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UNLOCK STUDENT POTENTIAL
INTRODUCING THE TESTED TOOLKIT

     Dear VET Educators, 
    We know the dedication you have to the success of your students
every day. Working with learners at risk of early school leaving
presents unique, yet critical, challenges.
  The Erasmus+ TeSTED project consortium has developed a
validated, practical toolkit designed specifically for you.
    TeSTED provides you with the mechanism to:

Early Identification, quickly and accurately spot students who
are facing difficulties and are at risk of dropping out.
Offer the tailored, timely personalized support they need to
overcome barriers.
Actively contribute to reducing early school leaving in your VET
school.

Your Role Matters!

Your active involvement in using the TeSTED resources is the key to
transforming these challenges into opportunities. By implementing
this toolkit, you will not only facilitate student integration and
retention but also strengthen your educational community, create a
more inclusive environment where every student feels supported, and
ensure every learner has the best possible chance to reach their full
potential.

Let's transform our work and make a lasting impact on our
students' lives, together!
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Initiation and Planning

Identification of the students at risk
dropout and  collection of the data 

A multidisciplinary team shall be formed.
Specific and measurable objectives shall be defined
Assessment Tools are to be used.
Procedures for applying the questionnaires are to be
established, ensuring confidentiality.
The necessary resources are to be planned.
Students, parents, and staff are to be informed about
the intervention.

Risk assessment questionnaires (socio-
economic and psychometric) are applied.
Data is analyzed to identify students at high
risk.  
 Interviews are conducted with at-risk
students
Teachers and tutors are consulted
Relevant information is gathered from files
and parents

TESTED INTERVENTION MECHANISM

IMPLEMENTATION IN YOUR SCHOOL!

5
PHASE

PHASE

6

Personalized intervention planning   
The individual needs of students are analyzed
Intervention plans are elaborated for the
identified students
The necessary resources are allocated.

Implementation of the  intervention

Personalized plans are applied.
 The implementation and student
involvement are monitored.
Constant communication is maintained
with students, the intervention team,
teachers, and their families.

Revizion and Adjustement
The progress of the students is evaluated.
Feedback is collected from students, teachers,
and parents 
 Intervention plans are adjusted based on
progress and feedback. 

Conclusion of the Intervention
Success criteria are established.
Long-term monitoring is planned.
The intervention mechanism is implemented in
the current activity of the school.
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 Interdisciplinary Teams Collaboration Guidelines 

 

 
Establish Clear Objectives

 
● Begin each project or intervention by defining specific,
measurable, achievable, relevant, and time-bound (SMART) goals
using the provided SMART Objectives Template.
 
● Engage all team members in the goal-setting process to ensure
alignment and shared ownership of objectives.
 
● Regularly revisit objectives to evaluate progress and make
adjustments based on outcomes or new challenges.
 

 
Encourage Open
Communication

 
● Schedule regular check-ins, such as weekly updates or bi-weekly
case review meetings, to keep the team informed and aligned.
 
● Use collaborative tools, such as Teams, Slack, or Trello, to
centralize communication, share updates, and provide feedback.
 
● Establish communication norms, such as preferred response
times and channels, to enhance efficiency and clarity.
 
● Create an inclusive environment where team members feel safe
expressing concerns, ideas, or suggestions.
 

 
Utilize Diverse Expertise

● Form blended sub-groups from the interdisciplinary team based
on specific challenges, leveraging the unique strengths of each
group.
 
● Facilitate cross-training sessions to help team members
understand each other’s roles, skills, and perspectives.
 
● Encourage joint brainstorming sessions to approach problems
from multiple angles and foster innovative solutions.
 
● Rotate team leadership roles for specific tasks to maximize
engagement and tap into varied leadership styles.
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 Tips & Tricks for Effective Collaboration

 

Foster Mutual Respect

 ● Recognize and value the unique contributions of each
discipline, understanding that diversity in expertise enhances
problem-solving.
 ● Encourage active listening during discussions to ensure all
voices are heard and considered.
 ● Create an inclusive environment by promoting equal
opportunities for participation in decision-making processes.
 ● Acknowledge individual and group achievements through
team-wide celebrations, such as monthly recognition events or
shout-outs during meetings.
 ● Develop a culture of gratitude by expressing appreciation for
team members’ efforts, both privately and publicly.

 
Team-Building Activities

 ● Organize skill-based workshops where team members
collaborate to solve simulated interdisciplinary challenges,
fostering mutual understanding of each discipline’s strengths.
 ● Plan regular informal gatherings, such as potluck lunches,
cultural exchange events, or outdoor activities, to build
camaraderie.
 ● Use structured icebreakers at the start of meetings to
encourage openness and familiarity, such as "two truths and a
lie" or team trivia.
 ● Facilitate team retreats that combine professional
development sessions with recreational activities to strengthen
team bonds.

 
Clear Role Assignment

 ● Implement a shared responsibility matrix that outlines each
team member’s tasks, ensuring alignment with their expertise
and the project’s goals.
 ● Assign roles transparently to promote accountability and
clarify expectations.
 ● Regularly revisit and update role assignments to address
evolving project needs or to integrate feedback from team
members.
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 ● Encourage team members to document their contributions
and share updates during progress reviews to enhance
accountability and visibility.

 
Conflict Resolution

 
● Develop a step-by-step conflict resolution protocol, including
identifying the issue, assigning a mediator, and defining clear
outcomes.
 
● Encourage proactive conflict prevention by fostering a culture
of trust and openness, where disagreements are addressed
early.
 
● Train team members in conflict management techniques, such
as active listening and negotiation skills, to handle disputes
effectively.
 
● Focus on the team’s shared goals and objectives when
resolving conflicts to maintain alignment and unity.
 

 
Adaptability

 
● Promote a mindset that views challenges as opportunities for
growth and innovation.
 
● Be prepared to reassess timelines, resource allocations, or
strategies in response to unexpected circumstances or feedback.
 
● Incorporate flexibility into project plans by building buffer
times and contingency options for critical tasks.
 
● Schedule regular updates and meetings to discuss progress,
identify potential adjustments, and ensure everyone remains
aligned with the revised goals.
 
● Empower team members to suggest innovative solutions or
changes when facing unforeseen challenges, fostering a
proactive and resilient team culture.
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SMART Objectives Template for Annual Planning

Objective 1: Decreasing the rate of unexcused absence from school by 15%.
Aspect: □ Attendance □ Behaviour □ Performance in class □ Other

S Specific

S – is the goal specific?
(What will it do? Who will
carry it out? What tasks
should be done? What do
we need to complete this
step?)

This objective will
eliminate some of the
early signs of
dropping out.

M Measurable

M – is the goal
measurable? (How will we
know it has been
achieved? How will
progress be monitored?
How will we measure
outcomes?)

We can measure
reasons, cases of
absence and number
of students.

A Achievable

A – is the goal
achievable? (By when?
What could get in the way
of its completion? How
will we
overcome them?)

We can shape
appropriate
intervention means
during the school
year.

The European Commission’s support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the National Agency

and Commission cannot be held responsible for any use which may be made of the information
contained therein.     



R Relevant
R – is the goal relevant to
our general
expectations?

The objective derives
from the school strategy
to combat dropping out.

T Time Bound

T – is the goal time
bound? (How often will
this task be done? By
when will this goal be
accomplished?)

We can establish weekly
and monthly frames for
applying measures and
monitoring results.

Timeline Actions
Resources

Needed
Responsible

Persons
Data Sources

Daily

Weekly

Monthly

School term

School year

Risk Factors Addressed:

Challenges Main target group
Secondary target

group
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Name of student

Age

School/VET center

Risk Indicators Identified 
 indicators 

Tools used

Behavioral Indicators Increased absenteeism

Frequent delay

Relationship difficulties

Sudden changes in
behavior

Disruptive behavior

Health problems

Difficult family situation

Academic Indicators Decreased performance

Lack of involvement in
school activities

Lack of interest in learning

Difficulty keeping up with
the school curriculum

Indicators Related to the
Family and Social Context

Family problems
 

Financial difficulties

Discrimination or
marginalization

Other indicators
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Student At-Risk Reporting Template



Description of concerns
Provide a brief description of the behaviors, or changes you observed in the student
 
 

Communication with Student
Have you discussed these concerns with the student? 
 [ ] Yes 
 [ ] No
If yes, what was the student's response? 

 Communication with Parents/Guardians/Partners
Have you informed the student’s parents/guardians about these concerns? 
[ ] Yes 
[ ] No
If yes, what was their response? 
 

Immediate Action Taken by Teacher
Describe any steps you have already taken to support the student, e.g., offered extra help,
referred them to a counselor, etc.
1.
2.
3… 

Recommendation for Further Action
What kind of support do you think the student needs? 
[ ] Referral to counseling 
[ ] Academic support 
[ ] Socio-economic support 
[ ] Parent meeting 
[ ] Other:

Additional Notes or Comments
Any other relevant information that might help the intervention office understand the
student's situation 
 

Teacher Name

Date
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Student At-Risk Reporting Template
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Background Information

Age of the student

Gender of the student

Course of enrolment

Years of enrolment

Behaviour 1

Occurrence

Duration

Results
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Case documentation template for Teachers

Identifying Risk Behaviours for dropping out

Behaviour 2

Occurrence

Duration

Results

Behaviour 3

Occurrence

Duration

Results



How did the behaviour affect students' performance over time?

How did the educational centre approach the issue?
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Reflective Summary 

End of the Story: Dropout or Success? 



Date and time

Location

Duration

Planned/Ad hoc

Name Title Role

Agenda: Main issues concerned:
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MEETING MINUTES

Meeting Title: 
 
Meeting attendees:



Discussed topics Decision points:

Pending questions: Next meeting:
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Personalized Strategy Template

 Student Name:
 Grade Level:
 Major/Program:
 Date of Birth:

 
Reasons for Concern

 What specific behaviors or academic indicators suggest the student 
 is at risk of dropping out?
When did these concerns first arise?
Have there been previous attempts to address these concerns? 

 
Student's

Perspective

 What does the student say about their academic struggles and future
goals?
Are there any personal or external factors that may be contributing to
their difficulties?
How does the student feel about seeking help?

 
Academic Factors

 What specific academic areas is the student struggling in?001
Are there any learning disabilities or other special needs that may be
impacting their performance?
Has the student been provided with appropriate academic support
services?

 
Social and Emotional

Factors

 Does the student have a strong support system outside of school?
Are there any social or emotional challenges the student is facing?
How does the student interact with peers and faculty?

 
Intervention Plan

What specific interventions are being considered?
Who will be responsible for implementing each intervention?
What are the expected outcomes of each intervention?
How will the effectiveness of the interventions be measured?

 
Timeline

When will the interventions begin?
How often will progress be monitored?
What are the benchmarks for success?

 
Collaboration and

Communication

Which faculty and staff members will be involved in the intervention?
How will communication be coordinated among all involved parties?
How will the student's family be involved in the process?

 
Evaluation and

Adjustment

How often will the intervention plan be reviewed?
What data will be collected to evaluate the effectiveness of the plan?
What adjustments will be made to the plan, if necessary?
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Template
Month Student Progress Report

Basic Student
Information

Student Name

Class/Program

Teacher Name

Date of Report

Date of Initial Referral

Summary of Initial
Concerns

(Provide a summary of the issues identified during the initial
reporting stage) 

Intervention Plan
Summary

Outline the intervention strategies put in place to address the
student’s needs

Individual Support Plan
(ISP)

Academic support 
 

Counseling or emotional
support 
 

Socio-economic support

Family involvement

 Other
 

Description of the
actions taken
 

Evaluate the progress
made in different areas
over the last 6 months

Academic Performance 
 

[ ] Significant improvement 
[ ] Moderate improvement 
[ ] No improvement 
[ ] Declined 
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Attendance

[ ] Regular attendance 
[ ] Some improvement 
[ ] No change 
[ ] Worsened 

Behavioral and
Emotional Indicators

[ ] More engaged in class 
[ ] Some positive changes 
[ ] Still withdrawn or disengaged 
[ ] Behavioral concerns persist 

Socio-Economic
Issues 
 

[ ] Improved (e.g., stable housing,
financial assistance received) 
[ ] Some improvement 
[ ] No improvement 

Others

Communication with
Student

Has there been ongoing communication with the student
regarding their progress? 
[ ] Yes 
[ ] No

If yes, summarize the feedback from the student: 

Communication with
Parents/Guardians/
Partners

Has there been communication with the student’s family over
the past 6 months? 
 [ ] Yes 
 [ ] No

If yes, summarize the feedback from the family

Challenges Encountered
 

Describe any significant challenges that have hindered the
student's progress

Recommendations for
Continued Support

Based on the student’s progress, recommend next steps or
continued interventions)
 [ ] Continue current support plan 
 [ ] Adjust intervention strategies 
 [ ] Additional counseling or mental health services 
 [ ] Additional academic support 
 [ ] Referral to external support services 
 [ ] Other 

Additional Notes
 

Any other relevant information regarding the student's
progress or needs
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