STANDARD OF THE PORTUGUESE TRAINING OPERATORS ACCREDITATION SYSTEM

Accreditation Requirements

(No. 2, Article 10, Portaria nº 782/97, 29/8)

1.  Aims and procedures

The direct impact that vocational training has on the end consumer sets it apart from other services.  As well as being a service sought after to address specific needs, it brings about changes in those acquiring it and, as a result, changes their needs.  The quality of a service with such potentialities depends largely on its capacity to accommodate and evolve continuously.

Clearly, therefore, a system designed to validate training quality must be appropriate to its particular features as a service, and avoid curbing or repressing the very factors in which quality may be rooted.

While strict rules based on quantitative criteria can assure training quality by imposing homogeneity and compliance with minimum criteria, they can also lead to stagnation and smother development capacity and creativeness in those designing and implementing training.

In defining the requirements for accreditation, care was taken to identify the drivers of development rather than levellers of organisations and programmes, and to give value to that which raises standards, regardless of standardisation.

The Requirements are intended to

- provide an objective and unique frame of reference to serve as a decision-making guide, based on factors that enhance the quality of programmes;

- orientate training organisations’ activity by establishing transparent rules and practices that are rated highly by the system.

The Requirements are not intended to

- make training activities uniform

- stifle the creativity and originality of training projects

2.  Characterisation

2.1.  General and Specific Requirements

Accreditation requirements (the system’s standards) fall into two categories:

a)  General Requirements – regardless of the training organisation’s sphere(s) of intervention

b)  Specific Requirements – relating to the organisation’s spheres of intervention.

The general requirements, based on factors known to impact on the quality of training delivered by organisations, refer to various categories:

- policy and strategic planning

- management and human resources

- results orientated and continuous improvement approach

- practices and rules of conduct

Compliance with the requirements is verified by applying the system’s assessment criteria to the assessment features submitted by the organisation.

Accreditation in one or more spheres of the training process requires compliance with both the general and specific requirements, except those that have no bearing on the organisation’s training activity.

2..2.  Distance Training

Organisations’ distance instruction capabilities are subject to additional requirements that apply to the Design, Organisation and Implementation spheres of the courses/programmes.  These extra requirements, as well as those relating to the training sphere, must be complied with.

As distance instruction is still an emerging market, with advances in e-learning technology rapidly changing methodologies and support products, far-reaching and somewhat flexible criteria have been adopted.  These will, however, be revised and updated (see point 4).

2.3.  Identification

Each requirement has an identifying number/letter indicating whether it is a general requirement (G) or specific requirement (E), and to which group or sphere it belongs:

X.y.z.

X = G (general) or E (specific)

y = Requirements group (general) or sphere (specific) to which it belongs

z = the requirement reference number

For example:  E1.1. = requirement number 1 of the Diagnosis sphere of training.

3.  Compliance Assessment - Consequences

Compliance with the requirements may be assessed at any time during the Accreditation term and/or after it has expired (for the purposes of renewal), in line with the monitoring procedures of the Accreditation System and CAF III Operational Programmes.

In view of the technical difficulty and practical impossibility of direct and timely verification of compliance with all the requirements (i.e., those relating to the organisation’s performance), some may be considered as fulfilled, provided there is no evidence to the contrary and until such time when the system is able to verify them.

Non-compliance with the criteria can, depending on gravity and timing of the occurrence, lead to the REFUSAL of the Accreditation or Renewal application, WITHDRAWAL of accredited status or REDUCTION in the number of accredited areas.

Requirements relating to assessment aspects that have already been validated by other certification/accreditation systems (e.g. Sistema Nacional de Certificação Profissional, Sistema Português de Qualidade) may be considered fulfilled and not require any further verification.

4.  Assessment and Review 

The results of applying this frame of reference will be assessed, and the requirements themselves are to be revised and updated every two years.  The assessment criteria will include their usability and clarity, applicability, compliance, their impact on the quality, sustainability and professionalism of training, and their impact on the structure of the accreditation universe.

5.  Applications

The requirements apply to all organisations applying for Accreditation, whether first time applicants or accredited providers applying for status renewal.

New applicants:

The present set of standards is applicable to all proposals for accreditation submitted after 1 July 2002.

Organisations already accredited:  

On the date on which their accredited status is renewed, accredited organisations must be in compliance with the requirements in effect at that time, regardless of when the renewal process was initiated or got underway, or the date on which the renewal application was made.

General Requirements for Accreditation

1. Policy and Strategic Planning

The training organisation’s operating policy and strategy must be clearly defined, consistent with its mission, and take into account both the context in which it delivers training and its respective target population.

G1.1.

The activity proposed for Accreditation (development of training or activity in other spheres) must be consistent with the mission of the organisation itself, as stated in its constitution or statutes.

G1.2.

Furthermore, the organisation must demonstrate that its training project addresses the needs of its users, and justify its choice of type of training by submitting the results of surveys or needs diagnoses, conducted by the organisation itself or by other parties (e.g. INOFOR – Sectoral Studies and Training Needs Diagnoses).

G1.3.

The organisation must be able to characterise the context in which its training activity takes place, its users and other stakeholders. 

G1.4.

The organisation must be able to clearly describe its vocation, mission and development strategy, especially in relation to the activity proposed for Accreditation.

G1.5.

The organisation must have a Training Intervention Plan, updated at least annually, which details the context of the activity concerned, and addresses the following areas:

1. development strategy

2. selection of key intervention areas and justification for selection of same (some form of needs identification)

3. projects to be developed within the strategy

4. objectives and goals

5. strategies for funding (the training)

Notes
Regarding G1.5. point 5 above, while budgets and funding applications/plans are not required, the different funding alternatives being considered by the organisation for the training in question must be described.

It should be clearly stated whether the activity proposed for Accreditation is carried out exclusively by the applicant organisation, or whether collaboration agreements, protocols, etc. with other bodies are in place.  In the latter case, details of the nature the cooperation must be provided.

Verification Sources

Descriptive parameters; Statutes/Constitution; Intervention Plans, Training Plans and Programmes.

2.  Management and Human Resources

The organisation must ensure efficient management of the activity proposed for Accreditation, based on solid leadership and clear division of responsibilities among suitably skilled human resources.

G2.1

The organisation must appoint a Training Officer to manage the activity proposed for Accreditation, responsible for:

1. ensuring that the training-related goals stated in the Intervention Project are achieved;

2. ensuring compliance with the Requirements for Accreditation and keeping in contact with the System;

3. ensuring liaison between the training activity and the organisation’s other activities;

4. liaison between senior management/executives and clients/users;

The Training Officer should be recruited preferably from within the organisation.  Any external recruitment must be on the basis of a permanent employment contract.

G2.2.

The organisation’s senior management/executive must provide evidence of their involvement in the activities proposed for Accreditation, liaise with the Training Officer and take a pro-active part in the events organised by or for the System.

G2.3.

The organisation must have an up-to-date organigram showing the training area.

G2.4.  

The organisation must ensure that all staff have the necessary skills required for the work they undertake, in accordance with the requirements for the various spheres of intervention.

The organisation must, therefore, actively encourage employees to take part in skills learning/updating initiatives.

G2.5.  

The organisation must have an established human resources structure, and functions relating to the activity proposed for Accreditation must be based on:

· a minimum body of internal staff (with employment contract)

· a pool of external collaborators, with established structure and interventions that must be verifiable.

The minimum level of internal staffing will depend on the volume of the organisation’s training activity and other aspects of the training (geographical reach, diversity of training areas, target populations), and aligning resources to the proposed goals must be a priority.

G2.6.

The organisation must keep updated records of the qualifications and skills held by staff involved in the activity covered by Accreditation.

Notes

When the activity that is the subject of the Accreditation proposal is not delivery of training, the role provided for in G2.1 above must still be in place, albeit with any adjustments necessary.

Verification Sources

Human resources’ CVs (personnel records); descriptive parameters; the organisation’s documentation to be verified during Monitoring; application forms.

3.  Results-oriented activity and Continuous Improvement

To ensure continuous improvement of its products and services the organisation must be committed to continuous assessment of its performance.  The purpose of corrective measures and improvements must be to raise standards, and they will necessarily entail the review of content, methodologies, instruments and the make-up of teams, with a view to continuously fine-tuning the organisation’s activity to ensure set objectives are reached.

G3.1  

The organisation must promote continuous development and improvement of its activity, and ensure control over the entire process by:

1. compiling a Progress Report (at least once a year), which includes at least the following:

1.1. details of the physical implementation

1.2. results of activities carried out, and comparative scrutiny of outomes against the set objectives (training assessment);

1.3. results and interpretation of surveys among the users conducted to assess their views on the interventions, using pre-set indicators and criteria (in the case of training implementation);

1.4. results relating to coordinators’ and trainers’ performance (or other key-players, depending on the sphere);

1.5. identification of areas/aspects that require realignment/modification, and definition of measures and improvements to be introduced;

2. continuous monitoring to ensure that services are adequately addressing clients’ and users’ needs, employing whichever methods are most appropriate to obtain such information.

3. determining the reasons for drop-out (results should be included under point 1.2. of the Progress Report), by systematic use of the respective procedure.

G3.2.

By way of following-up the procedure described in the previous point, the organisation must regularly review the way in which the activity is undertaken, and introduce any necessary corrective measures and fine-tuning.  The organisation must keep up-to-date records of all such reviews and subsequent alterations introduced.

G3.3.

Corrective measures and improvements should be based on intelligence gathered on changes occurring in the target populations’ needs/demands, and on their views obtained through assessments already carried out.

G3.4.

Whenever outside organisations are recruited to deliver training, the organisation must ensure monitoring and assessment methodologies are applied to the services provided for the purpose of quality assurance.

Notes

In addition to information gathered in the process of compiling Progress Reports, improvements and corrective measures should also be introduced on the basis of the following:

- changes observed in the contexts with which the organisation has contact (e.g. occupations, sectors), and any resulting needs among the respective human resources (in the absence of any other diagnostic references, the scenarios and profiles referred to in INOFOR’s Sectoral Studies could be useful).

- technical and technological advances that can be applied to develop the activity and improve outcomes.

- recommendations originating from within or outside the organisation.

Verification Sources

Intervention plans, training plans and programmes; methodologies and technical tools; monitoring and assessment methodologies; renewal indicators (forms); Activity Progress Reports.

4. Practices & Rules of Conduct

In its dealings with third parties, their rights and interests, the organisation’s conduct must be exemplary.

G4.1.

Equal treatment of all those involved in the training activity must be one of the organisation’s guiding principles (e.g., no discrimination based on gender, ethnic origin, religious belief, or any other factor unconnected with the specific requirements of training).

Furthermore, the organisation’s dealings with all third parties must be based on principles of loyalty, and ethical and correct behaviour at all times.

G4.2.

The organisation must observe all current statutory requirements affecting its activity, including employment and consumer rights obligations, and it has a duty to fulfil all contractual obligations entered into with third parties.

G4.4.

Whenever any such agreements have any bearing on the activity that is the focus of accreditation, they must be in writing and clearly define the role and responsibilities of all parties.

G4.5.

When the training activity involves individual external participants, training contracts must be drawn up with the trainees involved.

Whenever external collaborators (collective or individual) are used, provision of services contracts must be drawn up, specifying and formalising the terms and conditions.

G4.6.

The organisation must have and make public a complaints procedure, which provides for impartial arbitration and feedback to the originator of the complaint.

Instances of any complaints (details of cases how they were dealt with, etc.) must be reported in the Progress Report.

G4.7.

The organisation’s advertising and promotional activity relating to the activity that is the focus of accreditation must conform to legal and ethical principles.  Specifically:

1. all information used must be clear, genuine and not open to misinterpretation;

2. logos from other organisations may not be used unless prior consent has been granted by the organisations concerned, or a legal/contractual basis exists allowing the use of logos for such purposes;

3. no unfounded or outdated acclaim/recognition by external bodies may be referred to.

G4.8.

The organisation must at all times comply with current national data protection legislation and specify, on application/registration forms and training and service provision contracts, the circumstances in which, and for what purposes, information contained thereon may be made available to others.

On such documents it must be stated that personal data (name, address) may be used by the Accreditation System for monitoring purposes, subject to agreement on the part of those concerned.

G4.9.

In accordance with Regulatory Decree 35/2002 of 23 April, the organisation must award vocational training diplomas or training attendance certificates.

Notes

Information about the complaints procedure must include:  person/position to whom the complaint should be addressed; how and when the complaint should be made; who the complaint will be considered by, and how long the organisation has to reply to it.

Information Sources

Processes and tools that support the training organisation and promotion of training activities; views of trainees, trainers and consumers.

Specific Requirements for Accreditation

1. Training Needs Diagnosis

Organisational Approach

E1.1.

The human resources involved must be suitably skilled and there must be team members with training and/or experience in training needs diagnosis, technical training and/or professional experience that is relevant to the subject of analysis and study, and pedagogic experience and/or training

E1.2.

There must be a Coordinator, either an organisation staff member or external collaborator, responsible for ensuring that the project is implemented in accordance with the set objectives.  If the Coordinator is external, his/her collaboration must be on a regular basis and formalised through an employment contract.

E1.3.

The organisation must have a methodological frame of reference, and respective tools, that is consistent with the aims of the training and provides for the requirements contained in the following points.

E1.4.

There must be an effective method of involving the organisation’s senior management and other collaborators involved in diagnostic tasks.

E1.5.

An action plan must be drawn up to schedule the different intervention stages and timetable the assignment of human resources and materials.

E1.6.

The following aspects must be covered in the intervention stages:

1. characterisation of the context to which the diagnosis relates;

2. definition of methodologies and tools to be used;

3.   setting strategies for involving players;

4. intelligence gathering;

5. scrutiny of problems and causes;

6. identification of a situation to serve as a reference source;

7. identification and analysis of deviations/differences from the reference source;

8. setting priorities for action;

9. proposal for the most appropriate solution in view of the needs identified (based on the type of vocational skills to be developed);

10. an anticipatory and/or prospective orientation.

E1.7.

Only reliable sources, as varied as possible (not exclusively surveys), may be used for intelligence gathering, and evidence should be representative.

E1.8.

Review and monitoring procedures/practices must be in place throughout the different stages of diagnosis.

E1.9.

Whenever the organisation intervenes in the Planning and Development spheres, it must be able to demonstrate that the results of diagnoses have made a real impact on decision-making, namely, in connection with the elaboration of subsequent training plans.

Sectoral Approach

E1.10. 

Requirements E1.1., E1.2., E1.3., E1.5., E1.7. and E1.8 are applicable.

E1.11.

In line with the methodological frame of reference to be used, the following sectoral aspects (among others) should be addressed:  the sector’s socio-economic context, analysis of the sector’s jobs and their future prospects from both a quantitative and qualitative perspective, construction of sector development scenarios, diagnosis of training needs and proposals for realigning sector-specific training in the short and long terms, in order to anticipate qualifications and skills demands.

E1.12.

The methodology applied should provide for the results to be presented in a macro/meso perspective, with an anticipating or forecasting approach.

Notes

The renewal or extension of Accreditation (beyond a fixed term) in this training sphere is subject to evidence being provided of the concrete application of the methodologies and tools that were submitted and endorsed at the time accredited status was awarded, and subject to the submission of Reports/Studies on Needs Diagnoses undertaken.

Information Sources

Human resources’ CVs; intervention projects, training plans and programmes.

Technical methodologies and tools; monitoring and assessment methodologies; reports and products of work undertaken.

2. Planning

E2.1

The human resources involved must be adequately skilled, and there must be team members with previous experience in planning and/or training, or with training management experience.

E2.2.

Identified training needs must be taken into account during the Planning process, and reflected in its objectives.

E2.4.

Planning must result in an Intervention (Training) Plan, which must provide:

1. justification for the interventions on the basis of strategy and identified needs;

2. definition of the type of intervention (forms of organisation, modalities, …);

3. designation of each initiative, respective goals and target populations;

4. expected physical (and financial) implementation;

5. definition of the methodologies to be applied in the various training stages;

6. definition of the human resources to be assigned (profiles and identification), both staff and external;

7. identification of the means and resources to be used (logistic support, materials, equipment, training space, etc.);

8. identification of possible partnerships and their respective areas of intervention;

9. identification of the monitoring and assessment methodologies to be applied during and after training.

Notes

The renewal or extension of Accreditation (beyond a fixed term) in this training sphere is subject to evidence being provided of the concrete application of the methodologies and tools submitted and endorsed when accredited status was awarded, in the form of Training Plans with the approved characteristics and scope.

Verification Sources

Human resources’ CVs; intervention plans, training plans and programmes.

Technical methodologies and tools; monitoring and assessment methodologies; reports and products of work undertaken.

3.  Design

E3.1.

The human resources involved must be adequately skilled and there must be team members with basic training or professional experience that is relevant to the fields concerned and who have pedagogic training or experience.

E3.2.

The design must take into account previously gathered intelligence that will shape the final product’s characteristics, e.g., the needs to be addressed, target population’s characteristics, information from previous work, and any statutory obligations relating to the training area in question.

E3.3.

Training programme design must contemplate and address the following: the overall objective, specific objectives, target population, training modality, form of organisation, training and assessment methodologies, syllabus, course loads, material and pedagogic resources, training space and respective requirements.

E3.4.

Programme design must be determined by pedagogic criteria, with consistency between instructional content and the specific objectives and target population, and a balanced and appropriate use of different forms of organisation.

E3.5.

The objectives, benefits and delivery of the instructional support products designed must be appropriate for the target learners and form of training organisation for which they are intended.

E3.6. 

The organisation must identify, in the final product, all sources, titles and authors that contributed in any measure to its design or adaptation.

E3.7.

There must be at least one procedure/practice for reviewing and monitoring design results.

Additional requirements for distance learning design
ED3.2.

Human resources must include one specialist in design methodologies for distance training/learning strategies and programmes, or with relevant experience in implementing distance learning programmes.

ED3.2.

A specific distance training course design methodology should be applied, supported by authoring tools integrated in learning and content management systems.  This methodology must be compatible with the distribution channels and respective pedagogic options.

ED3.3.

The products designed must take into account the learning objectives, structure of distance learning itineraries, structure of instructional units/sequences, and scheduling of skills/learning consolidation and application.

ED3.4.

Instructional content structured for distance training environments must have the following characteristics:

· usability (easy user accessibility)

· quality production (high standard graphics, text, images, etc.)

· autonomy

· capacity to stimulate learning with minimal supervisor intervention

· interactivity (boosts content and user interaction)

· pedagogic sequence (according to constructivist knowledge acquisition logic)

· good internal navigation (guidance and movement inside the content)

· flexibility (adaptable to different learning paces)

· feedback (enabling users to give and receive counselling/comments on their learning path)

- in addition to others factors that heighten involvement/motivation and stimulate learning.

Notes

For the purposes of verifying the above requirements at the award/renewal stage, results (products) of design work already developed must be provided as evidence.

Verification of the general monitoring and assessment requirement in relation to updating content is a determining factor for renovation in this sphere.

The adaptation of products to fit contexts and/or target populations other than those for which they were originally intended may, depending on the extent of adaptation, also be considered design work.

Various specific international criteria and standards for content design and use of platforms are now emerging.  Two paradigmatic examples are: SCORM – Sharable Content Object Reference Model – a collection specifications developed by the US Defense Dept. (www.adlnet.org), and ASTD, which has introduced an E-Learning courseware certification model comprising 19 standards (www.astd.org) 

Information sources

Human resources CVs; intervention plans, training plans and programmes.

Technical Methodologies and tools; monitoring and assessment methodologies; reports and products of work undertaken.

4.  Organisation/promotion

E4.1.

The human resources involved must be suitably skilled, and some team members must have pedagogic experience and/or training, in addition to other qualifications relevant to the type of training and target audience concerned, namely, for participant selection purposes (psychological support, social support…).

E4.2.

The organisation must ensure provision of permanent logistic support (own or outsourced), and all the equipment and pedagogic material required to support the training intervention.

E4.3.

The methodology applied by the organisation when recruiting/selecting participants/players must contemplate requirements and criteria that are appropriate to the training intervention and its consumers. 

E4.4.

The organisation must have the resources and tools for continuous information gathering on training initiative implementation, and must ensure that such data is properly recorded, organised and processed, including by:

1. keeping pedagogic dossiers on each training initiative, the structure of which must conform to the requirements listed in Annexe I (some requirements referred to may be disregarded, but only when the nature of the training would so justify);

2. keeping a computerised record of all training participants and outcomes, and complying with data protection legislation in all processing/management of the information in question;

E4.5.

The organisation must ensure that the most appropriate training promotion and advertising initiatives are selected for the audience targeted, and that the media are used in accordance with the respective general requirements.

E4.6.

When training targets individual external learners, the organisation must provide them with clear information (e.g. in the application/registration forms), before any contract has been entered into, on the following:

1. selection methods and criteria;

2. course and syllabus details, access requirements and objectives;

3. total cost, including conditions for refunds and exemptions;

4. dates and venues of the training and assessment tests (if applicable).

E4.7.

The organisation must provide learners, tutors and other players with additional reference and research resources.  Otherwise, the organisation must be able to provide referral to other sources (Knowledge Resource Centres, etc.).

E4.8.

The organisation must provide, and identify for each project, suitable spaces in which training may take place, and which must meet the following criteria:

1. adequate size and good environmental conditions (suitable lighting, temperature, ventilation and noise levels);

2. good hygiene and safety conditions;

3. properly equipped classrooms, enabling use of support equipment such as video projector, computer, slide projector, etc.

4. suitable and sufficient furniture in good condition;

5. other requirements.

5.1. for practical training sessions, the space, installations and equipment must be suitable and replicate a normal working environment.

5.2. for practical IT training, there must be a minimum of one computer for every two learners and an Internet link in the classroom (when applicable).

5.3. conditions in classrooms used by learners with special needs must meet their requirements.

Additional requirements for distance training

ED4.1.

Among the human resources involved there must be an internal training coordinator/manager trained in coordination/management and organisation of distance education courseware, or with experience of implementing distance training/learning courses.

ED4.2.

There must be a pedagogic mechanism (supported by a technological platform or other alternative) that ensures provision of the following: helpdesk, learning arrangements, registration, distribution/access to course handbooks/syllabus, contact networking (among learners, tutors, managers), distribution/access to pedagogic material, tutoring coordination, counselling and support, feedback on complaints.

ED4.3.

Methods and tools for managing the human resources (distance learners/trainees and tutors) and managing distribution (logistics) of the pedagogic content/material must be used, whether or not supported by technological platforms.

Notes

Renewal or extension of Accreditation (beyond a fixed term) in this sphere is subject to evidence being provided of the concrete application of the capabilities demonstrated.

Exemption from compliance with the requirements is only considered when, in the organisation’s specific circumstances, such compliance would be wholly inappropriate.

The organisation must identify and describe the installations and spaces, whether owned or hired by the organisation, in which the training activity is to take place, and may provide the following:  photographs, plans, video, etc.

When prior identification of the training space is not possible, the organisation must state the minimum conditions required for the eventual selection.

Buildings used exclusively for training purposes – training centres and vocational colleges – must carry out any alterations needed to provide easy access by the disabled, in accordance with the law.

Verification Sources

Human resources’ CVs; intervention plans, training plans and programmes; technical methodologies and tools; monitoring and assessment methodologies; training organisation and promotion support products; logistical support resources for learners and tutors; pedagogic resources, teaching equipment and aids; training space and installations; trainee selection and counselling processes and methodologies;  consultation and development resources available to learners; technical-pedagogic dossier; feedback from learners and tutors.

Learning channels (technological platforms, etc.).

5. Development/Implementation

E5.1.

The human resources involved must be appropriately skilled, and the team must have:

· pedagogic coordinator(s), with pedagogic experience and/or training, whose number must be in accordance with volume of training;

· tutors with scientific-technical training (or professional experience) in the relevant training area(s) as well as pedagogic experience and/or training;

· other staff with qualifications relevant to the training modality, form of organisation and target audience.

E5.2.

The organisation must ensure that development/implementation of training interventions/activities is consistent with its Intervention Plan, and based on high standard content and support products, which are carefully selected according to the criteria relating to Training Design sphere 3.

E5.3. 

The responsibilities of the various players involved in the training development process must be clearly defined and allocated.

E5.4.

There must be systematic and continuous liaison between coordinators, tutors, other technical staff and learners, and the respective methodology and its application (meetings, regularity, reports, etc.), must be recorded in the Technical-Pedagogic Dossier.

E5.5.

The organisation must apply diagnostic and learning achievement assessment methodologies, and methodologies for assessing trainees’ appraisal of training and instructors’ performance.

E5.6.

The organisation must apply methodologies for monitoring learners throughout the training process, namely pedagogic support.

E5.7.

The organisation must comply with the conditions relating to training development, envisaged in the respective design, and identify others and adapt them to the context and target audience.

E5.8.

Whenever planned, the organisation must set up practice periods and respective monitoring and assessment mechanisms, and define selection criteria for suitable host organisations.

E5.9.

Whenever appropriate, the organisation must carry out and record (in the Technical-Pedagogic Dossier) all the measures it can undertake to secure the trainees’ vocational integration.

E5.10.

When training targets individual external learners, the organisation must have Training Procedures, which must be made available to all those involved in the activity.  The Procedures must cover, at least, the areas specified in Annexe II and be relevant, for example, to the form of training organisation.

E5.11.

When training is intended for individual external learners, the organisation must have premises accessible to the public (open door) and a permanent reception/enquiry service.

E5.12.

When training takes place at another location, the organisation must demonstrate that it thoroughly monitors the entire training process, and that the training meets the same standards of quality.  It must, therefore, provide details of:

· the provider responsible or jointly responsible for organising the training, or others taking part in the process, and their respective responsibilities;

· the methodology applied for liaison between the parties concerned, referred to in point E5.4 above;

· how support is made available to learners and tutors at all times is ensured;

· the person responsible for coordination, the time spent on monitoring training actions, and the frequency of visits to the training venue;

· how monitoring learners before, during and after training is carried out.

E5.13.

Procedures/practices for the review and monitoring of the various development stages must be in place.

Additional requirements for distance training

ED5.1

The organisation’s human resources must include tutors trained in distance training tutoring methods and techniques or having practical experience of pedagogic monitoring and counselling of distance training learners/trainees.  There must also be a coordinator that meets the specifications in point ED4.1

ED5.2.

Whatever training model is adopted, it must always be consistent with the pedagogic learning model that is most appropriate for the objectives and target audience, i.e., in mixed models, there must be a carefully worked out and balanced relationship between the classroom instruction and distance learning components.

ED5.3.

There must be a balanced tutoring system tailored to the target audience and type of training concerned, which is explained to participants prior to commencement, and has an efficient and fast feedback mechanism (no more than 48 hours after the learner’s contact/request).

ÉD5.4.

There must be a balance in the tutoring system between the degree of autonomy and interactivity of the materials.

ED5.5.

The tutoring system must also consider student-tutor and student-student interaction, encouragement, support and feedback mechanisms, methods of organising and supervising individual and group work, and learning assessment methods.

ED5.6.

The evaluation system must ensure that the information gathered (test papers/assignments) is reliable and that it used for the purposes of introducing measures to fine-tune training activity.

ED5.7.

The learning support content/products must meet the criteria referred to in ED3.4.  However, some flexibility may be permitted, depending on the tutoring model applied.

ED5.8.

There must be a set of specifications regulating pedagogic services and activities undertaken by the tutors, specifications regulating learners’ individual and group work, and a course handbook.

Notes

Renewal or extension of Accreditation (beyond a fixed term) in this training sphere is subject to evidence being provided that the capabilities demonstrated are actually applied.

All training providers must have methodologies and tools for undertaking diagnostic evaluation and learning assessment, which are consistent with the type of training delivered.  However, these methodologies/tools may not necessarily be used in the course of all training activity (in some circumstances they are not applicable).

Whenever evaluation involving the learners is carried out, the following must be observed:

· the learners/trainees must have prior warning of the evaluation and the purpose thereof;

· the process must be carried out on a basis of equality, fairness and flexibility;

· it must be referred to in the set learning objectives;

· the process must be appropriate for achieving the desired information (acquisition of particular skills/learning).

For validation of distance training, all protocols, agreements and/or contracts with other organisations must be submitted, showing allocation of the training management tasks/responsibilities, with a clear explanation of the contractual relationship between the different partners.

Verification sources

Human resources CVs; intervention plans, training plans and programmes; technical methodologies and instruments; monitoring and assessment methodologies; reports and products of work carried out.  Technical-pedagogic dossier; feedback from learners and trainers.  Distance learning model.

6. Monitoring & Assessment

Organisational approach

E6.1

Human resources involved must be suitably skilled, and there must be staff with experience and/or training in training evaluation, technical training and/or professional experience relevant to the subject of analysis, as well as pedagogic experience and/or training.

E62.

There must be a coordinator responsible for ensuring that the project achieves the set objectives.  The coordinator may be a staff member or external collaborator.  In the latter case, collaboration must be on a regular basis and formalised through an employment contract.

E6.3.

Whenever there is intervention in the sphere of development/implementation, the organisation must define methodologies for monitoring the entire process to ensure that objectives are achieved, and for ongoing realignment of its training with the needs of its clients/users.

E6.4

The organisation must have a methodological reference framework with respective tools that is appropriate for the purpose of the assessment process, which contemplates the aspects referred to in the following points.

E6.5.

A plan of action must be drawn up to schedule the different training stages, budgeting and assignment of human resources and materials.  Training stages must specify the assessment levels to be reached (see Annexe III), objectives, and respective methodologies and instruments.

E6.6.

Trainees and all others involved must take part pro-actively, both during training and after (trainees’ vocational integration).

E6.7.

In terms of training assessment processes, the organisation must analyse the respective outcomes and submit conclusions relating to their compliance with the set (pedagogic, training and project) objectives.

In addition to assessing learners’ reaction and learning (Kirkpatrick’s 1st and 2nd levels of evaluation), evaluation must also address the impact training has on learners’ subsequent behaviour in contexts in which their newly acquired skills can be used – measuring the transfer of acquired learning from the training context to the everyday environment (Kirkpatrick’s 3rd level of evaluation).

E6.8.

Whenever possible, the organisation must diversify methodologies and tools used, and ensure that its information sources are reliable/appropriate.

E6.9.

Whenever the activity entails training development/implementation, the organisation must be able to show that the outcome of assessments undertaken make a real impact on decision-making when subsequent training plans are being drawn up.

E6.10

Procedures/practices for reviewing and monitoring the various assessment stages must be in place.

Sectoral approach

E6.11

The requirements specified in E6.1., E6.8 and E6.10 are applicable.

E6.12

The organisation must have a methodological reference framework that addresses the same areas of analysis as the respective Needs Diagnosis.  It should consider the socio-economic context of the training outcome and its impact on the qualifications and skills that are in need of development, from a macro/meso perspective.  It should also make proposals for updating training interventions.

Notes

The renewal or extension (beyond a fixed term) of accreditation in this training sphere is subject to evidence being provided that the methodologies and tools submitted and endorsed when accredited status was granted are, in fact, applied, and also requires submission of Reports/Studies on Evaluation undertaken.

The Checklist (Annexe IV) should be consulted in connection with the evaluation results being submitted to the accreditation system.

Whenever possible, the players involved in any evaluation work must receive feedback on the respective results.

Strategies to engage players include: meetings, developing partnerships with other directly or indirectly involved players, setting up evaluation committees, creating integration observatories, etc.

Information Sources

Human resources CVs; intervention plans, training plans and programmes.  Technical methodologies and instruments; monitoring and assessment methodologies; reports and products of assignments.

7.  Other Forms of Intervention

E7.1.

Although activities/projects must be connected with vocational training/qualification/integration, they do not necessarily have to be training, provided their purpose is to contribute to and complement the outcome of training (Annexe V).

E7.2.

The human resources involved must be suitable for the activities undertaken, and the organisation must identify at least one collaborator involved in the training implementation, who has relevant skills.

E7.3.

The organisation must have a methodological reference framework with technical tools that are appropriate to the objectives and target audience of the activities/project.

E7.4.

For each activity/project, the organisation must indicate concrete objectives and a means to verify (methodology and associated tools) their achievement, both during the activity (monitoring) and after its completion (assessment).

Notes

Renewal or extension (beyond a fixed term) of accreditation in this sphere is subject to evidence being provided that the methodologies and tools submitted and endorsed when accreditation was granted are, in fact, applied.

Information Sources

Human resources CVs; projects, intervention plans, training plans and programmes;  technical methodologies and tools; monitoring and assessment methodologies; support products for organisation and promotion of the intervention; logistical support resources for trainees and trainers; pedagogic resources, teaching aids and materials; training spaces and premises.

