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1.

Step-by-step guide for the use of
the Non-For-Lesl tool

This document is addressed to all students who would like to obtain an ofcial
recognition for the competences and knowledge acquired outside the ofcial
learning channels (e.g. the classroom). This recognition is possible thanks to the
open educational resource validation tool MyKey, developed in the framework of
the Non-For-Lesl Erasmus+ project and described in the following pages.

2.

What is the Non-For-Lesl project?

The Non-For-Lesl project, funded by the European Commission in the framework of the
Erasmus+ Programme, Key Action 2 - Strategic Partnership, aims at preventing Early School
Leaving through the recognition of knowledge, skills and competences acquired through nonformal and informal learning (see glossary for explanation). Those skills are usually
underestimated, even though they can have a crucial role in each student CV while applying for
an internship, choosing a school, entering the labour world, etc. The preliminary step is the
recognition of those «informal» skills by «formal» evaluators, namely teachers, who usually are
involved in assessing the skills acquired through formal learning. The recognition of those skills
acquired through non-formal and informal learning - usually referred to as extra curricular
activites - is now possible thanks to the availability of MyKey and can be used by both students
and teachers. The tool, based on students' learning needs and drawn away from subject
boundaries, will be used in addition to the assessment procedures. It contributes to the efforts
for reducing Early School Leaving and improves students' performance in schools. The tool is
available at the following link: www.my-key.online
In order to compare formal, non-formal and informal learning, it has been necessary to nd a
common element or – even better – a direct link. The tool identies this common link in the
strategic competences acquired through formal, non-formal, and informal learning, called key
competences.

What is the nonforlesl project?
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Now that the aim of the tool is explained, it is time to start using it. With the tool you will be able
to:
create your own prole and your own avatar;
choose an extra-curricular activity belonging to non-formal or informal learning;
upload a brand new extra-curricular activity belonging to non-formal / informal learning;
link the chosen activity with a specic key competence;
upload proof attesting the competences acquired.
In order to carry out all the activities described above, it will be necessary to undertake the
following steps:
activation of your account and creation of your avatar;
connection between extracurricular activities - key competences acquired;
upload of proof attesting the competences acquired.
The recognition of non-formal learning – through the reference to the key competences – is now
possible. It is now time for the teacher to take action. Stating the extracurricular activities carried
out and uploading a proof is not enough. Assigned teachers for each school will be asked to
assess and verify the entries uploaded, ofcially recognizing the skills acquired through nonformal and informal learning.
The certicates will represent a kind of «parallel curriculum vitae» – attesting your competence
in art, digital technology, communication, etc. – and can be used while nding a job, applying
for an internship, etc. But most of all, thanks to the recognition of those skills acquired through
non-formal and informal learning, students who have difculties with formal learning will have
an important and additional motivation to not leave school.
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3.

How to use MyKey

Step 1: CREATION OF YOUR ACCOUNT AND AVATAR
3.1.1 Login
First, you have to go to the tool's website.
This is the rst image you will see. If it is the
rst time you enter the tool's website, you
will be asked to create a new account with
your related avatar. There, you can choose
your preferred language.

3.1.2 Creation of an individual avatar
An avatar is an image which might represent you. You can choose between a plausible or a fancy avatar.
3.2.3 How to create the avatar
The Avatar can be created according to the
following criteria:

3.1.4 Face/ hair / clothing / accessory
Here there are some examples of how your
avatar can be modied by making some
elements similar to the reality or to the ideal
image you would like to have. When you
feel satised with the image of your avatar,
click on «Finish».

Face

Hair
How to use mykey:
Creation of your account and avatar
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3.1.5

Information for thelogin
Once you have chosen your avatar, it is time
to insert the details which are necessary for
the login. You can see the necessary
information in the image below. Once you
have lled in the elds, click on «Register».

3.1.6

Finalize the avatar
Congratulations, you have created your own
avatar for the Non-For-Lesl tool. Now you
can click on the bold sentence «Click here to
log in» and start developing your prole and
document your activities, skills, competences and knowledge.

Step 2: Connection extracurricular activities
key competences acquired
3.2.1

Time to start
Once you have nalized your prole, you will be redirected to the page below. In the
upper left, you will nd the «about the project» button; by clicking on it, you will nd
more information about the project. Furthermore, you can choose from different
languages.

It is now time to add your extracurricular activities which will be evaluated by one of
the assigned teachers later. In the upper right corner you can see ve icons. If you click
on the «house» you will be directed to your front page. In order to add your
extracurricular activities, click the «plus» icon on the top and then you will be redirected
to an assistant which will help you to add your favorite activities.
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How to use my key:CONNECTION EXTRACURRICULAR
ACTIVITIES - KEY COMPETENCES ACQUIRED

3.2.2

Adding extracurricular activites
It is now time to add your extracurricular activities. You have three possibilities:
(1) choose amongst the proposed extracurricular activities, classied according to
specic categories. For each of the listed categories, you will nd a drop down
menu which includes the activities that are part of that category (e.g. by clicking
on the «sport» category, you will have the possibility to choose one / or more of
the listed activities: volleyball, karate, basketball, etc.);
(2) nd a specic extracurricular activity in the search bar on the right;
(3) add a custom and brand new extracurricular activity which is not part of the list: it
will be added to the list of activities you can choose from.

How to use my key:CONNECTION EXTRACURRICULAR
ACTIVITIES - KEY COMPETENCES ACQUIRED
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3.2.3

Connection activities / key competences
Once you have chosen / proposed a specic activity you do outside normal classroom
lessons, it is time to make it assessable according to the criteria usually used to
evaluate the competences acquired through school. The key competences give you the
possibility to develop an overview for a coherent portfolio of skills, knowledge and
competences.
Now that you know more about key competences, you are able to link each
extracurricular activity to the key competences.
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How to use my key:CONNECTION EXTRACURRICULAR
ACTIVITIES - KEY COMPETENCES ACQUIRED

For each chosen activity (example: computer and console games), you will nd an icon
and an audio registration presenting and explaining each of the key competences.
Now it is your turn to connect the activity chosen to the competences you think it
benets. Each extracurricular activity can be connected to up to 3 key competences.
When it comes to linking extracurricular activities to key competences, there is no
correct answer. We want to challenge your opinion and respect the mechanism behind
your choices (as you will be asked to motivate it). Your choice is not going to be judged
by anybody.

Linking the activity to the key competence is not enough, as you will be asked to give a
reason for each specic connection. You will nd a blank space which needs to be lled
with a reasonable explanation for the assigned teachers who will verify your entries.
You can also write an explanation without submitting it to the teacher but rather taking
some time to think about it: you only have to click on the «save for later» button.

How to use my key:CONNECTION EXTRACURRICULAR
ACTIVITIES - KEY COMPETENCES ACQUIRED
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Well done: you successfully added your own activity to the key competence chosen. To
go on, visit your own prole.

Step 3: your own profile
3.3.1

Edit your prole

By clicking on «Certicate Setup», you are able to choose which activity will appear on
your certicate and which not.
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How to use myKey:
Your own profile

By clicking on «edit prole», you will have access to your prole.
Here you will be allowed to:
write a description of you in the «about me» section. Here, you can present your
ideas, goals, dreams, etc. This way you will be able to enrich your portfolio and
you will have a further «business card» to show, as the «about me» section will
appear on your certicate (section 5);
change your personal information;
change your password.
After submitting, it is time to go back to your prole.

How to use myKey:
your own profile
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3.3.2

Connection activities / school subjects

After clicking on «connect your activity to a school subject», you will be redirected to
the page below. Here, you will have to choose the school subject you think is beneting
from this connection. You can choose from the list of school subjects provided by your
own school. Subsequently, you will have to explain why you think this connection
benets the selected school subject.
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How to use myKey:
Your own profile

3.3.3 Upload of certicates attesting the competences acquired
Once you have linked a specic extracurricular activity to the related key competence
and a school subject, you have to prove that you really carried out that activity. The
best and most common way is obtaining or being awarded a certicate. Other
possibilities are: pictures while you are doing the activity, links to videos, membership
card, etc. So, it is again your turn: you will be asked to upload some kind of le to prove
that you acquired the specic competence through an extra-curricular activity.
Upload proof
Click on the «Upload» icon in order to upload your proof.

Managing evidences
On this page you can manage your evidences.

How to use myKey:
your own profile
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First of all, you can enter an explanation where you can, for example, insert a link to
your own video.

Afterwards you can upload your proof. Remember to name the activity for which you
are uploading your proof. Choosing a name is important as it will be added to your
certicate (see certicate section 4). You can now upload your proof by adding it from
the exact location on your computer. (Supported le types: PDF, JPG, PNG - Max. 4MB).
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How to use myKey:
Your own profile

Uploaded certicate
Congratulations: you have uploaded your proof. It can be downloaded or deleted
whenever you want.

More info / edit activity
Going back to your prole and clicking on «more info / edit activity», you will be
redirected to a page providing you with an overview of your activities: here, you can
delete your activity, modify the chosen key competence and the reason for the link you
made. This can be useful in order to keep your prole updated.

How to use myKey:
your own profile
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Teacher conrmation
If the connection to the key competences has been accepted by the assigned teacher,
000 will appear on your prole. If the connection has been denied, will appear. If
the connection is still unveried,
will show up.
If the connection to a school subject has been accepted by the assigned teacher, it will
be conrmed by the sentence 00000000. If the connection is still unveried by the
assigned teacher, it will show up as 000000. If the connection has been denied, you
will receive an email by the assigned teacher asking you to make a new connection.

4. Mailbox
In the upper right corner, you will nd a letter icon: this is your mailbox. You have the
inbox (collection of received email), the outbox (collection of sent emails) and the
possibility to compose a new email.

This is the easiest way to keep in touch with your teachers, asking them for advice,
help, etc. If, for example, a connection to a key competence or to a school subject has
been denied, you can also ask them for the reason. If a connection is still pending, you
can ask them to verify it.
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Mailbox

5. CertifiCate
In the upper right corner, you will nd the icon of a certicate. By clicking on it, a
certicate concerning your informal learning achievements will be generated for
printing. It contains:
your personal details;
a short explanation of the certicate;
your «about me» section (optional);
the key competences you developed with reference to your activities;
the subjects which are inuenced by your activities;
at the bottom, there is the possibility to get an ofcial recognition by your school.

Certificate
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gLOSSARy
Early School Leaving
Early School Leaving can be dened as a failure to complete upper secondary school, a
failure to complete compulsory schooling or a failure to gain qualications or school
leaving certicates. It often starts in primary school with rst experiences of school failure.
The main reasons to explain Early School Leaving are: transitions between schools or
between different levels of education; insufcient support for pupils to cope with
emotional, social and educational difculties; insufcient teachers' support in motivating
students.
Non-formal learning
This term refers to any organized educational activity outside the established formal system
– whether operating separately or as an important feature of some broader activity - that is
intended to serve identiable learning groups and learning objectives. Though it doesn't
result in a formal degree or diploma, non-formal education is highly enriching and builds
the skills and capacities of individuals. Continuing education courses are an example of
non-formal learning for adults. Girl guides and boy scouts are an example of non-formal
learning for children. It is often considered more engaging, as the learner's interest is a
driving force behind their participation.
Informal learning
This term refers to the truly lifelong process whereby every individual acquires attitudes,
values, skills and knowledge from daily experience and the educational inuences and
resources in his or her environment - from family and neighbours, from work and play, from
the market place, the library and the mass media.
Formal learning
Organized and guided by a formal curriculum, it leads to formally recognized credentials
such as a high school completion diploma or a degree and is often guided and recognized
by the government at some level. Teachers are usually trained as professionals.
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Glossary

Extracurricular activities
Extracurricular activities are those activities, performed by students, which fall outside the
normal curriculum of school oder university education. They can be run by a primary or
secondary school or by externally funded non-prot or commercial organizations. They
can occur inside a school building or elsewhere in the community, for instance at a
community center, library, park, etc. They can also be held outside the school context or
can be directly organized by students (such as independent newspapers). Extracurricular
activities exist for all students and enable them to acquire specic skills, which cannot be
acquired through formal learning. For this reason, they are considered as typical of
informal and non-formal learning.

Key competences
The following table displays the 8 different competences you can allocate your extracurricular
activities to:

Communication in the mother tongue: You can talk and write about your
thoughts and feelings and about facts and opinions. You are able to talk and
listen to people in a way that you understand each other. You can interact
uently and spontaneously in a wide range of contexts (at school, in formal or
informal situations).
Communication in foreign languages: You can talk and write about your
thoughts and feelings and about facts and opinions in another language. You
are able to talk and listen to people in another language in a way that you
understand each other. If you can understand and produce oral or written
messages, you have competences in communicating in that language. You are
able to understand cultural differences.

Key Competences
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Mathematical competence and basic competences in science and
technology: You have knowledge about mathematics; you feel comfortable
with numbers, calculations, algorithms and logical connections. You are able
to identify and solve mathematical problems in everyday situations. You know
how to apply these mathematical skills in your life. You have competences in
other natural sciences like physics, chemistry or biology and technology so you
understand the natural world. You are aware that humans have changed the
world and that everybody is responsible for it. So you know how to use
technology in order to contribute to the world progress.

Digital competence: Digital competence means that you can use Information
Technology condently when you study, communicate or in your free time. You
have ICT skills; you know how to retrieve, assess, store, produce, present and
exchange information with the help of a computer / IT devices. You know how
to communicate and participate in networks via the internet. You are able to
use different media means such as mobile phones, digital cameras, etc. It is a
complex competence ranging from using internet and e-mail communication to
creating and maintaining websites/ softwares.

Learning to learn: «Learning to learn» means organizing and managing your
own learning. This means effective management of time and information. It
means identifying your needs and opportunities, setting your aims and
objectives, identifying the best ways and means to achieve them. You are also
able to use and apply knowledge and skills in a variety of contexts: at home, at
work, in education and training. You know how to increase your motivation and
self-condence. Learning to learn is a crucial competence, which helps us all
fulll our aims.
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Key Competences

Social and civic competence: Social and civic competence helps you
participate successfully in society. Your personal and social well-being
relies on it. Social and civic competence helps you interact with people from
different cultures. It involves understanding the codes of behaviour
customs and traditions from diverse backgrounds. It also enables you to
solve problems and conicts in a positive and effective way. Through civic
competence, you get the necessary knowledge, skills and attitudes you
need in order to be an active citizen and to understand political and societal
events. It facilitates your participation in civic life at all levels: in your
school, at work, in your town, region etc.
Sense of initiative and entrepreneurship: The sense of initiative and
entrepreneurship empowers you to identify the right people, material
resources and means in order to achieve your dream. You put your ideas
into practice, thus bringing an effective change which responds to the
needs of a target group. This skill requires: planning and managing your
idea or project; nding resources and support to its realization; cooperation
with the others; developing creative ways of xing unexpected situations
and problems. Creativity, originality and innovation are the key words for
this competence.
Cultural awareness and expression: This competence involves appreciation of the importance of the creative expression of ideas, experiences
and emotions in a range of media (music, performing arts, literature and the
visual arts). You are very creative in nding ways and forms of organizing
your ideas and feelings. You know how to express them through very
diverse artistic means. You are interested in / are engaged in learning about
your own culture, tradition and cultural heritage, participating in or
organizing festivals, exhibitions, concerts, involving local artists from
different generations in projects, learning about other cultures and sharing
your culture, using artistic methods such as painting, singing, acting,
writing, etc.

Key Competences
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