
Learning unit 5: 
Carrying out the counselling & 

analysing the report
WP5: FLOWS training for practitioners



AGENDA
LO 5 - Counselling interview and report

1. preparation
• Adapt the language and intervention to the participants - we are not all the same.
• Gather background information and past experiences.
• Set realistic expectations for the counselling session.

2. conducting the counselling session
• Look for suitable times and rooms to conduct the counselling session.
• Consider the counselling session as a tool for self-awareness.
• Explain the FLOWS tool, its possibilities and limitations.

3. feedback
• Provide interactive, dynamic, positive and constructive feedback.
• Link the results to training and/or employment opportunities.



LEARNER OUTCOMES
By completing this learning unit, you will gain an understanding of the structure of counselling 
sessions:
- What background information you need to gather to conduct the counselling session.
- How to prepare the counselling session and use the tool's report.
- How to inform participants about the results obtained in the report?
- How to link the results to training and/or employment opportunities?

You will also be able to
- Tailor the counselling session to the participants
- Interpret the results independently
- Provide interactive, dynamic, positive and constructive feedback
- Link the results to training and/or employment opportunities



FLOWS TRAINING FOR PRACTITIONERS

LO 5: Conducting the consultation and analysing the report



Preparation (1)
Before the start of the consultation:
1. Find a quiet and comfortable place to conduct the introductory meeting.
2. Adapt your language and approach to the participant in order to build trust and ensure 

clear communication. And don't forget: listening is key!

*It is important that participants feel safe to speak honestly about
past experiences, whether positive or negative.



Preparation (2)
Gather background information:

1. Identify areas of career uncertainty and participants' strengths or talents.
2. Talk about educational or career options that participants have thought about...
3. Discuss background information in detail.
4. Inquire about previous "assessment" experiences and show empathy.
5. Make a note of any important information you have gathered so that you can 

address these points during the counselling sessions.



Preparation (3)

1. Encourage participants to formulate three or four questions/goals they would like to discuss in relation to their 
career. 

2. Ask the participant to discuss any barriers they see in relation to education, training or employment.
3. If necessary, ask further questions about specific causes for external reasons that cannot be influenced by the 

participant's actions/will. 
4. If the participant is struggling to ask questions, try to recognise and clarify the broad outlines of their professional 

problems or concerns.
5. This is a good time to show empathy and reflect on feelings. Check the participant's understanding and ask them to 

rephrase their questions to create a satisfactory list.   
6. Write down the three or four questions you will work on in the future. 

Set realistic expectations for the orientation session



Preparation (4)
Career counsellors should consider these points:

1. Do you have a good understanding of the participants' background?
2. Have you planned enough time for preparation?
3. Have you ensured that the client has understood the process?
4. Have you explained to the client how the information will be used and have you obtained 

their consent?



Carrying out the survey (1)
Before you start the survey:
1. Find a quiet and comfortable place for the interview and make sure that you provide all the necessary 

resources for the participants: PC/Internet, headphones, quiet, privacy, etc.

2. Make participants aware of how the information obtained will be used.

3. Consider the survey as a tool for self-knowledge and not as a "test". It is about everyday activities and 
competences and therefore there are no right or wrong answers.

4. Explain how important it is to be honest when answering the questions to ensure the validity of the results.

5. Explain to participants the process after the survey: you will analyse the results together to find the best 
options.



Carrying out the survey (2)
Explain the FLOWS tool, with all its possibilities and limitations

1. Although we aim for spontaneous interaction in the survey, it is important to give a brief explanation of the 
tool: categories asked for, activities and their relation to specific competences. 

2. Explain the purpose of the FLOWS tool and ask participants to describe what they hope to gain from 
completing the assessment.

3. Listen to any questions participants have about the tool (including practical questions) and address them 
before they start the survey.

4. Include participants' questions in the feedback session.



Participants work with the FLOWS tool



Feedback (1)
Counselling session after working with the FLOWS tool

1. Watch this short TedTalk on "The secret to giving good feedback" (Renninger, 2020): 
https://www.youtube.com/watch?v=wtl5UrrgU8c 

2. Pay attention to possible fears in connection with the assessment results
3. Emphasise the interactive nature of the feedback session and encourage participants to 

actively participate.
4. Remind participants that there are no right or wrong answers and that the evaluation of the 

survey is only ONE source of information to get closer to finding suitable employment.

https://www.youtube.com/watch?v=wtl5UrrgU8c


Feedback (2)
Consent of the participants

1. Explain that the results can be a good decision-making aid.

2. clarify how and where the report will be stored and for how long

3. observe the GDPR and the data protection guidelines of your organisation 

4. point out to the participants again that they can withdraw their consent at any time. 



Feedback (3)
FLOWS tool for practitioners: Where to find the participants' results
Example test account in EN: https://dev.flows-project.eu/
User name: flowstestpractitioner
Password: flowspractitioner2023

You will receive your personal account for the 
German version during the training. 

Click on the completed tasks, as shown in the illustration, to access the 
report. 
In the report you will see the summary of the results, starting with the 3 
highest rated competences for each macro category. Then go through 
these top 3 competences (last column), but also note the competences 
ranked below.

https://dev.flows-project.eu/
https://dev.flows-project.eu/
https://dev.flows-project.eu/
https://dev.flows-project.eu/


Feedback (4)
The FLOWS Tool Report provides 2 types of information:

• Top 3: Shows the three competences for each macro-competence that someone - according to the survey -

has developed the most. It also contains a description of each competency as well as the activities and job 

opportunities associated with it.

• Raw data report: Contains the list of questions to which the user has responded, with the date of completion, 

the answer chosen, the score awarded for that answer and the time taken to respond.



Report
Here is an example of an 
Irish report.

The top 3 competences 
are highlighted in the last 
column. 

In this case also a 4th 
competence, as this is 
very close to the top 3.



Report

Put things in perspective:

Here you can see the results of 
the macro-competence
"Communication".

Focus on the positive aspects and 
point out that competences ranked 
further down can also have a high 
score.



Report
Emphasise how important
transversal skills are, 
such as "dealing with difficult 
situations", and try to 
encourage participants to think 
about 
how and when they acquired 
important competences, such 
as 
"conflict resolution".



Report
Don't forget: all these skills and 
competences have been learnt in 
everyday life, but are of great importance 
in the working world!

For example, the more your participant 
"plans events for friends", the more 
experience she has already gained in this 
area. 
Perhaps you would make a good event 
manager?



Time for an exercise:
Use the results of your own report to get a feel for a feedback session.

1. What was your first impression of the FLOWS tool?

2. Did you find the introduction and the process clear or did you have difficulties with the input? 

3. Share the results of your own test with your seat partner and try to make good suggestions or highlight the other 
person's key findings.

4. Do the results reflect what you consider to be your strengths and do they relate to your previous experience?

5. What would you change about the tool?

6. Do you think the tool is suitable for your target group? If not, what would you need?



Raw data report
In this table you can read individual 
answers and compare them with 
previous entries. 

Example:
Your participant plans when he is going 
shopping, creates a shopping list and 
uses his calendar VERY OFTEN.

Someone is good at planning!
And this is an important skill that many 
employers are looking for. 



Report & feedback discussion
Ask the participants about any difficulties they may have in completing the tool.
Ask participants in advance what they expect from the results.
Choose the assessment results carefully and start with something positive. Then gradually 
move on to more difficult areas.
The interpretation should be easy for the participants to understand. Ask them to confirm the 
assumptions or adjust them if necessary. Listen carefully as you do so.



Report & feedback discussion

Give interactive, dynamic, positive and constructive feedback.
Use open-ended questions such as "How does this fit with your self-image"?
Ask participants to give one or two examples of each key outcome of the 
assessment. Discuss each example and its implications.
Use non-verbal communication such as nodding or smiling to acknowledge the 
participants' interpretation and examples.



Report & feedback discussion

Don't just leave out a test result because it seems difficult to address. Every career 
counselling result can be made constructive. 
Use the transformation of negative results into constructive counselling results to help 
participants avoid certain career paths.
If participants score very high on a skill, ask specifically if they would like to enter a profession 
where working with that skill makes up a large part of the working day.
Do not jump to conclusions and always remember that the FLOWS tool is only ONE way of 
assessing competences.



Report & feedback discussion
Conclusion of the discussion:

Ask if the participants have any questions and summarise what they took away from the session.
Check whether participants would like to go into more detail on some aspects.

Remind participants that they can contact you at any time if they have questions about the feedback or the storage of 
their results.
Remember to document the consent form, which will serve as your starting point for the next session.

After the feedback session, it is important that you keep a record of the key points discussed, the key findings and the 
agreed next steps. This will help you to remember the agreements made during the session at a later date.



Exercise
Turn the following sentences into positive ones:

• You are bad at... ___________________________________
• You should concentrate on... ___________________________________
• You should not work in a place that ... ___________________________________
• You should not pursue a career in the field of ... ___________________________________
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Thank you for your attention!




