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Introduction  

1. AccessIN project 

 

Although the social inclusion of third-country nationals (hereafter TCNs) has been a key priority for 

the EU and its Member States, persistent gaps in their access to basic services demonstrate that 

additional actions are needed to support integration. AccessIN, or Social Inclusion and Access to Basic 

Services of Third-Country Nationals, will contribute to these ongoing efforts to tackle TCNs' social 

vulnerabilities by focusing on four EU Member States from different European regions: Belgium, 

Germany, Hungary, and Spain. 

AccessIN proposes a series of activities aiming at identifying and reducing barriers to access to services 

via a transversal and multi-sectoral approach that covers five core policy areas: healthcare, housing, 

education, employment, and social assistance. In line with EU's Action Plan on Integration and 

Inclusion 2021-2027, we acknowledge that ensuring inclusion for all and targeted support requires a 

whole of society approach. Our action thus responds to public authorities' interest in further 

improving regulations on access to basic services while working closely with first-line practitioners, 

civil society organisations and migrants to enhance social inclusion. 

2. The aim of this Manual  

 

This Manual summarises the training exercises carried out at the Capacity Building Workshop 

organised by the Menedék – Hungarian Association for Migrants in June 2024 and provides guidance 

for other staff of CSOs and grassroots initiatives that support different groups of migrants. For the 

two-day event, Menedék has developed six Modules aimed at strengthening the capacity of 

participating organisations through organisational development, communication and fundraising 

strategies to better assist third-country nationals to access services and to communicate effectively 

on migrants' rights and eligibility criteria for accessing services. 
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Manual 

  

 
CAPACITY BUILDING TRAINING FOR STAFF OF CSOS SUPPORTING THIRD-COUNTRY 
NATIONALS 
 
 
For Whom? 
 

Among others: CSO staff, volunteers, migrant community representatives, 8-
10 participants per training. 

Duration: 
 

Two days; a total of five 120-minute modules and a 15-minute final section 
(evaluation) with two breaks. 

The resources 
needed for 
implementation 

Suitable venue, computer and Internet access, projector, flipchart, paper, 
pens, markers, presentation facilities, printed information (vignettes and 
other documents). Evaluation questionnaires. 

 

Preparation and 
learning 
environment 

Arrange the room and chairs in a semicircle. This helps to create a sense of 
openness (rather than being squeezed behind tables) and puts the trainer and 
participants on the same level.  
 
The timing of the activities may need to be adjusted depending on the time 
available for the session and the time needed to physically set up the space. 
It is better to make fewer points in the modules but to expand on what is said 
in detail rather than spend time 'delivering' all the exercises. 
 
Before starting, ensure that participants know the procedures and data 
protection during the training. 

 
Module 1: Organisational objectives, development strategies  
 

Introduction 
(trainers) ~15 
minutes 

- Introduce ourselves, briefly describe the AccessIN project and explain what 
it is and what its objectives are. 
- Modules and timing: explain the programme and how we will proceed. 
 

 
Introduction of 
participants and 
warm-up exercise ~ 
60 minutes  

 
Choose a dynamic introduction method and be careful about timing. For 
example, ask the participants to introduce themselves by giving their names, 
but do not say the organisation they represent, but in one sentence, explain 
what their organisation's superpower is that distinguishes it from other 
organisations. If what he or she says fits into the portfolio of others, then they 
have to come up with a new one. The game continues until each participant 
invents something unique.  
 
Thinking through the questions below may help:  

- What sets your organisation apart from others? 
- What strengths allow you to present your activities to a donor 

successfully? 
- What key message compels donors to choose your organisation? 
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During the exercise, participants may also think about the following:  
  

• In what ways do we define our organisation in relation to others? 
What similarities do we share? 

• How do we effectively communicate our activities? 

• What is our view on our target users? 

• Around which ethical considerations do we design our activities? 

• Who represents our organisation's persona, particularly when 
appealing for donations? 

• From whom will we refuse to accept donations or grants? 

• What are realistic goals for our organisation? 

• What is necessary for sustainable operations? 

• How should we approach organisational branding, including naming 
important projects? 

• How can we strategically name our activities to make them more 
marketable? 

Organisational 
SWOT analysis and 
objective ~30 min 

During the exercise, participants will gain insight into their own organisation's 
situation and future opportunities, which will facilitate effective participation 
in the rest of the training and strategic planning. 

 
The aim is to use SWOT analysis to help participants gain a deeper 
understanding of their own organisation's strengths, weaknesses, 
opportunities and threats and to define their organisation's future objectives 
based on the current situation. 

1. Strengths: What does your organisation excel at? What makes them 
different from the rest? 

2. Weaknesses: In what areas do they need improvement? What 
challenges do they face? 

3. Opportunities: What external factors could provide an advantage or 
help the organisation to achieve its goals? 

4. Threats: What external factors could threaten the success of the 
organisation? 

 

Coffee break (10 minutes) 
 

Module 2: Refugee? Migrant? Immigrant? Foreigners living in Hungary  

Presentation: 
Clarification of 
basic concepts ~ 40 
min 

 
The activities of CSOs are shaped by their sponsors, their perceptions of their 
clientele and beneficiaries, who are often defined differently within the legal 
framework. In some instances, these activities can be tailored to serve a broad 
audience, while in others, they may target a more specific, narrow group. It is 
crucial for all organisations to understand the legal context in which they 
operate, as this context directly influences the scope and nature of their 
activities. 
 
Clustering of migration:  
 
1. Length of stay 
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- Short-term (resident): visa-free; subject to visa 
- With residence permit: registration certificate; residence card 
- Long-term (resident): settlement permit; protected person; immigration 
permit; refugee; permanent residence card  
  
2. Residence by title 
- Free movement with the right of residence = EU citizen and family member  
- Third-country nationals holding a residence permit: worker; blue card; white 
card; researcher; volunteer; trainee; contractor; family member; student. 
- Humanitarian residence permit holder: tolerated person; victim of 
trafficking; asylum seeker; stateless person  
- Permanent resident 
- Refugees, beneficiaries of subsidiary protection, temporary protected 
 
3. By residency status 
- Legal migration: entry and stay with a visa; entry and stay with a valid 
residence permit; beneficiaries of asylum, third-country national; EU citizen; 
visa-free entry and stay 
- Irregular legal status: expired and non-renewed visa, residence permit; 
revoked visa, residence permit; undocumented entry 
 
4. By purpose of stay 
- Voluntary migration: entrepreneurs; diplomats; digital nomads; highly 
skilled workers; employees; family members; students 
- Forced migration: asylum seekers; climate migration; asylum beneficiaries: 
refugees, protected persons, asylum seekers 
 
An organisation's mandate is directed toward a specific target group, but if 
that group changes over time or new legal categories emerge and the legal 
framework shifts, it becomes crucial to understand the context in which the 
organisation and its services operate. 
 
Statistical data on the number of foreigners living in Hungary in 2023:  
*Source: National Directorate-General for Aliens Policing  
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Rights are determined by the duration of stay. The longer a person remains in 
Hungary, the more rights they can claim. Individuals with irregular legal status 
have the fewest entitlements. 
 

 
 
Depending on the service (health, employment, housing, education, social 
services), people living in Hungary are at different levels of the spectrum.  
 
Key laws concerning foreigners that should be taken into account include: 
 

● Act XC of 2023 on the General Rules for the Entry and Residence of 

Nationals of Third Countries + cf.: Government Decree 35/2024 

(29.II.)  

● Act LXXX of 2007 on the Right of Asylum + Government Decree 

301/2007 (XI. 9.) 

● Employment: act IV of 1991 (Flt.) + Government Decree 445/2013 

(28.XI.) 

● Temporary protection: general + emergency rules: Government 

Decree 86/2022 (7.III.), Government Decree 104/2022 (12.III.), 

Government Decree 106/2022 (12.III.), ... + Decree 16 of 1963 (Social 

Security Convention) 

● Sectoral rules (social services, education, health care, etc.) 
 
Refugees from Ukraine fall into several groups: 
 
Before 24 February 2022 <-> After 24 February 2022 
 

- Ukrainian citizen coming from Ukraine for 90 days 
- Non-Ukrainian, a non-EU refugee from Ukraine 
- Applicants for temporary protection  
- Beneficiaries of temporary protection   
- Ukrainian citizen with a residence permit 
- Dual national 

 
Main legislation applicable to beneficiaries of temporary protection: 
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● Temporary protection status: 2007 LXXX Act, 301/2007 (XI. 9.) 

Government Decree + 86/2022 (III. 7.) Government Decree.   

● Health care: 2007 LXXX Act, Government Decree 301/2007 (9.XI.) + 

Government Decree 86/2022 (7.III.), Government Decree 171/2022 

(29.IV.), EMMI Special Instruction 9/2022 (11.III.)  

● Employment: the XC Act of 2023, Government Decree 445/2013 

(28.11.2013), Government Decree 35/2024 (29.II.2012) + 

Government Decree 86/2022 (7.III.2012), Government Decree 

106/2022 (12.III.2012) 

● Education: The CXC Act of 2011, + Government Decree 106/2022. (III. 

12.), Government Decree 299/2022. (VIII. 9.)  

● Support: 86/2022 (7.III.) Government Decree, 104/2022 (12.III.) 
Government Decree, 106/2022 (12.III.) Government Decree, 
246/2022 (8.VII.) Government Decree. 

 
+ Hungarian-Ukrainian dual citizen fleeing Ukraine: Government Decree  
86/2022. (III. 7.), Government Decree 104/2022. (III. 12.), Government 
Decree 106/2022. (III. 12.) 

 
Comments, discussion of questions.  
 

Training exercise 
~10-15 minutes 

 
Building on the previous presentation, it’s crucial to consider the target group 
of an organization, project, or service and to identify who we aim to assist, as 
resources are often designated for specific groups. Deciding who to support 
and who to exclude is a strategic choice, as not everyone can be included in a 
single project. 
 
Participants should individually consider which of the categories mentioned 
in the presentation best describes the groups their organisation supports: 

- Beneficiaries of international protection? 
- Third-country nationals from outside the EU? 
- Beneficiaries of free movement? 

    
Comments, discussion of questions.  
 

                                   

Lunchbreak  
 

Module 3: Stakeholder mapping as a tool for strategic planning 

 

 
Presentation ~ 40 
minutes 
 
 

 
What can it be used for? 

- To see the pattern/structure of complex systems consisting of several 
institutions (actors) 
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- To understand the dynamics between the actors under study, power 
relations and the modality of their relationships 

- To determine the position of a specific actor in a specific case 
- To identify the actors we want to involve or engage with in a work 
- To measure the impact of our activity (programme, service, 

communication) 
-  

Dimensions of the analysis  
(the stakeholders can be analysed as follows) 
 

- Their importance (relevance) for a given case 

- Their level of involvement/interest  

- Proximity/distance 

- Impact/influence (bargaining power)  

- Modality of contact (positive/negative)  

- What is the focus?  
      A case/problem  

                    An activity  
                    A social group 
                    An actor (organisation, group, individual)  
 
The analysis matrix 

 
 
Steps of the analysis 

- Definition of the general objective (change) 

- Gathering/identifying stakeholders/interested parties 

- Determine their relative position 

- Positioning in the matrix 

- Identify the interventions/issues in each subset of the matrix 
 
First example 
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Actors: university administration, dormitory administration, foreign students, 
Hungarian students, Student Council (HÖK), etc.   
 
The choice of dimension is an important step determined by the problem. It 
is important to be able to define them in dichotomy (pair of opposites).   
 
Second example 
 

 
 
Comments, discussion of questions.  

1. Training exercise 

~ 40 minutes 

 

 
Depending on the number of participants, smaller teams will be formed, 
though the exercise can also be completed individually. 
 
Materials needed: paper, pen, and post-its. 
 
The group's task is to develop an overarching objective. If done individually, 
this objective could focus on a current challenge the organization needs to 
address. 
For example, assisting a specific client or advocating for changes in the 
legislative environment. 
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The next step involves identifying key dimensions and actors involved. 
 
Once the teams have completed their work, it is crucial to take time for a 
group discussion to share insights from the exercise, explore any challenges 
encountered, and highlight any new perspectives that emerged. 

Summary 
~10 minutes 

Recap of the day’s activities and a preview of what’s planned for the second 
day. 

                                
2nd DAY     

 

Module 4. Organisational cooperation 

 

Warm-up exercise 
~5-10 minutes 
 
 

 
Arrange the chairs in the room so that there is one less than the total number 
of participants. The participants form a team and compete against the trainer. 
The team's objective is to prevent the trainer from sitting on any of the chairs. 
They do this by having a team member quickly sit in the chair the trainer is 
aiming for. The same participant can’t move from one chair to another. As the 
activity progresses, the trainer gradually increases the pace. 
 
At the end of the exercise, it is worth discussing what was needed to make 
the game work well. 

Preparation and 
analysis of an 
organisational 
cooperation map 
~1 hour 20 minutes 

Provide participants with a pre-made "Organizational Cooperation Map" 

template that includes the following elements: 

● Contact points: the names of the collaborating 

organisations or departments. 

● Strengths: the strengths of each relationship. 

● Weakness: weaknesses in the relationships. 

● Opportunities: further cooperation opportunities. 

● Threats: potential sources of conflict or obstacles. 

 

1. Participants should draw up (together if there are several from the 

same organisation) a cooperation map of their organisation.  

2. Participants will analyse their organization's current cooperation 

status using the map as a guide. They should identify areas for 

improvement, explore ways to capitalize on opportunities, and find 

strategies to mitigate potential threats. Participants are expected to 

develop at least three specific strategies to enhance collaboration 

within their organization. 

3. Present it to the large group. Joint analysis. 
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Module 5. Resource development, grant proposal writing, and project 
management 

 

1. training exercise  
~20 minutes 
 

 
What is Project Management? 
 
A set of activities designed and implemented in a specific organisational 
environment to achieve a defined goal, with time, cost, resource and quality 
constraints, which achieves specific objectives and allocates resources to 
achieve them.  
 
Project cycle:  

 
 
Preparatory, planning phase  
Launch, Implementation phase 
Evaluation, Closure  
 
In the next exercise, participants will be divided into smaller teams. Each team 
will receive a sheet of paper outlining the stages of project management, 
along with coloured slips of paper featuring various concepts. The task is for 
the teams to select the concepts they believe are essential for a successful 
project (not all slips need to be used). Additionally, some key concepts are 
missing from the slips, and the teams must identify these crucial elements for 
effective project management. 
 
Materials needed: exercise sheet, coloured slips with the concepts, pen 
 
Discuss the exercise together: each team will tell which concepts have been 
added to which section. 
 
Discussion topics for the conclusion of the exercise: 

• Collaboration within the team 
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• Ongoing reflection throughout the project 

• Planning, indicators, and supporting documentation 

2. Training exercise 
~ 20 minutes 

 
Participants are reorganised into new teams, ideally pairing them with 
individuals they haven't worked with before. Each team is given a task sheet. 
 
PROBLEM STATEMENT: 
Enhancing the quality of housing in a rural settlement in Hungary. 
 
Task: 
The teams are asked to discuss the potential impact of various project plans, 
rank them based on effectiveness, and decide which plan they would support 
and why. 

3. Training exercise 
~30 minutes 

 
Mini Project Plan 
 
Teams are tasked with creating a mini-project plan (this task can also be 
completed individually). It is important to address the following: 
 

- Outline the preparation and execution of a project organised by the 
applicant aimed at strengthening the connection between the target 
group and the local community, as well as preserving and creating 
value. 

- Include support for program-related expenses and the purchase of 
equipment necessary for the program. 

 
Presentation of the organisation: 

• Target group 

• Measurement of outcomes, indicators 

• Project goals 

• Risks and planned mitigation strategies 

• Visibility, dissemination, communication 

• Budget 

• Staff costs 

• Purchase of equipment 

• Material costs 

• Other direct costs, services 

• Indirect costs 

Module 6. Fundraising and communication    

 
Presentation ~40 
minutes 

 
Donation: The Exchange of Values 
 

• Donations can be symbolic: voluntary gestures 

• Or they can be tangible: physical items, money 
 

The method of donation we use depends on what we are collecting. 
 

1. Individual Fundraising - The Most Basic Approach 
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- This is the most common method for fundraising campaigns. 
- Sustainability: Helps convert donors into regular supporters of the 

organization, making it easier to achieve non-targeted contributions. 
 

2. Fundraising through influencers and their followers  
- Demanding in human resources 
- Require a lot of preparatory work (preparing contents, mentoring the 

influencers) 
- It is difficult to engage influencers on politicised issues, such as 

migration in Hungary  
 

2. Sale of products:  
- Merchandise materials: t-shirt, bag, other products 

 
3. 1% campaign  
- Not worth the effort for small organisations 

 
4. Bequest type donation 

Developing a 
fundraising plan ~ 
30 minutes 

Participants should provide a brief overview of their organization's mission, 
goals, and the specific purpose of their fundraising effort, covering the 
following elements: 
 

• Description and objectives of the organisation 

• Fundraising goal 

• Target group 

• Chosen fundraising technique  

• Message and communication strategy 

Additionally, participants should create a straightforward implementation 
plan outlining the key steps of the campaign, assigning responsibilities, and 
setting deadlines. 

Consider the resources required, such as human resources, financial 
resources, and tools. 

Closing exercise 
~10 minutes 
 

 
Preparing a personal action plan 

Participants should develop a concise personal action plan addressing the 
following points: 

• Goals: What specific goals do you want to achieve in your 
organisation by applying what you have learned during the training? 

• Activities: What steps are you taking to achieve your goals? 

• Resources: What resources will you need to carry out the activities? 

• Deadlines: What timeframe do you plan to achieve your goals? 
 

Summary and 
follow-up 
evaluation 

 
- Express gratitude to everyone for their participation and for sharing 

their thoughts with us. 
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questionnaire ~15 
minutes. 

- Emphasise your interest in receiving their feedback through the post-
event evaluation questionnaires. 

- Ensure your commitment to staying connected and your hope for 
future collaboration on upcoming projects. 
 

Lastly, invite participants to share any additional questions or comments they 
may have. Distribute the follow-up evaluation questionnaires for them to 
complete. 
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