, if any, and mark the candidate(s) of their choice, if any; they 
cast the sealed envelope with the ballot paper in the ballot box and are given their ID 
card back.
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NGO (or Non-Profit Organisation)

Non-governmental organizations, commonly referred to as NGOs, are usually non-prof-
it and sometimes international organizations independent of governments and inter-
national governmental organizations (though often funded by governments) that are 
active in humanitarian, educational, health care, public policy, social, human rights, en-
vironmental, and other areas to effect changes according to their objectives. NGOs are 
usually funded by donations, but some avoid formal funding altogether and are run 
primarily by volunteers.

Types of volunteering:

o Volunteering as a learning programme: Many schools on all education levels offer 
service-learning programs, which allow students to serve the community through 
volunteering while earning educational credit.

o Skills- based volunteering: skills-based volunteering is leveraging the specialized skills 
and the talents of individuals to strengthen the infrastructure of nonprofits, helping 
them build and sustain their capacity to successfully achieve their missions.

o Volunteering in developing countries: An increasingly popular form of volunteering 
among young people, particularly gap year students and graduates, is to travel to 
communities in the developing world to work on projects with local organisations.

o Virtual volunteering: In virtual volunteering the volunteer completes tasks, in whole 
or in part, offsite from the organization being assisted (also called e-volunteering or 
online volunteering)

o Environmental volunteering: Environmental volunteering refers to the volunteers 
who contribute towards environmental management or conservation.

o Volunteering in an emergency: Volunteering often plays a pivotal role in the recovery 
effort following natural disasters, such as tsunamis, floods, droughts, hurricanes, and 
earthquakes.

o Volunteering in schools: Many schools around the world rely on government support 
or on efforts from volunteers and private donations, in order to run effectively.

o Community volunteer work: Community volunteering refers globally to those who 
work to improve their local community. This activity commonly occurs through not 
for profit organizations, local governments and churches; but also encompasses ad-
hoc or informal groups such as recreational sports teams.

o Social volunteering: In some European countries government organisations and 
non-government organisations provide auxiliary positions for a certain period in in-
stitutions like hospitals, schools, memorial sites and welfare institutions. The differ-
ence to other types of volunteering is that there are strict legal regulations, what 
organisation is allowed to engage volunteers and about the period a volunteer is 
allowed to work in a voluntary position.

o Volunteering at major sports events: For example, 25,000 volunteers worked at the 
2014 Sochi Winter Olympics. They supported the organisers in more than 20 func-
tional areas: meeting guests, assisting navigation, organising the opening and clos-
ing ceremonies, organising food outlets, etc.
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Active citizenship

Part B

1. List of NGOs and useful information:

NGO Field Link

Unicef disadvantaged children https://www.unicef.gr/

Action Aid poverty, children http://www.actionaid.gr/

Praksis refugees, unaccompanied 
children, homeless, victims of 
trafficking, prisoners, Roma, etc

https://www.praksis.gr/

Arsis children in care https://www.arsis.gr/

Medecins du Monde medical care https://mdmgreece.gr/

Κιβωτός του Κόσμου children in care https://www.kivotostoukosmou.
org/el/

Κλίμακα homeless http://www.klimaka.org.gr/

Γραμμή Ζωής elderly people http://www.lifelinehellas.gr/

Αρκτούρος animals, wild life http://www.arcturos.gr/

Θεόφιλος multi children families https://www.theophilos.gr/

2. Useful links

To find out where you vote http://www.ypes.gr/services/eea/eeagr/eea.htm

The Greek Ombudsman https://www.synigoros.gr/?i=stp.el

Hellenic Consumers’ Ombudsman http://www.synigoroskatanaloti.gr/

Ministry of Interior https://www.ypes.gr/

Ministry of Education https://www.minedu.gov.gr/

Hellenic Police telephone number: 100

Fire Brigade telephone number: 199
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This Unit aims at presenting the application of law by different bodies (e.g. the police, 
courts) and the implications when laws are broken. By the end of the Unit you will be 
able to understand the different offences and their consequences and to know what 
to do and how to behave in different instances (as eye witnesses, as victims, during 
police checks, etc). You will also understand basic concepts related to law issues (such 
as rights, obligations and punishments) and realize the importance of performing legal 
activities.

   Key point 1: Law is about rights and obligations of all people living in a society. They 
are the same for everyone and they are therefore linked with fundamental values, 
such as freedom, equality and justice. They are an integral part of democracy.

   Key point 2: Law is everywhere. We have laws, rules, and regulations to oversee just 
about everything. We don’t always like these rules, since they often mean that some-
one is telling us what to do, or keeping us from doing what we want. Yet to live in a 
civil society, we must have some rules to follow.

   Key point 3: Breaking the law always has consequences. Think twice!

Understanding the Law

Part Α

Overview

Objectives and Aims

The aims and objectives of this Unit are for you:

• to understand the concepts of legal/illegal behavior

• to understand their rights and obligations related to legal issues

• to realize the function of the national legal system

• to feel comfortable when dealing with legal services

• to know how law influences all people’s activities.
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Analysis

Laws

Laws are rules that bind all people living in a community. Laws protect our general safe-
ty, and ensure our rights as citizens against abuses by other people, by organizations, 
and by the government itself.  We have laws to help provide for our general safety, to 
guarantee our basic freedoms (freedom of expression, freedom of speech, freedom of 
the press, etc) and to protect us from discrimination because of our race, gender, age, 
or because of a disability.

Laws exist at the local, state and national levels, and include things like:

– Laws about food safety.  At the local level, health departments have guidelines that 
restaurants follow for how to store and prepare food in a healthy manner, so that 
diners won’t get sick.

– Speed limits and traffic laws exist so that we drive in a safe manner.

– Licensing for doctors and nurses ensures proper training of the people who look af-
ter us, and who often have our lives in their hands.

Bodies involved with the laws

The system of governance in Greece is based on the principle of separation of powers 
(article 26 of the Constitution). There are three branches in the state: the legislative, 
the executive and the judiciary. The legislative branch consists of the Parliament (con-
sisting of 300 Members, elected for a term of four years through national elections) 
whose main function is to make the laws. The Parliament votes for a Bill (Nomosxedio) 
to become a Law (Nomos) in three voting sessions: firstly in principle, then per article 
and then as a whole. Once the bill is passed, it is sent to the President of the Democracy 
to promulgate and publish it in the National Gazette (Efimerida tis Kyberniseos).

Laws are enforced by the executive branch which consists of the Government (Kybernisi) 
and the President of the Republic. They are the ones who make sure that all laws are 
applied, through their ministers.

The judiciary branch, or the Courts are responsible for the application of laws. Courts 
in Greece are divided into Administrative, Civil and Criminal. Disputes of an administra-
tive nature are under the jurisdiction of the Council of State (Symboulio tis Epikrateias) 
and the Regular Administrative Courts (courts of First Instance and Courts of Appeal). 
Disputes of civil nature and voluntary jurisdiction are under the jurisdiction Civil Courts. 
The punishment of crimes and the adoption of all measures required by the criminal 
laws are under the jurisdiction of Criminal Courts.

The Hellenic Police (Greek: Ελληνική Αστυνομία, Elliniki Astynomia, abbreviated ΕΛ.ΑΣ.) 
is the national police service and the one of the three Security forces of Greece. It is a 
very large agency with its responsibilities ranging from road traffic control to count-
er-terrorism. the Hellenic Police is a security organ whose primary aims are: a. Ensuring 
peace and order as well as citizens’ unhindered social development, a mission that in-
cludes general policing duties and traffic safety, b. Prevention and suppression of crime 
as well as protecting the state and its democratic form of government within the frame-
work of the constitutional order, a mission which includes the implementation of public 
and state security policy.

A lawyer or attorney is a person who practices law. Working as a lawyer involves the 
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practical application of abstract legal theories and knowledge to solve specific individ-
ualized problems, or to advance the interests of those who hire lawyers to perform legal 
services. The role of the lawyer varies greatly across legal jurisdictions, and so it can be 
treated here in only the most general terms.

Useful tips

When interacting with Police Officers some points should be kept in mind:

• Cooperate with the Police

• Always carry your ID card

• Follow them at the police station if asked

• Ask for a lawyer if/ when questioned by the police.
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Useful Links

Understanding the Law

Part B

Legal Databases

•	 Nomos Database

•	 Database of Legal Information

•	 Greek Legal Information Database (Athens Bar Association)

 Other Resources

•	 General Secretariat of National Statistical Service

•	 National Documentation Center

•	 Electronic Catalog of Libraries of the National and Kapodistrian University of Athens

Institutes and Organizations

•	 European Public Law Center

•	 Center of International and European Economic Law

•	 Hellenic Foundation for European and Foreign Policy

•	 Hellenic Center for European Studies

•	 Marangopoulos Foundation for Human Rights

•	 Institute of International Relations

•	 Research Center for Gender Equality

•	 Center for European Constitutional Law

•	 Institute of International Public Law and International Relations

•	 Greek Penal Lawyers Association

 Chambers of Commerce and Industry

•	 Athens Chamber of Commerce and Industry

•	 Heraclion Chamber of Commerce and Industry

•	 Thessaloniki Chamber of Commerce and Industry

Civil and Human Rights-related committees and authorities

•	 National Committee for Human Rights

•	 Hellenic Data Protection Authority

•	 The Greek Ombudsman
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•	 National Bioethics Commission

•	 National Center of Public Administration and Self Administration

•	 Mediterranean Programme for International Environmental Law and Negotiation

•	 General Greek Labour Union

•	 Greek Manpower Employment Organization

•	 Hellenic Property Federation

•	 Hellenic Organization of Standardization

•	 General Consumers’ Federation of Greece

•	 Greek Company of Local Development and Self-Government

•	 General Secretariat of New Generation/Youth

•	 Hellenic Telecommunications and Post Commission

Useful tips

The Greek Police force has several special services divisions under the authority of the 
Chief of Police and working in conjunction with regional and other police sectors where 
necessary, these are as follows:

•	 Cyber Crime Center (Greek: Δίωξη Ηλεκτρονικού Εγκλήματος)

•	 Special Violent Crime Squad (Greek: Δ.Α.Ε.Ε.Β. – Διεύθυνση Αντιμετώπισης Ειδικών 
Εγκλημάτων Βίας – Dieuthynse Antimetopises Eidikon Egklematon Vias)

•	 Forensic Science Division (Greek:  Δ.Ε.Ε. – Διεύθυνση Εγκληματολογικών Ερευ-
νών – Dieuthynse Egklematologikon Ereunon)

•	 Division of Internal Affairs (Greek:  Δ.Ε.Υ. – Διεύθυνση Εσωτερικών Υποθέσεων – 
Dieuthynse Esoterikon Hypotheseon)

•	 International Police Cooperation Division (Greek:  Δ.Δ.Α.Σ. – Διεύθυνση Διεθνούς 
Αστυνομικής Συνεργασίας – Dieuthynse Diethnous Astynomikes Synergasias)

•	 Informatics Division (Greek: Διεύθυνση Πληροφορικής - Dieuthynse Plerophorikes)

•	 Special Anti-Terrorist Unit (Greek: E.K.A.M. – Ειδική Κατασταλτική Αντιτρομοκρατική 
Μονάδα – Eidiki Katastaltike Antitromokratike Monada)

•	 Department of Explosive Devices Disposal (Greek: Τ.Ε.Ε.Μ. – Τμήμα Εξουδετέρωσης 
Εκρηκτικών Μηχανισμών – Tmema Exoudeterosis Ekrektikon Mechanismon)

•	 Hellenic Police Air Force Service (Greek: Υ.Ε.Μ.Ε.Α. – Υπηρεσία Εναερίων Μέσων Ελ-
ληνικής Αστυνομίας - Hyperesia Enaerion Meson Hellenikes Astynomias)

•	 Zeta Group (Motorcycle Police) (Greek: ΖΗΤΑ – Ομάδα Ζήτα – Omada Zeta)

•	 Teams of Bicycle-mounted Police (Greek:  ΔΙ.ΑΣ. – Ομάδες Δίκυκλης Αστυνόμευ-
σης – Omades Dicykles Astynomeuses)

•	 Force of Control Fast Confrontation (Greek:  Δ.ΕΛ.Τ.Α. – Δύναμη Ελέγχου Ταχείας 
Αντιμετώπισης – Dyname Elegchou Tachias Antimetopises)
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•	 Special Guards (Greek: Ειδικοί Φρουροί - Eidikoi Frouroi)

•	 Border Guards (Greek: Συνοριοφύλακες - Synoriophylakes)

•	 Units for the Reinstatement of (Public) Order (Riot Police) (Greek: M.A.T. – Μονάδες 
Αποκατάστασης Τάξης – Monades Apokatastases Taxes)

•	 Unit of Police Dogs (Greek: Ομάδα Αστυνομικών Σκύλων – Omada Astynomikon Sky-
lon)

Police Offices

Lawyers

Useful telephone numbers

At some point you might want to reach the police.

Here are some useful links:

•	 http://www.hellenicpolice.gr/index.php?option=ozo_content&perform=view&id=24
3&Itemid=0&lang=&lang=EN

•	 http://www.athensattica.gr/en/before-traveling/useful-phone-numbers/police

There are different types of laws in Greece, such as Criminal Law, Education Law, Civil 
Rights Law, Divorce Law and Bankruptcy; therefore different lawyers practice the differ-
ent types of laws.

More information on lawyers, law firms and legal issues can be found on the following 
pages:

•	 https://www.hg.org/lawfirms/greece/athens.html

For emergencies:

•	 Dial 100 for Police

•	 Dial 199 for Fire Service

•	 Dial 171 for Tourist Police

•	 Dial 191 for Forest Agency
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Legal services for refugees / asylum seekers

Asylum seekers have the right to consult, at their own cost, a lawyer or other legal advi-
sor on matters relating to their application. Free legal assistance is only provided for ju-
dicial appeals before the Administrative Court of Appeals upon the applicant’s request 
and is subject to (a) an insufficient means test, establishing the applicant’s inability to 
afford legal representation; and (b) a merits test, determining that the application has a 
“probability” of success. The choice of legal representative is made on the basis of a list 
drawn up by the relevant Bar Association.

For more information, you can visit the following pages:

•	 https://www.refucomm.com/infopacks/greece-mainland/legal-advice/legal-help/en/
greece-mainland_legal-advice_legal-help_EN.pdf

•	 https://metadrasi.org/en/campaigns/legal-assistance-to-persons-entitled-to-interna-
tional-protection-in-the-northeast-aegean-islands/

•	 https://www.praksis.gr/en/our-programs/current-interventions/item/

•	 https://www.refugeelegalsupport.org/athens.
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Overview

The aims and objectives of this Unit are for you:

•	 to identify human rights and human rights abuses

•	 to understand that human rights belong to everybody

•	 to realize that every human right is important for human beings to live and grow

•	 to realize the link between rights and personal responsibility

•	 to realize why it is important that children (especially those in care) have specific 
rights.

Part Α

This Unit aims to present information on human rights in general and on children’s 
rights in particular. Basic conventions and treaties on human rights are presented, fol-
lowed by specific information on children’s rights and the rights of young people who 
are about to leave care. You will have the opportunity to learn which behaviors are ac-
cepted and which are considered as violations, so as to choose the former and avoid the 
latter. Finally, practical information and useful links will be provided so that you know 
where to turn to in case you feel that your rights are neglected or violated.

   Key point 1: Right is a moral or legal entitlement to have or do something. Human 
rights are the rights we have as human beings. They belong to all of us, regardless of 
who we are or where we live, and they cannot be taken away.

   Key point 2: Children’s rights are special rights that belong to all children under the 
age of 18. Children have the same human rights as everyone else but they also have 
extra rights that place a responsibility on adults to make sure that children receive the 
special care and protection they need to grow up healthy and happy.

   Key point 3: Various international bodies, including the UN, the Council of Europe and 
the European Commission, have all issued recommendations for children’s rights to be 
embedded within the care process.

Objectives and Aims

Human Rights
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Analysis

Some basic concepts:

•	 Human rights: The rights that all people have, including children, simply because 
they are human beings, regardless of their ability, citizenship, ethnicity, gender, lan-
guage, nationality, race, or sexual orientation.

•	 Fundamental rights: These are the rights given to people of life, liberty, property, 
freedom of speech, assembly, press and religion, or α basic or foundational right, de-
rived from natural law; a right deemed by the Supreme Court to receive the highest 
level of Constitutional protection against government interference.

•	 Children’s rights: Children’s rights are the human rights of children with particular 
attention to the rights of special protection and care afforded to minors. Children’s 
rights includes their right to association with both parents, human identity as well as 
the basic needs for physical protection, food, universal state-paid education, health 
care, and criminal laws appropriate for the age and development of the child, equal 
protection of the child’s civil rights, and freedom from discrimination on the basis of 
the child’s race, gender, sexual orientation, gender identity, national origin, religion, 
disability, color, ethnicity, or other characteristics. Interpretations of children’s rights 
range from allowing children the capacity for autonomous action to the enforcement 
of children being physically, mentally and emotionally free from abuse. Other defini-
tions include the rights to care and nurturing.

•	 United Nations Convention on the Rights of the Child: This is an internationally 
agreed set of standards and obligations to protect and promote the rights of all peo-
ple under the age of 18. These rights are intended to ensure that children grow up 
under the best conditions possible – develop and learn in a safe environment, have 
access to good health care and participate fully in family, cultural and social life.

•	 Ombudsperson: The ombudsperson (sometimes called an ombudsman/woman) is 
a person appointed by governments to ensure that human rights are respected by 
state and private organisations and individual persons. The ombudsperson must 
have good knowledge of children’s rights. When children or young people complain 
about violations of their rights, it is the job of the ombudsperson to initiate an inves-
tigation and propose solutions. In some countries, there is a special ombudsperson 
for children and young people. Children’s ombudspersons in Europe have formed the 
European Network of Ombudspersons for Children. In Greece there is a specific de-
partment of the Greek Ombudsman dedicated to children’s rights. This Department 
is concerned with the protection and promotion of children’s rights. Focus is partic-
ularly laid upon the violation of children’s rights by public services, as well as private 
individuals or legal entities.

•	 Council of Europe: The Council of Europe is an international organisation founded in 
1949, which now has 47 member states. Its role is to promote human rights, democ-
racy and the rule of law. It establishes common democratic principles based on the 
European Convention on Human Rights and other conventions and recommendations 
on the protection of persons, which of course include Europe’s 150 million children.

•	 Convention: A convention is a legally binding agreement between countries. Con-
ventions are sometimes called treaties, covenants or international agreements.

•	 Best interests of the child: Adults should do what is best for children. They should 
make decisions that will have the greatest positive impact on the development of 
children and young people.
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Human Rights

Some of the basic human rights, included in the Universal Declaration of Human Rights 
are as follows:

1. We Are All Born Free & Equal. We are all born free. We all have our own thoughts 
and ideas. We should all be treated in the same way.

2. Don’t Discriminate. These rights belong to everybody, whatever our differences.

3. The Right to Life. We all have the right to life, and to live in freedom and safety.

4. No Slavery. Nobody has any right to make us a slave. We cannot make anyone our 
slave.

5. No Torture. Nobody has any right to hurt us or to torture us.

6. You Have Rights No Matter Where You Go. I am a person just like you!

7. We’re All Equal Before the Law. The law is the same for everyone. It must treat us 
all fairly.

8. Your Human Rights Are Protected by Law. We can all ask for the law to help us 
when we are not treated fairly.

9. No Unfair Detainment. Nobody has the right to put us in prison without good rea-
son and keep us there, or to send us away from our country.

10. The Right to Trial. If we are put on trial this should be in public. The people who try 
us should not let anyone tell them what to do.

11. We’re Always Innocent Till Proven Guilty. Nobody should be blamed for doing some-
thing until it is proven. When people say we did a bad thing we have the right to 
show it is not true.

12. The Right to Privacy. Nobody should try to harm our good name. Nobody has the 
right to come into our home, open our letters, or bother us or our family without a 
good reason.

13. Freedom to Move. We all have the right to go where we want in our own country 
and to travel as we wish.

14. The Right to Seek a Safe Place to Live. If we are frightened of being badly treated in 
our own country, we all have the right to run away to another country to be safe.

15. Right to a Nationality. We all have the right to belong to a country.

16. Marriage and Family. Every grown-up has the right to marry and have a family if 
they want to. Men and women have the same rights when they are married, and 
when they are separated.

17. The Right to Your Own Things. Everyone has the right to own things or share them. 
Nobody should take our things from us without a good reason.

18. Freedom of Thought. We all have the right to believe in what we want to believe, 
to have a religion, or to change it if we want.

19. Freedom of Expression. We all have the right to make up our own minds, to think 
what we like, to say what we think, and to share our ideas with other people.

20. The Right to Public Assembly. We all have the right to meet our friends and to work 
together in peace to defend our rights. Nobody can make us join a group if we don’t 
want to.
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21. The Right to Democracy. We all have the right to take part in the government of our 
country. Every grown-up should be allowed to choose their own leaders.

22. Social Security. We all have the right to affordable housing, medicine, education, 
and childcare, enough money to live on and medical help if we are ill or old.

23. Workers’ Rights. Every grown-up has the right to do a job, to a fair wage for their 
work, and to join a trade union.

24. The Right to Play. We all have the right to rest from work and to relax.

25. Food and Shelter for All. We all have the right to a good life. Mothers and children, 
people who are old, unemployed or disabled, and all people have the right to be 
cared for.

26. The Right to Education. Education is a right. Primary school should be free. We 
should learn about the United Nations and how to get on with others. Our parents 
can choose what we learn.

27. Responsibility. We have a duty to other people, and we should protect their rights 
and freedoms.

28. No One Can Take Away Your Human Rights.

Children’s rights

Paraphrased in simple terms from the Convention on the Rights of the Child, children 
have the right…

•	 To a name & citizenship.

•	 To know his or her parents.

•	 To live with his or her parents unless it is not in his or her best interests.

•	 To maintain contact with both parents if separated from one or both.

•	 To be reunited with parents when possible.

•	 To express an opinion, and to have that opinion taken into account.

•	 To obtain appropriate information.

•	 To meet with others and to join or set up associations.

•	 To privacy.

•	 To access information and material from a diversity of media sources.

•	 To protection from abuse or neglect.

•	 If not with family, to appropriate care, taking into account the child’s cultural back-
ground.

•	 If mentally or physically disabled, to special care, education and training.

•	 To the enjoyment of the highest possible standard of health.

•	 To an adequate standard of living.

•	 To education that develops the child’s personality and talents.
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•	 To enjoy their own culture, to practice their own religion and to use their own lan-
guage.

•	 To rest and to engage in leisure, play and recreational activities.

•	 To participate in cultural and artistic activities.

•	 To be protected from child labor.

•	 To be protected from illicit drugs.

•	 To be protected from sexual exploitation or abuse.

•	 To be protected from trafficking.

•	 To protection from all other forms of exploitation prejudicial to their welfare.

•	 To be protected from torture, cruel, inhuman or degrading treatment or punishment.

•	 To not be made a soldier.

•	 To be protected from armed conflict.

•	 To be protected from pornography.

•	 To rehabilitation if a victim of violation of the rights.

•	 To have a due process of law.
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Useful Links

Human Rights

Part B

•	 Universal Declaration of Human Rights: https://www.ohchr.org/EN/UDHR/Pages/Lan-
guage.aspx?LangID=grk

•	 Convention on the Rights of the Child: https://www.ohchr.org/documents/profes-
sionalinterest/crc.pdf

•	 The Greek Ombudsman: https://www.synigoros.gr/

•	 The Greek Ombudsman, Children’s Rights Department: https://www.synigoros.
gr/?i=childrens-rights.el

•	 Hellenic Republic National Commission for Human Rights: http://www.nchr.gr/index.
php

•	 Save the Children International: https://www.savethechildren.net/

•	 ActionAid: http://www.actionaid.gr/

•	 Rights of Consumers: http://www.synigoroskatanaloti.gr/stk_Mission.html

•	 National Center for Social Solidarity: http://www.ekka.org.gr/

•	 Help Line- Safer Internet: http://www.help-line.gr/

•	 Information Center for Employed and Unemployed People: https://www.kepea.gr/
aarticle.php?id=286

Useful telephone numbers

Organisation Telephone number 

The Greek Ombudsman

National Commission for Human Rights

Save the Children, Greece

Direct Social Help 197

National Line for Child Protection 1107

Εθνική Γραμμή για τα Παιδιά SOS 1056

Γραμμή του Συνηγόρου του Παιδιού για παιδιά 800-11-32000

Γραμμή Βοηθείας Help-Line 210-6007686

Ανοιχτή γραμμή εφήβων και νέων του Ψυχιατρικού  
Νοσοκομείου Αττικής

210-3638833
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Overview

The aims and objectives of this Unit are for you:

•	 to know the meaning and the importance of budget planning

•	 to understand and be able to explain the difference between needs and wishes

•	 to get acquainted with the concepts of financial skills and budgeting

•	 to understand what characteristics a budget should have to avoid drawbacks

•	 to know the steps for making a budget, and how (and why) to stick to it

•	 to identify and prioritize personal and financial goals and the steps to achieve them.

Part Α

The Unit titled “Basic Budgeting” aims at introducing you to the basic concepts relat-
ed to money, financial skills and budgeting. A personal budget is a financial plan that 
allocates future income toward expenses, savings, and debt repayment. “Where does 
the money go?” is a common dilemma faced by many individuals and households when 
it comes to budgeting and money management. Effective money management starts 
with a goal and a step-by-step plan for saving and spending. Financial goals should be 
realistic, be specific, have a timeframe, and imply an action to be taken.

   Key point 1: Remember that managing money and budgeting is among the key issues 
faced by young care leavers when living on their own.

   Key point 2: The Unit focuses on the practical aspect of budgeting rather than the 
theoretical aspect.

   Key point 3: Financial skills are inter-related and inter-dependent with a number of 
general life skills such as decision making, self awareness and critical thinking. De-
veloping these skills will have a direct positive effect on the development of financial 
skills as well.

Objectives and Aims

Basic Budgeting
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Analysis

Budgeting skills are included in the general category of life skills or independent living 
skills. They are also related to other general skills such as decision making and goal set-
ting.

What is it?

•	 “The ability of an individual to adopt a proactive approach towards managing his 
own or his company’s money is known as his budgeting skills. Budgeting skills in-
volve conscious decision making about allocation of money such that expenditures 
do not exceed the income”.

•	 “Financial skills refer to the capability to use relevant knowledge and understanding to 
manage an expected or an unpredictable situation in order to solve a financial prob-
lem and convert it to a benefit and opportunity to one’s advantage. These skills can 
be acquired or can be learned through a financial education background”. 

•	 Financial literacy  is the possession of the set of skills and knowledge that allows 
an individual to make informed and effective decisions with all of their financial re-
sources. Financial literacy is also the education and understanding of knowing how 
money is made, spent, and saved, as well as the skills and ability to use financial 
resources to make decisions.

Distinction between needs and wants:

The difference between wants and needs is quite simple, at least on the surface:

•	 Need: something you have to have.

•	 Want: something you would like to have.

In actuality, you only need four things to survive: a. A roof over your head, b. Enough 
food and water to maintain your health, c. Basic health care and hygiene products, d. 
Clothing (just what you need to remain comfortable and appropriately dressed). Every-
thing that goes beyond this –a big house, name-brand clothes, fancy foods and drinks, 
and a new car or motorbike– is a want. The differentiation between needs and wants 
has a direct effect on the creation of your budget.

Budgeting

Budgeting is the process of creating a plan to spend your money. This spending plan 
is called  a budget. Creating this spending plan allows you to determine in advance 
whether you will have enough money to do the things you need to do or would like to 
do. Budgeting is important for your financial stability, ensuring you can pay common 
expenses like rent, tuition, student loans, bills, and entertainment. But what exactly is 
budgeting? It’s a proactive approach to organizing your finances. Budgeting ensures 
you’re not spending more than you’re making, allowing you to plan for short- and long-
term expenses. It’s an easy, helpful way for people with all types of income and expens-
es to keep their finances in order. You simply want to be able to track your income left 
over after all expenses to ensure you’re not falling into debt.

Budgeting is also related to setting and achieving financial goals. Setting realistic finan-
cial goals gives you a head start to create your budget. It’s important to have something 
to work toward financially, whether it’s paying all of your bills on time every month or 
saving up for a vacation. But it’s just as important to ensure you’re working toward 



handbookPart  A

33

realistic goals you can actually meet so you don’t end up disappointed by missing goals 
outside your capabilities. Think about what kinds of goals you want to set, both short- 
and long-term. For example, a short- term goals is to pay your monthly telephone bill, 
while a long- term goal could be saving up for the down payment for a car or a motor-
bike.

When setting financial goals, keep in mind the characteristics they should have:

S Specific: Smart goals are specific enough to suggest action. Specify why you’re 
saving money, not just that you want to save.

M Measurable: Track your progress, especially when you meet goals.

A Attainable: Your goals must be attainable; don’t set yourself up for failure. Don’t 
rely on a lottery ticket for extra money.

R Reasonable: Your goals need to make sense; don’t struggle toward goals that 
don’t fit your needs.

T Time-related: Set definite, realistic target dates for your goals, and hold yourself 
to them.

Budgeting tips

Once you get the hang of it, budgeting is easy. However, there are a lot of ways you 
can get derailed from your budget. Here are some tips to help keep you on track with 
your budgeting:

•	 Be Honest with Yourself: When you first start your budget, if you’re not honest 
about the things you’re already spending money on, it’s going to be hard to set goals 
and properly track your expenses. Start with your current financial situation and 
make adjustments after you’ve assessed where you’re at.

•	 Set Realistic, Flexible Goals: It’s easier to stay motivated to stick to your budget if you 
have clear, realistic goals and if you allow yourself rewards for completing goals. Just 
ensure you work those rewards into your budget so you don’t have to make up for 
excess money spent on a night out later on.

•	 Pay When You Can: You don’t have to wait until payments are due. You might find 
that it’s easier for you to stay on track if you pay things ahead of when they’re due.

•	 Plan All Aspects of Your Spending: Consider how you’re buying as well as what 
you’re buying. Plan your errands so you don’t have to make unnecessary trips. Make 
lists when you go to the grocery store so you don’t forget something you’ll have to 
pick up later.

•	 Record your actual expenses: Have you noticed how fast your cash disappears? To 
get a handle on where your cash is going, carry a small notebook or use a phone app 
to record even the smallest expenditures such as coffee, movie tickets, snacks, and 
parking. Some expenses that are often ignored include music downloads, charges for 
extra cell phone usage, and entertainment expenses.

•	 Include a category in your budget called “Unusual”: There will be some expenses ev-
ery month that won’t fall neatly into one category or that you couldn’t have planned 
for. An “Unusual” category will help you budget for these occasional expenses.

•	 Expect the unexpected: Your emergency fund should be used for expenses that fall 
outside the categories of annual and periodic bills. Unexpected expenses are the re-
sult of life events such as job loss, illness, or car repairs. Redefine your notion of «un-



handbook Part  A

34

expected» bills to encompass these unforeseen events rather than more common 
but infrequent expenses. The good news is that if you do not use your emergency 
fund, you will have savings – which should always be a priority when managing your 
finances. And, if you have to use your emergency fund, you may avoid unnecessary 
borrowing.
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Part  Β

Useful Links

Basic Budgeting

Part B

For budgeting templates https://www.mint.com/budgeting-3/student-budget-
template-simple-tips-for-students

Article on budgeting activities  
for children

https://www.3mhellas.gr/3M/el_GR/post-it-notes/
ideas/articles/teaching-kids-save-money-making-bud-
get-chart-post-it-notes/

Article on the value of saving 
money

http://www.yeskid.gr/kosmos-paidioy/frontida-di-
apaidagogisi/diapaidagogisi/aksia-tis-apotamieysis

Extra tips for budgeting  
and saving money

https://www.savoirville.gr/19-kai-1-eksupna-tips-gia-
apotamieusi/

Ways to save money while being  
a student

https://www.neopolis.gr/de-theli-kopo-7-efkoli-tropi-
na-sou-menoun-chrimata-stin-akri-oso-ise-fititis/

Institute for Financial Literacy/  
materials for teenagers and youth

https://www.gfli.gr/omades-endiaferontos/efhboi/

Articles on Financial Literacy https://www.gfli.gr/bibliothiki/



handbook Part  A

36

Overview

The aims and objectives of this Unit are you:

•	 to understand the role, functions and services of a bank

•	 to know how to use an ATM

•	 to know the difference between different accounts

•	 to understand the process of opening a bank account and of issuing a credit card

•	 to identify and prioritize expenses

•	 to understand the concept of a loan

•	 to identify potential dangers when interacting with banks. 

Part Α

The Unit aims at introducing you to the concepts related to services provided by banks 
and the banking system and to more practical aspects when using those services. You 
will have the chance to develop your knowledge on the banking system and your com-
petences to effectively and efficiently interact with banks and use the tools to deposit 
and withdraw money.

   Key point 1: Managing money and budgeting is among the key issues faced by young 
care leavers when living on their own, like you. Many have difficulty managing their 
finances and they have often experienced debt and arrears.

   Key point 2: Focus is given on the situations which you will face when interacting for 
the first times with the banks. First times are important!

   Key point 3: Bear in mind that financial skills are inter-related and inter-dependent 
with a number of general life skills such as decision making, self-awareness and crit-
ical thinking. Developing these skills will have a direct positive effect on the develop-
ment of financial skills as well.

   Key point 4: Banks and credit cards are neither good nor bad. They depend on the way 
you use them.

Objectives and Aims

Banking
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Analysis

Introduction and Key points on money and the banking system:

•	 Money is how we measure economic value. The cash and coins we use, called curren-
cy, are what we use in our society to pay for goods and services.

•	 Most countries create their own currency. All the coins and bills in Greece are creat-
ed, or “minted” by the Nomismatokopeio. The Nomismatokopeio carefully controls 
how many bills and coins are distributed.

•	 Money is the glue that binds products, services, and people together in our economy. 
Our country’s economic engine is fueled by what people create, and money allows 
people to both produce and buy what is created.

•	 People earn money by working and being paid for their work.

•	 Aside from being fun to have, money helps you handle the necessities of everyday 
life.

•	 Money changes hands frequently – it’s exchanged everyday between people, busi-
nesses and banks.

•	 People put their money in a bank for safekeeping. Banks pay interest on the money 
people put in the bank for extended periods of time.

•	 Banks lend the money to borrowers and investors. Banks charge interest on the 
money they lend.

•	 Interest, in finance and economics, is payment from a borrower or deposit-taking 
financial institution (e.g. a bank) to a lender or depositor of an amount above repay-
ment of the principal sum (that is, the amount borrowed), at a particular rate. For 
example, a customer would usually pay interest to borrow from a bank, so they pay 
the bank an amount which is more than the amount they borrowed.

•	 Money leaves the bank, goes through the economy, and comes back again. Money 
recycles!

Bank services

• Savings accounts enable you to keep your money safe and make it grow with inter-
est.

• Checking accounts allow people to make purchases and pay bills using paper checks 
instead of cash.

• Loans help people to purchase expensive items, such as cars, and then pay the money 
back over time, plus interest.

• Credit cards can be a convenient way to buy things and pay for them over time, but 
the interest rate is frequently higher than with loans.

• Investment accounts can help people make their money grow over time, and be pre-
pared for large expenses, for example college education or buying a house.

When you work with a bank, you can get cash, add cash, and transfer money between 
accounts, either at a bank store or at an automated teller machine, or ATM. At some 
ATMs, you can get cash 24 hours a day. Some bank stores are even located in grocery 
stores! At some banks, you can manage your accounts by phone or online.
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Points on the “savings accounts”:

• Saving means putting money aside for future use. Banks and other financial insti-
tutions offer incentives for people to keep their money in a savings account. These 
incentives are referred to as earning interest.

• The amount of interest people will earn depends on a number of factors, including 
the type of savings account they have, which financial institution has the account, 
and how long they keep their money in the account.

• Banks pay interest on money put into savings accounts because the bank is able to 
use the money to make loans to other customers. In fact, banks pay their customers 
for the privilege of using their money.

Opening a savings account

The usual process for an under aged person to open a savings account at any bank is as 
follows:

• Students under 18 years old can open their own savings account at a bank or another 
financial institution. A parent or adult guardian must accompany the student. The 
student must know their Social Security number, and have some money to deposit.

• The parent or guardian will co-sign the student’s account, which means that they will 
be sharing responsibility for the account.

• Some documents necessary to bring to the bank in order to open a savings account 
include:

For the parent/ guardian accompanying the student: Two forms of current identifica-
tion, with photo, including:

• Driver’s license or State ID.

• Passport.

• Military ID.

• Alien Registration card.

OR one item from the above list and a major credit card or gas card.

o For the student: One of the following current IDs with photo, such as:  
• Student ID.  
• Passport. PLUS their Social Security number or individual tax ID number.

o Money to deposit (there might be a minimum of money for this deposit)

Choosing a bank

You’re just starting to make some money and you should start saving it in a bank ac-
count. But if you’re currently bankless, you might wonder how to choose a bank for the 
first time. What should you consider? Where do you even start? With so many options 
out there, how do you decide?

The good news is there’s no shortage of banking options out there. There really is 
something for everybody. The bad news is, it can be overwhelming to choose. The basic 
factors to be considered when choosing a bank for the first time are:

•	 Fees: Many banks will have fees that you may not even be aware of, so read the fine 
print.
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•	 Accessibility: When it comes to managing your money, you want something that is 
easy for you. How easy is the setup process? Can you transfer money easily from a 
checking to a savings account? Does the bank have local branches in your area or can 
you access your account 24/7 online?

•	 Safety: Check out reviews online, or ask other people about the banks you are con-
sidering

•	 Transparency: Your bank is a big part of your financial life and you want to be able 
to trust your bank completely with your money. It’s important to look for banks that 
are transparent with how they make money and how they work to serve their cus-
tomers.

•	 ΑΤΜ access: If you need cash, will you be able to easily get some? You want to 
choose a bank that has ATMs in your area. If not, what are the ATM fees for using 
another bank’s cash machine? These fees can also add up, so be aware of how it can 
affect your bottom line.

•	 Support: f something goes wrong, how easy is it to get in touch with someone? Does 
the bank offer phone, email and social media support? You want to have a bank that 
has your back, no matter what happens.

Using the ATM

After opening a bank account, you can issue a bank card to withdraw money from an 
ATM or to use in any financial transaction. When using the ATM you should bear in mind 
the following points:

• ATMs are simple to use and are found in banks and many other convenient locations. 
Many are open 24 hours a day!

• When the bank issues an ATM card, they also give you a personal identification num-
ber, or PIN. This PIN is like a secret password. If someone else knows it, they may be 
able to take money out of your account…so don’t share your PIN with anyone! And 
never write your PIN on your ATM card!

• Before you deposit a check, you’ll need to write your signature on the back, known 
as endorsing the check. Also be sure to write down your account number with your 
signature.

• You can withdraw money from a savings account by seeing a teller at the bank or by 
using an ATM.

• ATM deposits can be in any amount but the bank may place a limit on how much you 
can withdraw from an account in a day.

• Because ATMs issue money, always be alert and aware of people around you when 
using an ATM.

Using the credit card

When using credit cards remember the following points:

• Using a credit card is like getting a short-term loan from a bank. If you pay back the 
full amount you spend each month, the bank will not charge you interest, and the 
credit card is merely a convenient tool to use. However, if you do not pay the full 
amount each month, the bank will charge you interest on the unpaid portion, and 
this can get very costly!
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• Banks and financial institutions set limits on individuals’ credit cards. This means 
that an individual cannot charge more than a fixed amount on his or her credit card 
without paying the money back. Banks are more likely to offer higher credit limits 
to people who demonstrate that they are responsible about paying back the money 
they borrow.

• You can charge up to the limit on your credit card –or charge nothing at all. Whatev-
er amount you spend, when you repay it, your full credit limit is available to spend 
again– but only if you repay it.

• Interest rates on credit cards vary. It’s wise to shop around to find the bank or finan-
cial institution that offers the lowest interest rate.

• Credit cards may charge an annual fee. If you do not make your payment on time, 
you are usually charged a late fee.

• Your credit card may also allow a period of time for you to pay the balance in full 
before the interest rate applies. It’s important to understand all the details of your 
credit card and the consequences of missing payments, paying late, or overcharging 
on your credit card

• What is “bad credit”? If an individual misses a payment on his credit card or makes 
a late payment, it’s reflected negatively on his credit rating. As well, he may be 
charged a “late fee” and/or a higher interest rate as a penalty.
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Part  Β

Banking

Part B

Useful Links

Some more information  
on the financial system,  
with a focus on Greece

https://www.dailyeconomics.gr/oikonomikoi-oroi/xri-
matopistwtiko-sustima

Information on banking  
accounts in the EU

https://europa.eu/youreurope/citizens/consumers/
financial-products-and-services/bank-accounts-eu/in-
dex_el.htm

An example on the documents 
necessary to open a bank  
account

https://www.eurobank.gr/el/retail/proionta-upiresies/
proionta/logariasmoi-prothesmiakes/dikaiologiti-
ka-gia-anoigma-logariasmou

Application template  
for opening a bank account

https://www.alphabank.com.cy/pdf/AB205G.pdf

An example for opening  
a bank account online

https://www.winbank.gr/sites/idiwtes/el/Pages/News/
Online

List of banks in Greece https://www.hba.gr/info/hebicbankcodes

National Bank of Greece https://www.bankofgreece.gr/Pages/el/Bank/default.
aspx

Types of loans https://www.senatus.gr/files/Ekpaideusi/Banking/Ti-
pos_Daneiou.pdf

Types of deposits and loans  
(taken from the student’s book  
in the first class of Lyceum) 

http://ebooks.edu.gr/modules/ebook/show.php/DS-
GL-A114/547/3587,15292/

List of International Banks  
in Athens

http://www.athensinfoguide.com/gr/genbanks.htm

Tips by the Police on how  
to use an ATM

http://www.astynomia.gr/index.php?option
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Overview

The aims and objectives of this Unit are for you:

•	 to know the meaning and the importance of budget planning

•	 to be able to evaluate spending choices when it comes to personal wants versus 
needs

•	 to know how to assess your personal spending behavior

•	 to realize that purchasing some items could satisfy both needs and wishes

•	 to examine how saving is part of the financial well being

•	 to understand what characteristics a budget should have to avoid drawbacks

•	 to know what to look for when deciding between products to purchase

•	 to acquire the basic shopping skills.

Part Α

The Unit titled “Managing your Personal Budget” aims at your understanding of the 
basic concepts related to money and income, financial skills and budgeting. You will un-
derstand the reasons why people use budgets and you will learn the steps for creating 
a personal budget showing income, expenses and savings and for using the budget to 
make sound financial decisions. Focus will also be given to shopping skills so that relat-
ed to those decision making skills and methods necessary before purchasing a product 
or using a service.

   Key point 1: Managing money and budgeting is among the key issues faced by young 
care leavers, as you, when living on their own. Training on budgeting is considered 
particularly important.

   Key point 2: Financial skills are inter-related and inter-dependent with a number of 
general life skills such as decision making, self-awareness and critical thinking. De-
veloping these skills will have a direct positive effect on the development of financial 
skills as well.

   Key point 3: Learning how to shop is about learning the value of money.

Objectives and Aims

Managing your Personal Budget
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Analysis

Why budget?

Budgeting is important for your financial wellbeing, since:

•	 it helps you identify how you spend your money and how much you spend in a given 
period of time.

•	 it helps you plan the savings you will need for unexpected expenses or changes in 
income.

•	 it helps you make decisions about your money both today and as your situation 
changes over time.

•	 it is subject to changes, according to changes in expenses or, for example, an emer-
gency expense.

The necessary information in order to make a personal balance is the income (the mon-
ey coming in during a given period of time), the expenses (the money going out in a 
given period of time) and the necessary changes in spending habits so that you get the 
most value for your money.

The basic types of expenses are as follows:

•	 fixed expenses: these expenses occur regularly and don’t change from month to 
month (e.g. rent, car payments)

•	 flexible expenses: these expenses occur on a regular basis (as fixed expenses); the 
difference is that with flexible expenses people have some control over how much 
they spend (e.g. clothes and food)

•	 discretionary expenses: this is the money people choose to spend, such as money for 
the cinema or for ordering a pizza. It also includes the money saved.

What makes a good personal budget?

it covers basic expenses that occur on a routine basis

•	 it has money available for unexpected expenses

•	 it includes regular savings for future expenses.

Some tips in order to make and stick to a personal budget:

•	 Keep your budget in mind when you go shopping

•	 Be prepared to make large purchases by saving money over time

•	 Compare prices for similar items at different shops

•	 Record every expense in detail

•	 Regularly check the amount you have available.

Steps for creating your own budget

Making your personal budget is crucial for the correct management of your money. 
Here are some instructions for achieving it:
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• First, decide what period of time you are budgeting for.

• Next, estimate your income (from jobs, allowance, gifts, etc.) for that period of time.

• After entering any income, add that amount to the total money you have available.

• Identify each of your expenses during that time period.

• For each expense, ask yourself if it’s fixed, flexible, or discretionary.

• After entering each expense, subtract that amount from the total money you have 
available. That is how much money you have available now.

• Decide how much money you will save during this time period. Enter this as an ex-
pense.

• Consider what you will do with any extra money you have available after you have 
identified all the items you will buy.

• Decide what you will need to do if you don’t have enough money available for all 
the items you want or need buy.

Buying tips

Before buying something, searching for the best deal is vital. What to look for when 
deciding whether this is a good deal?

•	 Price: check and compare prices of the same product in different shops or sites.

•	 Features: check the product’s features to decide whether they are actually what you 
are looking for.

•	 Benefits: check whether by buying something you can get any benefits (e.g. take 
advantage of an offer, buy two in the price of one, etc).

•	 Guarantees: for some products, for example electrical devices, check the guarantee 
provided (eg. what is covered by the guarantee, the time length of the guarantee, 
etc).

•	 Shop policies: check whether the shop you consider buying the product from has 
certain policies which might affect your final decision (e.g. installments, refund, etc).

Wise Shopping

If you wish to save money, here are some tips to remember on shopping:

•	 Make a spending plan. Ultimately, you shouldn’t spend money unless it’s in the bud-
get, so buy all necessary purchases before you think about getting any luxury items.

•	 Online shopping.  Use websites such as  Google Shopping,  Nextag,  Shopping.
com, Amazon or MSN Shopping to research multiple retailers’ pricing, product re-
views and retailer reviews, as well as estimated shipping costs.  Also, check for perks 
such as free shipping, rebate offers and online coupons.

•	 Find the best deal.  If you have a smart phone, download an app to read barcodes 
and tell you the best prices and deals for that item.

•	 Items displayed in a glass case often seem more valuable and prestigious.  The 
truth is, these items typically have tremendous markup (jewelry, for example).  It is 
worth it to shop around before making a purchase.

•	 Shop out of necessity, not as a pastime.  It’s tempting to go with a friend and make 



handbookPart  A

45

a day of it at the mall.  When shopping with a friend, avoid the temptation to keep 
up with their purchases.

•	 Sales don’t mean it is okay.  A good deal can make an item sound more useful or 
necessary than it really is.  Don’t buy things you don’t need just because they’re on 
sale.

•	 Think before you act.  If you see something you really want that’s not on your list, 
wait a few days before buying it so you can decide if it’s really a good idea.

•	 Double-check prices at the register.  Check the scanned price showing at checkout 
to see if it is the same as the price marked on the item or the store shelf.  Some stores 
will give you the item for free if the scanned price is incorrect.
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h Part  Β

Managing your Personal Budget

Part B

Useful Links

Tips on smart shopping for young 
people

https://www.themint.org/teens/smart-shopping.html

How to save money while  
shopping

https://www.liveabout.com/smart-ideas-to-save-
money-when-youre-shopping-3196363

How to budget and save  
(advice for youth)

https://www.youthcentral.vic.gov.au/advice-for-life/
finances/how-to-budget-and-save

Budget planner: tools and tips http://www.moneyhelp.org.au/tools-tips/bud-
get-planner/

Online tool for budget planning https://www.princes-trust.org.uk/help-for-young-
people/tools-resources/money-management/bud-
get-planner

Twelve steps on how to make  
a budget

https://www.moneycrashers.com/how-to-make-a-
budget/
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Overview

The aims and objectives of this Unit are for you:

•	 to understand the basic meaning of financial concepts related to borrowing money

•	 to have the perspective over different sources of money to borrow and to choose the 
best borrowing alternative

•	 to become aware of the importance of borrowing conditions

•	 to know how to behave to meet loan requirements

•	 to become aware of your rights and whom to contact for getting advice of protect-
ing your rights

•	 to explore why debt occurs and how to prevent or alleviate it

•	 to know different community resources for claiming benefits and the process to 
claim them

•	 to have a clear idea on the available charitable funds and the ways to receive them.

Part Α

The Unit aims at clarifying the basic concepts related to borrowing and lending money 
and the issue of debt. Different aspects are presented including interest rates, good and 
bad debt, credit score and creditworthiness. Finally, benefits, community resources and 
charitable benefits are presented, so that you are well prepared in case you decide to 
claim them once you leave the care system.

   Key point 1: Managing money and budgeting is among the key issues faced by young 
care leavers, as you, when living on their own. Training on budgeting is considered 
particularly important.

   Key point 2: Falling into serious debt is common for young people. The long and short 
term consequences of debt should be taken into account: you should not be fright-
ened to consider a loan, as long as it is for something meaningful and important

   Key point 3: Knowing the types of benefits you can get after leaving care is a para-
mount importance. 

Objectives and Aims

Financial Support
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Analysis

Paying methods

There are different ways to pay for a product or service you want to buy:

•	 cash: this is a budget-friendly option, since using cash may help you cut back on 
purchases.

•	 debit card: by using a debit card, you avoid spending money you don’t have. You 
may not earn rewards with a debit card, but you typically won’t have to worry about 
interest charges or late fees.

•	 credit card: Consumers may be using credit cards less frequently than cash and debit 
cards, but that doesn’t necessarily mean they’re using them responsibly. If you’re 
in the habit of building up high balances without the means to pay them off on a 
monthly basis, you could be setting yourself up for financial hardship.

Generally, consumers still opt for debit and cash most often. These options can help 
control spending, but they won’t help you build credit or earn rewards on everyday pur-
chases. For that, you’ll want to turn to a credit card – but only if you can use it respon-
sibly. No matter what your preferred payment method, it’s important to avoid spending 
money that you don’t have.

Creditworthiness

Lending and borrowing are common in everyday life. What happens when you want 
to borrow money from a bank? Lenders use specific factors to determine whether or 
not a person is creditworthy and eligible for a loan. usually by applying the five factors 
considered crucial when determining “creditworthiness”:

•	 Payment history (whether or not you pay your bills on time)

•	 Amount owed to current creditors

•	 Length of credit history (in general, the longer you’ve had access to credit and paid 
your bills on time, the better)

•	 Types of credit used (for example, car and mortgage payments are often viewed as 
“better” debt than consumer credit card debt)

•	 Number of open accounts (lenders can be wary of borrowers with too much credit 
available)

These factors are compiled on a person’s credit report with an overall credit score that 
lets lenders know how risky it is to lend that borrower.

Debt

Debt is when we owe more money than we have and one of the reasons to get into 
debt is impulsive decisions on spending money, whether for a want or a need. When 
making spending decisions, there are three questions to be answered:

•	 Can I afford it?

•	 How will I pay for it?

•	 What will the consequences of my purchase be?

While impulsive financial decisions can lead to bad debt, there is also such a thing as 
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good debt, when credit is used to purchase something that is needed but may be dif-
ficult to pay for in cash. Good debt may include items such as financing studies or 
taking out a mortgage to buy a house. Good debt can help build our credit history and 
demonstrate to lenders that we are financially responsible. Good debt helps show our 
creditworthiness.

When you accumulate a large amount of debt, it can be a very discouraging time in your 
financial life. Eliminating the debt should be one of your top priorities because of the 
consequences to which such a large amount of debt can lead. Having too much debt 
can hurt you in the long-term and in the immediate future. Let’s take a look on some 
consequences:

•	 In the short term, having too much debt can lower your credit score significantly.

•	 Another short-term consequence of having too much debt is that you may not be 
able to get financing. If you need to get a loan for a mortgage or a car, you may not 
be approved because of your large amount of debt.

•	 Accumulating a large amount can take years to pay it off. Many people run into 
problems when they rack up large credit card balances. Credit cards typically carry 
with them very high interest rates, which make it difficult to make any progress on 
paying them off.

•	 If you cannot afford to repay your debt, your creditors may come after you and file 
a lawsuit against you. It typically takes some time before the creditor goes to these 
lengths. Once a lawsuit is filed against you, the court can issue a judgment against 
you, which can lead to several circumstances.

Benefits and charitable funds

Apart from your personal money sources, you should be aware of specific “state/ pri-
vate benefits” or “charitable funds” or “scholarships” which you might be entitled to 
receive. These benefits can provide you with funds for specific purposes, such as hous-
ing, rent, education and training.

In Greece benefits and scholarships are given to different groups of people, youth in-
cluded. They are given for different purposes, such as education, housing and employ-
ment. Some examples are as follows:

For education:

•	 The State Scholarship Foundation grants undergraduate scholarships in the form of a 
monthly student allowance to vulnerable social groups in order to financially support 
students and undergraduates studying at home Higher Education Institutions, Ec-
clesiastical Academies and Fine Arts Schools. State scholarships provide for housing, 
food and living issues.

•	 Apart from the national scholarships, funds are granted for educational purposes by 
private organisations. Some of them are:

o Ίδρυμα Σταύρος Νιάρχος

o Κοινωφελές Ίδρυμα Α.Σ. Ωνάσης

o Ίδρυμα Fulbright

o Ίδρυμα Λάτση

o Ίδρυμα Λίλιαν Βουδούρη
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o Πρόγραμμα Ιδρύματος Κόκκαλη

o Ίδρυμα Μποδοσάκη Εκπαιδευτικό Πρόγραμμα «Έρασμος Κόσμος»

o Γενική Γραμματεία Αθλητισμού που χορηγεί υποτροφίες κάθε χρόνο για αθλητές, 
φοιτητές και μαθητές

o Κληροδοτήματα που διαχειρίζεται η Ακαδημία Αθηνών

o Υποτροφίες από Ιδιωτικά Κολέγια, όπως το Αμερικανικό Κολέγιο Ελλάδας

o For housing/ welfare:

•	 Housing Benefit for Students (Φοιτητικό Στεγαστικό Επίδομα)

•	 Benefit for house heating (Επίδομα Πετρελαίου Θέρμανσης)

•	 Organization of Welfare Benefits and Social Solidarity, providing different benefits 
(such as the benefit for the rent) to different groups (such as families, unemployed 
people and people with disabilities)

•	 Manpower Employment Organization (providing benefits and scholarship to unem-
ployed people)

The aforementioned benefits can be acquired through a simple process which usually 
includes an application (mostly electronic) and proofs of someone’s state (for example, 
poverty, unemployment, being a student, etc). You can visit the webpages included in 
Part B of this chapter for more information on the organisations providing the benefits 
and the process of acquiring these benefits. The process and the types of benefits can 
change from year to year, therefore, you should be updated on any such changes.
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Part  Β

Financial Support

Part B

Useful Links

State Scholarships Foundation https://www.iky.gr/el/

Ministry of Education https://www.minedu.gov.gr/

Information Office of the Minis-
try of Education

https://www.minedu.gov.gr/gepo-menu 
telephone: 1550, 210-3442793, 210-3442806,  
210-3442649 

Ίδρυμα Σταύρος Νιάρχος https://www.snf.org

Κοινωφελές Ίδρυμα Α.Σ. Ωνάσης https://www.onassis.org/scholarships-greeks.php

Ίδρυμα Fulbright http://www.fulbright.gr/el/ypotrofies-gia-ellines-polites

Ίδρυμα Λάτση http://www.latsis-foundation.org/ell/ekpaidefsi- 
epistimi-politismos/ypotrofies

Ίδρυμα Λίλιαν Βουδούρη https://www.lilianvoudouri.gr/category/ypotrofies

Πρόγραμμα Ιδρύματος Κόκκαλη https://www.kokkalisfoundation.gr

Ίδρυμα Μποδοσάκη https://www.bodossaki.gr/protovoulies/ypotrofies

Εκπαιδευτικό Πρόγραμμα 
«Έρασμος Κόσμος»

https://www.eduguide.gr/nea/ypotrofies

Γενική Γραμματεία Αθλητισμού http://gga.gov.gr

Ακαδημία Αθηνών http://www.academyofathens.gr

Pierce College: Scholarships  
and Financial Assistance

https://www.pierce.gr/registration-information/ 
ypotrofies-oikonomikh-enisxysh/

Φοιτητικό Στεγαστικό Επίδομα http://www.xen.gr

Πληροφορίες για Επίδομα 
Πετρελαίου Θέρμανσης

http://www.odigostoupoliti.eu/category/odigos-tou- 
politi/kafsima/petreleo-thermansis

Organization of Welfare  
Benefits and Social Solidarity

https://opeka.gr/

Manpower Employment  
Organization

http://www.oaed.gr/
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Overview

The aims and objectives of this Unit are you:

•	 to understand the different options available regarding accommodation after care

•	 to realize the different factors entailed in the choice of accommodation

•	 to understand the process to follow when choosing any given option

•	 to have the necessary information to choose the right type of accommodation for 
you.

Part Α

Moving into suitable, safe accommodation of their choice is one of the main concerns 
of young people preparing for leaving care. The Unit aims at your understanding of 
the different available options for your accommodation when leaving the care system. 
Normally, the different options are: to continue staying at the care institute, to return 
to their families, to stay at a semi-independent accommodation, to move to transitional 
housing, to stay at a supported lodging, to live in private rented accommodation (flat/ 
apartment/ house) or to share a house or flat with other people.

   Key point 1: There is no single “best option” for all people when looking for a house. 
The right choice depends on different factors, which can also change through time.

   Key point 2: Moving out of care is a process which needs careful planning. Know your 
priorities and the available options and plan accordingly.

   Key point 3: Make sure that all different accommodation options have been searched 
before moving out of care. It can be a lengthy process, but surely a rewarding one, in 
the end.

Objectives and Aims

Planning to Move out of Care:  
Accommodation Options
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Analysis

Options

The basic options for accommodation, after leaving care are the following:

•	 Stay on with the carers or return to the family: This is an issue which should be dis-
cussed with the social workers/ care professionals of your current residence. It may 
be possible to stay on in your current placement for a short period of time, but this 
cannot be guaranteed. On the other hand, staying with the family (parents or other 
family members) might be an option. Before deciding to do this, you are advised to 
talk to your social worker.

•	 Semi- independent accommodation: Some young people in care might choose the 
semi- independent accommodation and have a key worker /care staff on call. This 
can be a flat belonging to a service which is responsible for providing aftercare ac-
commodation. Again, this depends on several factors, which you need to discuss 
with the care professionals of your residence.

•	 Transitional housing: This option is for people who need time and assistance to pre-
pare for independent living. It usually provides a support programme which helps 
residents develop the skills to live independently and address any issues that might 
be a problem when they are living by themselves. You should clarify it with the care 
professionals at your residence, in order to verify that this option exists in your case 
and proceed accordingly.

•	 Supported lodgings: Some young people choose to live in a family setting, when 
leaving care. Supported lodgings are for those ones who need some advice along 
the way. They live in a family setting so that they are supported on issues related to 
independent living. Supported lodging can be found through the care institution in 
which you currently reside or through your own research on available rented rooms 
in a family house.

•	 Private rented accommodation: Some young people might choose to rent a house or 
flat and live on their own. They might be entitled to a “rent supplement/ benefit” 
and should therefore contact the relevant welfare departments. There are different 
types of houses and flats available for renting. Some of them are the following:

o One room apartment

o Loft

o Two room apartment

o Detached house

o Duplex

o Basement

o Three room apartment

o Inner/ outer house

•	 Flat/ house sharing: Renting accommodation with another person or a group of peo-
ple usually ends up being cheaper since all costs are shared among all residents. Liv-
ing with other people has some advantages and certain disadvantages.

•	 Students’ Residencies: In the case you are a student in Higher education, you might 
be entitled to have a room in a residence of your University. You can normally stay 
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in a student’s residence for the period you are a University student, as long as you 
fulfil certain criteria (financial criteria included) and as long as there is availability in 
the residence.

A matter of choice

When deciding which type of accommodation you will be staying after leaving care, 
make sure to answer the following two questions:

•	 What do I want in terms of accommodation? Clarify even to a detail issues such as 
location of the accommodation, amount of rent to be payed, transportation, living 
space, common areas, etc. This is when you decide if you want to live on your own, 
or with a family, or with your family, or with flat mates, etc.

•	 What is the available accommodation for me? Knowing what is available in terms 
of accommodation will leave you with your real options. This question can only be 
answered after research and after discussions with the care professionals. In this way, 
your options will be narrowed down, making your final choice easier.

To share or not to share?

“Sharing a house/ flat with other(s) or not?” There’s no right or wrong answer to this 
question – and don’t let anyone tell you otherwise. It’s a personal decision that all apart-
ment dwellers are entitled to make, and your answer should depend on what you want 
at the time you’re looking to stay.

If you need help deciding whether to live with a roommate, consider the common rea-
sons why people choose one route over the other:

Reasons to share/ to have roommates:

•	 You won’t be lonely: Even if you’re not close with your roommate, having a room-
mate means having someone else around, so you won’t have to feel lonely.

•	 You’ll gain convenience: Having a roommate adds convenience. For instance, if you 
have different schedules, a roommate can feed your pet or water the plants when 
you’re not at home to do it. If you go out of town, your roommate can tell you about 
any important mail you receive.

•	 You’ll save money: When you have a roommate, you’ll save money in several ways. 
First, you can rent a larger apartment that would give you both more room and more 
value. You’ll also split utility bills and the cost of groceries, among other apartment 
expenses. Plus, if you or your roommate cooks (even if you do the basics), cooking for 
two (or three or more) normally saves money over cooking for just one.

•	 You’ll have help: With a roommate, you can split the chores needed to keep your 
apartment in shape. So, you won’t have to be the one to do grocery shopping all the 
time. Or, if you become the designated grocery shopper, your roommate can take on 
other errands that you would normally have to do. Sharing errands helps lighten the 
load for both of you.

Reasons not to share/ to have roommates:

•	 You want more privacy: If you live alone, you’ll almost certainly have more privacy 
than if you live with others. Simply stated, not having roommates means you can do 
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what you want when you want it. For instance, you can have guests over as you 
please or get home late and leave early without having to worry about disturbing a 
roommate.

•	 You don’t want to risk problems: Although having a roommate can be a rewarding 
experience, there are many types of problems that may arise in a roommate rela-
tionship. These range from lifestyle conflicts (think of a roommate who likes to play 
guitar while you need peace and quiet to study or do work) to financial issues (think 
of a roommate who has trouble paying their share of the rent and expenses). Living 
alone is the only way to guarantee that none of these problems ever arises.

These are only some of the issues you should consider before deciding to share accom-
modation or live on your own. Your prior experiences and your personality should also 
be taken into account to reach the best course of action. 
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h Part  Β

Planning to Move out of Care: 
Accommodation Options

Part B

Useful Links

Site with announcements on renting https://www.spitogatos.gr

Site with announcements for renting https://www.xe.gr/property

Greek Association for the Protection of tenants http://www.pasype.gr

Ministry of Education (for issues related to stu-
dent residences)

https://www.minedu.gov.gr/

Students Welfare Office of the Athens University 
of Economics and Business (as an example)

https://www.aueb.gr/el/content/

Useful article on University residencies through-
out Greece and other services/ grants provided 
by Universities (such as scholarships)

https://www.look4studies.com/ti- 
prosferei-kathe-panepistimio.html

Announcements to find roommates/ flatmates https://www.sygkatoikos.com/

Useful article on sharing a house/ flat https://www.lifo.gr/mag/features/3758

Information on housing benefits by the state https://opeka.gr/oikogeneies/epidoma- 
stegasis/
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Overview

The aims and objectives of this Unit are for you:

•	 to realize the different factors entailed in looking for an apartment / house to rent

•	 to get familiar with the different ways of looking for an apartment

•	 to understand your priorities when looking for a house

•	 to understand concepts involved in apartment hunting.

Part Α

One of the accommodation options when you move out of care is renting and living in 
an apartment or house. This can be a challenging process, but you should not worry! 
This Unit will demonstrate the steps to be taken when looking for a house or apart-
ment, the different ways to look for it, the factors to be taken into consideration when 
looking for a suitable accommodation and the final decision when such accommodation 
has been found.

   Key point 1: Even though the actual “apartment hunting” might occur much later in 
your life, understanding the process of looking for one will help you clarify the neces-
sary steps towards independent living.

   Key point 2: Decisions on potential future housing conditions do not remain the same 
throughout the life of a person. Needs change and decisions change. It is therefore 
important to “listen to your own priorities/ inner voice”.

   Key point 3: Stay positive when searching for a new place to stay! Patience, forward 
thinking and flexibility will help you get there!

Objectives and Aims

Apartment Hunting
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Analysis

What is what

When looking for a house, it is useful to understand the different concepts re-
lated to searching for it and renting it. Some basic concepts are the following:

• Tenant: a person who occupies land or property rented from a landlord.

•	 Rent: a tenant’s regular payment to a landlord for the use of property or land.

•	 Lease: a contract by which one party conveys land, property, services, etc. to another 
for a specified time, usually in return for a periodic payment.

•	 Deposit: a sum payable as a first installment on the purchase of something or as a 
pledge for a contract, the balance being payable later.

•	 Reference: a person who knows you and who is willing to write a reference for you

•	 Mezzanine: a low storey between two others in a building, typically between the 
ground and first floors.

•	 Terrace: a level paved area next to a building; a patio

•	 Rental agency: An agency which receives compensation to coordinate the dealings 
between potential tenants and landlords.

•	 (Abbreviations: country specific)

Steps

Looking for an apartment or a house can take a great deal of time and effort. To find 
the ideal place you will need to think about your finances, your lifestyle, and the rental 
market in your town. Then you will need to do a thorough search and stand out as an 
applicant. This process needs some preparation. The usual steps to be taken by anybody 
who wishes to move out of his/ her current place of residence can be summarized as 
follows:

•	 Visualize: think of the place you would really love to live in. Do not only visualize it in 
gross terms and in a vague and general way: think about the details, since they can 
make the difference. The potential city area of the house, its size, the floor, the light, 
the view, the noise, the design, the space are among the characteristics you should 
think of. While it’s great to have a wish list, chances are you won’t get absolutely 
everything on your list. Prioritize your wants from most important to least import-
ant. This will help you weigh each feature against the others when you are actually 
looking at apartments.

•	 Realize: Before looking for an apartment, analyze in a realistic way your assets and 
your supplies. Now is the time when you calculate your income, the amount of mon-
ey you are willing to spend for rent, the furniture that you have or that you have to 
get, the transportation costs to move to certain places, such as your school or work, 
the help you can get for the costs of moving, for the rent, for the potential repairs 
and changes. These calculations will narrow down your choices, but they will also 
make your research easier and more realistic.

•	 Research: Find out the ways you have in order to look for an apartment. It could be 
walking in the neighborhood and looking for signs which write “For Rent”; searching 
on specific sites on the Internet or your smartphone; asking other people (friends, 
relatives, teachers, fellow students); buying a relevant newspaper with announce-
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ments on houses for rent; looking at posts on announcement boards at public ser-
vices or at your school; hiring a rental agent. You do not need to choose one way: 
combine all for better and quicker results.

•	 Hunt: Once you know your available tools to look for a house, start looking for 
it. Organize your hunt, by noting areas or announcements which you have already 
checked, by writing down appointments with house owners, by making the phone 
calls and visits as planned. This way you will not get lost in your search and you will 
win one of the basic elements for successful apartment hunting: time!

Communicating with the potential house owner

By phone

Once you have found a place which looks good “on paper”, it’s time to know more 
about it. The first step is to call the telephone number of the person who is renting the 
place. In order to have more information on the house, make sure you ask the right 
questions. If the answers please you, you should arrange an appointment and take a 
look at the house in person. Some questions to be asked are:

•	 What floor is it on?

•	 Is there an elevator?

•	 Is there a laundry room in the building?

•	 Is it still available?

•	 Are pets allowed?

•	 When is it available?

•	 How much is the rent?

•	 When can I see it?

In person

Once you visit the potential place to rent, some inspection should take place. Do a 
thorough inspection and take notes. Keep a record of each apartment you visit. Note 
what features are extra or missing. Take measurements of the rooms and doorways to 
ensure furniture fits on moving day. Turn on light switches, look inside closets, check 
water pressure, visit the laundry room, walk the grounds, and ask neighbors what it’s 
like to live there.

Moreover, it is crucial to ask lots of questions. Who controls the heat? Are appliances 
included? Is smoking allowed? When is the apartment available? Will they paint before 
you move in? You can also ask about vacancy rates. If an apartment building has a large 
number of vacant units, chances are the building is not being managed well.

At the same time of you choosing for an apartment, you should remember that the 
house owner has the discretion to choose you (or not), in the case there are more peo-
ple acquiring for the same house. Therefore, you should try to be an appealing rental 
applicant: Have any necessary documents ready (for example, references, if needed); 
dress appropriately, since you need to convey that you are responsible and serious; 
be pleasant to deal with. Once again, first impressions can influence your chances of 
getting the apartment. Whether you are dealing with an owner or a manager, being 
pleasant to deal with can go a long way.
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Tips:

Prospective tenants should:

•	 Thoroughly inspect the house in order to identify possible damages and report 
them to the landlord.

•	 Examine previous possible unpaid bills.

•	 Avoid leasing basements, attics and old constructions.

•	 Pursue to conclude rental contracts between the two parties with a minimum du-
ration of 3 years.

•	 The realtors’ salary continues to apply only if the agreement is met.

•	 The rent should not exceed 30% of the income.
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Part  Β

Apartment Hunting

Part B

Useful Links (country specific)

Site with announcements 
on renting

https://www.spitogatos.gr

Site with announcements 
for renting 

https://www.xe.gr/property

Site with announcements 
for renting

https://www.spiti24.gr/

Site with announcements 
for renting

http://realestate24.gr/

List of rental agencies https://www.spiti24.gr/mesitika-grafeia

Newspaper with  
announcements for renting

https://bluepages.kathimerini.gr/real-estate/houses/
type-enoikiash

Articles with advice  
on apartment hunting

https://makelife.gr

https://www.iefimerida.gr/news/358014/oi-deka-symvoyles-
ton-eidikon-gia-ti-sosti-enoikiasi-foititikoy-spitioy-ti-prepei-
na https://www.spitogatos.gr/articles/symvoules_protaseis 
/10-symboyle-pro-toy-enoikiaste-katoikion/1

https://www.vice.com/gr/article/wnqx8b/ti-prepei-na-xereis- 
gia-na-noikiaseis-fthino-diamerisma-stin-athina

Center for the Protection 
of Consumers

https://www.kepka.org/

Greek Association for  
the Protection of tenants

http://www.pasype.gr

Information on housing 
benefits by the state

https://opeka.gr/oikogeneies/epidoma-stegasis/

Map of Athens https://www.stigmap.gr/xartis_athinas.php
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h Part  Β

… and some pieces of advice from an ex-care leaver

1. Plan Ahead

•	 Find out what benefits 
you can get

•	 Find out how old you 
have to be to get bene-
fits

•	 Get information about 
other options

4. Get References

•	 Ask someone if you can 
use them as a reference

•	 List several people who 
you could use as refer-
ences with their contact 
info

7. Ask Questions

•	 What does the rent in-
clude?

•	 Is there anything in the 
apartment that should be 
repaired?

•	 Does the neighborhood 
feel safe?

•	 Do you want to bring 
someone with you to 
look at the apartment?

2. Know Your Options

•	 Where do you want to 
live?

•	 What kind of apartment 
do you want?

•	 Do you want a room-
mate?

•	 Are there relatives you 
could live with?

•	 Make a list of your prior-
ities

5. Start searching

•	 Start looking 6-7 months 
before you leave

•	 Look in newspapers and 
online

•	 Ask your care profession-
als

•	 Ask everyone you know

8. Read the Lease

•	 Find an adult you trust to 
read the lease and ex-
plain it to you

•	 Pay special attention to 
things that concern you, 
such as ban on pets

3. Save Money

•	 Open a bank account

•	 Start saving money

•	 Save enough money to 
move into an apartment, 
including last month’s 
rent and a deposit

6. Dress for Success

•	 Wear professional clothes

•	 Use your best speaking 
voice

•	 Be on time

•	 Have positive attitude

•	 Have ID and other infor-
mation handy

9. Keep it down

•	 Don’t make too much 
noise
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Overview

The aims and objectives of this Unit are for you:

•	 to understand the importance of a lease

•	 to realize your rights and obligations as tenants

•	 to know what, how and when to ask for something from your landlord

•	 to understand the process of renting a house alone or with roommates.

Part Α

As a tenant in a house or apartment, you will have certain rights and obligations, 
whether you stay there on your own or with flat mates. This Unit titled “Being a Tenant” 
aims at your understanding of the rights and obligations or responsibilities of a tenant 
and of a landlord. You will have the chance to understand the steps to be taken after 
deciding to rent a specific accommodation and the basic situations which can cause 
problems between the tenant and the landlord, along with their potential solutions. 
Special attention will be given to the importance of the lease, or tenancy contract, so 
that you are prepared to face this process.

   Key point 1: Being a tenant involves the development and application of a series of 
skills, such as budgeting skills, decision making skills and communication skills.

   Key point 2: Signing legal documents, such as the lease, binds you in many different 
ways. It protects you, too. So understanding the lease is among the most important 
aspects for a smooth living in your new apartment.

   Key point 3: Problems and damages in the house happen all the time. Let’s be prepared 
to address them in the most effective and timely manner.

Objectives and Aims

Being a Tenant: Rights, Obligations,  
Tenancy Contract
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Analysis

What is what

When renting a house, you might come across some new concepts. Let’s go through 
them so that you are prepared to deal with them. Some of these concepts are as fol-
lows:

•	 Landlord: An individual owner or a property management company which gives a 
house for rent

•	 Tenant: A person who rents a house

•	 Lease: A detailed contract between the landlord and the tenant which includes dif-
ferent terms, such as rights and obligations of both parties, the sum to be paid as 
rent, the way to contact each other, ways to resolve potential conflicts, restrictions 
and requirements of both parties and the start date and end date of the lease. Both 
parties sign the lease and they have to abide to its terms.

•	 Security deposit: It represents the money the landlord can use for cleaning fees or 
repairs to the apartment when the tenant moves out. The amount of the security 
deposit should be stated in the lease.

•	 Policies: They are the terms, including restrictions and requirements which are clear-
ly stated in the lease. Such policies include the following: policies on pets, visitors, 
waterbeds, parking, painting, wallpapering, repairs, subletting, rental insurance and 
making changes in the apartment/ house. When signing the lease, the tenant agrees 
to abide by all the policies stated.

•	 Eviction: the action of expelling someone from a property, the expulsion. Normally, 
landlords must go through a formal eviction process to require their tenant to move 
out.

•	 Maintenance fees (κοινόχρηστα): This is the amount of money paid by the tenants 
of a building and involves maintenance, repair and operation costs for the common 
parts of the building or property (such as cleaning company, the maintenance of the 
elevator or the heating system). All tenants are obliged to pay maintenance fees 
every month, either by depositing the money to a bank account or by paying in cash 
to the building manager (διαχειριστής), who is responsible for the smooth operation 
of the building.

•	 Apartment building regulation: It is the text that regulates co-owner relationships 
and generally the operation of the apartment building. This text is part of the con-
tract that each owner signs when purchasing each property. Therefore, by signing 
the contract, each owner accepts the regulation of the apartment building and com-
mits to its implementation. In addition, each landlord is obliged, in the event of 
renting his property to someone else, to bind the tenant to the compliance with the 
regulation under the lease agreement.

The Lease

It is very important to read and acknowledge the lease before signing it. Signing the 
lease without taking the time to read and understand the terms can jeopardize your 
rights and responsibilities with your landlord and can get you into financial trouble. 
Leases are designed to protect all parties’ rights. All leases contain more or less the same 
type of information. Once signed, they are binding legal contracts that are enforced by 
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law. The terms usually and normally included in a lease are as follows: landlord infor-
mation, tenant name(s), apartment address, rent, how often rent is paid, information 
on late fees, way of paying the rent, potential additional fees (e.g. for replacing a key, 
allowing pets, etc), services paid by the landlord (e.g. exceptional costs for the building), 
security deposit, policies/ terms (on pets, visitors, changes in the apartment, subletting, 
rental insurance, etc), lease start date and end date, notice and penalties for terminat-
ing a lease early by either party, date and signature.

Some advice before signing your lease is:

•	 If there are questions about your rights and responsibilities, you have to make sure 
that you ask them before signing.

•	 You have the right to ask the landlord to put everything in writing, if something is 
not included in the lease; you have to be cautious if the landlord agrees verbally and 
not in writing.

•	 You have to inspect the apartment before moving in, and take pictures of any dam-
age or repairs which need to be made and address them with the landlord

•	 If you are unhappy or uncertain with any terms of the lease, especially if you know 
that you will not be able to keep them, you should not sign

•	 You can request changes and exceptions in the lease. If the landlord agrees, they 
have to be in writing to be enforced.

•	 Before signing you should ask someone more experienced in leases and contracts to 
go through the lease together and help you understand the terms. A professional 
opinion by a lawyer is also very welcome.

Tenants and Landlords: Rights and Obligations

The following tables presents some of the basic rights and obligations of the two peo-
ple involved when renting a house or apartment:

The Landlord

Duties 1. Possession: The landlord must give the tenant the right of possession 
of the property.

2. Warranty of habitability: The landlord has to make sure that the prop-
erty he/she rents is suitable for living in. The landlord is in breach of 
his lease if the conditions are unsuitable for residential use when the 
tenant is due to move in. 

3. Noninterference with use: In addition to maintaining the premises in a 
physically suitable manner, the landlord has an obligation to the tenant 
not to interfere with a permissible use of the premises.

Tenant’s 
Remedies

When the landlord breaches one of the foregoing duties, the tenant has 
a choice of three basic remedies: 

1. Termination: In virtually all cases where the landlord breaches, the 
tenant may terminate the lease, thus ending his/her obligation to con-
tinue to pay rent. 

2. Damages: Another traditional remedy is money damages, available 
whenever termination is an appropriate remedy. Damages may be 
sought after termination or as an alternative to termination.
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The Landlord

Tenant’s 
Remedies

3. Rent adjustment:  If the landlord breached, the tenant was still legally 
bound to pay the rent; her only remedies were termination and suit 
for damages. But these are often difficult remedies for the tenant. 
Termination means the aggravation of moving, assuming that new 
quarters can be found, and a suit for damages is time consuming, un-
certain, and expensive. The obvious solution is to permit the tenant to 
withhold rent, or what we here call rent adjustment. 

The Tenant

Duties In addition to the duties of the tenant set forth in the lease itself, the 
common law imposes three other obligations:

1. to pay the rent reserved (stated) in the lease,

2. to refrain from committing waste (damage), and

3. not to use the premises for an illegal purpose.

It is important to note that in the absence of a specific agreement in the 
lease, the tenant is entitled to physically change the premises in order to 
make the best possible permissible use of the property, but she/he may 
not make structural alterations or damage (waste) the property. For ex-
ample, a residential tenant may add telephone lines, put up pictures, and 
affix bookshelves to the walls, but she may not remove a wall in order 
to enlarge a room. The tenant must restore the property to its original 
condition when the lease ends, but this requirement does not include 
normal wear and tear.

Landlord’s 
Remedies

In general, when the tenant breaches any of the three duties, the land-
lord may terminate the lease and seek damages. 
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Part  Β

Being a Tenant: Rights, Obligations,  
Tenancy Contract

Part B

Useful Links (country specific)

Greek Association for the Protection  
of tenants

http://www.pasype.gr

Hellenic Property Federation https://www.pomida.gr/

Advice for tenants by the Greek Associ-
ation for the Protection of tenants

http://www.pasype.gr/odegies-pros-enoikiastes

Article on legal rights and obligations of 
tenants and landlords, in simple terms

https://ergasianews.gr/2016/03/27/spiton-
ikokyris-ke-enikiastis-ti-ischyi-nomika/

Instructions to fill in a lease http://www.symbolaia.gr/site/files/aggrement_
Symbolaiagr.pdf

Questions and answers on simple  
everyday issues which arise when living 
in an apartment of a building (e.g. 
about pets, about delay in the payment 
of maintenance bills, etc)

https://foroline.gr/archives/8227
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Overview

The aims and objectives of this Unit are for you:

•	 to understand the importance organisation in a house

•	 to realize the different activities related to maintaining a home

•	 to know what, how and when to ask for help for house maintenance issues

•	 to understand how to deal with the incoming bills.

Part Α

Home management can be simply described as “using what you have to get what you 
want” in terms of running a home on a day-to-day basis. The Unit titled “Home Man-
agement” aims at promoting your skills and knowledge on managing your home. The 
Unit focuses in four different issues related to managing a household, namely cleaning, 
repairing, dealing with the household bills and finding and getting assistance on poten-
tial problems that might appear when living in a house as an independent adult.

   Key point 1: Managing a home involves a set of different skills, including budgeting 
skills (for the bills), decision making skills and communication skills (when looking for 
and discussing household assistance). Some more practical skills are also necessary, in 
order to keep your house in a good condition.

   Key point 2: Managing a home is about priorities. Make sure you make the right pri-
orities for a specific time period. Start by the month!

   Key point 3: In managing your future home you are not alone. More experienced 
adults or even specific professionals can assist you in many cases, for situations which 
might arise around the house.

Objectives and Aims

Home Management: Cleaning, Repairing, 
Household Bills, Housing Assistance



handbookPart  A

69

Analysis

Managing your new home involves some basic activities: cleaning it and keeping it tidy, 
repairing damages, paying for the household bills (such as electricity and water supply) 
and getting household assistance for issues we cannot handle ourselves. Let’s take a 
closer look in each one!

Cleaning

Keeping a room or a house clean and orderly saves you time and effort. One of the ba-
sic things you need to remember involves decluttering, so that you make sure that you 
have the right items at the right place. It might seem difficult in the beginning, but once 
you have done it once, you will surely appreciate it and will repeat it periodically. Let’s 
take a look on the steps to declutter and clean your bedroom:

•	 In order to declutter a bedroom, the following items are usually needed: a box for 
donating, a trash bag for garbage, a basket for items that go elsewhere in the home, 
a wet rag for wiping out the insides of things.

•	 A clean workspace to work at in your bedroom is essential. Using your bed as your 
work zone is recommended.

•	 Start with an article of furniture like a night stand. Begin by emptying out all of 
the drawers and shelves and putting the items onto your bed. Next, start looking 
through and grabbing the trash items and throwing them away. Don’t keep things 
that are broken, or of no value. If you find things that go in other areas of the home 
like paper clips, books, or items you borrowed, put them in the basket to go else-
where. Look at your items and decide if you no longer have use for them. A good 
way to tell is if you haven’t done anything with it for over a year. After you have 
sorted through your pile, wipe out the inside of your drawer to remove any dust or 
dirt. You can then begin by organizing and placing your items back inside.

•	 It is better to move in a clockwise pattern as you work your way around your room 
decluttering and organizing. If your bed is next, start by removing everything that 
is underneath it. Do the same process that you did for cleaning out the nightstand. 
Similarly, the dresser can follow, the bookshelves and the closet, so that all different 
furniture in the room is organized.

•	 Especially for the organization of the clothes, you go through all of your clothing, 
throw out any ripped, stained or too small items. If you have some that need repairs, 
set them in a separate pile. Make a note to repair them. If you haven’t worn the item 
in a year, you should consider donating it. Keep only what you like to wear and feel 
comfortable in. Wipe out the insides of your drawers before putting items back into 
them. Fold each item and place them back in the drawers neatly.

•	 The time factor is another dimension to consider, since, depending upon how clut-
tered your room is, cleaning it may take you a few hours or a few days. Just keep at 
it. Go through all of your room, and don’t stop until you are finished. The key is being 
devoted to complete your tasks. Organization is an important character trait to have 
as you go about your life. Whether you will be working outside of the home or if you 
will be working in the home. Organization is key to complete success.

The cleaning of the bedroom is only an example of how you should proceed with the 
rest of the rooms. Just remember that different cleaning materials and cleaning de-
vices should be used for different rooms. Before using any cleaning product, you are 
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advised to read the instructions for using it, in order to save time and effort and avoid 
accidents.

Repairs and replacements

This is no news: Things do not last forever. In many cases a decision needs to be taken 
when something needs repairing around the house: should I do it myself or should I 
contact the relevant professional? Each person has different skills and competences and 
not everyone is capable of using tools and instruments in the same effective way. There-
fore the answer to this question depends on your technical skills and knowledge. Some 
of the occasions you need to make this decision are: to repair a wooden chair, to paint 
the walls, to change the lamp, to fix a window which sticks, to fix the shut off valve 
of the sink, to clean water stains on walls or ceiling, to unclog a toilet, to fix a broken/ 
torn curtain, to fix the flasher which drips, to loosen a tight door handle, to saw a piece 
of clothing, etc.

In the case you do not feel sure about making a repair, they should either consult a 
friend, or someone with more experience in these issues, or contact the relevant pro-
fessional to take care of the problem. You can get in touch with a plumber, a locksmith, 
an electrician or a carpenter, by either contacting your landlord or a friend to give you 
the telephone number of these professionals, or by using the directory (yellow pages) 
or the Internet to find their contact details. Make sure to check prices before using their 
services, so as to choose the professional you can afford to pay! Finally, list with the 
professionals for emergencies should always be handy!

Household bills

Electricity, water, gas, telephone are some of the basic household bills you need to pay 
when living on your own. These bills come either by post, at home, or at your e-mail, if 
you decide to receive this way. They come every month or every other month. Each bill 
analytically presents two basic types of information:

•	 What is being charged for what (for example on the electricity bill, you will find out 
that you pay a small amount for the national television, whether you own one or 
not). The overall amount of money as well as the deadline for paying it is usually 
shown at the bottom of the bill, usually in a red box.

•	 The different ways you can pay them: You can pay these bills either through your 
bank account, with e-banking or at specific places and organizations around your 
neighborhood, such as the post office. Moreover, there are different modes of paying 
them. For example, you can pay the whole amount or you can pay them by install-
ments.

•	 Paying your bills should come among your highest priorities, if you wish to continue 
having, electricity, water or heating. Do not forget them and do not postpone paying 
them. Usually, they cannot wait!
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7 tips to clean your house which nobody will tell you:

1. Try to have only the necessary items readily available and place the rest in draw-
ers and cabinets so as to facilitate the cleaning process

2. Do you want to clean up your walls? Add 1/4 of baking soda and a cup of vine-
gar to a bucket of water and then rub the walls with a bottom up movement to 
avoid dripping water which may leave marks on the wall.

3. Put your bathroom curtain to the washing machine and wash it in cold water on 
your machine’s regular or gentle cycle. If there are strains, dip it in a basin with 
a few tablespoons of vinegar.

4. Clean the bathroom tiles from salts, rubbing them with a sponge with a few 
drops of vinegar and baking soda.

5. Does your fridge smell? After cleaning it up, put a saucer with a little coffee and 
place it on a refrigerator shelf.

6. Brush your carpets in the spots where they have strains with lukewarm water, a 
little dish detergent and a few drops of vinegar

7. Clean your oven by putting in a bowl lemon juice and baking soda and the un-
pleasant scents will disappear. 



andbook

72

h Part  Β

Home Management: Cleaning, Repairing, 
Household Bills, Housing Assistance

Part B

Useful Links (country specific)

Telephone number to contact an 
electrician and relevant web page

11888

https://www.11888.gr/urgent-requests/ 
hlektrologikes-egkatastaseis-hlektrologoi/

Directory for electricians https://www.xo.gr/dir-az/H/Ilektrologoi/

Directory for plumbers https://www.xo.gr/dir-az/Y/Ydravlikoi/

Directory for locksmiths https://www.xo.gr/dir-products-az/K/kleidaras/

Public Power Corporation S.A. – 
Hellas

https://www.dei.gr/en/oikiakoi-pelates/ 
eualwtoi-pelates-kai-koinwniko-oikiako-timologio

Athens Water Supply and Sewerage 
Company

https://www.eydap.gr/en/MyAccount/MyCurrent 
Account

Article with tips for cleaning the 
house

https://blog.kotsovolos.gr/katharisma-spitiou/

Article on how often we should 
clean the house

https://www.madamefigaro.gr/sygxroni-zoi/life-
now/106239/poso-suxna-prepei-na-katharizeis-to-
spiti-sou
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Overview

The aims and objectives of this Unit are you:

•	 To understand the concept of being healthy and its main components.

•	 To realize the importance of physical, mental and social health.

•	 To understand the value of regular health check

•	 To be more informed about mental health problems symptoms and also caring for a 
loved one in difficult mental health situation

•	 To learn how to maintain a good physical, mental and social health.

Part Α

Handbook Unit 5.1. Titled “Health education” aims at educating and informing you 
about physical, mental and social health. Every health component will be introduced 
with an explanation of concept and meaning, its determinants and ways to maintain a 
good physical, mental and social health.

   Key point 1: Mental Health is defined and evaluated by our ability to handle the 
stresses of daily life and maintain a generally cheerful and optimistic attitude about 
life.

   Key point 2: Social Health. A person’s real-life social network is a crucial indicator of 
social health. It pertains to the ability to form positive and supportive relationships 
with peers.

   Key point 3: Physical health is defined by a person’s sleep and eating habits, as well 
as the amount of exercise they get and their oral hygiene.

Objectives and Aims

Health education: physical,  
mental and social health
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Analysis

Mental, Social and Physical Health

Created in 1997 as a project for an Alaska Middle School, the Health Triangle has served 
as a graph that measures an individual’s physical, mental and social health. The creators 
used an equilateral triangle to represent these aspects of health. Because all sides of this 
types of triangle are equal, it stresses the equal importance of each of these aspects. In 
fact, devoting more attention to one particular side, while neglecting the others, can 
lead to health imbalances.

Mental Health is defined and evaluated by our ability to handle the stresses of daily 
life and maintain a generally cheerful and optimistic attitude about life. In looking at a 
person’s mental health, we need to consider her relationships with friends and family. 
Some people also include learning abilities when evaluating mental health.

Social Health. A person’s real-life social network is a crucial indicator of social health. 
It pertains to the ability to form positive and supportive relationships with peers. Here, 
you see a tie-in with mental and physical health. Lack of friends can lead to depression, 
which can cause physical health-related symptoms. In contrast, a person with a strong 
network of friends will always have people she can turn to.

Physical health is defined by a person’s sleep and eating habits, as well as the amount 
of exercise they get and their oral hygiene. In evaluating physical health, we look at 
drug, alcohol and smoking habits and consider whether the person has regular check-
ups such as breast exams, colonoscopy, skin cancer exams and any other necessary 
medical exams.

Interaction Between the Sides of the HealthTriangle

All three sides of the Health Triangle are dependent on each other. For example the 
highly social person who stays out partying all night might not be getting enough 
sleep. If she is also drinking, taking drugs and smoking, her physical health, and perhaps 
mental health, will be compromised. In contrast, consider the person who is meticulous 
about diet and exercise. This person will often neglect socializing with friends for fear 
of missing a workout. He may avoid having dinner with people because of strict dietary 
rules. This individual may have excellent physical health, but his social health is inade-
quate. This can lead to loneliness, which might eventually compromise mental health. 
Now, consider the older person who is suffering from Alzheimer’s. This is a physical 
disease that may cause learning disabilities, which can have a negative influence on 
mental health.

Using the Health Triangle. From time to time, it behooves you to look at the different 
sides of the Health Triangle and use it as a means of evaluating, and possibly changing, 
your health habits. For example, if your physical health is good, but your social health is 
less than adequate, consider joining a fitness center and meeting new gym buddies. The 
Internet makes it easier to catch up with old friends, so consider writing some emails to 
friends you have not spoken to in awhile. Your support system can help you and your 
friends keep up with their doctor’s appointments and adhere to healthy habits.

Regular medical checkup  is crucial for the benefit of general well-being and overall 
health. All you need to do is just visit your doctor regularly. It can be quarterly or twice 
a year. This would help you to detect any possible or upcoming health issues to be diag-
nosed and treated properly. Moreover, they also help to diagnose the disease at an early 
stage, when the chances for treatment and cure are higher and better.
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Makes You More Aware About Your Health. Depending upon the results of your blood 
tests, the doctor or healthcare provider might warn you about various habits based 
on your family history, age, and health conditions. For example, many people usually 
ignore dental health and are completely unaware of oral care. However, if some are 
aware, they do not practice it completely. You might not be brushing your teeth twice a 
day. But, with regular reminders from your doctor, you might start doing it. This change 
in your habit reduces the chances of advent of various dental problems. This is just a 
small example. There are many such areas that we do not take proper care of, in spite 
of it being most crucial. Regular checkups make your doctor guide you to follow proper 
care routine for these areas and health aspects.

Where to Go for a Medical Checkup?

It is usually the best decision to visit your healthcare provider for medical checkups and 
health services. But, if you don’t have one, you can consult any general physician to re-
fer to the essential tests. Later, if any ailment is detected, you can consult the concerned 
specialist as per the physician’s advice.

A healthy body and mind can make you more productive at work. Good health also re-
duces the number of sick leaves, thus improving your work record for better. Therefore, 
make sure to be regular with your medical checkups to stay fit and healthy.

Helping a Loved One Cope with a Mental Illness

It can be very difficult and heart-wrenching to see a loved one struggling with symp-
toms of mental illness. And often it can be hard to know how to best help and support 
your loved one.

Every individual is different and situations vary greatly. The person may have a specific 
diagnosis, or you may just have concerns about the way a person has been talking and 
behaving. You know your loved one and may have an understanding of what approach 
or support will be most helpful. However, below are a few tips and things to consider 
when you are trying to help a loved one.

Know the warning signs of mental health problems. For example, withdrawal from so-
cial interaction, unusual problems functioning at school, work or social activities or dramat-
ic changes in sleep and appetite are possible signs. See more on Warning Signs of Mental 
Illness. Someone exhibiting these signs or having these experiences does not necessarily 
mean the person has a mental health problem, the symptoms could also be related to 
other issues or problems. But following up with an evaluation from a medical professional 
could help address any problems and prevent more serious symptoms from developing.

Seek support for yourself. While you’re focusing on helping your loved one, it’s also 
important to take care of yourself – physically and emotionally. Reach out for help for 
yourself if you need it. Recognize and acknowledge the limits of what you can give.

7 tips to maintain your mental and physical health

1. Drink Lots of Water

Your body requires water to function, and drinking more water can alleviate aches and 
pains, improve energy levels, and flush out toxins. Staying hydrated keeps your body 
functioning at an optimal level. Keeping a bottle of water with you throughout the day 
will give you the chance to stay hydrated more easily.
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 2. Don’t Underestimate the Importance of Sleep

 A good night’s sleep is always a good idea. Sleep allows your body to heal and re-
charge, giving you more energy for the next day. If sleep is something that you struggle 
with, take steps to eliminate stimulants before bed such as caffeine, alcohol, or screens 
(cellphones, TV, laptops, etc.). Your body will thank you for getting enough sleep and 
you will notice the effects!

3. Eat for Nourishment

Healthy eating can often seem like a chore. While it may seem like pre-packaged foods 
are convenient, you may sacrifice the nutritional value of your food for the sake of a gr-
ab-and-go meal. Choosing healthy options can be convenient, too! While it may require 
a bit more planning, foods that are as close as possible to being from the field or farm 
as possible are typically a good option.

4. Embrace a Good Work-Life Balance

Work has a tendency to take over large amounts of your time. Sometimes it can be 
unavoidable; however, if work takes over all of your time and energy, it might be time 
to step back and evaluate how you are making use of your time. Maintaining a positive 
work-life balance can increase your overall satisfaction and reduce your stress levels.

5. Make Time for Exercise

Getting your body moving is extremely important to maintain your overall mental and 
physical health. Depending on the type of exercise that you prefer, you can promote 
bone health, encourage weight loss, and increase muscular strength. Being physical for 
30 minutes per day doesn’t require much of a time commitment but can greatly improve 
your health.

6. Take Time to Relax

Stress and the busyness of life can easily diminish your ability to relax. Relaxation can 
take whatever forms work best for you:   some common relaxing activities might be 
taking a walk, reading a book, exercising, meditation, and yoga. Taking a few minutes 
throughout the day to focus on something that you find relaxing will improve your 
state of mind and keep your stress levels low.

7. Take Advantage of Health Benefits for Prevention

If you have health benefits coverage, you can use them to maintain your physical 
and mental health by taking advantage of services such as dental and vision care as well 
as psychological services. Taking care of all aspects of your personal health is important 
for maintaining your well-being and enjoying the best possible quality of life.



handbook

77

Part  Β

Health education: physical, mental 
and social health

Part B

Useful Links (country specific)

References:

https://healthyliving.azcentral.com/the-health-triangle-mental-social-physical-definitons- 
12180709.html

https://www.healthcheckup.com/general/regular-medical-check-up-benefits/

https://www.psychiatry.org/patients-families/helping-a-loved-one-cope-with-a-mental- 
illness

https://www.healthcareproviders.ca/blog/7-tips-to-maintain-mental-and-physical-health

Ministry of Health and social protection  
for information about health issues and services

http://shendetesia.gov.al/

Group Analysis Albania for mental  
and emotional help

https://groupanalysisalbania.org/

Bike sharing system to be physically active https://ecovolis.blogspot.com/

Mental Health Community Center https://ashr.gov.al/qendra-komunitare- 
e-shendetit-mendor-nr-2/

Online counselling for youth http://nukjevetem.al/
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Overview

The aims and objectives of this Unit are you:

•	 To learn what is connecting with people meaning and what is consider social circle

•	 To realize the importance of connecting with people and their social circle

•	 To be informed about connecting with people benefits and importance in their ev-
eryday life.

•	 To learn different ways how to stay connected with people and their social circle

•	 To understand different types of communication.

Part Α

The Handbook 5.2. Titled “Stay Connected” aims at presenting and informing you 
about connecting with people and its importance in receiving and exchanging support. 
The unit aims to equip you with the explanation of the meaning of “connecting with 
people”, its importance and benefits and ways how to connect effectively.

   Key point 1: Real connection is more than just talking to others or sharing interests.

   Key point 2: Human connection only works if there is honesty. It doesn’t work if we 
are trying to be something we aren’t.

   Key point 3: Whether you’re interested in advancing your career, or having a new 
group of friends to go out with, you need to learn –and perhaps master– the skill of 
making friends.

Objectives and Aims

Stay Connected! Time for social circle
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Analysis

What does connecting with people really mean?

From psychologist Abraham Maslow’s ‘hierarchy of needs’ that shows our need to be-
long is secondary only to our survival needs, to John Bowlby’s attachment theories sug-
gesting that a child needs a trusting connection with a caregiver to prosper as an adult, 
connection is essential. Real connection is more than just talking to others or sharing 
interests. After all, we can talk for over an hour with someone about sports or politics 
even if we secretly can’t stand them.

Connecting with others is a sense of being open and available to another person, even 
as you feel they are open and available to you. Other ingredients of human connection 
are empathy and compassion – we feel goodwill to the person we are connecting with.

Examples of human connection are things such as the below:

•	 having a personal conversation about what is important to you with someone 
and feeling listened to and understood

•	 taking the time to listen to someone else and feeling real empathy for them

•	 helping someone else out of unconditional goodwill

•	 offering sincere gratitude to another and receiving gratitude from others

•	 catching a strangers eye and both smiling

•	 a shared experience with others that involves laughter and goodwill.

How do I know if I’m really connecting to others?

1. You are in the moment.

When we connect with others, we are no longer thinking about what went wrong in 
the past or of our future worries. We are just fully available to the present moment and 
to the shared experience we are having with another.

2. You are being yourself.

Human connection only works if there is honesty. It doesn’t work if we are trying to be 
something we aren’t.

3. You feel open – whether you feel good or not.

Connecting with others often feels good. But this is actually not always true. Feeling 
enough trust with someone to share a sad experience or something you are upset about 
can be a very strong way of connecting with someone as well.

4. You feel empathy and kindness for the other person.

Anger or meanness close us down to connection, as does judgement and criticism.

Human connection is usually kind. Sure, we can feel connected laughing with others 
about someone else. But often afterwards there is a hollow feeling, which shows it 
wasn’t connection at all.
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5. A sense of trust exists between you and the other person.

This can happen even between two strangers – for example, allowing someone to help 
you with your suitcase up a set of stairs shows you trust them.

And these things often aren’t connection at all…

If you are always trying to connect with others by being interesting, funny, or 
smart, and you are always looking to others’ reactions to know what to do next? You 
are not really connecting. In your need to feel accepted you are not being yourself, or 
are even manipulating others for attention.

If you think you are connecting with others, but it’s based around a shared dislike 
of other people, or on talking about others? Sure, you have something in common, 
but that tight feeling inside is not one of trust and connection.

Tips for Expanding Your Social Circles

Whether you’re interested in advancing your career, or having a new group of friends to 
go out with, you need to learn –and perhaps master– the skill of making friends.

1 – Connect With Connectors

A great way to expand your social circle is to connect to someone through whom you’ll 
meet many other people. Those “connectors” are the types of people who keep friends 
on Facebook by the thousands, host parties whenever they can, and always seem to be 
with a large group of people.

Oftentimes, these are very open people and are easier to connect with than you think. 
They might not have the time to invest in a deep friendship with you, but they love to 
get to know more interesting people to add to their circle.

2 – Meet New People Constantly

A great habit to have is to always be meeting people that you can add to your circles. 
In reality, not all the people you meet will become your friends and not all your current 
friends will be around forever. This is why I always say that if you’re not making new 
friends, you’re actually making fewer.

I recommend that you go to places where you it’s easy and appropriate to walk up to 
anyone and introduce yourself. Ideally, you need to go to places where others are open 
to meeting new people as well. Examples might be trade shows, opening nights, galas, 
cultural or charitable events, seminars, and talks.

3 – Establish Yourself As a Giver of Value

When meeting lots of people, you have to “hook”. Nothing hooks better than having 
a giver attitude. First, listen really to what they say and imagine if you were them; see 
the world through their eyes. Second, be willing to share stories, contacts, or quick 
advice on what people are talking about. When you meet new people, there are some 
psychological principles that determine whether or not they’ll want to meet you again. 
This works on an unconscious level. One of the most important principles is the giver/
taker attitude. If they sense that you only care about yourself, connection isn’t going to 
happen. You can portray a giver attitude in two ways. The first is about really listening 
to what they say, imagining the world through their eyes, and giving them your opinion 
on their stories and situations. The second way is to prove that you’re ready to share 
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similar stories about what they’re talking about, or introduce them to someone who 
could help them.

4 – Commit to a Local Community

One of the fastest ways to boost your social life is to get involved in a community that 
has the type of people that you want as friends. This community should be in your local 
area and should hold social get-togethers once a month, or more. What you do is find 
one that you like, maybe on meetup.com, and offer your help to the people who run it. 
They’ll most likely accept, even if they don’t need that much help; they’ll just be glad 
you’re interested. This works great because it makes you meet everyone, and because 
it establishes you as a giver of value.

5 – Reach Out to People On a Regular Basis

Staying in touch is vital if you want to keep your social circles alive. You need to follow 
up with the people you just met, and catch up with existing friends. The challenge here 
is that we tend to get distracted and forget about it, and regret later on. To solve this 
problem, you can create a weekly ritual, where you spend only one hour calling, texting, 
and messaging people. Just mark on your calendar a specific day and time, and do it ev-
ery week. A great time to do it is Tuesday or Wednesday, as it gives you the opportunity 
to make plans with people for the weekend.

6 – Know the Kind of Friends You Want in Advance

Before you start investing more time on making friends, do a little planning. Try to fig-
ure out what kind of people you want to hang out with. List out a few qualities, char-
acter traits, or interests that you like, and don’t hesitate to be a little more ambitious 
than usual. This is important because it allows your mind to quickly tell if a person you 
meet could be a great fit for you.

Here are some qualities you can start with: giver, interesting, fun, ambitious, honest, 
loyal, curious, and reliable. You can add others if you want, and you can also make a 
list of the activities you want to be doing with your future friends. These lists won’t be 
definitive, but the clarity they bring will save you a lot of time and frustration. I also 
recommend that you invest a bit of time learning about friendship and how it works.

Types of Communication

Often categorized as a “soft skill” or interpersonal skill, communication is the act of 
sharing information from one person to another person or group of people. There are 
many different ways to communicate, each of which play an important role in sharing 
information. Learning and developing good communication skills can help you succeed 
in your career, make you a competitive job candidate and build your network. While it 
takes time and practice, communication and interpersonal skills are certainly able to be 
both increased and refined.

There are four main types of communication we use on a daily basis: Verbal, nonverbal, 
written and visual. 

Here are a few steps you can take to develop your verbal communication skills:

•	 Use a strong, confident speaking voice. Especially when presenting information to 
a few or a group of people, be sure to use a strong voice so that everyone can easily 
hear you. Be confident when speaking so that your ideas are clear and easy for oth-
ers to understand.
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•	 Use active listening. The other side of using verbal communication is intently listen-
ing to and hearing others. Active listening skills are key when conducting a meeting, 
presentation or even when participating in a one-on-one conversation. Doing so will 
help you grow as a communicator.

•	 Avoid filler words. It can be tempting, especially during a presentation, to use filler 
words such as “um”, “like”, “so” or “yeah”. While it might feel natural after com-
pleting an sentence or pausing to collect your thoughts, it can also be distracting for 
your audience. Try presenting to a trusted friend or colleague who can call attention 
to the times you use filler words. Try to replace them by taking a breath when you 
are tempted to use them.

Here are a few steps you can take to develop your nonverbal communication skills:

•	 Notice how your emotions feel physically. Throughout the day, as you experience 
a range of emotions (anything from energized, bored, happy or frustrated), try to 
identify where you feel that emotion within your body. For example, if you’re feeling 
anxious, you might notice that your stomach feels tight. Developing self-awareness 
around how your emotions affect your body can give you greater mastery over your 
external presentation.

•	 Be intentional about your nonverbal communications. Make an effort to display 
positive body language when you feel alert, open and positive about your surround-
ings. You can also use body language to support your verbal communication if you 
feel confused or anxious about information, like using a furrowed brow. Use body 
language alongside verbal communication such as asking follow up questions or pull-
ing the presenter aside to give feedback.

•	 Mimic nonverbal communications you find effective. If you find certain facial ex-
pressions or body language beneficial to a certain setting, use it as a guide when 
improving your own nonverbal communications. For example, if you see that when 
someone nods their head it communicates approval and positive feedback efficiently, 
use it in your next meeting when you have the same feelings.

Here are a few steps you can take to develop your written communication skills:

•	 Strive for simplicity. Written communications should be as simple and clear as pos-
sible. While it might be helpful to include lots of detail in instructional communi-
cations, for example, you should look for areas where you can write as clearly as 
possible for your audience to understand.

•	 Don’t rely on tone.  Because you do not have the nuance of verbal and nonver-
bal communications, be careful when you are trying to communicate a certain tone 
when writing. For example, attempting to communicate a joke, sarcasm or excite-
ment might be translated differently depending on the audience. Instead, try to keep 
your writing as simple and plain as possible and follow up with verbal communica-
tions where you can add more personality.

•	 Take time to review your written communications. Setting time aside to re-read your 
emails, letters or memos can help you identify mistakes or opportunities to say some-
thing differently. For important communications or those that will be sent to a large 
number of people, it might be helpful to have a trusted colleague review it as well.

•	 Keep a file of writing you find effective or enjoyable.  If you receive a certain 
pamphlet, email or memo that you find particularly helpful or interesting, save it for 
reference when writing your own communications. Incorporating methods or styles 
you like can help you to improve over time.
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Here are a few steps you can take to develop your visual communication skills:

•	 Ask others before including visuals.  If you are considering sharing a visual aid in 
your presentation or email, consider asking others for feedback. Adding visuals can 
sometimes make concepts confusing or muddled. Getting a third-party perspective 
can help you decide whether the visual adds value to your communications.

•	 Consider your audience. Be sure to include visuals that are easily understood by 
your audience. For example, if you are displaying a chart with unfamiliar data, be 
sure to take time and explain what is happening in the visual and how it relates to 
what you are saying. You should never use sensitive, offensive, violent or graphic 
visuals in any form.
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References:

https://www.harleytherapy.co.uk/counselling/connecting-with-people.html

https://www.lifehack.org/articles/communication/6-tips-for-expanding-your-social-circles.
html
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Stay Connected! Time for social circle

Part B

Useful Links (country specific)

Multi-languages Caffe- A socializing event where 
you can meet new people and expand your social 
circle

https://www.facebook.com/Multi- 
Languages-Cafe-1492844270972668/

Site on different youth opportunities  
on conferences, workshops etc. 

http://mundesi.al/

Albanian National Youth Network- A network  
that would give you connections throughout en-
tire Albania

https://www.facebook.com/ 
anynalbania/

Beyond Barriers Albania-NGO that can help you  
to volunteer or engage in activities and widen your 
social network

https://www.facebook.com/ 
PertejBarrierave
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Overview

The aims and objectives of this Unit are you:

•	 To understand the meaning of being active in their everyday life.

•	 To learn differences between active, inactive and sedentary life

•	 To realize the importance of being active and its benefits for physical, mental and 
social health

•	 To understand the consequences of sedentary and inactive life

•	 To learn how to be active in three different environments: in home, outside home 
and in workplace

•	 To understand that being active does not exclude people with disabilities

Part Α

The Handbook Unit 5.3. titled “Be Active” aims at presenting and educating you about 
“being active” and its importance in your everyday lives. “Be active” will be introduced 
to you with the explanation of the meaning of “being active”, its importance and ways 
of being active outside home, in home and in workplace

   Key point 1: Being physically active means sitting down less and moving our bodies 
more. Many people find that physical activity helps them maintain positive mental 
health, either on its own, or in combination with other treatments.

   Key point 2: Being physically active tends to be easier if you choose an activity that 
you enjoy, and that fits into your daily life.

   Key point 3: There are lots of different things you can try – not everybody will enjoy 
or feel comfortable doing all of these activities, so you may need to try a few before 
you find something you like. You may also find that different things work for you at 
different times, depending on how you’re feeling.

Objectives and Aims

“Be Active!”
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Analysis

What is physical activity?

Being physically active means sitting down less and moving our bodies more. Many 
people find that physical activity helps them maintain positive mental health, either on 
its own, or in combination with other treatments. This doesn’t have to mean running 
marathons or training every day at the gym. There are lots of different things you can 
do to be a bit more active

How can physical activity help my mental health?

Doing physical activity can improve mental health. For example, it can help with:

•	 better sleep – by making you feel more tired at the end of the day

•	 happier moods – physical activity releases feel-good hormones that make you feel 
better in yourself and give you more energy

•	 managing  stress,  anxiety  or  intrusive and racing thoughts  – doing something 
physical releases cortisol which helps us manage stress. Being physically active also 
gives your brain something to focus on and can be a positive coping strategy for 
difficult times

•	 better self-esteem – being more active can make you feel better about yourself as 
you improve and meet your goals

•	 reducing the risk of depression – studies have shown that doing regular physical 
activity can reduce the likelihood of experiencing a period of depression

•	 connecting with people – doing group or team activities can help you meet new and 
like-minded people, and make new friends.

But physical activity isn’t always helpful for everyone’s mental health. You may find that 
it is helpful at some times and not others, or just that it doesn’t work for you. For some 
people, physical activity can start to have a negative impact on their mental health, for 
example, if you have an eating problem or tend to overtrain.

What type of activity might work for me?

Being physically active tends to be easier if you choose an activity that you enjoy, and 
that fits into your daily life. If you force yourself to do something you don’t enjoy, you’re 
much less likely to keep it going and experience benefits to your mental health. There 
are lots of different things you can try – not everybody will enjoy or feel comfortable 
doing all of these activities, so you may need to try a few before you find something you 
like. You may also find that different things work for you at different times, depending 
on how you’re feeling.

Activities at home

•	 Try to sit less – if you spend lots of time sitting down, try to get up and move around 
a bit every hour. If you’re worried you might forget, you could set an alarm to remind 
yourself.

•	 Chair-based exercises – if you have mobility problems, a physical condition, or find 
it difficult spending time out of a chair, the NHS website has activity routines you can 
try while sitting down.
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•	 Play an active computer game  – there are a few different gaming consoles you 
could try which involve actively moving your body while playing computer games.

•	 Do exercises or stretches at home – the NHS website has lots of different routines, 
or you could try an exercise CD or DVD.

•	 Do an online activity programme – there are lots of free, online exercise regimes 
designed for you to try at home, including everything from chair-based exercises to 
yoga and cardio workouts.

•	 Do active household chores, like hoovering, tidying or DIY.

•	 Include more activity in your day-to-day routine  – run up the stairs instead of 
walking, carry your bags of shopping in one at a time or do some gentle stretching 
while you’re watching TV.

•	 Dance – put on some music while you’re cooking and dance around your kitchen, or 
have a mini dance party with your friends or family.

Activities out and about

•	 Walk a bit more – to work, to the shops, or to the end of the road and back.

•	 Play a game in the park – for example, frisbee, tag or a game of catch.

•	 Try a new sport, or join a team, group or exercise class – the Be Inspired website 
has lots of information about what different sports and activities are like, and how 
to get involved.

•	 Volunteer outdoors – The Conservation Volunteers and The Wildlife Trusts run out-
door volunteering projects around the UK.

•	 Find your local leisure centre – leisure centres have a range of sports facilities, such 
as badminton and squash courts, and run exercise classes and groups, such as Zumba 
and aerobics. They often feel more inclusive than private gyms, and many have dis-
count schemes and childcare facilities. Check your local council website to find your 
nearest centre.

•	 Try a dance class – from Zumba to swing, ballroom or dancercise, the NHS website 
has a directory of classes in your local area.

•	 Walking or running groups – Walking for Health, Let’s Walk Cymru, Ramblers and Run 
Together all organise free, inclusive local groups with trained volunteers.

Activites at work:

Take the stairs instead of the elevator whenever you can, for at least a floor or two. 
Once that gets easier, add another floor.

•	 Instead of using the breakroom or restroom nearest your workstation, use one far-
ther away, maybe even on another floor – and take the stairs each time you go.

•	 If you sit at a desk, make it a habit to stand up every time you make or answer a 
phone call. March in place or pace in a circle to keep moving.

•	 Walk to a nearby restaurant for lunch instead of driving or ordering in.

•	 Explore your options for using a standing desk, treadmill desk or sit-stand desk riser. 
Alternate sitting and standing throughout the day, with lots of walking and stretch-
ing breaks.
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Disability, mental health and inclusive activities

•	 Disability sports – the NHS and Disability Sports Wales websites list local organi-
sations that offer disability sports in your area, whatever your disability or level of 
fitness.

•	 Walking sports – many sports are available in a walking version, such as walking 
football, walking hockey or walking basketball.

•	 Inclusive gyms  – the  Activity Alliance  has information about inclusive gyms and 
leisure centres, which offer welcoming and accessible environments for people with 
disabilities. This includes a search tool to help you find an accredited inclusive gym 
in your area.

•	 Try an NHS routine – the NHS website has tips and routines for people with disabili-
ties who want to get more active, as well as fitness guides for wheelchair users.

•	 Specific activities for people with a mental health problem – some local Minds 
offer physical activity sessions through Mind’s Get Set to Go programme.

•	 Ask for a referral to a physical activity scheme – if you have a mental health prob-
lem, your GP may be able to refer you to a physical activity programme.
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References:

https://www.mind.org.uk/information-support/tips-for-everyday-living/physical-activity- 
and-your-mental-health/choosing-an-activity/.

“Be Active!”

Part B

Useful Links (country specific)

Tirana Lake- a good option for outdorr activities 
like running, going out for a walk, excercising  
and playing sports at the sport fields

https://aprtirana.al/parqe-rekreative/
parku-i-madh-i-liqenit-tirane/

Ecovolis Albania to gather with other people  
and explore nature

https://www.facebook.com/ecovolis

Discover Albania Club-people gathering to explore 
Albania, do hiking tours and outdoor activities

https://www.facebook.com/
groups/496370820543247/

Palestra Ime/My Gym- Blog about differnet gym 
options 

https://palestraime.com/blog/
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Overview

The aims and objectives of this Unit are you:

•	 To understand learning definition and meaning

•	 To be informed about differences between formal, non-formal and informal learning

•	 To realize the importance of continuous learning and its benefits

•	 To learn different ways how to engage in continuous learning

•	 To know how to search and find the right information needed.

Part Α

The Handbook Unit 5.4. titled “Keep Learning” aims at presenting and informing you 
about “Keep Learning” topic, leaning in formal, informal and non formal way and its 
importance in your everyday lives. “ Keep Learning” will be introduced to you with the 
explanation of the meaning of “Learning”, the importance and benefits of learning and 
different ways to engage in learning.

   Key point 1: Formal learning refers to what takes place in the education and training 
system of a country.

   Key point 2: Informal learning, lastly, is also developed whether or not there is a 
deliberate choice and is realised in the performance, by any person, of activities in 
everyday situations and interactions that take place in them, within the context of 
work, family and leisure, i.e. it is without external support and is not institutionalised.

   Key point 3: Non-formal learning is characterised by a deliberate choice of the person, 
which takes place outside of the systems mentioned above, in any organisation pur-
suing educational and training purposes, even volunteering, the national civil service, 
private social service and in enterprises.

Objectives and Aims

“Keep Learning”
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Analysis

Understanding Learning

“We define learning as the transformative process of taking in information that –when 
internalized and mixed with what we have experienced– changes what we know and 
builds on what we do. It’s based on input, process, and reflection. It is what changes 
us”.

Forms of education can be distinguished according to the level of organisation and 
structure, conditions in which learning takes place, functionality and applicability of 
knowledge, skills and attitudes and level of certification of learning outcomes. Learning 
is essential to our existence. Just like food nourishes our bodies, information and con-
tinued learning nourishes our minds. Lifelong learning is an indispensable tool for every 
career and organisation.

Formal learning refers to what takes place in the education and training system of a 
country. It is official, structured, organised by public organisations or recognised private 
institutions and results with formal certification and formal level of qualification which 
is recognised by relevant national educational authorities. Formal education is usually 
organised as full – time education and is organised as a continuous process with defined 
stages. Formal education encompasses primary, lower and upper secondary education, 
higher and university education that culminate in the achievement of a degree or a pro-
fessional qualification or diploma or a recognised certification as well as adult education 
programmes.

Non-formal learning is characterised by a deliberate choice of the person, which takes 
place outside of the systems mentioned above, in any organisation pursuing educa-
tional and training purposes, even volunteering, the national civil service, private social 
service and in enterprises. Thus, non – formal education is any type of structured and 
organised learning which is institutionalised, intentional and planned by an education-
al provider, but which does not lead to formal level of qualification recognised by the 
relevant national education authorities. People of all age groups can participate in non 
- formal education which can be offered through courses, workshops, seminars.

Informal learning, lastly, is also developed whether or not there is a deliberate choice 
and is realised in the performance, by any person, of activities in everyday situations 
and interactions that take place in them, within the context of work, family and leisure, 
i.e. it is without external support and is not institutionalised. In the educational process, 
therefore, the soft dimensions come into play such as teaching styles and management 
of interactions that enable, especially those who do not have access to the resources 
that allow them to be active and able participants, to make use of knowledge to achieve 
their personal ambitions. Furthermore, this also attenuates or reinforces motivations, 
expectations, intentions, self-representations and practices of inclusion and exclusion, 
discrimination and social hierarchisation.

What is continuous learning?

Continues learning is your self-motivated persistence in acquiring knowledge and com-
petencies in order to expand your skill set and develop future opportunities. It forms 
part of your personal and professional development in an effort to avoid stagnation and 
reach your full potential.
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7 ways lifelong learning will benefit you

Knowledge is now at everyone’s fingertips. Those not making use of this opportunity 
will remain where they are, their capabilities diminishing in its importance. These seven 
benefits should be reason enough never to stop learning.

1. Remain relevant

Don’t be left behind. Ensure you remain relevant to your industry by keeping up to date 
with trends and adapting your skill set. To function effectively amongst this rapidly 
changing world of technology, you need to learn new things to remain valuable.

2. Prepare for the unexpected

Lifelong learning will help you adapt to unexpected changes, for example, losing your 
job and having to depend on new skills to find work. By continuing to learn, you’ll more 
easily step out of your comfort zone and take on new job opportunities.

3. Boost you profile  

When you’re always learning, you’ll keep improving and grow in your career and start 
to receive recommendations from colleagues and managers. The chances are that you’ll 
switch jobs multiple times throughout your life and you need to learn new skills to 
adapt accordingly.

4. Competence leads to confidence

Learning new things gives us a feeling of accomplishment, which in turn boosts our 
confidence in our own capabilities. Also, you’ll feel more ready to take on challenges 
and explore new business ventures.

5. Sparks new ideas

Acquiring new skills will unveil new opportunities and help you find innovative solu-
tions to problems. This could earn you more money.

6. Change your perspective

Continuous learning opens your mind and changes your attitude by building on what 
you already know. The more you learn, the better you’ll get at seeing more sides of the 
same situation, helping you understand more deeply.

7. Pay it forward

Continuous learning isn’t just about you. Lifelong learning helps develop your leader-
ship skills which then translates into fostering lifelong learning in other individuals, by 
encouraging them to pursue further education.

Find a learning style that works for you

Learning can take whatever shape or form works best for you. Different people have 
different styles of learning.

Visual: This style of learning associates information with images. Visual learners learn 
best when reading or seeing demonstrations, graphs, flow charts and brain maps.

Auditory: Auditory learners are people that learn best when information is reinforced 
through sound. They enjoy lectures and seminars, listening to music while studying and 
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will frequently create songs about information to help them remember.

Kinaesthetic: This is the tactile style of learning in which people remember information 
easier when performing the activity, for example doing laboratory experiments or role 
playing.

How to learn something new every day:

• Get into the habit of reading by scheduling your time.  

• Build a network of go-to experts and ask questions.

• Become a member of an association related to your work and initiate networking.

• Learn by teaching someone else.

• Conduct your own research and investigations.

• Go to the library and explore the shelves.

• Observe what’s happening around you.

• Evaluate and reflect on what you’ve learned.

• Apply what you’ve learned.

Resources for continued learning:

• Read magazines and online articles.

• Analyse and critique case studies.

• Subscribe to publications specific to your areas of interest.

• Make time to connect with a global network of people using Skype, Social Media 
and Email.

• Attend training courses and events. Try MOOCS (Massively Open Online Courses) 
such as: Future learn; Coursera and Udemy.

• Listen to podcasts and watch TED videos.
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http://theelearningcoach.com/learning/10-definitions-learning/

http://www.young-adulllt.eu/glossary/listview.php?we_objectID=193.

“Keep Learning”

Part B

Useful Links (country specific)

Mundesi.al offers information on different lifelong 
learning opporutnities

http://mundesi.al/

Empowering Albanian Professionals Worldwide 
(EAPW) will keep you posted with the lates  
opportunities in national and international level

https://www.facebook.com/
groups/2506686372933950/

European Solidarity Corps Opportunities https://www.facebook.com/
groups/1986496694971785/

Beyond Barriers - Pertej Barrierave Different Informal 
learning opportunities 

https://www.facebook.com/
groups/216514898377757/

Qendra Rinore e Tiranës/ Tirana Youth Center https://www.facebook.com/ 
rinoretirane/

Faculty of Social Sciences http://fshs-ut.edu.al/

Univeristy of Tirana http://www.unitir.edu.al/index.
php?lang=sq

National Library http://bksh.al/

World English Institute Tirana https://www.worldenglishinstitute.
org/login
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Overview

The overview briefly presents the unit/ module, its objectives and outcomes, its connection 
with the rest of the units. It describes the succession of activities to take place during the 
session.

The objectives provide a concise overview of the intended goals for each lesson. A set of 
Learning Outcomes describe the knowledge and skills students will have acquired by the end 
of the session.

The aims and objectives of this Unit are for students:

•	 to know how to choose a university

•	 to know the application process and important dates for register to university

•	 to know who to ask for inside a college or university

•	 to understand what higher education means

•	 to realize the difference between a university and a college.

Part Α

Brief description and Key Points

   Key point 1: The presentation of unit should be in a creative way, thus gaining par-
ticipation and involvement is essential in order to fulfill students’ needs and lesson 
purpose.

   Key point 2: Even though the information in the text is updated and appropriate for 
students age, the trainers should consider that students backgrounds are different 
and some concept or explanation should be given in a more simplified and summa-
rized way for students who may face difficulties.

   Key point 3: The trainers should engage students in a meaningful learning and to en-
sure that students are able to link the materials presented with their experiences and 
practical examples.

Objectives and Aims

Education orientation
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HELP TO LOOK OUT FOR FROM UNIVERSITIES  
AND COLLEGES

PREPARING FOR FRESHERS’ WEEK

There is often a range of support available from universities and colleges to guide stu-
dents through the application process. This might include:

Interview support

Some institutions offer preparatory interview sessions as this has been a stumbling 
block for care leavers in the past. It might be something that you can offer closer to 
home.

Support for applications

Universities can sign up to be UCAS support centres, meaning that they will provide 
support to complete the UCAS application form. Many care leaver support teams or 
student finance advisers may also help with applications for student finance.

Applicant days

Universities and colleges may run days specifically for applicants. These can include more 
detailed subject information, campus tours, information on student finance and scholar-
ships and studentaccommodation. Parents and families are often included in these events.

First year students are fondly referred to as freshers at university. Most institutions will 
put on an induction or freshers’ week for new students. It’s a week before teaching 
commences that includes lots of useful and often vital sessions to get students regis-
tered, orientated and set up on campus. In the run up to freshers’ week there are some 
things that you can do to help young people transition to university or college as seam-
lessly as possible.

PATHWAY PLAN

Invite university or college staff to pathway planning meetings. Once your young per-
son has decided on an institution involve the care leaver support contact as much as 
possible. A great way to do this is to include them in the care leavers pathway planning 
meetings and making it a policy to do so.

Consider any existing support that has been in place, including counselling, mental 
health provision or learning support. Can this be duplicated at college or university? Be 
clear on the support provision available, who will provide what, and ensure that the 
relevant support is in place for the start of term.

Use this time to plan ahead, agree a number of meetings throughout the year as well 
as back up plans in case things start to go off course. It’s important to talk about data 
sharing: work out what information the university can reasonably provide about a stu-
dent’s progression and how they will alert you if they have any concerns.
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Hints and tips

Include the university or college in your pathway planning meetings early on. This will 
help ensure a full team approach and enable full use of the support available.

Look at setting up a data sharing agreement with the university or college (they might 
already have one that can be easily adapted). This will help ensure that you can support 
the student as quickly as possible when needed.

Clearly set out what financial support the local authority will provide for the full du-
ration of the course. Put this in writing so the student and senior management know 
what has been agreed.

Discuss and agree a support plan should your young person have any issues, such as 
re-sitting or extending their course in any way.

Help them to arrange personal ID and all the relevant paperwork well in advance. ID can 
sometimes be an issue for care leavers so aim to get it sorted early.

Help them think about how they will travel to university each day.

Talk to them about spare time and how they will fill it. Unlike at school, students at 
university often have a lot of free time (to study).

Direct them to touch base with the university care leaver support team. If possible ar-
range to meet up before they start the course.
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Education orientation

Part B

Proffesional guidance for career/education orientation (specific for each coutry)

Body Link

Professional guidance consultant https://bestsmart.ro/ro/cursuri/cursuri-anc/consili-
er-de-orientare-profesionala/

Avangarde Business Academy https://avangardeacademy.ro/course/consilier-orien-
tare-privind-cariera-curs-acreditat-anc-bucuresti/

Ejobs career https://cariera.ejobs.ro/ai-nevoie-de-consiliere-si-orien-
tare-in-cariera/
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Overview

The overview briefly presents the unit/ module, its objectives and outcomes, its connection 
with the rest of the units. It describes the succession of activities to take place during the 
session.

The objectives provide a concise overview of the intended goals for each lesson. A set of 
Learning Outcomes describe the knowledge and skills students will have acquired by the end 
of the session.

The aims and objectives of this Unit are for students:

•	 to know how to choose a university

•	 to know the application process

•	 to know who to ask for inside a college or university

•	 to understand what higher education means

•	 to know other opportunities for education

•	 to know the services offered by CJRAE.

Part Α

Brief description and Key Points

   Key point 1: The presentation of unit should be in a creative way, thus gaining par-
ticipation and involvement is essential in order to fulfill students’ needs and lesson 
purpose.

   Key point 2: Even though the information in the text is updated and appropriate for 
students age, the trainers should consider that students backgrounds are different 
and some concept or explanation should be given in a more simplified and summa-
rized way for students who may face difficulties.

   Key point 3: The trainers should engage students in a meaningful learning and to en-
sure that students are able to link the materials presented with their experiences and 
practical examples.

Objectives and Aims

Education opportunities
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Do you know that…

EARLY EDUCATION (0-6 YEARS)

Early education consisting of: the before preschool level (0-3 years) and the preschool 
education (3-6 years).

PRIMARY EDUCATION (ISCED 1)

Primary education includes the preparatory grade and grades 1-4.

SECONDARY EDUCATION

– Secondary lower education or gymnasium (ISCED 2) - includes grades 5-8.

The access to the higher level is achieved by a national evaluation examination and dis-
tribution in upper secondary education units.

– The secondary superior education (ISCED 3) can be:

A. high school education, which includes the high school grades 9-12/13, with the fol-
lowing pathways: theoretical, aptitude-based (vocational) and technological

B. a minimum 3-year professional education. The graduates of the professional edu-
cation promoting the certification examination of the professional qualification may 
attend the high school education courses.

THE TERTIARY NON-UNIVERSITY EDUCATION (ISCED 4)

The tertiary non-university education includes the professional and technical education, 
composed of:

– Professional education

– Technical education

– Post-secondary education.

The education system in Romania is administered at national level by the Ministry of Na-
tional Education (MEN) in cooperation with other ministries (e.g. Ministry of Public Finance 
for financing schools) and institutional structures subordinated to the Government, and at 
local level by the county school inspectorates, as subordinated local institutions. The general 
legal framework for the organization, administration and functioning of the education in 
Romania is established by: the Constitution, the Law of National Education – organic law, 
ordinary laws and Government ordinances. The national educational system includes autho-
rized or certified public, private and confessional education units. The education institutions 
are managed by the local authorities. The general mandatory education has 11 grades and 
includes the primary education, the lower secondary education and the first 2 years of the 
upper secondary education. The public school education is free. The national education sys-
tem includes the following levels:
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ADULT EDUCATION

Adult education includes training programs at all qualification levels, organized in the 
public or private sector.

THE HIGHER EDUCATION (ISCED 5-8)

The higher education is organized in universities, study academies, institutes, higher 
studies schools, referred to as higher education institutions or universities, temporarily 
authorized or certified. The high school graduates with high school diploma can enroll 
in the higher education. The admission conditions are different from one institution to 
another.

The structure of the higher education reflects the principles of the Bologna process:

– Bachelor studies

– master studies

– PhD studies.



andbook

102

h Part  Β

Public bodies and services (a selection):

Body Link

Ministry of Education and Research https://www.edu.ro/

Ministry of Labor and Social Justice – Social 
Protection

http://www.mmuncii.ro/j33/index.php/en

National Agency for Payments and Social 
Inspection

http://www.mmanpis.ro/

Timis County School Inspectorate http://www.isj.tm.edu.ro/

West University of Timisoara https://www.uvt.ro/ro/

University of Bucharest https://unibuc.ro/

Education opportunities

Part B
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Overview

Objectives and Aims

The overview briefly presents the unit/ module, its objectives and outcomes, its connection 
with the rest of the units. It describes the succession of activities to take place during the 
session.

The objectives provide a concise overview of the intended goals for each lesson. A set of 
Learning Outcomes describe the knowledge and skills students will have acquired by the end 
of the session.

Part Α

Brief description and Key Points

   Key point 1: The presentation of unit should be in a creative way, thus gaining par-
ticipation and involvement is essential in order to fulfill students’ needs and lesson 
purpose.

   Key point 2: Even though the information in the text is updated and appropriate for 
students age, the trainers should consider that students backgrounds are different 
and some concept or explanation should be given in a more simplified and summa-
rized way for students who may face difficulties.

   Key point 3: The trainers should engage students in a meaningful learning and to en-
sure that students are able to link the materials presented with their experiences and 
practical examples.

   Key point 4: Creating a friendly and positive atmosphere is important a team spirit 
should be created so that students want to participate and collaborate in group work 
activities.

   Key point 5: Teachers should explain the main concepts by giving simple explanations 
and check regularly the level of understanding of the material (by asking the partici-
pants to give examples from their own experience for the newly introduced concepts) 
and to guide them if some misunderstandings are detected.

The aims and objectives of this Unit are for students:

•	 to know how to be a high achiever not a perfectionist

•	 to know the importance for relaxing time

•	 to understand how to manage the time.

Balancing education and personal life
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Top 10 Tips for Balancing Work and School

1. Develop a plan of attack. How many hours do you need to work to meet your financial 
commitments? Do you want to get through your studies as quickly as possible, or are you 
the slow and steady type? Think about your personality, goals and responsibilities, and 
develop a realistic plan for making it happen.

2. Take advantage of workplace flexibility. Ask your boss about flextime or reduced hours. 
Take advantage of programs like deferred pay, leaves of absence or job sharing. Find a 
part-time schedule that fits your needs. Is working from home an option?

3. Capitalize on school flexibility too. More and more universities are tailoring services to 
workers’ schedules via night and weekend classes, extended library and bookstore hours 
and kid-friendly study halls. Some courses are even taught online or on television.

4. Prioritize. Decide on your priorities and accept that something, somewhere, will have to 
give—and not just the housecleaning. Expect to take a pass on the occasional outing or 
weekend away. With so much on your plate, you can’t do everything.

5. Schedule proactively. Mark upcoming professional and academic deadlines on a sin-
gle calendar. Plan for sudden work crises and last-minute overtime requests. Block off 
enough study time so you can adjust if necessary. Communicate your schedule to friends 
and family.

6. Work smarter, not harder. Kill two birds with one stone by using an actual work situation 
as an MBA or marketing class project. Cram in extra study time by writing study notes 
on index cards, taking them along, and studying in small intervals instead of longer 
time blocks. Tape lectures and listen to them during your daily commute. Do homework 
during spares rather than in the evening.

7. Avoid time wasters. Arrange to work and take classes as close to home as possible to cut 
down on transportation time. Learn to say “no” to black holes that suck up your time 
and energy. (Facebook? Guitar Hero? You know what I’m talking about!)

8. Manage stress levels. Stress is an inevitable part of being a student and a worker, so learn 
how to keep it in check. Take regular breaks, get enough sleep, stay physically active, get 
out into the great outdoors and let yourself enjoy some of what life has to offer.

9. Watch for signs of burn-out. If your job performance or academic results begins to flag, 
take action. Falling asleep in class, drinking excessive amounts of caffeine, losing inter-
est in your job or studies or becoming irritable and unable to concentrate are important 
warning signs.

10. Finally, remember why you’re doing it. You wouldn’t be tackling work and school si-
multaneously if you didn’t have good reasons. Although it may seem overwhelming at 
times, other people have succeeded, and so can you! Focus on your goals and end date 
whenever it starts to feel like too much.
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Part Α

Employment: Career Choice

Overview

The objectives and aims are the following:

• To understand the importance of career choice for its own life trajectory

•	 To learn where to look for professional and vocational orientation

•	 To know about his own skill, interest and desires to make the most wise career 
choice.

This part of the Employment Unit, titled “Career choice” aims to give a basic under-
standing of the importance of choosing the right career path that fits with your inter-
ests, desires and capabilities. Every career choice component will be addressed in a very 
carefully way and also related with the employment opportunities.

   Key point 1: Identification of processes that may help you to know yourself, as a per-
son, your needs and your competences.

   Key point 2: Learning about professions (or careers) that may fit your competences 
and your needs; each one has his own competences and needs.

Objectives and Aims
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HELP TO LOOK OUT FOR CAREER

CAREER (…) WHAT DOES IT MEAN?

CAREER CHOICE: WHY IS IT IMPORTANT?  
WHAT HAS IMPACT ON YOUR THE LIFE PROJECT?

Actuality is strongly marked by the uncertainty and also by future uncertainty. The challeng-
es you may face when looking for a job or your first job can be diverse. It is necessary to learn 
to make conscious and responsible choices, which meet both personal features and needs. 
There are several social expectations related to the career. The unpredictability and the 
constant changes in the work world demand from everyone an ability for constant ad-
aptation and a responsibility in the career choice.

Today, unlike what happened a few years ago, it will be necessary to make decisions 
regarding career choice, most likely at different times in your life. You yourself will gain 
experience and knowledge, you will develop new skills and, therefore, at each stage of 
your life you will be confronted with specificities and needs that will evolve and will 
require you to make decisions for the development of your career.

The career can be defined as “Profession or Professional Career”, that is, it is a life proj-
ect, designed and / or built by you, that seeks to give meaning to experiences, expand-
ing the possibilities and building a coherent trajectory for yourself.

In Portugal …

In Portugal, there is the Portuguese Classification of Professions (CPP) which is the set 
of all acknowledge professions in Portugal and their functional description and also the 
National Classification of Professions (CNP).

It is important in this phase of transition and autonomization, in which you find your-
self, to know about how to identify the professions that may interest you and also to 
find domains that match your competences, abilities and aptitudes so that the best 
career choice possible has a positive impact. It is therefore important to identify the 
following factors in this choice:

– Autonomy and independence;

– Economic stability;

– The development of social skills;

– The development of personal skills;

– Association of needs with your personal interests.
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WHAT IS THE IMPORTANCE OF CAREER CHOICE  
OR PROFESSION TO THE PERSONAL DEVELOPMENT?

HOW TO CHOOSE A CAREER?  
WHAT DO YOU KNOW ABOUT PROFESSIONAL  

ORIENTATION AND VOCATIONAL COUNSELING?

To choose a career is part of the process of building his own personal life project, which 
includes the development of competences and the determination of what knowledge 
and skills each one thinks is relevant to him or her.

Career choice is a very good opportunity to develop and self-discover different personal 
skills. This whole process of searching for the professional area enables self-knowledge, 
which facilitates not only the individual work trajectory, but also the construction of 
each one’s personal life path.

“Success contemplates the satisfaction of individual needs, taking into account themes 
of life, vocational personality, interests, attitudes and personal values, apprehension of 
expectations of roles, socio-cultural aspects and other variables that form the self-con-
cept.” (Savickas, 2011). Consult: https://www.linkedin.com/pulse/life-design-orien-
ta%C3%A7%C3%A3o-profissional-e-os-desafios-pessoais-magnan

The choice of a profession and / or career may initially undergo a process of professional 
counseling and vocational orientation.

Vocational orientation and professional counseling is a process conducted by profes-
sionals, namely educational psychologists, or by services that may exist in schools or in 
employment and professional training centers. These processes are conducted through 
research and analysis of evidence of interests, skills and personalities features, providing 
data and guidance on the academic and professional path, as well as on self-knowledge 
and search strategies. Both orientation and counseling are an indispensable tools in 
the construction and implementation of life projects that can help youngster either to 
organize their professional future, either to help them deal with situations associated 
with moments of transition or professional dissatisfaction.

Vocational orientation and professional counseling in the context of school and / or 
work include several tools, such as:

– Orientation interview;

– Skills tests;

– Professional and vocational questionnaires;

– Personality questionnaires;

– Final report.

“Professional guidance uses tools and methodologies to support the process of self-discov-
ery and to help the reframing related to work and life…” (Savickas, 2011).
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Employment: Career Choice

Part B

Professional orientation for career/education counseling (specific for each coutry)

Services / Institutions Links / To know more:

Portuguese Classification of Professions  
[Classificação Portuguesa de Profissões (CPP)]

http://cdp.portodigital.pt/profissoes/clas-
sificacao-portuguesa-das-profissoes/ace-
de-aqui-ao-texto-integral-da-publicacao 

Institute of Employment and Professional 
Training (IEFP) 
[Instituto de Emprego e Formação Profissional 
(IEFP)]

https://iefponline.iefp.pt/

Portuguese Psychologists Order (OPP)  
(Educational psychology area)

[Ordem dos Psicólogos Portugueses (OPP) 
(Área da psicologia educacional)]

https://www.ordemdospsicologos.pt/pt
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Overview

The aims and objectives of this Unit are for you:

•	 To understand the job application process and what you need to do in each phase

•	 To prepare a job application documents in a proper way (CV, cover letter, etc)

•	 To learn how to apply, where and when

•	 To get ready for the job interview.

Part Α

“Applying for a job” part aims to help you on job application processes. It includes CV 
preparation, letters of recommendation, job descriptions, job interviews, and job appli-
cation feedback.

   Key point 1: Helping you to find where to apply for a job

   Key point 2: Identification of what you need for a job application;

   Key point 3: Knowing the available resources to help you to prepare a CV, a letter of 
recommendation, a job interview and a job application “feed-back”;

Objectives and Aims

Employment: Applying for a job
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HOW TO APPLIE FOR A JOB?

WHAT IS AN EMPLOYMENT OFFER? WHERE TO FIND IT?

Throughout the development of the human being, there are several stages, namely, in 
youth, in which the need to find a job on summer holidays, for instance, arises in order 
to show that the young person has grown up and intends to develop and acquire his 
autonomy and his financial independence. On the other hand, this is a search for the 
first work experience.

In the job search phase, it is important to understand different stages of the application, 
from the preparation of the CV, the interview, the communication of the results.

In Portuguese the word Employment has two meanings. In one hand it refers to the ac-
tion and the effect of employing, that is, offering a job, delegating certain responsibilities 
on the employee. On the other hand, the term employment is used to designate an oc-
cupation, a craft or a trade. There are several ways to look for a job, in “places” such as:

– Newspapers;

– Job offers sites;

– Employment Centers (IEFP Centers);

– Social or informal networks;

– Network of close contacts (acquaintances, family, friends);

– Temporary work companies.
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WHAT SHOULD YOU TAKE INTO ACCOUNT  
BEFORE APPLYING FOR AN EMPLOYMENT OFFER?

When looking for a job opportunity, you should take into account your academic quali-
fications, your skills and your interests.

After selecting the job offer, it is necessary to read carefully the request about the 
main skills, the description and the desired profile. When making a job application, you 
should also take into account the following aspects:

– Terms used regularly in job applications;

–  To know how to interpret questions that may arise when applying for a job and to 
provide the appropriate answers.

In this sense, it is important to prepare the application, that is, adapt the Curriculum 
and the Cover Letter. It is important to organize and adapt all the necessary documents 
that are requested in the job offer.

Subsequently phase is the one of sending the application. This can be done in different 
ways (but you have to pay attention to what is mentioned in the offer):

– Place of delivery: e-mail or post;

– Request of an interview.

Needed documents:

- Currículum Vitae (CV)

- Cover Letter

- Motivation Letter

* In PARTE B you can find links which help you to prepare those documents.
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AND NOW, WHAT SHOULD I DO?  
WHAT WILL THEY ASK ME? WHAT SHOULD I ANSWER?

The job interview process is vital to ensure that the choice of the best person possible 
for the offer. From the point view of the the candidate this is the opportunity to put 
your questions about the job and to understand if they fit your expectations. The face-
to-face interview is perhaps the most important moment in the selection process. In this 
sense, it is important that when you go to an interview, you should think about what 
you are going to say, how you are going to present yourself and what they are going to 
ask you, that is, you must prepare the job interview.

In a job interview there are some questions, and therefore also some answers, of differ-
ent types of aspects. On the one hand, it is necessary to know how to answer that ques-
tions “type” in the best way, it is important not to be disturbed by the most difficult 
questions. On the other hand it is important to ask the interviewer relevant questions 
when asked for.

There are several questions that can be asked to the interviewee, such as:

– Talk a little about yourself.

– What is your interest in this job offer?

– What is or are the reasons you should get this job?

– Why are you different from the other candidates?

– How do you deal with stress and pressure situations?

– How do you react to criticism?

– Where do you see yourself in 5 years?

– What did you do over this period of time without working?

– What salary do you consider fair?

The interviewee may ask questions related to:

– the position to be held;

– the day-to-day responsibilities in this job;

– the prospects for career development;

– the company’s culture;

– expectations about his/her performance.

It is important to ask open questions, that is, which cannot be answered with just “yes” 
or “no”.
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Employment: Applying for a job

Part B

Public services and important sites:

Services / Institutions Links / To know more:

Institute of Employment and Professional 
Training (IEFP) 
[Instituto de Emprego e Formação  
Profissional (IEFP)]

https://iefponline.iefp.pt/

Net Employments http://www.net-empregos.com/

Employment Alert https://www.alertaemprego.pt/

Indeed https://www.indeed.pt/

Online employments: Eemployments  
in Portugal and abroad

http://www.empregosonline.pt/

Curriculum Vitae | Europass https://europass.cedefop.europa.eu/pt/ 
documents/curriculum-vitae

1. To create yout professional CV  https://www.cvmaker.pt/?gclid=CjwKCAjw7 
LX0BRBiEiwA__gNwzFjRi_d9zlTv2gqOwRu 
BlUB5KdpXj8Hz_F-NcwHk3wYweF2Kk0fr     
BoClLwQAvD_BwE

2. Cover Letter: an example https://expressoemprego.pt/carreiras/ 
exemplo-de-carta-de-apresentacao/3565

Motivation Letter https://europass.cedefop.europa.eu/pt/ 
europass-support-centre/carta-de-motivacao
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Overview

The aims and objectives are:

•	 To prepare yourself to start a new job.

•	 To be able to adapt to a new work environment (appearance, calendar, shared rules).

•	 To meet the responsibilities of the new job.

•	 To know that integrity is important and that youngster will grow professionally.

•	 To understand that it is necessary to pay taxes and health insurance.

Part Α

“Settling into a job” aims to make you aware about the issues related to starting a new 
job (or the first job of your life) namely with skills, adaptation and obligations that fol-
low which would prepare you to get ready for the job settlement. The main elements 
have to do with the working environment, working schedule, job functions and duties, 
relationships with other staff members, obligations towards the state, taxes and health 
insurance payments, and organizational culture.

   Key point 1: You should be able find for the most important information by yourself 
and use it to adapt yourself in life.

   Key point 2: Main questions which arise when starting a new job.

Objectives and Aims

Employment: Settling into a job
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WHAT DOES ADAPTATION TO A NEW WORK  
ENVIRONMENT MEAN?

REQUIRED SKILLS IN THE WORKPLACE 
(... TO KEEP EMPLOYMENT)

The adaptation to the workplace or to a new setting is the appropriation of the culture, 
mission and value of the workplace, this means the appropriation / adaptation to the 
conditions and circumstances of a given context, and the acceptance of the challenges 
of the new job, “wearing the jersey”.

It is therefore necessary to adapt to the work context through:

–  Our behavior (sense of responsibility to comply with working hours, to perform the 
requested tasks, to show interest, to express doubts, whenever they arise);

– Our attitude;

– Our posture;

– Suitability clothing to the workplace;

– Respect for the rules, in general.

Currently, several skills are required in the workplace, which go beyond technical skills, 
that is, there is a focus on personal and relational / interpersonal skills, such as:

– Communication capacity;

– Ability to work in a team;

– Ability to deal with stress and pressure;

– Ability to plan and organize;

– Capacity for initiative and proactivity;

– Capacity for innovation and creativity;

– Responsibility;

– Flexibility;

– Adaptability;

– Updated knowledge.
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AFTER APPLYING FOR AN EMPLOYMENT,  
I SHOULD ORGANIZE SEVERAL THINGS...

WHAT TAX AND / OR HEALTH INSURANCE  
SHOULD I PAY WHEN I AM EMPLOYEE?

–  I must check that I have all the necessary documents organized and updated (eg.: 
Citizen Card and criminal record)

–  If you do not have a bank account yet, it is important to open a bank account for de-
positing your salary. In this sense, if you do not have yet a bank account, nowadays 
this is a much simpler process than you can imagine, especially since it is currently 
possible to handle everything online and few documents are necessary. If it is import-
ant to carry out this process in person, it is necessary to go to a bank and have the 
following documents:

–  Identification documents: Citizen Card (taxpayer number and others);

–  Proof of address: any invoice for household expenses (for water, electricity or even the 
telecommunications package);

–  Proof of employment relationship: employer declaration or receipts from recent expi-
ration.

The Social Security Contribution (TSU) corresponds to 34% of the gross salary, with 
companies paying a 23% rate and workers paying the remaining 11% in Portugal.

The Workplace Accident Insurance is mandatory for all companies, regardless of the 
size and number of workers. It is the responsibility of the employer.
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Employment: Settling into a job

Part B

Public services and important sites:

Services / Institutions Links / To know more:

Institute of Employment  
and Professional Training (IEFP) 
[Instituto de Emprego e Formação  
Profissional (IEFP)]

http://www.seg-social.pt/inicio

Taxes Portal https://www.portaldasfinancas.gov.pt/at/html/index.
html
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Overview

The aims and objectives are:

	to identify employees’ rights and duties

	to understand employees’ rights abuse

	to realize that every employees’ right is important for human beings to live and grow

	to realize the link between rights and personal responsibility

	to apply the concepts of employment rights to their own lives

	to realize why it is important to have specific employment rights.

Part Α

As you already know all the employee have their rights as workers, following the Labor 
Code. Young people who are about to leave care have specific rights and support. You 
will have the opportunity to learn which behaviors are accepted and which are consid-
ered as violations, what are your rights and duties guaranteed by law that all employees 
should respect. Finally, practical information and useful link to the Labor Code will be 
provided so that students understand where to find information on employment rights.

   Key point 1: Relating the knowledge built up until this moment with a real situation 
you may find.

   Key point 2: To know the legal framework about the workers’ rights and duties and 
the means that can support you if you need.

   Key point 3: The issues of the both care system and leaving care should be promoted 
when using examples or case studies in this Unit. 

Objectives and Aims

Employment: workers’ rights
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WORKERS’ RIGHTS

WHICH ARE THE MAIN RIGHTS OF WORKERS?

When entering the job market, there are rights and duties that you should be aware of. 
The Labor Code is the legal basis that governs working relationships in Portugal. There 
are also collective labor contracts. Unions are also partners you should know.

The Authority for Working Conditions (ACT), is an autonomous body of the Central 
Administration, whose mission is: “to promote the improvement of working conditions, 
prevention, control, audit and inspection, integrated in the direct administration of the 
State, endowed with administrative autonomy, which develops its inspection action within 
the scope of public authority powers ”(Decreto Lei No. 326-B / 2007).

The right to have work and the rights of the worker are inscribed in the Constitution 
of the Portuguese Republic, namely in articles 58 and 59. These are some of the funda-
mental rights:

–  A salary that constitutes a fair and adequate remuneration for the performed work;

–  The norms of hygiene and safety at work that allow adequate conditions for workers 
to develop their activity, in safety, and allow to reduce the risk of occupational diseas-
es;

–  The assistance in situations of unemployment, accidents at work or occupational dis-
ease;

–  The definition of an upgradable minimum wage;

–  The definition of a working time limit;

–  The right to vacation and rest.
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WHAT IS A WORKING CONTRACT  
AND HOW IMPORTANT IS IT?

A working contract is an agreement between the employer and employee that sets 
out the job specifications, with obligations for each party. The worker provides services 
(manual or intellectual) and the employer pays the same through a salary defined in the 
contract.

Usually, the contract is written, printed in duplicate, signed and initialed and the worker 
must keep a copy of the contract concluded.

According to the Labor Conditions Authority (ACT), the employment contract must con-
tain the following elements:

– The identification of the worker and the company;

– The place of work;

– Description of the functions to be performed by the worker;

– The starting date of the contract and the document validity;

– The expected duration of the contract;

– Indication of the trial period deadlines;

– The notice periods in case of termination of the contract;

– The amount and frequency of remuneration and other bonuses;

– The normal period of daily and weekly work.

If you have questions about your employment contract, you should contact a lawyer or 
the legal services of a union.
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Employment: workers’ rights

Part B

Public services and important sites:

Services / Institutions Links / To know more:

Constitution of Portuguese Republic https://www.parlamento.pt/Legislacao/Paginas/ 
ConstituicaoRepublicaPortuguesa.aspx

Ombudsman www.provedor-jus.pt

The Public Ministry in Labor  
Jurisdiction - Labor Court

http://www.ministeriopublico.pt/pagina/o- 
ministerio-publico-na-jurisdicao-laboral

Authority for Working Conditions 
(ACT)

http://www.act.gov.pt/(pt-PT)/Legislacao/ 
Codigodotrabalhoatualizado/Paginas/default.aspx

Working Contract http://www.portugalglobal.pt/PT/InvestirPortugal/ 
SistemaLaboral/Paginas/ContratoTrabalho.aspx

Unions CGTP Intersindical: http://www.cgtp.pt/

UGT: https://www.ugt.pt/



handbook Part  A

122

Overview

The aims and objectives of this Unit are you:

•	 To know the differences between a healthy and an unhealthy food, acceptable and 
poor hygiene practices.

•	 To understand what constitutes an adequate diet and the steps to acquire systematic 
hygiene habits.

•	 To understand the negative effects of unhealthy food and eating habits

•	 To realize the need of a healthy food and acceptable hygiene practices.

Part Α

The Handbook unit titled “Having a Good Lifestyle” aims at introducing and presenting 
you issues related to healthy eating and hygiene which a young person should know in 
order to have a good lifestyle. The elements consisting to a good lifestyle will be pre-
sented, with an explanation on the process which you have to follow in order to be able 
to have a good lifestyle as well as their importance to the young people lives.

   Key point 1: Eating a balanced diet is an essential part of leading a healthy lifestyle.

   Key point 2: To make healthy food choices, you need to begin by knowing what is in 
your food. Food is the fuel for your body. If you put unhealthy foods into your body, 
they are not going to work as well as they could or should.

   Key point 3: Healthy eating requires thought and planning. It is important to plan for 
your weekly meals, choose what you want to eat and develop a shopping list.

Objectives and Aims

Having a Good Lifestyle: Healthy eating,  
food and Hygiene
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Analysis

What is a healthy diet?

Eating a balanced diet is an essential part of leading a healthy lifestyle. Regularly eating 
the right amounts and kinds of foods can help maintain a healthy weight and reduce 
risk for developing many conditions such as diabetes and heart disease.A healthy diet is 
important to address hypertension, diabetes and obesity and help prevent heart attack 
and stroke. The composition of a healthy diet depends on individual needs (for exam-
ple, age, sex, lifestyle, degree of physical activity), cultural context and locally available 
foods. However, the basic elements of a healthy adult diet remain constant:

1. a variety of foods: a range of fruits, vegetables, legumes (for example, lentils, beans) 
and nut; whole grains such as unprocessed maize, millet, oats, wheat and brown rice, 
and starchy tubers or roots such as potato, yam, taro or cassava; foods from animal 
sources (for example, meat, fish, eggs and milk).

2. At least 400 g (five portions) of vegetables and fruits per da: one portion is equiv-
alent, for example, to a single orange, apple, mango, banana, or 3 tablespoons of 
cooked vegetables. (Potatoes, sweet potatoes, cassava or other starchy tubers or 
roots do not count as one of these portions.)

3. Less than 5 g of salt per day (equivalent to approximately 1 level teaspoon): in-
cluding salt added while cooking or eating, as well as salt contained in foods such as 
processed foods and bread.

4. A total daily energy intake from fats of less than 30% of unsaturated fats are 
preferable to saturated fats less than 10% of total energy intake should be from sat-
urated fats; trans-fats are not part of a healthy diet and should be avoided.

5. Total daily energy intake from free sugars of less than 10% (Box 2) (4) equivalent 
to 50 g (or approximately 12 level teaspoons) for a person of healthy body weight 
for additional health benefits, less than 5% of total energy intake from free sugars 
is ideal.

To make healthy food choices, you need to begin by knowing what is in your food. Food 
is the fuel for your body. If you put unhealthy foods into your body, they are not going 
to work as well as they could or should. On the other hand, if you eat healthy foods as 
much as possible, your body will not only feel better, but look better too. Nutrients in 
your food help make your hair stronger, skin smoother, fingernails less brittle and have 
many other benefits. So, what is in your food? This section explores what your food is 
made of and tips for making beter choices for your wellbeing.

Going Out to Eat

It is easier to control food choices when you are at home. It’s a whole different ball 
game when you go out to eat. The food looks great, the portions are huge, and best 
of all, you don’t have to prepare it! Unhealthy food choices are everywhere and it’s not 
difficult to be tempted by them. Here are some general guidelines to help you make 
better choices when eating out:

10 Tips for Eating Out

1. Ask to “triple the vegetables, please”.

2. Order from the “healthy, light, low fat” entrées on the menu.
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3. Beware of the low-carb options. They aren’t always low-calorie.

4. Ask the server to box half of your meal to go before it ever gets to the table. Or, 
split a meal with your dining partner.

5. Order a salad before ordering anything else on the menu. Salads shouldn’t be fatty.

 Watch the add-ons to vegetable salads such as cheese, bacon, cold cuts etc.

6. Do the fork dip! Get your dressing on the side, in a small bowl.

 Dip your empty fork into the dressing, then skewer a forkful of salad.

7. Check the menu online before you leave home.

 Plan what you are going to order ahead of time.

8. Ask the server to skip the bread basket. If you must have something to munch on 
while you wait for your order, ask for a plate of raw vegetables or some breadsticks.

9. Top a baked potato with veggies from the salad bar. Salsa can be a great potato 
topper, both in terms of flavor and health. Try to avoid butter and sour cream.

10. Drink water throughout the meal.

Meal Planning. I’m Hungry! What Should I Eat?

Healthy eating requires thought and planning. It is important to plan for your weekly 
meals, choose what you want to eat and develop a shopping list. In order to be successful, 
think about planning a healthy diet as a number of small, manageable steps rather than 
one big drastic change. If we make the changes a little bit at a time, and stick to them, 
we will have a healthy diet sooner than we think. When grocery shopping, we need to 
take into consideration how quickly the food will go bad, the amount of storage space 
we have in the refrigerator and how quickly we will eat the food. We don’t want the 
food to go bad before we get around to eating it. Perishable foods-require refrigeration, 
and go bad in a few days to a week. The best examples of perishables are fresh fruits and 
vegetables, dairy products like milk, eggs, cheese, meats and cold cuts. Non-perishable 
foods-have a longer “shelf life” than perishable food. The best examples of non-perish-
ables are canned vegetables, pasta, peanut butter, canned tuna and dried beans and peas. 
These foods do have expiration dates, but they are usually calculated in years, not days.

Meal Preparation/Safety first

While planning ahead saves time, money and hassle for every home cook, it is crucial 
when it comes to cooking safely and preventing accidents. This section explores safety 
precautions for handling and preparing foods, storing foods and preventing kitchen 
accidents. They are most likely to happen when you are rushed, distracted, or under 
pressure. Even when no one gets hurt, kitchen accidents waste both food and time. 
Below are five tips to prevent both minor and major accidents in the kitchen:

1. Choose the right-sized pot for the job.

2. Keep your floor and working space clear.

3. Cook when you have minimal distractions.

4. Tie up long electric cords with a rubber band to keep them out of the way.

 Turn pots so that the handles are on the side of the stove and not sticking out in the 
front, where someone could walk into them.
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5. Protect yourself with proper clothes, shoes, gloves, or oven mitts, especially when 
working with boiling water or hot oil.

When it comes to handling and preparing foods, here are some basic steps you should 
follow to keep safe while making a meal. This was adapted from the Home Food Safety 
website www.homefoodsafety.org.

Clean, Separate, Cook, and Chill

• Wash your hands, utensils, cutting boards, and other surfaces before and after han-
dling meat and poultry.

• Thoroughly wash fresh fruits and vegetables.

• Don’t allow meats to contaminate surfaces and other foods, such as produce, by 
placing them in locations where cross-contamination could occur.

• Don’t wash meat, poultry, and eggs! This can actually spread Salmonella to other 
foods.

• Cook meat, poultry, and eggs thoroughly to safe temperatures.

• Avoid unpasteurized dairy products (including soft cheeses) and juices.

• Make sure shellfish are cooked or treated for safe eating.

• Report suspected food poisoning to your local health department.

• Never prepare food for others if you have diarrhea or are vomiting.
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h Part  Β

Having a Good Lifestyle: Healthy eating,  
food and Hygiene

Part B

Useful Links (country specific)

Site with information articles on healthy foods http://www.shendetisot.com/?cat=14

Site with different recipes https://www.artigatimit.com/

Ministry of Health for information on issues  
related to health information. 

http://shendetesia.gov.al/ 

Institute of Public Health for updates on public 
health issues

http://www.ishp.gov.al/

New Bazaar Tirana for shopping bio products https://pazariiri.com/

Useful article on Recommendations on a healthy 
lifestyle in Albania

http://www.fao.org/3/a-as658o.pdf

References:

Being Healthy-my way. Guide to healthy living. La Care Healthplan.

Healthy-Lifestyle counselling. Technical package for cardiovascular disease management in 
primary health care.
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Overview

The aims and objectives of this Unit are:

• To know the differences between a bad habit and an addiction.

• To understand what constitutes a healthy lifestyle and how we can stay away from 
bad habits and addictions.

• To understand the negative effects of the involvement in bad habits and addictions.

• To get acquainted with the basic elements and activities that are needed for having 
good habits. 

Part Α

The Handbook unit titled “Having a Good Lifestyle” aims at introducing and presenting 
you issues related to bad habits and addiction which young people should be aware in 
order to have a good lifestyle. The elements consisting to a good lifestyle will be pre-
sented, with an explanation on the process which you have to follow in order to be able 
to have a good lifestyle as well as their use and importance to your lives.

   Key point 1: Habits become hard to break because they are deeply wired, by constant 
repetition, into our brains. And when you add pleasure to them –like you have with 
drugs or porn, for example– the pleasure centers of the midbrain get fired up as well.

   Key point 2: Sometimes habit trigers are emotional – the wanting a drink or cigarette 
or nail-biting driven by stress. Other times the trigger is more simply situational and 
environmental: You see the TV and couch as soon as you hit the front door, and now 
your brain connects the dots, and eating dinner in front of the TV on the couch is 
not far behind. More often it is a combination of both – the mix of social anxiety and 
the party environment leads to your heavier drinking.

   Key point 3: Many habits are helpful, like eating healthy, exercising regularly and giv-
ing that “second glance” before switching lanes in a car. Other habits are harmful, like 
smoking, drinking excessively or spending too much time on the Internet. You might 
consider these routines to be nothing more than small hindrances, but some can have 
a long-term, debilitating impact on your life.

Objectives and Aims

Having a Good Lifestyle: Bad habits  
and addictions (drugs, alcohol, internet etc.)
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Analysis

Options

Habits run our lives. Much of what you do is based on a habit you’ve developed at 
some point in your life. In fact, according to a 2006 study conducted at Duke University, 
over 40 percent of what you do on a daily basis is habitual. In other words, you often 
complete the same actions, in the same place and at the same time. It’s easy to think of 
habits falling into black and white categories – exercising good, biting your nails bad. 
But habits also sit on a continuum in our ability to exercise control over them: Some are 
mild, like taking off your shoes and dumping them in the middle of the living room every 
night; others are moderate, like eating dinner in front of the TV, or drinking too much 
when you go to a party; and then those that are strong and addictive – like smoking.

Habits become hard to break because they are deeply wired, by constant repetition, 
into our brains. And when you add pleasure to them – like you have with drugs or porn, 
for example – the pleasure centers of the midbrain get fired up as well. But habits are 
also patterns of behavior and it is the breaking of patterns that is the key to breaking 
the habits themselves. Usually there is a clear trigger to start the pattern. Sometimes 
the triggers are emotional – the wanting a drink or cigarette or nail-biting driven by 
stress. Other times the trigger is more simply situational and environmental: You see 
the TV and couch as soon as you hit the front door, and now your brain connects the 
dots, and eating dinner in front of the TV on the couch is not far behind. More often it 
is a combination of both – the mix of social anxiety and the party environment leads to 
your heavier drinking.

Many habits are helpful, like eating healthy, exercising regularly and giving that “sec-
ond glance” before switching lanes in a car. Other habits are harmful, like smoking, 
drinking excessively or spending too much time on the Internet. You might consider 
these routines to be nothing more than small hindrances, but some can have a long-
term, debilitating impact on your life.

Know the Difference between Bad Habits and Addictions

The following questions will help you determine the true answer.

Do you:

1. Experience withdrawal symptoms when you stop doing the behavior (e.g. lack of 
focus, anger, frustration or insomnia)?

2. Stop doing the activities you once found enjoyable to engage in this habit instead?

3. Go on binges whenever you do the habit?

4. Keep a stash or supply of the product for emergencies (i.e. hiding bottles of alcohol 
throughout your home)?

5. Obsess about doing the activity to the point where it interferes with your daily rou-
tine?

6. Have financial difficulties because you’ve spent all of your money on the activity?

7. Have trouble limiting the activity? For instance, one pint turns into a binge-drinking 
session that ends with you blacking out.

8. Have health issues directly related to this activity?

9. Engage in risky behavior whenever doing this activity?
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10. Do the activity as a way to deal with stress and emotional problems?

11. Deny or hide your behavior from others?

12. Damage your interpersonal relationships because of this activity?

People who suffer from alcoholism, drug addiction, binge eating, chain smoking and 
eating disorders usually experience some or all of these symptoms. It’s not an all-or-
nothing checklist, so if you read it and some of the scenarios sound familiar, then you 
might want to seek out a professional solution to your possible addiction.

Here are few ways to do this:

• Talk to a psychologist or psychiatrist who specializes in addictions.

• Join a group like NA (Narcotics Anonymous) or AA (Alcoholics Anonymous).

• Join a weight-loss group that emphasizes permanent life changes instead of fad 
diets.

• Ask your doctor about different (non-addictive) ways to battle cravings.

Don’t be afraid to seek help from others. You might have an addiction that you can’t 
overcome by following a simple checklist. Odds are, if you think you have a real prob-
lem, then it might be time to get the assistance you really need.

Identify the Target Goal

Eliminating a bad habit is like setting a goal. You won’t achieve it without having a 
specific outcome in mind coupled with a target date.

For instance, you can’t say, “I want to eat healthier.” Instead, you need to identify what 
foods to eat, what foods to avoid and the date when this change will happen.

The following would be a better goal: “On August 1, I will no longer eat fast food from 
places like McDonald’s or Burger King. Instead, I will eat home-cooked meals that combine 
vegetables with lean protein and unrefined carbohydrates.” Notice how this outcome has 
a deadline with a specific outcome. By August 1, you’ll know if it’s working or not. 
That’s how you set a goal for breaking a habit, and create some sort of metric for the 
end of the month. Then when date arrives, you can decide if you want to continue with 
the habit change.

Try Different Rewards

The interesting thing about bad habits is they often come from a desire to receive a 
subconscious reward. Usually we do them because we want to feel relaxed, happy, en-
ergized, accepted or loved.

The good news is you can substitute a bad habit with a new routine and still receive this 
positive benefit. The trick is to experiment with rewards and find one that produces the 
same subconscious reward. Let’s refer to teh example of a person who is consuming too 
much alcohol. After identifying triggers for a few days, you realize the drinking habit 
comes from a need to reduce stress and feel relaxed. It’s also a byproduct of a desire to 
socialize and have fun.

So you can plan different strategies whenever you feel the need to relax:

• Going for a 10-minute walk around the neighborhood

• Avoiding Fast foods and grills



handbook Part  A

130

• Doing a different activity with friends instead of drinking

• Making new connections and building up your social network

• Meditating for a half-hour

Not all of these strategies will be right for your situation, but this process is important 
because you’re trying to find a new routine that provides a reward similar to the reward 
produced by the bad habit.

Keep an Accountability Journal

Making a commitment to yourself is just half the battle. In all likelihood, you can’t make 
a lasting change on your own. That’s why it’s important to build a support system of 
people who will help you follow through with this goal.

People can either make or break your success. When you include them in a habit change, 
you’ll get assistance whenever you feel temptation or a moment of weakness. The sim-
plest way to get started with a support system is to maintain an accountability journal. 
With this tool, you track your day-to-day attempt to change a habit, including every 
trigger, impulse or metric. The more information you include, the easier it will be to 
understand what causes you to do the bad habit.

Depending on the nature of the routine, here are a few things to include in an account-
ability journal:

• Number of times you do the bad habit

• Amount of time you spend doing this activity

• Total calories, broken down by individual foods

• Current weight and/or body mass index

• Feelings, emotions and impulses

• Challenges youre currently experiencing

Avoid Trigger Locations

People aren’t the only triggers for a bad habit. Sometimes a location can cause an im-
pulse to follow a specific routine. During the weeks while you’re testing a replacement 
habit, try to avoid the places that might cause you to revert back to your old behavior. 
For instance, many people smoke while they’re drinking. So if you’re looking to elimi-
nate the cigarette habit, the best thing you can do is avoid the bar scene. Yes, this might 
mean ditching your friends for a brief period, but this strategy can help you minimize 
the impulses you’ll feel to light up.

Maintain a Healthy Lifestyle and Attitude

If you’re always tired, hungry, stressed or depressed, you’re more likely to succumb to 
temptation.

A simple way to fight ego depletion is to live a healthy lifestyle. Since this problem is 
largely caused by a low level of glucose (or “low blood sugar”), you can fight tempta-
tion by:

• Getting a full nights sleep to feel energized in the morning.

• Staying hydrated by drinking at least eight, 8-ounce cups of water every day.
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• Eating a balanced meal every day including fruits, vegetables, (good) carbohydrates 
and lean protein.

• Carrying healthy snacks with you to eat when you feel hungry.

• Exercising to reduce stress and maintain an optimal weight.

Don’t underestimate the power of the mind-body connection. When you live a bal-
anced, healthy life, breaking a bad habit becomes that much easier. Also, it’s important 
to maintain a positive attitude about this behavior change. The trick is to know what to 
do whenever you have an impulse. When temptation strikes, reaffirm your commitment 
to stick to the new plan

Celebrate “Small Wins”

Breaking a habit can be a grueling experience. You can make it fun by rewarding your-
self for achieving specific milestones. It’s these “small wins” that will keep you moti-
vated enough to stay the course and ignore temptations. Small wins act as a progress 
point on your way to achieving a major goal. For example, say that your main goal is 
to get out of debt. This can be a daunting and discouraging task because it involves a 
lot of moving parts. So you decide the first step is to break the bad habit of excessive 
spending. Small wins make you feel like you’re accomplishing something. If you focus 
too much on the habit you’re trying to break, you’ll never feel like you’re making prog-
ress. By focusing on small wins, you’ll have the motivation to keep going when you 
experience those moments of temptation.
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Part B

Useful Links (country specific)

Aksion Plus is the first youth Non Governmen-
tal Organization in Albania working actively in 
AIDS and Drugs prevention through education, 
information, training, publications and other 
activities.

https://www.aksionplus.net/contact/

Albanian Association of Psychologists for infor-
mation’s and professional help on disruptive 
addictions 

http://www.shopsiko.com/?page_id=24

Institute of Public Health http://www.ishp.gov.al/

Alo Mik Foundation to help youths addicted by 
drugs

https://edenpark.al/

Site with information on how to break bad 
habits and develop good ones

http://www.HabitBooks.com

Center Progress and Development, NGO option 
for youths to engage and widen their social 
network while working for their habit change

https://www.facebook.com/CPDAlbania 

References:

Scott, S.(2014) Bad Habits No More: 25 Steps to Break ANY Bad Habit/http://www.Habit-
Books.com

https://pavlok.com/blog/list-of-bad-habits/

https://www.psychologytoday.com/us/blog/fixing-families/201712/how-break-bad-habits
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Overview

The aims and objectives of this Unit for you are:

•	 To know the meaning of a healthy relationship.

•	 To understand how to maintain and create a healthy relationship.

•	 To understand the side effects of unhealthy relationships. 

Part Α

The Handbook unit titled “Having a Good Lifestyle” aims at introducing and present-
ing you issues related to healthy relationships in order to have a good lifestyle. The 
elements consisting to a good lifestyle will be presented, with an explanation on the 
process which they have to follow in order to be able to have a good lifestyle as well as 
their use and their importance to the young people lives.

   Key point 1: YOU are an important part of any relationship and it’s important to like 
yourself. Liking yourself will help you to develop strong and healthy relationships with 
others. Liking yourself starts by knowing who you are.

   Key point 2: There are people in your life that will bring out the best in you. Choose 
to hang out with these people! Choose NOT to hang out with people who bring you 
down (e.g., make you feel sad, try to make you do things you don’t want to do).

   Key point 3: Relationships are not always easy. Sometimes they are hard work. But 
there should be more good times than bad. If you think you are in an unhealthy rela-
tionship, talk to an adult you trust.

Objectives and Aims

Having a Good Lifestyle: Healthy relationships



handbook Part  A

134

Analysis

Building healthy relationships

There are all kinds of relationships. We have relationships with ...

• people we know a little

• close friends, best friends

• family members

• people we date or have crushes on

The goal of this handbook is to help youth {like you) learn about what a healthy dating 
relationship looks like.

Many of the qualities that make a good friendship are also important for a healthy 
dating relationship. This handbook will begin by looking at what all relationships need 
to be healthy. You can use this information to build better friendships and dating rela-
tionships now, and in the future.

This healthy relationship may contain:

Being true to yourself: Both of you know your likes/dislikes and strengths/weaknesses.

Communication: Both of you are honest about what you think and feel, and you listen 
to each other.

Respect: Both of you like each other for who you are and feel free to be yourselves 
around each other.

Trust: Both of you want the best for each other and are honest and dependable.

Support: You build each other up and are there for each other.

Fun: You laugh together and enjoy hanging out with each other.

Equality: Both of you make decisions that are right for yourselves and feel important 
and liked for who you are.

Independence: Both of you are able to spend time apart and be okay with it. Each of 
you has your own friends and activities.

Boundaries: Both of you know what you want/don’t want and your limits (what lines 
you don’t want to cross).

YOU are an important part of any relationship and it’s important to like yourself. Liking 
yourself will help you to develop strong and healthy relationships with others. Liking 
yourself starts by knowing who you are.

• What do you enjoy doing?

• What are your likes and dislikes?

• What are your strengths and weakn esses?

Answering these questions will help you to know the kinds of people you will get along 
with. Spend time doing things that interest you - like music, sports, cultural events, and 
community events. Then you will meet people with similar interests, and you can have 
fun doing these things together! Pay attention to how you are around other people 
(e.g., / how you feel and act when you are around them). There are people in your life 
that will bring out the best in you. Choose to hang out with these people! Choose NOT 
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to hang out with people who bring you down (e.g., make you feel sad, try to make you 
do things you don’t want to do).

Good Communication is About TALKING and LISTENING

• Be open and honest about what you are thinking and feeling. Tell the truth. Don’t 
expect people to read your mind ... you have to let them know what’s going on.

• Show those close to you that they are important by really listening to what they are 
saying (e.g., use eye contact, think about what they have said before responding).

• Be calm even when you don’t think the same way as someone else.

Did you know?

• Learning how to communicate better with the people who matter to you will make 
your relationships with them stronger.

• Words aren’t the only way to let someone know how you feel. Check your body lan-
guage. Things like how you hold your arms (if they are stiff and crossed in front of 
chest or relaxed and to the side) and where you are looking (right at the person or 
away from them) can give clues about your real thoughts and feelings.

It is normal to sometimes feel hurt or angry with someone. But remember, even if you 
are upset with someone, it’s important that both people are allowed to share their side 
of the story, including how they feel. If you feel like you cannot do this calmly, you may 
need to take a break and come back to the conversation after you have had some time 
to think it through.

Text and online communication

Be clear! Use Emojis © :) ® :{ or explain how you are saying something: *smiling* or {sar-
casm!). Wait a minute before you post/send. If you’re feeling angry or hurt, it is a good 
idea to wait to post and send messages until you are feeling calmer. Remember that 
forwarding hurtful images or gossip is considered bullying. If you are upset or unsure 
about something someone sent you, ask them what they meant. Talk to them on the 
phone or face-to-face if possible. Tell them how their message made you feel.

Healthy Relationships are about RESPECT

Respect is about liking people for who they are (e.g., their abilities, their personality, 
what they do). Learn about the other person and show that their feelings, thoughts, 
and beliefs are important. You should encourage other people to be themselves, and 
you should feel free to be yourself. You should feel good about who you are when 
you’re around the other person. This means that you bring out the best in each other.

Did you know?

You can’t change someone else. That’s why it’s important to know yourself so you have 
a good idea of who you want to spend time with. Respect means being brave and say-
ing sorry when you’ve hurt someone. Saying sorry (and really meaning it) will help you 
feel better about yourself. It’s also important to learn from your mistakes so that you 
don’t keep making the same ones again and again.
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Healthy Relationships are about TRUST

In a trusting relationship, both people ...

• want the best for each other

• are able to count on each other to be there for one another

• give each other the space they need (like having their own friends and activities)

• are honest with each other (say what they think and feel)

• keep private information private. What is talked about in private should remain pri-
vate unless someone is in trouble. If you feel like someone is in trouble and needs 
help, you should talk to a trusted adult who can help. You should not discuss it with 
other friends.

Did you know?

• Trust is earned over time. Trust can also be lost by things like breaking a promise or 
lying. Trust takes time to rebuild.

Healthy Relationships are about SUPPORT

Healthy relationships are about encouraging one another and building each other up 
through good times and bad.

Support is about:

• being able to count on each other in times of need

• celebrating each other’s successes Think about the people close to you. Who are your 
best supporters?

How does it feel to have these people in your corner? Who do you cheer for in life?

Did you know?

• Supporting people doesn’t just mean being a shoulder to cry on. It also means being 
a fan or cheerleader when they are doing something that’s important to them.

Healthy Relationships are about HAVING FUN

Hang out and have fun!

• Laugh together.

• Be goofy together.

• Do activities that you enjoy doing together.

Did you know?

• Relationships are not always easy. Sometimes they are hard work. But there should be 
more good times than bad. If you think you are in an unhealthy relationship, talk to an 
adult you trust.
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Signs of unhealthy dating RELATIONSHIPS

POWER IMBALANCE
Jealousy: «I can’t handle the thought of other people looking at you or talking to you!»
Control: Telling someone who to hang out with or what to wear: «Why would you want 
to hang out with your loser friends when you can hang out with me?» OR «You’re AC-
TUALLY wearing that?»
Calling, texting, or messaging too much: «Where R U? Who RU with? Why RU ignoring 
me??? Call me!».

FEAR AND VIOLENCE

Making someone feel scared or nervous: Being rough or violent (biting, hitting, pushing, 
slapping, kicking, or punching).

Name-Calling: Making fun of someone’s ideas or looks: «What would make you ever 
think that? That’s a stupid idea!» OR «You look trashy».

Insulting friends and family: «Your family is boring. You should stop spending so much 
time with them».

Manipulation: Making a person feel bad in order to get what they want: «I need you. 
I have no one else. If you break up with me, I’ll hurt myself.» Saying something nice 
about the other person to get what they want.

Anger: Lots of yelling or arguing. Freaking out on the other person when there are dis-
agreements. Hiding things from someone to prevent angry outbursts and other negative.

GUILT AND BLAME

Making someone feel bad for saying «No»: Not owning up to mistakes and blaming the 
other person instead.

UNHEALTHY BOUNDARIES

Not taking «No» for an answer: «Come on; just try it, just once. If you don’t like it I’ll 
stop, I promise.» Threatening to share private information if the other person doesn’t 
do what they want.

LACK OF INDEPENDENCE

Becoming so involved with the other person that they start to Jose themselves or forget 
who they are as an individual:

Being clingy (wanting to be with someone ALL the time and not giving personal space). 
Do you think you might be in an unhealthy dating relationship? Talk to an adult you trust.

Being in a bad or toxic relationship is often something that we don’t realize that we’re 
in until we’re out of it. Bad relationships can invade every other aspect of our lives, from 
our friendships to our family relationships. They can make you feel depressed or anxious 
for no reason.

Marriage & family therapist and author Darlene Lancer, JD, MFT says, “Healthy rela-
tionships nourish and support us. A toxic relationship, on the other hand, is like poison 
to us – instead of lifting us up, it makes us feel worse. When it ends, we might experi-
ence post-traumatic stress or a lessening of self-esteem and trust in ourselves and others”. 
When you’re in a bad relationship, you’re probably ignoring all the signs – it’s what we 
do as humans to protect ourselves. If you’re in a toxic relationship, you may notice these 
signs that point towards a bad relationship that you don’t want to admit.
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h Part  Β

Having a Good Lifestyle: Healthy relationships

Part B

Useful Links (country specific)

Group anlysis Albania support group  
for emotional and psychological experiences 

https://groupanalysisalbania.org/

Albanian Psychologists Association  
for professional help or counseling regarding 
relationship issues

http://www.shopsiko.com/?page_id=24

Online Counselling for youths http://nukjevetem.al/

Fondacioni Together Albania working  
on psycho-social issues of youths in Albania

https://www.togetheralbania.org/

References:

Build Healthy Relationships. Yes, that includes Dating relationships! Booklet.

https://www.joinonelove.org/signs-healthy-relationship/

https://www.psychologytoday.com/us/blog/friendship-20/201812/what-does-healthy- 
relationship-look

https://www.powerofpositivity.com/11-signs-youre-bad-relationship-dont-want-admit/.
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Overview

The aims and objectives of this Unit are you:

•	 To know the importance of the involvement in exercises, meditation and hobbies.

•	 To understand the reasons why young people should be involved in physical exercis-
es.

•	 To understand the benefits of getting involved in sports, art, creative activities.

•	 To realize the negative effects of not getting involved in sports, art, creative activi-
ties.

•	 To get acquainted with different types of activities and how they can get ready to 
involved.

Part Α

The Handbook unit titled “Having a Good Lifestyle” aims at introducing and presenting 
you issues related to physical exercise, sports, art, etc., which you should be aware in 
order to have a good lifestyle. The elements consisting to a good lifestyle will be pre-
sented, with an explanation on the process which you have to follow in order to be able 
to have a good lifestyle as well as their use and their importance to your lives.

   Key point 1: Regular physical activity helps you feel fit, relaxed, gives you more energy 
and helps protect you against a range of diseases including heart problems, high blood 
pressure, diabetes and depression. It can also help you to maintain a healthy weight

   Key point 2: being active helps develop a strong heart, and strong muscles and bones. 
If you’ve been unwell, or haven’t been active for years, you may wish to speak to your 
GP (doctor) and check that it’s safe to start increasing your activity.

   Key point 3: Having an inactive lifestyle can be one of the causes of many chronic 
diseases.

Objectives and Aims

Having a Good Lifestyle: Get Ready! Time for 
exercise, meditation and hobbies
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Analysis

The importance of being physically active

No matter how young or old you are, regular physical activity helps you feel fit, relaxed, 
gives you more energy and helps protect you against a range of diseases including heart 
problems, high blood pressure, diabetes and depression. It can also help you to main-
tain a healthy weight.

For children and young people being active helps develop a strong heart, and strong 
muscles and bones. If you’ve been unwell, or haven’t been active for years, you may 
wish to speak to your GP (doctor) and check that it’s safe to start increasing your ac-
tivity. Always work at an intensity that’s safe for you. Set yourself sensible goals which 
reflect your fitness levels and review these as your fitness levels improve.

Active people are more likely to:

•	 have fun and enjoy life

•	 be healthier and have more of a sense of wellbeing

•	 meet more people and make new friends

•	 be able to control their weight

•	 relax and sleep well

•	 combat anxiety and depression

•	 maintain independence and the ability to move easily

•	 rely less on others to help with everyday living

•	 be less accident prone

•	 lift, push and pull more easily

•	 have good posture.

Benefits of Physical Activity for Young People

Appropriate practice of physical activity assists young people to: develop healthy 
musculoskeletal tissues (i.e. bones, muscles and joints);develop a healthy cardiovas-
cular system (i.e. heart and lungs); develop neuromuscular awareness (i.e. coordina-
tion and movement control); maintain a healthy body weight. Physical activity has 
also been associated with psychological benefits in young people by improving their 
control over symptoms of anxiety and depression. Similarly, participation in physical 
activity can assist in the social development of young people by providing opportuni-
ties for self-expression, building self-confidence, social interaction and integration. It 
has also been suggested that physically active young people more readily adopt oth-
er healthy behaviours (e.g. avoidance of tobacco, alcohol and drug use) and demon-
strate higher academic performance at school.

Young people in this age bracket should take part in moderate to vigorous physical ac-
tivities for at least 60 minutes (one hour) every day, and this can be up to several hours. 
Moderate intensity activity means working hard enough to raise your heartbeat, so you 
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breathe harder and begin to sweat, but are still able to talk. Examples are: bike riding; 
briskly walking the dog; playing frisbee in the park; martial arts. Vigorous intensity ac-
tivity means that your heart rate and breathing are harder and faster but talking is more 
difficult. Examples are: running; rollerblading; swimming; playing a sport; gymnastics; 
tenis; skipping; climbing playground equipment; body resistance exercises, such as sit-
ups and push-ups.

Young people of all ages should avoid spending long periods sitting down without mov-
ing. They should minimise time spent using computers or watching TV, and take regular 
breaks from studying.

There’s loads of  evidence which shows exercise is an  important key to reducing our 
risk of major illnesses such as heart disease, stroke, diabetes and cancer. Research also 
shows that regular physical activity can boost our self-esteem, mood and sleep quality, 
making us less prone to stress, depression and dementia. But because of our modern 
lifestyles and an increasing reliance on technology, we are less active nowadays.

What else can I do to stay active?

Find a physical activity that you enjoy. Try to combine social activities with physical ac-
tivities. For example, plan to go for a walk with friends. Take a dance class with your 
spouse. Do volunteer work. The important thing is to keep moving. Every little bit helps 
and keeps you connected with others, as well.

Be a social butterfly. In addition to making healthy choices about diet and exercise, it is 
important to maintain a social schedule. Interacting with friends and family will keep 
you engaged. Keeping your brain engaged comes with many benefits. An engaged 
brain is the key to a sharper mind. Staying aware and keeping your brain engaged may 
help reduce your risk for developing Alzheimer’s disease. Being social also helps you feel 
connected. Older people who are socially connected are less likely to become depressed. 
If you are looking for ways to expand your list of friends, consider taking a class or vol-
unteering. Both are great ways to connect with people who have similar interests.

Health Risks of an Inactive Lifestyle

What is an inactive lifestyle?

Being a couch potato. Not exercising. A sedentary or inactive lifestyle. You have proba-
bly heard of all of these phrases, and they mean the same thing: a lifestyle with a lot of 
sitting and lying down, with very little to no exercise.

In the United States and around the world, people are spending more and more time 
doing sedentary activities. During our leisure time, we are often sitting: while using a 
computer or other device, watching TV, or playing video games. Many of our jobs have 
become more sedentary, with long days sitting at a desk. And the way most of us get 
around involves sitting – in cars, on buses, and on trains.

How does an inactive lifestyle affect your body?

When you have an inactive lifestyle,

•	 You burn fewer calories. This makes you more likely to gain weight.

•	 You may lose muscle strength and endurance, because you are not using your mus-
cles as much

•	 Your bones may get weaker and lose some mineral content
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•	 Your metabolism may be affected, and your body may have more trouble breaking 
down fats and sugars

•	 Your immune system may not work as well

•	 You may have poorer blood circulation

•	 Your body may have more inflammation

•	 You may develop a hormonal imbalance

What are the health risks of an inactive lifestyle?

Having an inactive lifestyle can be one of the causes of many chronic diseases. By not 
getting regular exercise, you raise your risk of Obesity; Heart diseases, including cor-
onary artery disease and heart attack; High blood pressure; High cholesterol; Stroke; 
Metabolic syndrome; Type 2 diabetes; Certain cancers, including colon, breast, and uter-
ine cancers; Osteoporosis and falls; Increased feelings of depression and anxiety. Having 
a sedentary lifestyle can also raise your risk of premature death. And the more seden-
tary you are, the higher your health risks are.
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Part B

Useful Links (country specific)

Ecovolis-bike sharing system for Albania, if you 
don’thave a bike you can take one here.

http://ecovolis.blogspot.com/

Parku i Madh i Liqenit Tiranë- Open fields to play 
voleyball, basketball, football etc.

https://aprtirana.al/parqe- 
rekreative/parku-i-madh-i-liqenit-
tirane/

Multi-Languages Cafe’ Informal group to practice 
foreign languages for free

https://www.facebook.com/
Multi-Languages-Cafe- 
1492844270972668/

Tirana Ime App for cultural, social, hiking activities “Tirana Ime App” play store 

Having a Good Lifestyle: Get Ready!  
Time for exercise, meditation and hobbies

References:

https://www.who.int/dietphysicalactivity/factsheet_young_people/en/

https://www.gosh.nhs.uk/medical-information/general-health-advice/leading-active-life-
style/exercise-children-and-young-people

https://familydoctor.org/the-importance-of-staying-active-and-involved/

https://medlineplus.gov/healthrisksofaninactivelifestyle.html
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Overview

The aims and objectives are for you the following:

	To know your rights and duties regarding the local services in your neighbourhood, 
that may be useful for you;

	To understand how you can contact this services;

	To understand how each need can be fulfilled by each one of the local services;

	To distinguish the answers given by public services and by services provided by NGO, 
associations or institutions.

Part Α

This Unit aims to give an overview about the local services, those in your neighbour-
hood, to which each citizen can apply in case of need. Nobody lives alone and there are 
situations and moments in our life, that are more complicated and more challenging, in 
which the opinion of an expert is needed. In some others we may need the support of 
a police officer or of the firefighters, or even to ask for help to overcome a temporary 
situation of basic needs. In this unit we make a list of entities that may be useful when-
ever you need them.

   Key point 1: Some of the informations you will find in this Unit may be familiar to 
you, but they also may be unknow for some of your colleagues. We suggest you to be 
patient and to share what you already know.

   Key point 2: The information available in this Unit concern only Portugal. Other coun-
tries may have different procedures.

   Key point 3: In Part A you can find useful information about the local services: their 
mission and how to contact them if you need. In Part B you can find more useful in-
formation about “How to know more” and how you’ll be able to contact each one 
of these services.

Objectives and Aims

Navigating Local Services
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Analysis

In life, sometimes is needed to face challenging or difficult situations, regarding which 
the help of family or friends is not enough to overcome them. There are services and 
associations that can help you and to whom you may ask for help.

Nowadays most of the public services, as many associations (NGO), have online web-
pages through which you can contact them. Nevertheless, there may occur an emer-
gence situation and you may need to contact urgently and quickly someone.

•	 Emergence European Number: 112 – in most of the European countries this is the 
number you may need to dial if you’ll find yourself in an emergency or urgent situa-
tions, or if you face an occurrence were your life or someone’s else life is in danger, or 
if you feel suddenly not well (in case of car accident, fire, aggression or life in danger, 
sudden sickness, ...) you must call this number. They will tell you immediately what 
to do and forward your request to the right entity, so that someone will join and 
help you in the situation, this may be by sending the police, an ambulance, or the 
fire truck;

•	 Municipality oy local authorities – local authorities have several attributions, namely 
in areas of community intervention as social action, culture and sports, in collabo-
ration with NGO associations, they also support several activities of social, cultural, 
educational, sports or recreational nature; they usually have attendance and for-
warding services to support those who address them, as is the case of families in 
situations of unemployment or low income (needs for social support); in many cases, 
they often still offer cultural or sports services;

•	 Job Center – as you may know there are several ways to look for a job; the Job Cen-
ters are public local services of the national agency for professional employment and 
training to which you can address to look for a job, to go further with your training 
or to look for a unemployment support; to find out which Job Center corresponds to 
your residence area, as this is the one to which you should go, you can do a search 
on the Internet;

•	 Private Employment Agencies – there are several private employment agencies where 
you can look for a job; you can do a search on the Internet, or you can also buy a 
newspaper of reference in this domain; these employment agencies are private com-
panies, so if you get a job through them you will have to return them a percentage;

•	 Cultural and Sports Associations - to practice sports or to sing in a choral, or even 
to play in a musical band, there are cultural and sports associations throughout the 
country that develop different sports activities, as well as cultural activities ranging 
from music schools, musical bands, reading circles, singing groups, handicrafts learn-
ing, or just meeting groups; these associations are NGO and are often supported by 
local authorities;

•	 Real estate agencies – If you are looking for a place to live, you can also use a “real 
estate agency”; inform yourself with friends or acquaintances in your area where 
you want to find housing, about the better way to look for a house in this specific 
region; local businesses or the local authorities can also give you useful advice for 
that purpose; you can start by doing an online search to know what you can find, in 
terms of prices, location and dimensions;

•	 Health Center - if you feel bad, or ill, like any other portuguese citizen, you have the 
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right to your family doctor and the health care; it is important to have a “family 
doctor” because he knows the clinical history of the families he attends, and creates 
a relationship of trust and closeness, so that he can detect health problems over the 
years and, of course, help with their treatment or prevention; you need to inform 
yourself which Health Center is the on which corresponds to the place where you live 
and register there; in case of illness or a health emergency, you also can call SNS24 
- 800 24 24 24, the contact number of the National Health Service, whoever will be 
able to help you; with a lot of useful information available on the Internet today, 
that information should never replace a face-to-face meeting with a doctor, or nurse, 
people who, being specialized, will be able to help you more precisely;

•	 Family Planning Consultation - it is important to attend one of these consultations 
in which the main objective is to guide you in the field of Sexual and Reproductive 
Health; any young person in the transition to adulthood must be informed about 
the evolution of their own body and what they can do together with their partner 
to make autonomous, but responsible and conscious decisions regarding their sexual 
and reproductive health; these consultations can take place through the family doc-
tor, at the Health Centers or Family Health Units, or also through the Family Planning 
Association (NGO) - APF;

•	 Maternal Health Consultation - all young pregnant women should be accompanied 
at a Maternal Health consultation; these are consultations in which information 
is available on: safe and appropriate food care during pregnancy, preparation for 
breastfeeding, physical activity, oral health and sexuality during pregnancy, discom-
fort and warning signs and road safety; in these consultations, regular clinical and 
laboratory tests are carried out to assess both mother’s and baby’s health through-
out pregnancy; the first of these consultations can be booked through the SNS24;

•	 Youth Portal - updated by the Portuguese Youth Institute (governmental entity for 
young people), it is a portal where you can find useful information for young people 
in different areas of their personal and social life, from associations, to employment, 
passing through culture, entrepreneurship, housing, sexual and reproductive health, 
volunteering, technology, leisure and free time, ...;

•	 Police – depending on where you live, in case you feel your safety is threatened 
(theft, rape, domestic violence,…), you can contact PSP (if you live in a big city) or 
GNR (if you live outside a large city), either directly, addressing a police station, or 
through the national emergency number: 112;

•	 Children’s Support Institute - Since March 1983, the Children’s Support Institute is a 
NGO, that has been a promoter and defender of the Rights of the Child, with differ-
ent entities, institutions and the community in general. With this purpose and aims, 
it has developed several projects, namely, that of the Street Teams, which reach out 
to the most vulnerable and unprotected children on the streets of the big cities.

•	 Portuguese Victim Support Association (APAV) - this association has several offices 
in the country to support victims of domestic violence, physical or psychological vi-
olence; it can be useful if you find yourself in such a situation or if you have a friend 
that may need some help in this domain; on the website of the association it is pos-
sible to find the several contacts;

•	 School Social Action - all families with low income can apply for school social action 
for their children; they can ask for support for the meals’ prices or school supplies for 
children in pre-school education, basic and secondary education; for this purpose you 
should go to the secretariat of the school cluster you attend;
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•	 Social Security – this is the public national agency that provides support for all 
types of social needs, articulating the several central and regional services, which 
support situations of illness, disability, unemployment, to children or young peo-
ple at risk, homeless , drug addiction, victims of domestic violence;

•	 Family Support and Parental Counseling Center (CAFAP) - families in difficult 
or disrupted social situations can ask for the support of a CAFAP; there are sev-
eral CAFAP across the country; the functions of a CAFAP are related to “family 
preservation” (aims to prevent the removal of the child or young person from 
their natural environment), to “family reunification” (aims to return the child or 
young person to their family environment, namely in cases of reception from an 
institution or from a host family) and they can also be a “family meeting point” 
(as a neutral and safe space that aims at maintaining or reestablishing family 
bonds in cases of interruption or serious disturbance of family life) ; to find the 
CAFAP in your residence area, you may ask to your local authority, you can also 
do an Internet search using the keyword “CAFAP”;

•	 Commission for the Protection of Children and Youth (CPCJ) - any individual 
citizen or entity (day care center, health center, association,…) can call for the 
intervention of a CPCJ if they know of a child who is in a situation of neglect, 
of bad treatment or abuse (psychological, physical, sexual); these Commissions 
must assess the situation, propose and take the measures that are considered 
most appropriate for each case, they should follow the evolution of the case 
and decide if it can be considered finalized or, if there has not been a sufficient 
positive evolution, they should forward the situation to the Public Ministry, who 
decides on future measures to be taken; these Commissions are coordinated, at 
national level, by the National Commission for the Promotion and Protection of 
the Rights of Children and Youth;

•	 Citizen Shop Center - there are several Citizen Shop Centers around the country 
where you can find all these services in the same building; according to where 
you live, do a search on Internet and find out which one is closest to your resi-
dence;

•	 Unions - to be able to defend your rights, as a worker, you sign up for a union in 
your sector; start talking to your co-workers and inform yourself with them; you 
also speak you your friends about this issue and look for the webpages of the 
union centrals: CGTP Intersindical or UGT-União Geral dos Trabalhadores (Work-
ers General Union).
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By domain, in a schema:

Health

Culture and Sports

Social Support

Security

Children and 
Youth Protection

Health Center

SNS24: 800 24 24 24

 Maternity Health

 Sexual and Reproductive Health

Family Planning Association

Local Authority

Cultural and Sports Associations

Local Authority

Social Security

Job Center

NGO Associations

112

Polices: PSP / GNR

Portuguese Victim Support Association (APAV)

Sindicato

Nurseries, Kindergartens, Schools

School Social Action

CAFAP

CPCJ

CPCJ
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Part  Β

Navigating Local Services

Part B

Contacts and links:

Useful Information

Service / Institution Contact / To know more

European Emergence Number - 112 To dial the number: 112

http://www.112.pt/Guias/Paginas/Guia_Util_112.
aspx

Local Authority

Local authorities portal: http://www.freguesias.pt/

General Secretariat of the Internal Administration 
Ministry: https://www.sg.mai.gov.pt/

Job Center (IEFP)

https://iefponline.iefp.pt/

Health Center / SNS24 – 800 24 24 24 National Health Portal: https://www.sns24.gov.pt/

Health Centers Directory:  
http://www.centrosdesaude.pt

Family Planning Association (APF) http://www.apf.pt/

Youth Portal https://juventude.gov.pt/

Real Estate Agencies https://www.imovirtual.com/ 
or 
https://www.remax.pt/ 
(between others)

Polices PSP: https://www.psp.pt

GNR: https://www.gnr.pt/

Children’s Support Institute http://www.iacrianca.pt

https://www.facebook.com/IAC-Instituto-de- 
Apoio-à-Criança-119081731472315

APAV – Portuguese Support Victim 
Association

https://apav.pt/

School Social Action Legislation: https://www.dgeste.mec.pt/index.
php/enquadramento-legal-da-acao-social-escolar/

Social Security http://www.seg-social.pt

Family Support and Parental Counsel-
ing Center (CAFAP)

http://www.seg-social.pt/criancas-e-jov-
ens-em-situacao-de-perigo

Commission for the Protection of 
Children and Youth (CPCJ)

https://www.cnpdpcj.gov.pt/cpcj/contatos-das- 
cpcj.aspx
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Useful Information

Service / Institution Contact / To know more

Citizen Shop Center
https://www.irn.mj.pt/IRN/sections/irn/a_registral/
servicos-externos-docs/contactos/contactos-das- 
lojas-do7505/

Unions
CGTP Intersindical: http://www.cgtp.pt/

UGT: https://www.ugt.pt/

Ombudsman http://www.provedor-jus.pt/

Attorney General’s Office http://www.ministeriopublico.pt/

Civil Protection http://www.prociv.pt



handbookPart  A

151

Overview

Part Α

Interpersonal communication  
and Group communication. What it is?

The overview briefly presents the unit/module, its objectives and outcomes, its connection 
with the rest of the units. It describes the succession of activities to take place during the 
session.

Brief description and Key Points

This unit aims to give a basic introduction to the area of effective communication and 
will seek to increase your awareness of forms of communication, communication skills 
and social or interpersonal behaviour therein.

   Key point 1: The presentation of unit should be in a creative way, thus gaining par-
ticipation and involvement is essential in order to fulfill students’ needs and lesson 
purpose.

   Key point 2: Even though the information in the text is updated and appropriate for 
students age, the trainers should consider that students backgrounds are different 
and some concept or explanation should be given in a more simplified and summa-
rized way for students who may face difficulties.

   Key point 3: The trainers should engage students in a meaningful learning and to 
ensure that students are able to link the materials presented with their experiences 
and practical examples.

   Key point 4: Creating a friendly and positive atmosphere is important A team spirit 
should be created so that students want to participate and collaborate in group work 
activities.

   Key point 5: Teachers should explain the main concepts by giving simple explanations 
and check regularly the level of understanding of the material (by asking the partici-
pants to give examples from their own experience for the newly introduced concepts) 
and to guide them if some misunderstandings are detected.
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The aims and objectives of this Unit are for students:

•	 to know how to interpret some non-verbal communication signals

•	 to understand the difference between interpersonal communication and group com-
munication

•	 to realize the importance of non-verbal communication in our daily activities.

Objectives and Aims

The objectives provide a concise overview of the intended goals for each lesson. A set of 
Learning Outcomes describe the knowledge and skills students will have acquired by the end 
of the session.
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Getting the “thing” I want (What is the “thing” that I want from this inter-
action? What do I have to do to get the results? What will work?)

• When it’s your legitimate right.

• Getting another to do something for you.

• Refusing an unwanted or unreasonable request.

• Resolving an interpersonal conflict.

• Getting your opinion or point of view taken seriously.

Asking for What I want or refusing a Request - guidelines

• Describe the current situation. Tell the person exactly what you are reacting to. Stick 
to the facts.

• Express your feelings and opinions about the situation. Assume that others cannot 
read your mind. Don’t expect others to know how hard it is for you to ask directly 
for what you want.

• Assert yourself by asking for what you want or saying no clearly. Assume that others 
cannot read your mind. Don’t expect others to know how hard it is for you to ask 
directly for what you want.

• Reinforce the reward to the person ahead of time. Tell the person the positive effects 
of getting what you want or need. Help the person feel good ahead of time for do-
ing what you want.

• Mindfully keep your focus on your objectives. Maintain your position. Don’t be dis-
tracted.

• Appear Confidant Use a confidant voice tone and physical manner; make good eye 
contact. No stammering, whispering, staring at the floor, retreating, saying “I’m not 
sure,” etc.

• Negotiate by being willing to give to get. Offer and ask for alternative solutions to 
the problem. What am I willing to “settle for” or “give up” in order to gain what I 
want in the situation?

EFFECTIVE COMMUNICATION - GOALS AND GUIDELINES
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General rules and Guidelines for interpersonal 
communication. Principles of good  

interpersonal communication

Part A

Overview

The overview briefly presents the unit/ module, its objectives and outcomes, its connection 
with the rest of the units. It describes the succession of activities to take place during the 
session.

Brief description and Key Points

This unit aims to give a basic introduction to the area of effective communication and 
will seek to increase your awareness of forms of communication, communication skills 
and social or interpersonal behaviour therein.

   Key point 1: The presentation of unit should be in a creative way, thus gaining par-
ticipation and involvement is essential in order to fulfill students’ needs and lesson 
purpose.

   Key point 2: Even though the information in the text is updated and appropriate for 
students age, the trainers should consider that students backgrounds are different 
and some concept or explanation should be given in a more simplified and summa-
rized way for students who may face difficulties.

   Key point 3: The trainers should engage students in a meaningful learning and to 
ensure that students are able to link the materials presented with their experiences 
and practical examples.

   Key point 4: Creating a friendly and positive atmosphere is important A team spirit 
should be created so that students want to participate and collaborate in group work 
activities.

   Key point 5: Teachers should explain the main concepts by giving simple explanations 
and check regularly the level of understanding of the material (by asking the partici-
pants to give examples from their own experience for the newly introduced concepts) 
and to guide them if some misunderstandings are detected.
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The aims and objectives of this Unit are for students:

•	 to learn the principles of interpersonal communication

•	 to know the interpersonal communication values

•	 to understand the general rules and guidelines for interpersonal communication.

Objectives and Aims

The objectives provide a concise overview of the intended goals for each lesson. A set of 
Learning Outcomes describe the knowledge and skills students will have acquired by the end 
of the session.

Getting and Keeping a Good Relationship
(How do I want the other person to feel about me after the interaction?  
What do I have to do to get (keep) this relationship?)

• Acting in such a way that the other person keeps liking and respecting you.

• Balancing immediate goals with the good of the long –term relationship.

• Remembering why the relationship is important to you now and in the future.

Getting and Keeping a Good Relationship - guidelines

• Be courteous and temperate in your approach.

• No verbal or physical attacks. No hitting, clenching fists. Express anger directly.

• No “manipulating” statements, no hidden threats. No “I’ll kill myself in you…” Tolerate a 
no to requests. Stay in the discussion even if it gets painful. Exit gracefully.

• No judging, no “if you were a good person, you would…,” No “you should…,” “You 
shouldn’t…”

• LISTEN and be interested in the other person. Listen to the other person’s point of view, 
opinion, reasons for saying no, or reasons for making a request of you. Don’t interrupt, 
talk over, etc. Be sensitive to the other person’s desire to have the discussion at a later 
time. Be patient.

• Validate or ACKNOWLEDGE the other person’s feelings, wants, difficulties, and opinions 
about the situation. Be nonjudgmental out loud: “I can understand how you feel, but…”, 
“I see that you are busy, and…”

• Use a little humor. SMILE. Ease the person along. Be light-hearted. Wheedle.

Keeping or Improving Self-Respect
(How do I want to feel about myself after the interaction is over?  
What do I have to do to feel that way about myself?)

• Respecting your own values and beliefs: acting in a way that makes you feel moral.

• Acting in a way that makes you feel capable and effective.

Keeping or Improving Self-Respect – guidelines

• Be fair to YOURSELF and to the OTHER person.
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• No OVERLY apologetic behavior. No apologizing for being alive, for making a request at 
all. No apologizing for having an opinion, for disagreeing.

• Stick to YOUR OWN values.

• DON’T LIE, ACT HELPLESS when you are not, or EXAGGERATE. Don’t make up excuses.
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Overview

Part Α

Special and alternative  
communication techniques

The overview briefly presents the unit/module, its objectives and outcomes, its connection 
with the rest of the units. It describes the succession of activities to take place during the 
session.

Brief description and Key Points

This unit aims to give a basic introduction to the area of effective communication and 
will seek to increase your awareness of forms of communication, communication skills 
and social or interpersonal behaviour therein.

   Key point 1: The presentation of unit should be in a creative way, thus gaining par-
ticipation and involvement is essential in order to fulfill students’ needs and lesson 
purpose.

   Key point 2: Even though the information in the text is updated and appropriate for 
students age, the trainers should consider that students backgrounds are different 
and some concept or explanation should be given in a more simplified and summa-
rized way for students who may face difficulties.

   Key point 3: The trainers should engage students in a meaningful learning and to 
ensure that students are able to link the materials presented with their experiences 
and practical examples.

   Key point 4: Creating a friendly and positive atmosphere is important A team spirit 
should be created so that students want to participate and collaborate in group work 
activities.

   Key point 5: Teachers should explain the main concepts by giving simple explanations 
and check regularly the level of understanding of the material (by asking the partici-
pants to give examples from their own experience for the newly introduced concepts) 
and to guide them if some misunderstandings are detected.
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h Part  Β

The aims and objectives of this Unit are for students:

•	 to learn the general rules and guidelines for communication process

•	 to know the communication process

•	 to understand the active listening skills.

Objectives and Aims

The objectives provide a concise overview of the intended goals for each lesson. A set of 
Learning Outcomes describe the knowledge and skills students will have acquired by the end 
of the session

GUIDELINES FOR SHARING AND LISTENING

Skills for sharing emotions

1. State your views as your own feelings and thoughts, not as absolute truths.

2. When expressing negative emotions or concerns, also include any positive feelings you 
have about the person or situation.

3. Make your statement as specific as possible, both in terms of specific emotions and 
thoughts.

4. Speak in “paragraphs”. That is, express one main idea with some elaboration and then 
allow the other person to respond. Speaking for a long time without a break makes it hard 
for someone to listen.

5. Express your feelings and thoughts with tact and timing so that the person can listen to 
what you are saying without becoming defensive.

Skills for listening

Ways to respond while the other person is speaking:

Show that you understand the person’s statements and accept his or her right to have those 
thoughts and feelings. Demonstrate this acceptance through your tone of voice, facial ex-
pressions, and posture.

Try to put yourself in the other person’s place and look at the situation from his or her per-
spective in order to determine how the other person feels and thinks about the issue.

Skills for Responding

Ways to respond after the other person finishes speaking:

1. After the person finishes speaking, summarize and restate their most important feelings, 
desires, conflicts, and thoughts.

2. While in the listener role, DO NOT:

• Ask questions, except for clarification.

• Express your own viewpoint or opinion.
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Part  Β

• Interpret or change the meaning of person’s statements.

• Offer solutions or attempt to solve a problem if one exists.

• Make judgments or evaluate what the person has said.

Defining &

Analysing 

the Problem

Selecting the

Best Solution

Decision-Making
Process

Follow up

Implementing

the Decision

Developing

Alternative

Solutions

Evaluation the

Alternative

Solutions




