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INTRODUCTION 

 



 

The main aim of IO4 is the development of the Training Course Structure 

& Modules based on O3. The Course will be designed as a 4-week (2-3 hours per day) in-depth 

training course, for professionals in the field of counselling.  

It will feature different modules with the following delivery methods: seminars, face to face 

group meetings once a week (introduction, experiential activities, case studies, simulations, 

etc.), combined with self-paced distance learning through the e-learning platform.  

An evaluation tool will also be developed to assess knowledge acquisition by participants as 

well as to measure their satisfaction in terms of needs & expectations.  

Knowledge acquisition-oriented assignments will be submitted after each module and a final 

knowledge evaluation will take place. 

M&M Profuture will coordinate the activity due to its expertise in VET provision. The other 

partners will assist and consult with M&M and will undertake translations in the project 

partners’ languages. 

The present document includes the draft guidelines and working plan forthe elaboration of the 

Training Course on Counselling at a Distance; its structure and modules. 

The aims of IO4 are: 

- To develop the course’s structure 

- To create the Introduction of the course’s Training Modules (theoretical, hands-on, distance 

learning, assignments that will be used, etc.). 

- To develop the evaluation tool & Indicators (learning curve of participants and participants’ 

satisfaction).  

- Revisiting the Course Structure after receiving feedback from the Pilot trainings. 

- To translate all contents into all partner languages and upload them on the training platform. 

 

Core Topics to be developed 

 

1. Counselling “at-a-distance” Introduction and Fundamentals (history, benefits, shortcomings, 

Internet culture…). 

2. Ethical and security issues - Technological issues (encryption, protection, anonymity, 

technical issues, etc.). 

3. Promotion and facilitation of counselling “at a distance” (what do beneficiaries -victims- 

need to know about it and how to inform them prior or upon the start of counselling sessions). 

4. Assessment of suitability of beneficiaries for counselling “at-a distance”. 

5. Managing the therapeutic relationship at-a-distance – rules and boundaries. 

6. Communication and counselling skills “at-a-distance”a. Writing (text-based) skills for both, 

synchronous and asynchronous tools. 

b. Risk and crisis assessment and management skills (special focus on helplines). 



 

7. Closure of the counselling cycle. 

8. Scientific supervision and assessment of counselling “at a distance”. 

 

DIS.CO METHODOLOGY OF LEARNING 

 

In IO4 we would like to provide our trainees with a pedagogical method based on learning 

through practice, enhancing professional skills and expanding personal abilities. With this 

system, real counselling at a distance situationscan be experienced in which the participants 

will have to take strategic decisions and hone in on their skills. 

Firstly, our programme uses a combination of techniques within a 100% practical and 

activeoverall methodological approach, based on the preparation and discussion of real cases, 

teamwork, and analysis of problems, followed by the drafting of proposals and the design of a 

final action plan. 

Our main goals:  

 Stimulating participation, action and pragmatism. 

 Encouraging the exchange of ideas, self-confidence, discovery of self and others, and 

fostering the implementation of self-evaluation techniques. 

 Developing management skills applied to thecounsellingprocedure at a distance, and 

analysing and solving problems effectively. 

 Stimulating the essential competencies of the counsellor, especially the ongoing 

learning skills, decision-making aimed at counselling and management of professional 

situations. 

 

 

 

 

 

 

 

 

 

 

 

The platform will feature the following areas: 

CONTENTS 
 

 

Learning contents 1. Counselling “at-a-distance” Introduction and 



 

Fundamentals  
2. Ethical and security issues -Technological issues  
3. Promotion and facilitation of counselling “at a distance” 
4. Assessment of the suitability of beneficiaries for 
counselling “at-a distance” 
5.Managing the therapeutic relationship at-a-distance –
Rules and Boundaries 
6. Communication and counselling skills “at-a-distance” 
7. Closure of the counselling cycle. 
8. Scientific supervision & Assessment of counselling “at a 
distance 

Resources’area Section with different resources, with videos, podcasts, 
texts, links, documents, etc., to support the counsellors’ 
learning process 

User area Section with a user guide and a calendar with the 
implementation of the activities and the description of the 
learning process 

 

EVALUATION TOOL 

 

Methodology and Evaluation Framework 

DIS.CO’s evaluation will help us and our trainees to: 

• Assess and demonstrate the effectiveness in achieving their learning objectives. 

• Empower and motivate participants along their learning pathway. 

• Assess the effectiveness of teaching, teaching strategies, methods and techniques. 

• Improvetheir overall performance by making useof DIS.CO courses/curricula, texts, and 

teaching materials. 

 

Specific aim (the area to be 
evaluated) 

Indicator How will we collect it? When will we collect it? 

Measure Change in 
Knowledge acquisition of 
Participants: 
 
- General prior knowledge of 
participants on Counselling at 
a Distance 
- Knowledge at the end of the 
training (Post) 

Understanding 
of Dis.Co’s 
concepts 
 
Assimilation of 
Dis.Co’s 
concepts 

- Online pre- and post- 
assessment 
questionnaires 
provided at physical 
meetings 
 
- Online Module 
quizzes on MOOC 

- Before the start and upon the 
closure of the training 
 
- After each module –ongoing 
evaluation 
 

Measure Satisfaction of 
Participants:  
- To provide information 
about trainees’ opinions 
related to Dis.Co’s teaching 

Levels of 
participants’ 
satisfaction 

- Online satisfaction 
questionnaire provided 
at physical meetings 
- Feedback form on 
MOOC 

At the conclusion of the training as 
well as at the end of MOOC 



 

process  

 

The evaluation tool is composed by: 

1stpart acquisition of knowledge. 

1 - General Prior Knowledge Assessment Questionnaire (to analyse the prior knowledge about 

Counselling at a distance through Pre-training assessment questionnaires). 

2 - Ongoing evaluation through online quizzes on the MOOC at the end of each module (to 

establish the degree of understanding of modules in the view of being able to proceed with 

the next module). 

3 –Post-training knowledge assessment questionnaire (to measure knowledge acquisition 

prompted by the training). 

 

2ndpart. Trainees satisfaction 

4 - Feedback form of the MOOC’s General Evaluation Tool (to receive feedback on the online 

course’s components). 

  

5 – Satisfaction follow-up evaluation (to provide the instructor with information about his/her 

teaching effectiveness and to the course developers to be able to assess effectiveness and 

impact of the course on students). 

 

1. General Prior Training Knowledge Assessment (on-line questionnaire) 

 

Prior knowledge assessment questionnaire asks trainees to reflect and comment on their level 

of knowledge and skill across a range of items. This will be used by the trainer to become 

familiar with participants’ profiles. 

A. What is your profession? 

 Social worker      

 Psychologist  
 Social scientist 
 Legal professional 
 Medical professional 
 Volunteer 
 Administration 

Other:__________________________ 
 
 

B. What is your organization? 

Social Services 
 Counselling Centre 
 Helpline/ Shelter for DV 
 Private Practice 
 Other: ________________________ 



 

 
 

C. How long have you been practicing your profession? ;  

 Less than 2 yrs.  2-4 yrs.  5-9 yrs.  10 yrs. or more  
 
 

D. I am:   Female      Male   Other 

 
 

E. How often do you come across victims of domestic/sexual violence in your work? 

 Very often   Often  Sometimes  Rarely 
 

F. How familiar are you with "Counselling at a Distance”? 

I have never heard of it, or I have heard of it but I don't know what it is. 

I have some idea of what it is, but I don't know when or how to use it. 

I have a clear idea of what it is, but I haven't used it. 

I can explain what it is and how it works, and I have used it 

 

G. Have you ever managed any at a distancecounselling process?  

I have neither managed nor created a procedure. 

I have managed one, but I have not created a procedure. 

I have managed one, but have not created a procedure. 

I have both managed and created a procedure. 

 

H. How important do you think counselling at a distance is? 

 Very Important  Important  Little Important    Not at all important 
 

I. What do you think is the priority level of using counselling at a distance for your work? 

 High priority  Medium priority  Low priority  Not a priority 
 

J. Have you ever been trainedin counselling at a distance or in onlinecounselling? 

Yes     No    
 
 

K. How important are the following topics of Counselling at a Distance for your work? 

Rate on a scale of 1 (not important) to 5 (very important). 

 1 2 3 4 5 

Introduction to Counselling at a 
Distance (history, fundamentals, 
definitions) 

     

Advantages and disadvantages of 
Counselling at a Distance 

     

Ethical, security and technological 
issues related to Counselling at a 

     



 

Distance 

Assessing the suitability of Counselling 
at a Distance for each specific 
case/client 

     

Rules & Boundaries in the therapeutic 
relation at a distance 

     

Communication skills for Counselling at 
a Distance 

     

Risk Assessment and Crisis 
Management Skills for Counselling at a 
Distance 

     

Counselling women with disability at a 
Distance 

     

Closure of the Counselling cycle and 
ending the therapeutic relationship 

     

Scientific supervision and assessment 
of Counselling at a Distance 

     

 

 

L. Please, state to which extent you agree with the following statements  

 1  
Completely 

disagree  

2 
Disagree 

3 
Partially 

agree 

4 
Agree 

5 
Completely 

agree 

COMMENTS 

Counselling  at-a-
distance provides 
anonymity to victims 
that can ease the 
feeling of stigmatization 

      

Informed consent at 
Counselling at a 
Distance needs to 
highlight  all potential 
risks due to the 
technical environment  

      

The risk of a third 
person receiving or 
stealing the information 
shared by the client 
during an online session 
can be overcome 
through encryption 
tools 

      

Counselling at a 
distance may not be 
appropriate for persons 
with a serious or 
complex psychiatric 
disorder 

      

The counsellor should 
discuss with the client 
the boundaries of their 
relationship and 

      



 

communication  

The counsellor should 
use open-ended 
questions in text- based 
communication with 
the client 

      

 Describing emotions 
during Counselling at a 
Distance enhances the 
effectiveness of the 
therapy 

      

During the counselling 
procedure, counsellors 
should use statements 
that show the finite 
nature of the process  

      

Specialized supervision 
is necessary in 
counselling at a 
distance for women 
victims of domestic 
and/or sexual violence 

      

Supervisors should 
have access to full-
length transcripts of 
online sessions 
between counsellors 
and clients 

      

 

M. What kind of teaching methods do you prefer in training of elder abuse?  

 Lectures 
 Group work 
 Role plays 
 Case studies 
 Something else, what: ________________________________________________ 

 

 

2.  Ongoing evaluation though Online Quizzes in MOOC 

 

As in-course assessment techniques are designed to gauge the effectiveness of the teaching 

and the quality of the learning taking place; it is basic to analyse trainees’ progress to assess 

whethertrainees have acquired sufficient background knowledge to move tothe next topic. 

A specific short quiz is included on each module on the online training platform, to ensure that 

the trainee has completed amodule, in order to be able to proceed with the next one. 

 

3. Post- Training Knowledge Assessments (on-line questionnaire) 

 

A. Please, state to which extent you agree with the following statements  



 

 1  
Completely 

disagree  

2 
Disagree 

3 
Partially 

agree 

4 
Agree 

5 
Completel

y agree 

COMMENT
S 

I think Counselling at a 
Distance is an important 
element of my work  

      

I am now more familiar 
with Counselling at a 
Distance  

      

I believe that specific 
training on Counselling 
at a Distance is a priority 
in my work 

      

I feel now more 
confident in managing a 
counselling at a distance 
procedure at work  

      

The training helped me 
to understand what 
counselling at a distance 
means for my work  

      

Ilearnedsomethingnewre
lated 
tocounsellinginthetrainin
g 

      

I gained useful 
information on the 
benefits and challenges 
of working at a distance 
with women victims of 
abuse  

      

I now have a better 
understanding of the 
professional profile of 
counsellor at a distance 

      

 

 

 

 

 

 

 

 

 



 

B. How beneficial did you find the knowledge on the following 

items of the training? Please, tick the number that most accurately represents your 

opinion/experience the following topics of Counselling at a Distance for your work? 

Rate on a scale of 1 (not important) to 5 (very important). 

 1 2 3 4 5 

Introduction to Counselling at a 
Distance (History, Fundamentals, 
Definitions) 

     

Advantages & Disadvantages of 
Counselling at a Distance 

     

Ethical, Security & Technological Issues 
related to Counselling at a Distance 

     

Assessing the suitability of Counselling 
at a Distance for each specific 
case/client 

     

Rules & Boundaries in the Therapeutic 
Relation at a Distance 

     

Communication Skills for Counselling at 
a Distance 

     

Risk Assessment & Crisis Management 
Skills for Counselling at a Distance 

     

Counselling women with disability at a 
Distance 

     

Closure of the Counselling Cycle & 
ending the Therapeutic Relationship 

     

Scientific Supervision and Assessment 
of Counselling at a distance 

     

 

C. Please, state to which extend you agree with the following statements  

 1  
Completely 

disagree  

2 
Disagree 

3 
Partially 

agree 

4 
Agree 

5 
Completely 

agree 

COMMENTS 

Anonymity is a basic 
advantage of 
Counselling at a 
Distance as it can 
provide comfort to 
clients 

      

The possible 
technological risks 
should be mentioned 
at the informed 
consent document in 
Counselling at a 
Distance 

      

Encryption tools can 
provide safety from 
third party 
intervention in the 

      



 

Counselling at a 
Distance procedure  

Suitability of a client 
for Counselling at a 
distance should be 
assessed based on 
their mental health 

      

The boundaries of 
the therapeutic 
relationship should 
be discussed and 
clarified in 
Counselling at a 
distance 

      

Open-ended 
questions facilitate 
communication in 
Counselling at a 
Distance 

      

Emotional bracketing 
and Descriptive 
immediacy 
techniques are 
important in the 
context of 
Counselling at a 
Distance 

      

The termination of 
the process requires 
a careful design and 
approach  

      

In Counselling at a 
Distance with 
women victims of 
domestic/sexual 
violence, the 
necessity and 
importance of 
specialized 
supervision is 
increased 

      

For effective 
supervision, access 
to full content of the 
sessions is necessary 
for supervisors 

      

 



 

 

4. Online Training Course (MOOC) Feedback Form 

 

At the conclusion of the online training course (MOOC), a brief feedback form will be 

completed by participants, to assess the online components of the training.  

 

5. General Assessment of Satisfaction of participants (on-line questionnaire) 

 

SECTOR I: Evaluation of Training 

1. CONTENTS 

 Strongly 
Disagree 

Disagree Agree Strongly 
Agree 

The training content 
supported your learning 
expectations about 
Counselling at a 
Distance? 

    

The duration of the 
training was sufficient to 
deliver its contents. 

    

The training design (e.g., 
materials and learning 
activities) encouraged my 
participation to activities. 

    

The training provided 
opportunities to practice 
and reinforce what was 
taught. 

    

 

 

2. GOALS AND OBJECTIVES OF THE COURSE 

 Very High High Media Low Very 
Low 

Relevance to my work. 
     

Realism and practicality. 
     

Clarity and structure of goals. 
     

Information and clarification of 
the goals and objectives.      

 

 

 



 

 

3. On what topics/issues would you have liked to get more information/knowledge 

during the training? 

 

 

 

 

 

 

 

  

 

 

 

 

 

 



 

SECTION II: TRAINING TOOLS 

4. LEARNING TOOLS 

 Strongly 
Disagree 

Disagree Agree Strongly Agree 

The face to face activities 
and exercises helped my 
learning process 

    

The learning platform 
supported my learning 
process and the 
technologies used during 
the course were up-to-
date 

    

The platform was 
working properly     

Navigation throughout 
the online components 
of the course is logical, 
consistent and efficient 

    

Course tools, face to face 
activities, and ICT media 
encouraged my 
involvement and inspired 
me to become an active 
learner 

    

 

5. COURSE METHODOLOGY 

 Very 
High 

High Media Low Very 
Low 

N/A 

Adequacy of tasks and 
activities to the face to face 
and on-line learning 

      

Clear explanations about 
how to perform tasks and 
activities 

      

Availability of resources to 
carry out tasks and 
activities 

      

Personal support during 
the development of tasks 
and activities 

      

 

 

 

 

 



 

SECTOR III: INSTRUCTOR EVALUATION 

6. FACILITATORS 

 Strongly  
Disagree 

Disagree Agree Strongly 
Agree 

The facilitators were well 
prepared to lead the learning 
activities 

    

The facilitators were 
knowledgeable about the 
learning contents 

    

The facilitators were 
responsive to questions and 
other needs 

    

The facilitators presented the 
content in an interesting 
manner 

    

The facilitators communicated 
well     

The facilitators encouraged a 
participatory and interactive 
learning environment 

    

The facilitators had the ability 
to encourage reflection     

 

SECTION IV: BENEFITS OF THE TRAINING 

 

 Not 
Applicable 

Strongly 
Disagree 

Disagree Agree Strongly 
Agree 

The training was relevant to 
improve the knowledge/skills 
I need to enhance and my 
knowledge about counselling 

     

I believe the practical 
exercises were realistic 
simulations of the tasks that I 
actually perform in my job 

     

There was more than one 
training styleused, which was 
conducive to my learning style 
(e.g. straight lecture, lecture 
with visual aids, and/or 
interaction). 

     

 

 

 

 



 

SECTION V: TRAINING OVERALL 

 

 Not 
Applicable 

Strongly 
Disagree 

Disagree Agree Strongly 
Agree 

Overall, I am satisfied with the 
learning activity      

Overall, I am satisfied with the 
instructor (s)      

Overall, I am satisfied with the 
training environment      

 

7. Was there somethingthat you consider relevant missing in the training? Ifyes, what? 

 

 

 

 

8. Is there anything else that you would like tosay about the training? 

 

 

 

9. GENERAL SCORE OF THE LEARNING ACTIVITY  

1 2 3 4 5 6 7 8 9 10 

          

 

  

 

 

 

 

 

 

 

 

 

 

 

 



 

 

LEARNING CONTENTS 

First block (week one) – IO3 pp. 6-11. 
Module 1. 

Counselling “at-a-Distance” Introduction and Fundamentals 

 

A. Description of learning objectives:  

B. Topics 

a. Introduction and Fundamentals 

Pages on IO3: from 6 to 9 

 

EXERCISE 1: HISTORY 

Time: 10 minutes 

Type: online activity 

1. Brief History of Distance Counselling 

Time line with the most important events and dates 

 

EXERCISE 2:ADVANTAGES AND DISADVANTAGES 

Time: 10 minutes 

Type: face-to-face activity 

Advantages 

List them as: 

Name of advantage 1 

Description: 3 lines  

 

Disadvantages 

List them as: 

Name of disadvantage 1 

Description: 3 lines 

 

 



 

EXERCICE /GAME 3: MODERATION (ICE BREAKING) 

Time: 30 minutes 

Type: face-to-face activity 

WHY AND WHEN IS IT USEFUL? 

REQUIREMENTS: 

Online Conference Room – Small and large groups 

o Conference Call Support 

o Skype conversation  

Suggested Moderation rules (Predefined by the partnership) 

 

HOW TO USE IT 

Trainees will pair up in respective Skype conferences and share with their partner about their 

experiences as counselling professionals.  

Each trainee must find three things she/he and her/his partner have in common in connection 

with two questions: 

- What is your favourite and least favourite thing about working on counselling? 

- Why do you think that counselling at-a-distance can be useful? 

 

EXERCISE 4: THE BAROMETer 

Time: 10 minutes 

Type: face-to-face activity 

 

The trainee will find a set of short sentences related to the topic “counselling at a distance”, 

such as: “online counselling is dangerous”. The trainee will have to choose between 5 options 

for each sentence (from: “I don't agree at all” to: “I totally agree).  

After assigning one option to each sentence, trainees who gave the same answer to the first 

sentence will get together and come up with a common statement about their stance 

regarding the sentence. The same will be done for the other sentences. The result will be 5 

statements for each sentence. All the trainees will read the other groups' statements and start 

thinking about the topic and its complexity. 

Note to the facilitator: it is best to start the SESSION with an engaging activity. You could do a 

short “Ice Breaker” activity. 



 

An example: “Have you ever …?” 

Have the group form a circle. Then ask a question starting with “Have you ever…?” Someone 

who has done that thing should go to the middle of the circle. Ask one of the people in the 

centre to ask the next question.  

EXERCISE 5: SHORT QUIZ 

Time: 10 minutes 

Type: on-line activity 

Question 1: (text 1-2 lines) 

Answer 1 (1 line) 

Answer 2 (1 line) 

Answer 3 (1 line) 

Answer 4 (1 line) 

Choose the right answer 

 

EVALUATION: ON-LINE SHORT QUIZ 

 

Module 2. 

Ethical and Security issues - technological issues 

 

A. A. Description of learning objectives: a paragraph about the learning objectives – what 

(the subjects/items that we can find in the module), how they will be worked on (focus 

on) and what for they are included in the training (targeted / expected effects of the 

training). 

B. Topics: 

- Anonymity, confidentiality, encryption, and technological issues 

Pages on IO3: 10 and 11 

 

EXERCISE1: KEYWORDS 

Time: 15 minutes 

Type: face-to-face activity 

 



 

Participants will find 5 keywords related to the topic: anonymity, 

confidentiality, encryption, technology. For each one of those keywords, trainees will have to 

write related words that instantly come to their minds (for instance: “confidentiality” = “trust”, 

“secret” ...).  

After writing her contribution, the trainee will have access -if possible- to the words that other 

trainees wrote. She will compare her contribution with the others' and will think and debate 

with the other online trainees about the following: What's the most repeated word? What do 

you think is the main concern about this keyword? Can you perceive a general optimistic or 

pessimistic point of view about this keyword? And so on. 

 

EXERCISE 2: ETHICS IN COUNSELLING 

Time: 1 hour (60 minutes) 

Type: face-to-face activity 

Session Overview: 

 

Activity/Method Time Materials Needed 
 

Introduction/Discussion: 
Define Ethics, Boundaries, 
Confidentiality 
 

15 
minutes 
 

 

Small Group Discussion: 
Ethical Case Scenarios 
 

45 
minutes 
 

Flipchart paper 
Markers 
Case Scenarios 
 

 

Activity 1 

Introduction/Discussion 

Time: 15 minutes 

What is ethics? Let participants respond. Possible responses include the following: 

• Standards 

• Responsibility 

• Moral rules or principles for a particular profession 

 We are going to focus on two aspects of ethics that relate to counselling. 



 

 

1. Boundaries/Limit setting: boundaries are limits set around the counselling relationship. 

Do you think there should be any restrictions on who a counsellor can counsel?For instance; is 

it ethical to counsel your sister or your closest friend? If not, why not? Let participants discuss 

this briefly before continuing on. It will allow them to think about these issues before 

presenting the material. 

• Who the counsellor can counsel  

2. Confidentiality and Privacy 

• This is a way of providing safety and privacy to the client. What is discussed withina 

counselling process is private and will not be shared with others. 

 

EXERCISE 3: QUIZ 

Time: 10 minutes 

Type: online activity 

Question 1: (text 1-2 lines) 

Answer 1 (1 line) 

Answer 2 (1 line) 

Answer 3 (1 line) 

Answer 4 (1 line) 

Choose the right answer 

 

EVALUATION: ONLINE SHORT QUIZ 

 

Second block (week two) – IO3 pp. 12-16 
Module 3. 

Promotion and facilitation of counselling “at a distance” 

 



 

A. Description of learning objectives:  

A paragraph about the learning objectives – what (the subjects/items that we can find in the 

module), how they will be worked on (focus on) and what for they are included in the training 

(targeted / expected effects of the training). 

B. Topic: 

1. What do beneficiaries need to know about online counselling? 

2. How can the counsellor best inform the client about the upcoming sessions? 

 

Pages on IO3: 12 and 13 

 

EXERCISE1: EXPLAINING 

Time: 30 minutes 

Type: face-to-face activity 

This module is about two main topics: 

• What do beneficiaries need to know about online counselling prior to engaging into a 

counselling process? 

Students will have to write a brief text to explain how online counselling works for a potential 

client (10 minutes maximum). After this, each student will have access to the other students' 

explanations. 

Once he/she has checked a certain number of messages, the trainee will have to write a list of 

5 main elements that are part of online counselling. After writing her list, the trainee will have 

access to the other trainees' lists. He/ she will compare his/her contribution with the others' 

and will think and debate with the other trainees about the following: What's the most 

repeated element? Do you think that this is actually the main element of online counselling? 

And so on. 

• Howshould the counsellor inform the client to-be about safety and privacy issues? 

 

In order to answer to this question, the trainee will have to write a sample of an informed 

consent for a hypothetical client who is about to start with distance counselling. Once he/she 

has written his/her contribution, each trainee will have access to another sample of an 

informed consent document written by another group member. The two trainees will then 

have to work together and come up with a shared version of the document, a fusionbetween 

both proposals. This means trainees will have to negotiate between possible disagreements 

about the final content. 

 

EXERCISE 2: QUIZ 

Time: 10 minutes 



 

Type: on-line activity 

Question 1: (text 1-2 lines) 

Answer 1 (1 line) 

Answer 2 (1 line) 

Answer 3 (1 line) 

Answer 4 (1 line) 

Choose the right answer 

 

EXERCISE 3: True or False 

Time:10 minutes 

Type: on-line activity 

1 – Clients should be informed about the limits of confidentiality (True/False) 

2- The client shouldn’t be informed about the steps that will be undertaken in order to prevent 

confidentiality breaches and protect his/her safety. (True/False) 

3 – The counsellor has to inform the client about record-keeping of online sessions. 

(True/False) 

4 – The possibility of technical difficultiescan affect to the promotion and facilitation of 

counselling “at-a-distance”. (True/False) 

5 – The counsellor doesn’t’ need an Informed consent before starting the counselling process. 

(True/False) 

6 - Online counsellors should obtain an informed consent form signed only by the client. 

(True/False) 

7 - An accurate informed consentshould include: 

- A full description of the online available service (True/False) 

- Permission to disclose the client's data if it’s required by the aggressor or by 

anyone external to the organization (True/False) 

- All the potential risks(True/False) 

- Assignment of rights and customer information for commercial use(True/False) 

- Information about circumstances in which the counsellor might be obliged to 

disclose personal information(True/False) 

- Information about fees for the counselling process(True/False) 

 

EVALUATION: ON-LINE SHORT QUIZ 

 

Module 4. 

Assessment of suitability of beneficiary for counselling “at-a distance” 

 



 

A. Description of learning objectives: a paragraph about the learning 

objectives – what (the subjects/items that we can find in the module), how they will be 

worked on (focus on) and what for they are included in the training (targeted / expected 

effects of the training). 

B. Topic: 

- The suitability of a victim of domestic or sexual violence or abuse to engage in counselling 

"at-a-distance”. 

Pages on IO3: From 14 to 16 

 

 

 

EXERCISE 1: YOUR POTENTIAL ONLINE CLIENT 

Time: 15 minutes 

Type: face-to-face activity 

Trainees will have to think about one of their real clients who could benefit from counselling at 

a distance. Each trainee will have to write a brief description of this client and her case 

(without sensitive data, of course). Once she finishes, she will upload the description and 

download some other student's description. She will then have to list 5 reasons why this other 

trainee's profile would in fact benefit from counselling at a distance. She will upload her 

contribution in order for the other trainee to read and think about the following:  

- “Are the reasons given by your colleague the same ones you thought about while 

you were writing the description? Did you discover anything new?” 

- “Why? 

- “Why not?” 

EXERCISE 2: FILL THE GAP 

Time: 10 minutes 

Type: on-line activity 

Trainees will have to complete the following sentence: 

“Online counselling may not be appropriate if...” completing the sentence with what the 

participant believes is the most important element preventing online counselling from taking 

place.  



 

Once he/she uploads his/her answer, he/she will be able to read the 

other trainee's answers and think and debate with the other online trainees about the 

following questions: 

- “After reading the other contributions, have you changed your mind or are you still 

thinking that your answer is the most appropriate one?” 

- “Why?” 

- “Why not?” 

EXERCISE 3: SHORT QUIZ 

Time: 10 minutes 

Type: online activity 

Question 1: (text 1-2 lines) 

Answer 1 (1 line) 

Answer 2 (1 line) 

Answer 3 (1 line) 

Answer 4 (1 line) 

Choose the right answer 

 

EVALUATION: ON-LINE SHORT QUIZ 

 

Third block (week three) – IO3 pp. 17-25 
Module 5. 

Managing the therapeutic relationship at-a-distance – Rules and Boundaries 
 

A. Description of learning objectives:  

- A paragraph about the learning objectives – what (the subjects/items that we can find in the 

module), how they will be worked on (focus on) and what for they are included in the training 

(targeted / expected effects of the training). 

B. Topics: 

- Facilitating factors for the therapeutic relationship at a distance. 



 

- Management of online therapeutic relationship boundaries. 

 

Pages on IO3: 17 and 19 

 

EXERCICE / GAME 1: BRAINSTORMING 

Time: 20 minutes 

Type: face-to-face activity 

REQUIREMENTS 

o Conference call. 

o Brief explanation of the rules before the discussion – this could appear as a video with the 

rules. 

o The theme for the exercise is given to the group: “how are you managing therapeutic 

relationship now? Which will be main difference when you will manage them at a distance?” 

o The group has to discuss their ideas. 

 

EXERCISE 2: CASE STUDY 

Type: online and face-to-face activity 

1º part: online 

Trainees will find 5 case studies (maximum 15 lines) about 5 fictional clients who need distance 

counselling. Participants will then have to choose one case study and answer the following 

question: “How would you organize your counselling plan for this client?”  

 

2º part: face-to-face  

Time: 30 / 40 minutes 

Trainees will individually prepare an oral presentation-maximum 10 minutes-to introduce their 

plan to their group mates. After that, participants will be organized in pairsand come up with a 

shared counselling plan; a fusion between the proposals of both trainees. This means that they 

will have to find a way to harmonize possible disagreements about the final content. 

EXERCISE 3:  QUIZ 

Time: 10 minutes 



 

Type: on-line activity 

Question 1: (text 1-2 lines) 

Answer 1 (1 line) 

Answer 2 (1 line) 

Answer 3 (1 line) 

Answer 4 (1 line) 

Choose the right answer 

 

EVALUATION: ONLINE SHORT QUIZ 

 

Module 6. 

Communication and counselling skills “at-a-distance” 

 

- A paragraph about the learning objectives – what (the subjects/items that we can find in the 

module), how they will be worked on (focus on) and what for they are included in the training 

(targeted / expected effects of the training). 

 

B. Topic: 

“Set of Skills and competences that are necessary for communication and counselling “at-a-

distance.” 

 

Pages on IO3: 17 and 18from 20 to 25 

 

EXERCISE 1: QUIZ 

Time: 10 minutes 

Type: online activity 

Question 1: (text 1-2 lines) 

Answer 1 (1 line) 

Answer 2 (1 line) 

Answer 3 (1 line) 

Answer 4 (1 line) 



 

Choose the right answer 

 

EXERCISE 2: THE CHAT 

Time: 20 minutes 

Type: face-to-face activity 

Trainees will start a chat counselling conversation with one of the trainers, who will act as a 

fictional client. The trainer will put the trainee in several complex situations, related to the lack 

of face-to-face contact. The conversation will last 20 minutes maximum. At the end, the 

trainee will have to answer the following self-assessment questions: “How did you 

feel?”,“What part of your performance would you keep?”,“What part of your performance 

would you change?” And so on. 

EXERCISE 3: HELPLINE 

Time: 20 minutes 

Type: face-to-face activity 

Trainees will be asked to remember a real difficult call on a help line they had to deal with. 

Trainees will work in pairs, via WhatsApp call, Skype, or any other tool to make phone calls. 

Each one of them will present her case to the partner, simulating the call. Each simulation has 

to last 20 minutes maximum. After the two calls, each trainee will think and debate with the 

other online trainees about the following:  

-“Did your partner give you ideas about how to manage your case?” 

- “If that client would call again, would you use some of them?” 

EXERCISE 4: PRESENTATION 

Time: 10 minutes 

The purpose for problem management in counselling: 

• Help clients with tools for approaching and solving their problems. 

• Guide clients through ways of exploring their problems. 

Prepare a presentation about the topic, with the most relevant information and share it with 

your colleagues. After it, a debate will be generated to analyse the different ideas and points 

of views. 

 



 

 

EVALUATION: ON-LINE SHORT QUIZ 

 

Fourth block (week four) – IO3 pp. 26-31 
Module 7. 

Closure of the counselling cycle 

 

A. Paragraph about the learning objectives: what (the subjects/items that we can find in the 

module), how they will be worked on (focus on) and what for they are included in the training 

(targeted / expected effects of the training). 

B. Topic:  

- Closure of the counselling cycle. 

- The factors that determine the client's ability to benefit from "at-a-distance" counselling. 

 

Pages on IO3: from 26 to 19 

 

EXERCISE 1:  SEMINAR WITH ONE AT-A-DISTANCE COUNSELLING EXPERT 

Time: 40 minutes 

Type: face-to-face activity 

“Online counselling may not be appropriate if…” 

REQUIREMENTS 

o Conference call. 

o Brief explanation of the rules before the seminar 

o The group has to discuss during and after the seminar 

 

EXERCISE 2: LET'S CLOSE IT 

Time: 30 minutes 

Type: on-line activity 

Trainees will find six sample audio messages from fictional clients. Trainees will have to assign 

to each one of them one of the following types of termination: 

-Predetermined termination 



 

-Open termination following goals achievement 

-Gradual termination 

-Termination with reinforcing sessions 

-Programming post-to-end contact to follow the course of treatment 

-Premature termination (Drop out) 

EXERCISE 3: SHORT QUIZ 

Time: 10 minutes 

Type: on-line activity 

Question 1: (text 1-2 lines) 

Answer 1 (1 line) 

Answer 2 (1 line) 

Answer 3 (1 line) 

Answer 4 (1 line) 

Choose the right answer 

EVALUATION: ON-LINE SHORT QUIZ 

 

Module 8. 

Scientific Supervision & Assessment of Counselling “at a distance”. 
 

- A paragraph about the learning objectives – what (the subjects/items that we can find in the 

module), how they will be worked on (focus on) and what for they are included in the training 

(targeted / expected effects of the training). 

B. Topic: 

- Supervisors and trainees 

Pages on IO3: 17 - 18 

 

EXERCISE 1: SUPERVISING THE COUNSELLOR 

Time: 15 minutes 

Type: on-line activity 



 

Time: 10 minutes 

The trainee will be asked to write the missing word on the sentences below (1 to 9) out of the 

list of items (a to h) below. These items are related to recommendations for the profile for a 

supervisor of the counsellor at a distance: 

a. Experienced 

b. Ethical 

c. Assessment 

d. Transcripts 

e. Encourage 

f. Accurately 

g. Replicate 

h. New technologies 

 

1. Be (experienced) in sexual and domestic violence. 

2. Be educated regarding the unique (ethical) and legal issues of OC. 

3. Should (encourage) the trainee to meet online and in Face to Face sessions. 

4. Be vigilant regarding (assessment). 

5. Have access to full-length (transcripts) of online sessions. 

6. Model (new technologies) by using them in supervision. 

7. (Encourage) trainees to gain experience in various online interactions. 

8. Should educate counselling trainees to (accurately) assess the client. 

9. Must be trained on how to (replicate) those interactions in a text based 

environment. 

 

EXERCISE 2: ROLE PLAY 

Large Group Discussion 

Time: 35 minutes 

Type: face-to-face activity 

“Can anyone tell me what a role play is?” Let participants come up with their understanding of 

role play. Below are key points to highlight: 

• Role playing is like acting a situationout. In our case, it is the counselling scenario. 



 

• In each role play we do, we will be focusing on different skills. As we 

learn new skills, we will be trying to build on the skills that we learned earlier. In this way, 

when we learn a new counselling skill we will notforget about the skills we learned earlier as 

they add onto the previous ones. 

• In order to make the role plays most effective, it is best if you bring in reallife examples. For 

example, as the client you could present a problemthat has been resolved. If it is a real 

scenario, then you can identifythe feelings and issues around the problem. 

• Usually, we will do our role plays either in the larger group or in smallgroups of three. One 

person will be the counsellor, one the client andone person will have the job of observing and 

then giving feedback. 

1. Counsellor: to put into practice new communication and counselling skills. Put him/herself 

into the role of the counsellor. 

• Remember: the purpose of the role play is to practise new skills, NOT to solve a problem. 

Avoid giving advice and offering solutions. 

• Remember person-centred counselling: the client knows best. Honour the experience and 

perspective of the client. 

 

2. Client: to behave appropriately as a client. 

• This means that the client in a role play should use a real-life example. This can be a minor 

problem that may have already been resolved. 

• You can also role play a problem which you have observed troubling someone else or with 

which you are familiar. 

• If you present a problem that you are not familiar with, it will be much harder for the 

counsellor to practise his/her skills. 

• Ask yourself the following questions before putting yourself in the role of the client: 

o How would I feel? 

o How would I cope? What sorts of things would I do if I were experiencing this problem? 

o Who else is involved in this problem and how are they involved? 

o What is my general background and how will this affect my problem? 



 

• When playing the client’s role, respond as naturally as you can to the 

counsellor. Share the things that seem appropriate to what the counsellor says. Do not 

deliberately try to make it difficult, or easy, for the counsellor. 

3. Observer: to listen to what is said and how it is said, as well as to watch the non-verbal 

communication between client and counsellor. 

• Focus is on the counsellor. 

• During the role play, the observer should not say anything. 

• After the role play is over, he/she will provide feedback to the counsellor. 

 

EVALUATION: ON-LINE SHORT QUIZ 

EXTRA MODULE: CONSIDERING TECHNOLOGICAL RELATED SAFETY CONCERNS- ADDRESSING 

THEM THROUGH SAFETY PLANNING 

 

The main concern that female survivors of domestic and sexual  violence have about the use of 

online resources and long-distance mode of counselling is an assurance thattheirpersonal 

private information is safe.  Thus, counsellors need to be knowledgeable about safety risks and 

ways to address them. 

EXERCISE 1 

Time: 30 minutes 

Type: face-to-face activity 

Ask participants to share what they know in terms of technology-perpetrated abusewhich 

presents safety risks/concerns. 

Write all answers down on the flip chart for further discussion.   

 

EXERCISE 2 

Time: 120 minutes 

Type: face-to-face activity 



 

This exercise is helpful in exploring the management of 

online/technology-related safety concerns and the procedures needed to address them.  

Ask participants to discuss what activities, if any,their agency is already undertaking or 

considering to undertake as part of safety planning with women who are at risk of or who have 

experienced domestic violence. 

Write all answers down on the flip chart for discussion.   

Outline the main safety tips thatprofessionals should consider for a safety plan for women 

seeking counselling services (pass aroundsome already existing hand out sample). 

Outline the main safety considerations when using online/distant technology for service 

provision (ask participants to observesome already existing safety considerations’ sample). 

 

FINAL GENERAL EVALUATION: ONLINE LONG QUIZ 

EXTRA EXERCISES FOR IO2/IO3/IO4 COUNSELLOR AT A DISTANCE PROFILE 

 

THE PERFECT COUNSELLOR 

Time: 30 minutes 

Type: face-to-face activity 

Trainees will be provided with a human shape representing the perfect counsellor. Trainees 

will complete the shape writing the skills that they consider necessary for a distance counsellor 

to have (for instance: empathy, not judgemental attitude, technological skills, etc.) Trainees 

will have to write each skill on what they deem to be the corresponding part of the human 

shape related to the skill (for example: empathy in the heart, technological skills on the fingers, 

and so on). 

COUNSELLING AT A DISTANCE 

Type: face-to-face activity 

1. Define counselling as a process and relationship. 

2. Identify characteristics of a counsellor. 

3. Discuss key qualities and unique characteristics of the counselling relationship 

 



 

Session Overview: 

 

Activity/Method Time Materials Needed 
 

Introduction: 
“Define Counselling at a 
Distance” 

10 
minutes 

Flipchart paper 
Markers 

Small Group Discussion: 
 
Developing Relationships 
 
 

35 
minutes 
 

Prepared flipchart 
Flipchart paper/Markers 
 

Large Group Discussion: 
Differences in Counselling 
Relationship Aims of 
Counselling 
 

15 
minutes 
 

 

Activity: 
Trust Building 

 Blindfolds for half of the 
group 

 

Activity 1 

Introduction 

Time: 10 minutes 

“This section of your training will focus on basic counselling skills. All of youare here to be 

trained as counsellors, but we have yet to define what exactlycounselling is. Each one of you 

has an idea of what you think counselling is, and Iwould like for us to spend some time talking 

about this… How would you define counselling? What is counselling?” 

 

Activity 2 

Small Group Discussion 

Time: 35 minutes 

Remember how important relationships are in the Counselling process. 

“I would like for you to divide into small groups of 4 – 6 people. In your groups, please, discuss 

the following questions:(display the questions on a prepared flipchart)” 

• How is a counselling relationship different from other relationships? 

• How is a counselling relationship similar to other relationships? 

Circulate among the groups to answer questions and stimulate their discussions if needed. 

Give groups about 10 minutes to discuss these questions. 

Processing after small group activity: 



 

Compile a master list of qualities or characteristics that define all types of 

relationships. Discuss about whether these would be the same qualities that define a 

counselling relationship. 

Activity 3 

Large Group Discussion 

Time: 15 minutes 

How is the counselling at a distance relationship similar to and different from other 

relationships such as friendships or family relationships? 

Lead a discussion on this topic and compile a list of differences. Using a flipchart or a white 

board can help providing participants a visual learning tool. 

Highlight the following differences: 

• Power difference: not an equal relationship. 

• Client/patient is vulnerable/in need. 

• Focus is on client’s needs, not counsellor’s needs. 

• Time difference – do not have the luxury of time to establish the relationship. This is why 

elements of trust, understanding and acceptance are so important. 

• Confidentiality is essential, and must be discussed with the client. 

• Boundaries and limits are set on the relationship (there will be more discussion on this point 

later.) 

 

What are the aims of counselling? 

Let participants actively contribute to what they see as the aims of counselling. Highlight the 

following points: 

• Empower the person/client to cope with his/her life. 

• Explore options and help the client make his/her own choices and decisions. 

• Client takes responsibility for his/her decisions. 

 

Activity 4 

Activity: Trust-Building Exercise 

Time: 30 minutes 

• “Please stand up and find a partner. You should all be in pairs.” 

• Hand out blindfolds, one blindfold for each pair. 

• One person in each pair, “please put on the blindfold. Make sure you cannot see anything.” 



 

• “Now, I would like for the “seeing” partner to guide the blindfolded 

person around the room.” 

• Give the group about 5 – 10 minutes and then switch roles. 

 

Processing Questions: 

What was it like to be blindfolded? 

What did your guide do to make you more comfortable? Did it work? 

What was it like to be the guide? 

How did you make the blindfolded person feel more comfortable? 

Which role was more comfortable for you: being the leader or the follower? 

Why did we do this exercise? Make sure the responses include the following: 

 

o Developing empathy towards our clients. 

o Identifying and experiencing ways to create a trusting environment. 

 

How does this exercise relate to counselling?  

How is a client’s role similar to the role of the blindfolded person? How is it different? 

How is the counsellor’s role similar to the role of the guide? 

How is it different?  

 

GENERAL FACE-TO-FACE ACTIVITIES 

 

COMMUNICATION: PAIR ACTIVITY (WARM-UP EXERCISE) 

Time: 10 minutes 

Type: face-to-face activity 

• “I want each of you to pair up with the person sitting next to you. I wantone of you to only 

ask closed questions. Remember, these arequestions that you can answer with one word 

(most usually yes-no answers). So, one person will askclosed questions and the other person 

will answer”. 

• You have two minutes. Stop them after two minutes and ask pairs toswitch roles. Again, stop 

the pairs after two minutes. 

Processing Questions: 

What was it like to be asked the closed questions? What did itfeel like? 



 

What was it like for you when you were the one asking closed questions? 

How did you use your listening skills during this activity? 

How could this type of questions affect counselling? Letparticipants respond. Some responses 

can include the following: 

o Closed questions establish the counsellor as the expert. 

o Closed questions support the role of the client as a passive, non-participating in the 

counselling process. 

o Closed questions hinder discussion in the counsellingsession. 

o Closed questions hinder the development of the relationship. 

 

THREE ENTRANCES (WARM-UP EXERCISE) 

Type: face-to-face activity 

Each participant takes a turn. They leave the room and re-enter with a clearly-expressed 

attitude, emotion and intention, approaching another participant who then responds in a way 

that mirrors or responds to what is being expressed. Each participant can make 3 entrances, 

changing each one in some way and engaging a different partner each time. 

The idea is to represent the possible attitude that your “client” can have when he/she contacts 

you. 

 

ICEBREAKER OPENING CONVERSATION (ICE-BREAKING EXERCISE) 

Type: face-to-face activity 

A question is posed at the start of the session for small groups or the large group to discuss.  

Question/task can be generic or content-specific. It could also involve critical thinking. 

 

REPORT (ICE-BREAKING) 

Type: face-to-face activity 

Groups produce a single page report, article or web page that portrays their group's values and 

visions about counselling at a distance. 

 

THE INTERVIEW (ICE-BREAKING) 

Type: face-to-face activity 

Break the group into two-person teams (have them pick a partner that they know the least 

about). Have them interview each other for about 10 minutes (You can also prepare questions 

ahead of time or provide general guidelines for the interview). They need to learn about what 

each other likes about their job, past jobs, family life, hobbies, favourite sport, etc. 



 

After the interviews, reassemble the teams and have each team member 

introduce their partner to the entire group. This exercise helps them to learn about each other. 

 

FRAME GAME (WARM-UP EXERCISE) 

Type: face-to-face activity 

Give each trainee four blank cards and instruct them to fill in four different responses on the 

subject: “What were main concepts or learning points of the material we just covered?” Give 

them about five minutes to complete the exercise, then collect the cards, shuffle them, and 

randomly deal three cards to each participant. (Note: if desired, the trainer can make up four 

cards of her own, but they should be philosophically unacceptable with the principles 

presented. That is; play devil's advocate.). 

Ask everyone to read the cards they just received, and then to arrange them in order of 

personal preference. 

Place the extra cards on the table and allow them to replace the cards that they took which 

they do not like. Next, ask them to exchange cards with each other. They must exchange at 

least one card. 

After about three minutes, divide them into teams and ask each one of them to select the 

three cards they like the best. Give them time to choose, and then have them create a graphic 

poster displaying each team’s final three cards. 

Select or vote one poster that best represents the topic. 

 

GENERAL TIPS FOR FACE-TO-FACE ACTIVITIES 

 

BEGINNING THE SESSION 

Type: face-to-face activity 

Start the session as before by recapping the last session and briefly summing up what will be 

discussed today. Ask trainees about any doubt or question, related to the previous session. 

 

CLOSING THE SESSION 

Type: face-to-face activity 

End the session by explaining the ‘personal touch’ element of the session. 

Spend a little time discussing this with the group if it is unclear, provide examples if necessary. 

As this is the first session, allow approximately 15-20 minutes for closing, all may need a little 

encouragement to speak up. Remember to do the following: 

•Congratulate everyone for completing the first session  



 

•Go round the group and ask everyone to give a brief statement of their 

feelings about the first session. 

• Introduce the evaluation sheet; explain why it is important to have a system of evaluation. 

You can repeat the “Beginning of the session” and the “Closing of the session” activities for 

each session. 

APPENDIX 

 

Training of trainers- what and how 

 

A Training of trainers (TOT) could imply several formulas depending on who its participants will 

be. The TOT could aim to offer what we could call a “higher proficiency training pack” for 

professionals already on the field, who aim tofurther qualify themselves in terms of formal or 

informal ongoing professional training. The TOT could target new professionals or 

professionals to be without previous experience in the field. A TOT could serve both purposes 

at the same time if the competencies and skills linked to the activities are well designed, the 

training is led in an emotionally intelligent way, and the methodology is task-oriented and as 

connected as possible to the professional field that is targeted.      

1. Types of competencies and skills to be worked on: 

1.1 Task-oriented-based self-discovery skills and competencies regarding the trainee’s future 

professional self-image, personal strengths, and working styles that would invest in the 

trainee’s future professional proficiency.   

1.2 Group management skills and competencies in connection with interpersonal and 

intrapersonal emotional intelligences. 

1.3 Management competencies and skills in connection with planning and implementing the 

specific technical skills & knowledge that trainees will be exposed to as future professionals.   

2. What should the trainer of a TOT be / act like? 

There is no single definition that would fit all trainers; but rather a combination of aspects 

common to various professional profiles. We have selected some which we consider of 

importance (in no special order): 

2.1 Mentor: a mentor is a professional in the field who can provide specific information about 

interpersonal and technical aspects of the specific settings that the trainee will be working 

within. It is typically the person who performs a professional follow-up of new recruits and 

who provides internal know-how and in-company culture of a specific post.  

2.2 Coach: The coach will not provide specific knowledge (IE: what book to read, where is the 

photocopy machine…) but accompany the trainee in facing personal and professional 

challenges influencing his / her performance at work in order to achieve a change based on the 

trainee’s demand.  

2.3 Teacher: The trainer of a TOT is a teacher in the sense that he or she will be the facilitator 

of a pedagogical situation. There is no “teaching something to somebody” involved, if by that 

we visualize a unidirectional process of information transfer going from the trainer to the 



 

trainee. Teaching and “learning” are two subjective perceptions of a 

single phenomenon that is the unfolding and management of the pedagogical situation. If well 

managed, learning will be a natural by-product of the TOT.  

2.4 Job shadowing model: The trainer needs to embody the competencies and skills that he / 

she wants to instil / inspire in trainees. In this sense, the management of the activities that he 

or she will lead, involve a strong job shadowing component, as the trainees will be asked to 

watch what and how the trainer does for them to model afterwards.  

2.5 Emotional intelligence management guide: any trainer leading a group, is basically an 

emotional intelligence management guide. Trainees’ reactions and individual experiences will 

speed up and slow down the training at times. The trainer’s role is to prove that all 

experiences shared by participants during the TOT, can and should invest in group awareness, 

well-being, and efficiency. 

2.6 Inspiring leader: The leadership qualities of the trainer should serve the purpose of 

developing the own leadership capacities of trainees. Shared leadership skills should be 

actively promoted. The training should have as one of its goals to prepare the trainees to be 

proficient in shared leadership settings and able to cooperate in professionally diverse 

networks.   

2.7 Role model of “learning to learn”: Trainers should always be willing to turn into trainees at 

any given time to better themselves professionally. The eagerness to participate in ongoing 

learning activities is something that should be encouraged and which should belong to 

promoting curiosity and critical thinking. Trainers should embody all of these. 

2.8 Role model of “learning to do” and “learning to be”: Any professional’s successful 

performance is based not solely on the “doing”, but on the “being”; which relates to how 

things are done, what the attitude of the professional is regarding the activities she or he will 

be in charge of.    

2.9 Well-being in charge for all the involved: The trainer needs to ensure within his/ her 

capacity that the training is designed so as to the overall well-being of the participants (and of 

the trainer himself / herself) is not jeopardized. This will involve ensuring necessary breaks, 

availability of drinking water/ snacks, comfortable settings (light, sitting places…), not too 

taxing a training schedule, etc. All participants should feel included, listened to, and looked at. 

All group members should feel that their unique personal style of expression, values, and 

individual diversity (gender, age, language, ethnicity, learning style…) are respected and 

included.  

3. How to plan your training:  

- First of all, there is some must-have background knowledge on the participants to be 

covered: who are your trainees? What are their professional / educational profiles and needs? 

Age, gender, and other necessary individual background information (language, mobility or 

perceptional diversity, dietary needs, etc.) need to be taken into account. Ask participants 

what are their expectations about the training. Finding out what they expect from you, will tell 

you what angle you should make bigger stress on. You need to clarify what the group’s 

demand is. 



 

- Define a set of three to four main competencies (broader categories 

linked to the “how”, and often named by a substantive; IE: “empathy”, “active listening”, 

“proactivity” …) that you aim the training to enhance.  

-Define a set of five to ten skills (specific actions that will usually have to be performed by the 

trainees in the field, usually indicated by a verb; IE: “calming down a caller in distress”, 

“creating a bond with a caller to a help-line who has just been the victim of an aggression”, 

“obtaining precise information from an upset emergency help-line caller”… connected to each 

one of these competencies). The specific activities that you will offer in each session should be 

connected to the skills listed and practiced by means of step by step modelling, role play, and 

fostering self-observation of the participants. 

-Task-oriented / learning by doing. Significant trainings involve a design reproducing activities / 

situation as close as possible to those that will be encountered on the field by participants. 

Going through these, will not only make trainees more proficient, but trigger self-perceived 

proficiency about their professional capacities, and thus, empower them. 

- Never start with so-called “theory” let theoretical explanations and further reading 

information become a by-product of hands-on experience. In this manner, knowledge will not 

be a “mind-only” experience but an integral and significant one when based on actual 

experience.  

- Design activities in a step-by step sequence linked to the expected professional profile’s 

tasks. For instance, if listening and coaching will be part of the training, active listening items 

should be practiced one by one, and a sensible coaching sequence should be practiced step by 

step in order to be assimilated. 

- Plan for paired, small groups, and individual activities to take place in each session. Take into 

account Howard Gardner’s Multiple Intelligence model to cater for every type of learner, and 

plan for a diversity of supports, group formations, and activities. Ensure physical movement; it 

is convenient to all, but specifically for males to keep motivated.   

And remember: planning for a lot to be done in short time is not as productive as doing less 

but in depth; LESS IS MORE!    

  



 

 

Safety concerns 

 

Available research suggests that online technologies are used by the perpetrators to control, 

stalk, and abuse women in the context of domestic violence. The use of information and 

communication technologies to coerce and control in domestic violence and following 

separation(Hand, T., Chung, D., & Peters, M. (2009) necessitates the urgency of building safety 

practices in places during e-counselling in order to avoid this.  

Domestic violence perpetrators can use such technologies in abusive and harmful ways to 

monitor and harass their current or former intimate partners (Southworth et al. 2007 cited in 

Hand, Chung and Peters, 2009:5-6 ) Some of the  main areas are:  

• Computer monitoring software 

• Keystroke logging 

• Instant messaging and chat rooms 

• Checking browser history 

• Email tampering 

• Camera surveillance 

 

For example, computer monitoring software (also known as “spyware”) programs are 

advertised as products enabling people to ‘easily spy on your spouse’. There are many 

different types of spyware, some can be freely available on the Internet; “most record all 

computer activities. Some of these software programs ‘take pictures’ of the computer screen 

every few seconds. Any attempts to delete the Internet browser history and/or emails will be 

recorded (Southworth et al. 2007).”Woodlock’s research findings (2016) also identify the use 

of technology to facilitate stalking and other forms of abuse by the perpetrators such as 

gaining access to mobile phones in order to monitor the woman’s contact with services, 

friends, etc. Abusers might go through the browsing history of a computer, might have cracked 

the passwords of laptops or emails, and may be regularly checking on survivors’ accounts etc. 

Thus, the professionals working with survivors need to be aware of the potential of these 

abusive activities and also need to discuss these with the survivors in terms of what they can 

do to ensure their safety. 



 

Survivors might be under the perpetrator’s electronic surveillance 

without knowing it through the use of ICT, both while living together them and following 

separation as well(Hand, Chung, & Peters, 2009 ). 

 

Technology-facilitated sexual violence (TFSV) 

Similar concerns are raised in cases of sexual violence as technology-facilitated sexual violence 

(TFSV) entails a range of behaviours where digital technologies are used to perpetuate both 

virtual and face-to-face sexual harm. These might include a range of behaviours such as 

“online sexual harassment, gender- and sexuality-based harassment, cyber stalking, image-

based sexual exploitation, and the use of a carriage service to coerce a victim into an 

unwanted sexual act”. (Henry, Powel, 2018). As sexual abuse can be facilitated through 

technology, this raises questions in terms of the safety of the survivors in using online means 

to access services as perpetrators might have instituted spyware or other measures to further 

the abuse. Also, it might be hard to facilitate online technological counselling if it brings to 

mind experiences of technology-facilitated abuse. 

Safety mechanisms: selected best practises 

The following tips for women’s domestic violence workers and women’s advocates aim to 

provide a list of activities which could be undertaken as part of safety planning with women 

who are at risk or who have experienced domestic violence, with or without the use of ICTs. 

Even if women have not experienced domestic violence perpetrated with ICTs, we recommend 

that workers discuss these issues with women, to inform them about actions to be alert to. 

The following tips  are  largely based on Southworth et al. (2005, pp. 12–14) ‘Tips for 

Advocates’ as adopted by Hand et al (2009:15-16) and The Safety Net Project of the National 

Network to End Domestic Violence (USA) https://www.techsafety.org/resources/ Please, visit 

these resources in order to be fully informed.  

 

 

 

 

 

https://www.techsafety.org/resources/


 

Telephones (landlines, mobiles, cordless) 

• Talk with women about screening (and possibly recording, where this is legal) 

calls with an answering machine. 

• When telephoning women at home or on their mobile telephone, block the ID 

of the agency, so that the perpetrator is unaware of who is calling (as this 

information will appear on an itemised telephone bill). 

• Encourage women to block their caller ID by calling the phone company, 

however, even with a blocked ID sometimes the number will be displayed. 

• Alert women that joint phone plans with the perpetrator may give that person 

access to phone features and calling log information. It might be better for 

women to use a new/different phone. 

• Itemized phone bills may be monitored online by the perpetrator so encourage 

women to contact phone carrier to change the password to the account in 

order to prevent it from wrongful access.  

• Inform women that cordless phones can be easily intercepted by various means 

such as other cordless phones, baby monitors and scanners that they should 

always unplug the base unit and they should never use these phones to have 

confidential communications. 

• Encourage women to use passwords or phrases for identification purposes 

when communicating by Teletypewriters (TTY). 

• Encourage women who use TTY devices to regularly delete the conversation 

histories. 

• Ensure that domestic violence agencies and women’s shelters provide women 

with TTY devices to use within the organisation. 

• Encourage women to contact their mobile phone provider to enquire whether 

any location services have been enabled. Also, settings such as “show 

all/hidden applications” might find some hidden harmful applications. This is 

because most phones have GPS chips and location tracking abilities which can 

be used to track someone’s location or additional programs might be added.  

• Encourage women to use an alternative phone when making calls related to 

the violence / abuse they are being or may be victims of, if they think that their 



 

current or former partner is monitoring their landline or mobile 

telephone calls, and offer them a telephone to use within the organisation. 

• To ensure that software is not installed on mobile phones, women should 

perform a ‘factory reset’ (see instruction manual) to wipe out any installed 

software. However, it should be noted that this action also wipes out all 

contact information and SMS messages.  

 

Locations and surveillance 

• Assist women to locate a police officer or mechanic to search motor vehicles 

for GPS devices. 

• Talk with women about the possibility of hidden cameras being installed in 

their homes. 

 

Computers 

• Encourage women to use computers to which a perpetrator does not have 

access.  

• Encourage women to change all computer passwords and login details 

regularly. Encourage the use of passwords that cannot be guessed by the 

perpetrator. Passwords and login details might need to include numbers, 

letters, and symbols. However, if the computer is being monitored by means of 

spyware, then a non-compromised computer needs to be used. See below 

more discussion on spyware. 

• Talk with women about regularly deleting their computer history files. 

 Remind women to log out of the program when done. 

• Talk with women about the dangers of opening email attachments from a 

perpetrator when using their personal computer. Such attachments could 

contain viruses and/or spyware(a monitoring software which can be installed 

remotely through an email attachment). 

• Explain to women the dangers of spyware and keystroke logging devices and 

how these devices may be employed by perpetrators to monitor women’s 

computer activities. 



 

• Encourage women to set up a new free email account (such 

as Hotmail or Gmail) and talk to them about the dangers of opening this email 

account from a computer to which a perpetrator may have access. 

• Encourage women to search suitable solutions for themselves on the Internet 

through a search engine, such as Google. 

 Encourage women to delete regularly their browsing history. 

 Discuss with women to download security software or anti-malware software 

into the device they use to strengthen their security. 

• Advise women that, if their workplace has information about them on the 

Internet, they should check with their employer about having this removed at a 

time when their safety is at risk. 

• Women should be advised to check with their financial institution(s) to ensure 

that their former partner cannot access their account through telephone or 

Internet banking. This is critical as the woman’s new address could be recorded 

on Internet banking files. 

 

When the survivor is a mother and the children live with her, the electronic surveillance of 

the perpetrator might be done through children so it is important for survivors to be aware 

of this.  

 

Safety planning: children and ICTs  

• “Ensure that children do not have their addresses/ locations on any social 

networking site which could be accessed by a perpetrator.  

• Talk with mothers and children about how the children’s mobile phones could 

be used to get information that compromises safety.  

• Get children to change passwords on email and other web accounts to reduce 

the possibility of the perpetrator accessing their email accounts” (as indicated 

above, his list is largely based on Southworth et al. (2005, pp. 12–14) ‘Tips for 

Advocates’ as adopted by Hand et al (2009:15-16)).  

 



 

Some considerations when using online/distant technology for service 

provision 

Is the platform safe? 

You need to consider the safety of the platform you are using, as any technology can be 

hacked. How easy can it be for someone to hack the platform to have access to the 

conversations taking place?  

Are the data accessible by other people outside the agency?  

Services provided through a third party, could allow others outside of the agency access to the 

information shared on or through the service. Agencies need to know how and what their staff 

has access to. When selecting a service, know exactly what information is collected and for 

what purpose. 

Is there a possibility to keep records based on the technology used?  

As records may be released to law enforcement or to an attorney through a court order or 

subpoena, it is very important to know if the service you have selected allows record keeping 

of any kind. Also, it is important to know if these records once they are deleted by the clients 

and the agency, permanently disappear or some further action is needed from the service 

provider. Consider developing a protocol in terms of record keeping, taking into account the 

legal context of your country as well as protecting the confidentiality of the service users.  

If there exists a possibility of a breach of confidentiality, conversations should not be recorded. 

They should be deleted immediately along with contact information (if the contact is through a 

hotline). Agencies should not retain the phone numbers or the conversations. Do not store any 

information. 

Any email sent by a survivor should not be kept longer than needed, it should be deleted as 

soon as possible so as not to keep offering the possibility to a third party to identify 

confidential information. This should include clearing the “sent” and “deleted” folders too. 

Is someone impersonating the survivor? 



 

Online/distant technology allows the danger of impersonation. It might 

be useful in order to ensure the identity of the other person and avoid impersonation to create 

a code word or phrase.   

Some additional online safety tips for victim service agencies 

 

1. Add a safety alert header to your website.  It can be at the top of every page on the 

agency website, because you never know which page a survivor will visit first. Decide 

what will the safety alert contain: It can be something like the following: 

 If you are in danger call the police (provide number) or use a safer computer or call your 

local helpline (provide number). 

Include an emergency ESCAPE button that redirects the web browser to a less risky 

content by linking it to a random website such as weather or news that loads quickly.  

An Escape button allows a survivor to switch to a random webpage quickly if someone 

enters the room. However, it does not delete web browsing history.  

2. Remove email addresses from the agency website and use web forms 

instead. Web-based contact forms are often safer for survivors to use since the 

communication happens within the website (instead of through the survivor’s email 

account where the emails might be monitored by the perpetrator).  The form could 

include questions about the safety of reaching back out to them. The above are 

adopted from The Safety Net Project of the National Network to End Domestic 

Violence. Please visit:  https://www.techsafety.org/agency-website-safety-tips  for 

additional tips. 

A Things to do list for Agencies (Southworth, et al 2005):  

 “Revise organizational communication, records, and confidentiality policies to 
include technology security issues.  

 Update organization website safety information for victims searching for 
support online. Also, ensure that your website is accessible to all survivors, 
including individuals with disabilities who use assistive technology such as 
screen readers.  

 Create organizational policies that address how (or if) to respond to emails 
from victims. When reviewing policies, consider the possibility that abusers 

https://www.techsafety.org/agency-website-safety-tips


 

may be monitoring the victim's email account or computer, so 
policies should focus on how to increase safety and always provide informed 
consent.  

 Increase victim safety by securing survivor data. Only store victim information 
on computers that are not connected to the Internet or networked to the 
Internet. If using an Internet-based database for victim records, designate a 
computer to use only for that purpose. To minimize hacking and SpyWare risks, 
do not store other victim files on that computer or use it for email or Internet 
browsing.  

 Given that abusers work in every field and some are extremely skilled in using 
technology, evaluate data collection and sharing policies to keep victim data 
out of the hands of stalkers, abusers, and members of the public”.  

Strategies for Advocates (Southworth, et al 2005):  

 “Identify training opportunities on technology investigation, computer 
forensics, or prosecution, and attend these trainings with law enforcement or 
prosecutors from your community. Many states have computer crime units or 
prosecutor associations that may be available to support and train local 
jurisdictions.  

 Identify the police and prosecutor technology crime specialists. If the 
community does not have a technology unit, identify officers and prosecutors 
with technology experience. Discuss how law enforcement process digital 
evidence and conduct investigations.  

 Work with law enforcement to identify what evidence is needed, so advocates 
can work with survivors to document the necessary information. Encourage 
officers and survivors to discuss how the investigation will impact the victim's 
life. For example, if a victim's computer is seized, it may be possible to 
duplicate the hard-drive and return it quickly.  

 Work with the legal system to identify the state laws that could apply to 
emerging technology strategies of stalkers. Some stalking laws only include 
electronic communication devices, so prosecutors may need to use 
eavesdropping or other statutes to address some crimes.  

 Ask that prosecutors discuss the potential consequences with a survivor of 
pursuing a technology related criminal charge compared to a domestic violence 
or stalking charge, so that she remains informed of how potential media 
coverage and evidence collection practices might impact her life. For example, 
national and international media covered the Michigan SpyWare and the 
Wisconsin GPS stalking cases.  

 Join community committees discussing Internet publication of court or voter 
records and advocate for privacy provisions for survivors”.  
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The Safety Net Project of the National Network to End Domestic Violence (USA), develops 

resources and information on the use of technology for agencies and survivors of domestic 

violence, sexual assault, stalking, and trafficking. On their web page they have toolkits that 

contain a variety of information that can be helpful for victim service agencies as well as 

survivors. https://www.techsafety.org/resources/ Please, visit these resources in order to 

be fully informed. 
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