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I.

Introduction

*Based on the answers given by over 150 respondents from the 5 member countries of VEPA
Project Consortium (VET Planner for Work Based Learning N ° 2018-1-FR01-KA202-047731) teachers, trainers in the field of vocational education and other participants from the educational
sector, we first created the "competence profile of the VET planner". Starting from this, we
developed the present book addressed to trainers of VET Planners and (some sections) to VET
planners themselves. It provides the survey results and the results of the desktop researches and it
is the first guide developed so far, which aims to be a help for the development and improvement
of the trainers skills, in this job whose need is becoming more and more important, that of VET
PLANNER. (Authors)

Vocational education and training (VET) has been around for a long time, but there are still many
misconceptions about what it is and the benefits it brings. Here, we look at some of the common
VET myths and find out the facts about this exciting sector1.
Myth: VET is only for young people
Reality: VET is for all ages
We often think of vocational education as only taking place at school, or in the form of junior
apprenticeship roles. But VET offers a huge range of opportunities for anyone who wants to
continue learning, at any stage of life. For those who have a specific employer in mind, many
businesses are providing their own vocational training to current and potential employees. For
those who want a career change, or to learn more about the potential of their current role, there
are thousands of courses available online and at colleges across Europe that will help you to move
up the ladder. VET can help people of any age to upskill, reskill and get ahead.
Myth: VET is a second choice
Reality: VET should be the first choice for anyone who wants to fast track their career

1

https://ec.europa.eu/social/vocational-skills-week/vet-mythbusting-facts-behind-some-popular-beliefs_en
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Myth: VET limits you to a one-job role
Reality: VET can teach you a range of transferable skills

4

In her speech at the 2017 European Vocational Skills Week, Marianne Thyssen, European
Commissioner for Employment, Social Affairs, Skills and Labour Mobility said, “I want to make VET
a first choice, both for the young and adults who need reskilling.” Indeed, across Europe,
vocational education and training is already a first choice for thousands of people. Taking the
vocational route means you are much more likely to be work-ready from the moment you finish.
You’ll be able to learn all about working life, pick up some vital teamwork and interpersonal skills,
and match your talents directly to workplace demand.

Sure, there are plenty of specialist courses available for people who have a job role in mind - and
vocational education and training is the obvious choice if you have your heart set on a specific
career. But VET doesn't limit you to a single job role. Some of the life skills you will learn when you
follow a vocational path include those associated with personal development, entrepreneurship,
and active citizenship – skills you will be able to use in all areas of life, and take with you to any
number of other job roles.
Myth: VET leads to lower paid jobs
Reality: VET subjects lead to some of the most lucrative roles
Today’s vocational courses are no longer limited to traditional subjects like construction or
hairdressing (although many people do study these subjects and go on to find very well paid
work!) These days, the options are limitless. Most of the world’s most highly paid roles are in
engineering, medicine and IT – and these are all sectors that you can enter through the vocational
route. What’s more, you are likely to find work a lot more quickly than your peers! In February
2018, the Higher Education Funding Council for England (HEFCE), UK, found that graduates who
had chosen “highly vocational” or “fairly vocational” courses had a better chance of finding a wellpaid job, using the skills they had learnt on the course, within six months of graduation.

Glossary of terms. For this Guide, we’ll use the following names :
Teacher

= The one who teaches this course.

Learner

= VET-Planner for Work Based Learning (the teachers for which we produce
this guide).

Trainer

= The person who teaches the theoretical part of the course to the WBL
students. ( E.g: it could be a teacher from VET school who prepares the
students for an internship or apprentinceship in a company).

Student / WBL student / Trainee

= The specialist appointed by the Company to be Master of WBL students
and teach them the practical part of the WBL course, for the job in which
they train/specialize.
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Mentor / Tutor

= WBL Learner / apprentice.
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II.

Curriculum for Training Planners face-to-face

II.1. Planning
Course Plan
Unit 1: Planning
(6 hours = 300 min)
1.1. Introduction (30 min)
1.1.1. Activity 1: Concept of planner
1.1.2. Activity 2: Concept of role-playing/tutoring
1.1.3. Activity 3: Concept of qualifying site
1.1.4. Activity 4. Questionnaire
1.2. WBL planning in the socio-economic context
(40 min)
1.2.1. Activity 5. Work-based learning in vocational education
and training (VET)
Main contents

1.2.2. Activity 6. Questionnaire

1.3. Planning of WBL teaching methodologies (75 min)
1.3.1. Activity 7 : 2.3.1. Preparing for the arrival of the learner
1.3.2. Activity 8 : 2.3.2. Welcoming the learner
1.3.3. Activity 9. Prevent in term of objectives
1.3.4. Activity 10. Questionnaire
1.4. WBL learner training (50 min)
1.4.1. Activity 11. Follow up
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1.4.3. Activity 13. Measuring Evaluations - Measuring Progress
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1.4.2. Activity 12. Means
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1.5. Implementing the WBL path (90 min)
1.5.1. Activity 14. Defining learning outcomes
1.5.2. Activity 15. Questionnaire
Conclusion
Final assessment for unit 1 (15 min)

Target group



Trainers of VET planners



Vet planners



Tutors

Prerequisite

Experience as a VET trainer or planner

Duration

6 hours of training

Methodology
Material required
Evaluation of the learning
outcomes
ECF LEVEL

Presentations, case of study and research, collaborative work,
discussion, participatory reflection
Computer, board, media
Questionnaires
5

General description
This session of the guide addresses the upstream preparation part of the WBL planner's activities.
The aim will be to enable trainers and planners to create conditions that encourage young people
to learn in a work situation. It is also a question of mobilizing, informing and training resource
persons to help them to be in a position to programme the courses to be given (teachers,
educational advisers, etc.) within the structures of education, training, guidance, employment
support, etc...
From the point of view of this part and the upstream programming work, several aspects will have
to be considered, among them:
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- the planning of the "pedagogical methodologies" that WBL implies;
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- the social and economic context in which the project planning part takes place ;
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- planning the training and its content for WBL learners;
- plan the design of the learner pathway;
- evaluation.

1.1. Introduction (30 min)
The upstream organization is strategic with respect to the other units. It is a unit that overlaps
with the others and must therefore be articulated with the other 5 units and their content.
The administrative, legal, technical, financial (access, support,), support if problems arise, and
evaluation aspects must be part of the planner's reflection.
Planning can only improve if these different aspects are prepared.
1.1.2 Activity 1. Concept of planner
He must prepare elements of content, possible teaching and learning activities, estimate the time
required for different learning and assessment, determine the physical and material resources
needed.
Then, the lesson plan: structuring of contents, elaboration of teaching and learning activities,
determination of the duration of the different activities in connection with colleagues for the
other activities, arranging the physical and material organization to accommodate the learners.
1.1.3 Activity 2. Concept of role playing/tutoring
Tutoring covers various practices that have in common that they put a novice learner in contact
with an experienced professional in charge of welcoming and supporting professionalization.
It is a form of tailored support that aims to improve educational success. In our case, the tutor is
the interface between the teaching team and the company.

This Project has been funded with support from the European Commission.
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Below, the main parts of a test related to tutoring, see details via the link (in French).

bubrpAhUaCWMBHQioC4QQFjABegQIBBAB&url=https%3A%2F%2Fwww.anact.fr%2Ffile%2F2858
%2Fdownload%3Ftoken%3DLZWZuM_2&usg=AOvVaw2KVXX--CHGEBJ8GJKXIgu5

TUTORING, PART OF THE COMPANY'S Human Resources Management (HRM) PROJECT
Mentoring objectives are clearly defined and communicated in my company
Yes
No
Partly
The tutoring system put in place is adapted to the learning objectives (reproduction,
professionalization, adaptation, project).
Yes
No
Partly
The tutor is identified, his or her responsibility is recognized and valued (legitimacy, availability,
remuneration, etc.) The tutor's role is defined in a mission letter specific to each case.
Yes
No
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Partly
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The choice of tutors takes into account the challenges of maintaining the employment of seniors
in the company and the requirements of professional equality.
Yes
No
Partly
The approach is discussed with employee representatives or, failing that, with the employees.
Yes
No
Partly

THE ORGANISATION OF TUTORING AND THE TRAINING OF TUTORS
The tutors benefit from appropriate training and the time necessary for their mission. The training
includes support for the tutor in the field.
Yes
No
Partly
The tutor can rely on the management and the team involved in the tutoring process.
Yes
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No
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The tutor has the necessary resources (availability, delegation of responsibility) to exchange with
the trainers of the training structure in the case of a work-study contract.
Yes
No
Partly
The tutor has the resources to make the link between the knowledge acquired in the training
center and learning in a work situation (legitimacy to establish relations with the training
structure).
Yes
No
Partly
THE TUTOR PATH PARCOURS DU TUTORÉ
A training path is developed with the identification of work situations conducive to learning
Yes
No
Partly
A welcome guide is presented to each tutor; it specifies in particular the specificities of the
work/training structure alternation.
Yes
No
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Partly
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An integration process is organized, allowing the tutor to understand the functioning of the
company.
Yes
No
Partly
The mentee is encouraged to ask questions about how things work and to come up with ideas for
improving the organization and working conditions.
Yes
No
Partly
Regular progress reviews are carried out between the tutor, the tutored person and the people in
charge of the service/company.
Yes
No
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Partly
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TEST RESULTS
More than 10 yes
• You have to consolidate the process and take care of areas for improvement (see negative
responses)
Between 5 and 10 yes


You have to improve certain learning methods in the workplace. The tutoring implementation
objectives may not be sufficiently structured.

• The approach probably deserves to be reinforced on the basis of better targeted objectives and
a diagnosis identifying priority actions.
Less than 5 yes
• Investing in this subject has not been a priority for the company to date.
• Work-based learning and tutoring seem to be little used
• The company will have to design a work on the definition of the objectives and the tutoring
methods to define an action plan to be implemented gradually.

1.1.4 Activity 3. Concept of qualifying site
The 2004 decree defines the qualifying site as a "professionalizing organization, both in terms of
professional practice and the acquisition of knowledge and complementary knowledge". Naming
the training site "qualifying site" shows the importance of work-linked training and the
fundamental role of host organisations. The positioning of the host institution becomes decisive
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for:
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- Participate in the process of co-construction of the course
- Participate in the co-evaluation of the internship
- Participate in co-evaluation tests
_________________________________________________________________________
1.1.5. Activity 4. Questionnaire (multiple choice questionnaire in 5 points)
Correct answers are marked in green
- The planner plans prior to the course
o The content
o A meeting
o The required time
o The material organisation

Page
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o The emailing of the course
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1.2. WBL planning in a socio-economic context (40 min)
Depending on the content of the training, the typology of the audience, the social and current
context (e.g. Covid-19), the socio-economic dimension can change considerably, as well as the
methods of preparation.
The socio-economic context refers to the learner's status, the funding (whether the learner is an
employee, self-employed, enrolled in a job center, in a disadvantaged situation, etc.) and the
level of education.
Differences of appreciation may emerge as a result of regulatory changes, depending on the
training modules related to the current context.
Impacts are expected according to regional, national...regulations. And depending on the
contexts and situations, they will have more or less important effects.
For example, unemployment is a negative societal element, especially long-term
unemployment.
Another negative impact is the failure to exploit the potential of the unqualified and in
particular young learners. Young people without qualifications have potential, and must be
supported and by society in its broadest sense. Through the prism of training, which is often
insufficient for many of them, their social integration is difficult and their intrinsic knowledge is
lost.
In a society based on increasingly sophisticated knowledge, improving competitiveness in a
highly competitive global context, creating new technologies and acquiring new approaches to
human resources management, the labour market, with its increasing demands, is becoming
very difficult for young people who are not supported and poorly followed up. Improving the
qualifications of populations that are a priori "vulnerable" is becoming a major challenge in
order to guarantee a quality of life for all citizens, both at work and outside of work, and to

difficulties in acquiring quality work for many people increases society's expenditure. Indeed,
This Project has been funded with support from the European Commission.
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keep pace with current economic developments.

unemployment benefits, or those offered to individuals in the framework of social networks can
only accentuate the socio-economic difficulties of a territory.

1.2.1. Activity 5. Work-based learning in vocational education and training (VET)

It offers significant benefits by increasing employability and facilitating the transition from
school to work. It contributes to reducing skills shortages and gaps, reducing youth
unemployment, increasing entrepreneurship and innovation and, finally, promoting social
inclusion. In view of these potential benefits, VET Ministers stressed the growing need to
promote work-based learning (now WBL) in all its forms and the need to introduce systematic
approaches and opportunities for the initial and continuing professional development of VET
teachers, trainers and mentors in both school and work settings. across the EU in the Riga
conclusions (2015).
Website source: https///ec.europa.eu/education
Teachers and trainers in work-based learning/apprenticeships.

Several devices can be activated and presented via internet links: the PACEA. This is the
contractualised pathway of support towards employment and autonomy (PACEA), which is the
contractual framework for the support of young people, unique and adaptable to the needs of
the young person. Each phase of support can include:


Training periods;



Professional situations, including periods of work experience;



Specific actions within the framework of social and professional support;



Actions carried out by other organisations likely to contribute to the accompaniment.

https://travail-emploi.gouv.fr/emploi/mesures-jeunes/pacea`

and professional integration project. The origins of the E2Cs can be traced back to the
This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

Page

professional qualification, to enter a school dedicated to the development of their social
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The Second Chance Schools (E2C) allow motivated young people, without a diploma or

European Commission's White Paper "Teaching and learning: towards a learning society",
presented in 1995 by Edith CRESSON (ex.Prime minister)
https://ec.europa.eu/education
The Youth Guarantee is a right open to young people between 16 and under 26 years of age, in
a precarious situation, who are neither in employment, nor in training, nor in study (NEET).
In order to promote their integration into employment, they receive intensive and collective
support and are given work experience placements.
This support is accompanied by financial assistance to facilitate their access to employment.
After a period of experimentation in several departments, the Youth Guarantee has been
extended throughout France, including the overseas departments, since 1 January 2017
(cf.video)
https://www.dailymotion.com/video/x5adxt3

1.2.2. Activity 6. Questionnaire in 5 points
What are the main existing apprenticeship schemes to help young people?
- PACEA
- CACES
-Work-study programs

Page
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- 2nd chance School
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1.3. Planning of WBL teaching methodologies (75 min)
This will involve structuring and designing a learning programme/project/path based on work
based learning situations. For this, a planning to be prepared through two main steps necessary
both to guide the learner and to structure the management of pedagogical methodologies (cf.
unit. 2-managing).
1.3.1 . Activity 7. Preparing for the arrival of the learner
Different tasks and steps will have to be developed:
Tasks : find out about the person being hosted and the training system:
- Information provided by the trainee;
- Information to know about the training provider;
Define a global integration and training path according to the trainee's internship project,
validated by the training center.
- Define the main steps;
- Choosing a professional referent and informing him/her of his/her role;
 He/she intervenes at a double level: external and internal.
External: He/she represents his/her organisation in dealings with the training establishment(s)
and participates in the recognition process of the qualifying sites.
Internal: guaranteeing the quality of internships, he/she organizes and pools institutional
resources for the benefit of each trainee and coordinates the various professionals mobilized
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for the reception of internships on qualifying sites. He/she is the guarantor of each project and
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- Inform relevant staff;
- Organize, plan the trainee's future activity.
o Planning the site
o Planning your schedule with the tutor
o Plan the first day with the required documents

1.3.2. Activity 8. Welcoming the learner
Tasks


Getting to know the trainee (getting to know his or her background) ;



Take a tour of the institution, get to know the functioning of the institution, the
premises and their use, and the internal regulations (IR) ;



Introduce and meet the professional referees;



Meet the professionals and users with whom the learner will be trained;



Become aware of safety rules, e.g. distribute and comment on the safety manual;

On the first day, being able to give the trainee time to familiarize himself with his new
environment.
In this way, he or she will be able to observe what has been done at his or her post, read the
documentation provided, and so on.
Essential points to remember:


The welcome must be reiterated: at the time of the information meeting, during the first
few weeks, at regular points...



It implies that both parties must be ready to adapt to each other, as they discover and
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understand each other, both the young trainee and the framework of the project!
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1.3.3. Activity 9. Prevent in term of objectives

Reassuring
Sharing the sense of action
Setting the framework for action
Check the relevance for each.
Means to be implemented:
Listening and allowing the person to express their doubts, fears, experience, etc.
Clear presentation of the training process and the global project as concrete as possible.
Presentation of administrative data and organisation of the action
Ensuring a clear contract in relation to the defined objectives

Pedagogical issues to be reworked:
Preparation of the reception beforehand as described in the previous section. (see if there is
any support on this subject).
The time before the reception is often underrated. Dissociate in particular reception,
information and selection, which are aspects to be linked while being differentiated.
It should be noted that the UNIFED professional branch agreements of 30 October 2008
(agreements 2008-1) created the unique function of reference tutor in social and medico-social

officiel.gouv.fr/publications/bocc/pdf/2008/0044/CCO_20080044_0044_0019.pdf
This Project has been funded with support from the European Commission.
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establishments, a branch in which we intervene and have the public.

1.3.4. Activity 10. Questionnaire
What are the tasks to be prepared for the learner in this section?
- Get information about the trainee
- Knowing his/her past behavior
- Planning his/her future activity
- Knowing your previous career path
- Knowing his/her company experience

_____________________________________________________
1.4. Planning of learner training in WBL (50 min)
1.4.1. Activity 11. Follow up
Work based learning of the trainee is the responsibility of the tutor-trainer.
The concern is:
To progress in the tasks assigned
Ensuring a total mastery of the profession
Ensure the acquisition of a professional identity
Tasks
Organize the learners' activity
All Monday, for example, check with the trainees their weekly schedule, including training

the end of the course the learner has experienced all the situations required for certification.
This Project has been funded with support from the European Commission.
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schedules.

Assign tasks to the trainee that can be particularly formative
Regularly review with the trainee, with the training referent
- Regular and planned interview once a week for the first few weeks: wellbeing and behavior to
be examined
- The tasks carried out about the quality of the work done:
o Progress in learning the trade, the new skills acquired
o Integration in the balance and observed behavior.
- Then plan a meeting once a month
- Take advantage of opportunities to follow the work being done in a more informal way.
- Dealing with problems properly
On the question of behavior, be able to arrange an interview to hear the trainee before making
decisions as appropriate,
Explore problems of a social nature; refer to useful contacts (trainers, social worker, etc.)

1.4.2. Activity 12. Means
They will be based on :
. The planning of the sequence

The power to methodically conduct the follow-up, possibly in co-facilitation: with a weekly
This Project has been funded with support from the European Commission.
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. A sheet dedicated to this planning

report on the trainee's project; description of the work carried out, pedagogical and
organizational difficulties, etc.
. Provide technical input: (tools, measuring instruments, reading of plans, etc...)
. Identify specifically individual training needs.
Evaluation: close the week with an assessment of the technical trainer on the week and present
the following week's work.
Note some points of support for communication and orientation.
Pedagogical problems to work on
Take into account the possible weariness of the trainees (in front of the rehearsal) and the
difficulties of comprehension. Tackling some of the more complex tasks.
Organizational issues
Properly identify and locate this monitoring time, plan the location, frequency, duration, etc..
Have additional supports.
Skills development for the learner has a lot to do with practical training in the workplace
(whether in FCT/WBL modules or during apprenticeship or work-linked training) where the
need for innovation and skills related to the idea of learning in situation becomes evident.
These are undoubtedly specific initiatives in the curricula and training programmes offered to
trainees as an integral part of their learning development. However, basic skills development is
supported at the basic training level by the whole model (mode) of learning and methodological
innovation. It is the way in which trainees learn and develop in their own learning process that
ultimately develops a form of entrepreneurship.
It is recognized that companies require professionals who require not only technical skills, but

environment. The skills to be developed are those of responsibility, commitment, personal
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initiative, ability to generate ideas, results orientation, teamwork, decision making, etc. In this
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also a range of abilities, skills and behaviors that enable them to adapt to today's competitive
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respect, it is recognized that teaching methods must be transformed and adapted to stimulate
the development of skills associated with competitiveness and employability.
The main objective for trainers should be to develop a learning process that includes the
development of technical competences, transversal competences, corporate culture and
creative thinking - all of which will make companies and organisations more competitive in the
future.
Designing a problem-based learning activity requires information about the learners, such as
their educational background, work experience, learning needs and other qualifications.
For this reason, it is also essential to collect data on the starting level of the learners, in order to
understand their level of competence and to identify any skills around the company.
Information can be collected by means of standard questionnaires and/or interviews with
learners.
This first informal assessment of skills will later allow progress to be measured after the end of
the situational learning (see Activity 4). It also makes an important contribution to the trainer's
understanding of the student's strengths and weaknesses and helps him/her to plan effectively
specific activities that will strengthen the student's entrepreneurial spirit. Any specific needs
will be identified and appropriate support will be provided to the student.
This stage of training will therefore consist of looking at the work done to better understand it,
consolidate what has been learned, and lay down milestones for the rest of the course.
The relationship to the work and its environment is an asset for organizing the follow-up of the
learner. It will be possible to rely on requests, for example from people in the company, to set
up periodic appointments, and stories of the trainee's progress.
The planner will then be able to go beyond the company's prescription and get closer to the
reality experienced by the learner.
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To vary the internal examination formulas (exams, tutorials, theoretical contributions in class),
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1.4.3. Activity 13. Measuring evaluations – Measuring progress
Tasks
- Make a regular evaluation of professional achievements at certain stages (e.g. once/3
months).
- You can ask the trainee and the tutor to tick off the knowledge acquired according to a
referential and then read it with the trainee.
- Take stock of integration in the establishment, the service and behaviors.
- Participate in the final evaluation organized by the training organisation.
- Carry out a debriefing interview at the end of the course or mission.
Learning outcomes will be measured against the objectives of the placement and can be
achieved in pairs, with the mentor seeking to involve the trainee in his or her own evaluation.
Assessment is an important part of any education.
- The trainee must have developed professional autonomy.
- Throughout the internship, involvement through observation and direct participation in the
actions necessary to acquire the skills of the profession.
- Concrete involvement in the evaluation of the trainee's degree of skill acquisition
- The professional standard must accompany the implementation of the competence and the
meaning of the actions produced.


The analysis and evaluation of internship practices allow the professionalization and
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construction of professional identity
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1.4.4. Activity 14. Questionnaire
The training planning requires:


A periodical meeting with the learner



A follow up



To organize the learner worktime



To re-motivate the learner if needed



To evaluate his/her behavior

_______________________________________________________________________

1.5. Implement the WBL path (90 min)

1.5.1. Activity 15. Defining learning outcomes
Learning outcomes are precise and clear statements of what a learner is expected to learn and
be able to demonstrate at the end of a learning process. They have an extremely important role
to play in improving the quality and relevance of education and training. Once the learner's goal
is established, it is necessary to identify the information needed to achieve the objective and
the skills required to achieve it, as well as the appropriate behavior to maintain in order to
perform the tasks. These are desired objectives, expressions of intent, so it is necessary to
establish an ongoing dialogue between the expected results and the actual results, seeking to
improve the stated expectations (expected learning outcomes) based on the results actually
achieved.
They are used as a common reference point in the European Qualifications Framework to
facilitate the comparison and transfer of qualifications between countries, systems and

qualifications.
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institutions. The European Qualifications Frameworks define eight levels of qualifications, from

Statements of learning outcomes help to clarify program and qualification intentions and make
it easier for individuals to meet these expectations. They benefit :
- to the learner, since they clarify what the learner is expected to know, understand and be able
to do at the end of a learning sequence or program ;
- to the instructor, as they help guide the program, choose methods and direct the learning
process;
- to the labour market, as they clarify the skills needed and respond to them in a relevant way;
- to the training institution, as they provide an important benchmark for quality and contribute
significantly to ongoing review and development;
- to the evaluator, since learning outcomes strengthen evaluation by clarifying pass/fail and
performance criteria. Their relevance lies in the transparency they offer, making it possible to
check the match between the needs of society and the qualifications offered in education and
training. However, not all learning can be fully defined in the learning outcomes. The learning
process can rarely be fully predicted and described; it has intended and unintended, desirable
and undesirable outcomes.
Learning outcomes should always focus on the learner and on what the learner is expected to
know, be able to do and understand in terms of knowledge, skills and competences.
Writing learning outcomes requires reflection on the objectives, the interests at stake, and the
implications of available alternatives. They need to be defined in a broader context where
learning resources are considered and written to reflect different interests. They can be used to
establish descriptors for qualification frameworks, define qualifications, design curricula,
assessment, etc. Thus, priority is given, for example, to tangible results or broader outcomes,
depending on the different interests and expected results.
Experiences from the results obtained should be systematically used to improve statements of
intent, as is the case, for example, with qualification standards and curricula. It will be

The relevance of statements of learning outcomes for learners depends on their ability to clarify
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important to consult the experiences of others throughout the process; however, statements of

and balance general knowledge topics with occupation-specific skills and cross-curricular
competencies. This is achieved through a constant dialogue between those involved in
vocational education and training. Learning outcomes should be written simply and concisely,
limiting the number of statements and avoiding too much detail. Although learning outcomes
provide important guidance to learners and institutions, they are not intended to fully predict
and control the learning process.
In this way, it will be possible to encourage learners and trainers to refer to the statements, to
facilitate teaching planning, to facilitate learning and possibly to carry out assessments.
National Qualifications Frameworks (NQFs) can be used as a good reference resource for
defining and writing learning outcomes, facilitating consistent interpretation and application of
learning outcomes. The role of level descriptors in a framework is to identify the focus of the
programme or qualification, not to rigidly force all statements to conform to a particular NQF
level.
https://ec.europa.eu/ploteus/sites/eac-eqf/files/broch_fr.pdf
1.5.2. Activity 16. QCM simple
The outcomes have to focus on :
- The learner in situation
- The actors in situation
They have to be structured on :
- the qualifications to be generated
- the provided programme
- the quality of work carried out
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Conclusion
The planner's planning and work activity upstream of the training process is very important
since it will condition the progress of the other units and actions carried out with the learner in
a work situation within the company.
The role of the planner is therefore highly important. It is not just a matter of dealing with the
subject administratively (gathering information, documents, materials, etc.). It is also a matter
of both anticipating the most likely future actions and bringing the learner into the most
suitable conditions. This is an important relational issue which also involves three partners: the
trainer, the tutor (a key player in the company) and the learner. While, in essence, it is advisable
to promote the learner in his future installation in a work situation, the planner is asked to
maintain effective and regular interactions with the trainer and the host company.
This is why this sometimes overlooked function must be raised and recognized as a real
structured and structuring skill for those involved in learning in a work situation.

Final assessment for Unit 1 (15 min)
Criteria of evaluation
Once learning outcomes have been identified, the next step is to define criteria and assessment
methods to determine whether apprentices have achieved the expected learning outcomes.
Clearly designed assessment tasks allow apprentices to demonstrate that they have achieved
the learning outcomes. One of the challenges of effective assessment is to ensure that there is a
significant alignment between the learning objectives, the activities to achieve the outcomes,
and the assessment tasks used to evaluate whether the learning objectives have been achieved.
Evaluation must be aligned with learning objectives that focus not only on content knowledge,
but also on processes and capacities.

-

Who will assess the learner: the VET teacher, a workplace trainer (or employee) and the
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learner (for self-assessment). The combination of these evaluators guarantees a high
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It is important to define:
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quality evaluation process.
-

How the learning outcomes are evaluated,

-

In which context and where: Transparency must be built in from the outset to know
what the evaluation approach will be and which issues need to be addressed. Methods
are chosen on the basis of what is most appropriate and relevant for the assessment of
each learning outcome. All restrictions and barriers must be taken into consideration.

-

When will the evaluation take place: apprentices need to be informed of what to
expect.

-

-What procedures are in place to ensure the quality of the assessment: it is important
to apply certain quality procedures and to choose transparent criteria that will ensure
the validity and reliability of the assessment results.

Final unit 1 – Final Evaluation
Final test. Choose the right answer, concerning the activities/responsibilities and the parties
involved in the WBL process (correct answers in green)
1. Who prepares the training content?
The trainer
The VET planner
The company
2. Who accompanies the learner in the situation?
The company
The trainer
The VET planner
3. Who delivers the welcome booklet to the learner?
The VET planner

4. Who determines the course upstream?
This Project has been funded with support from the European Commission.
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The Company

The trainer
The VET planner
The company
5. Who receives the learner?
The VET planner
The company
The trainer
6. Who provide information to the company ?
The trainer
The VET planner
The company
7. Who conducts regular interviews with the learner?
The company
Vet planner
The trainer
8. Who is responsible for enforcing safety regulations in the workplace?
The company
The VET planner
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The trainer
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II.2. Managing
Lesson plan
Unit 2: Managing
(6 hours = 300 min)
2.1. Introduction (30 min)
2.1.1. What Managing a WBL path means?
2.1.2. What are the skills/knowledge necessary to manage a WBL project?
2.1.3. What are the relationships between the manager and the other
actors in the WBL process?

2.2. Managing of WBL within Social and Economical Context (55 min)
2.2.1. What "Economic and Social context" means in relation to the
management of a WBL course?
2.2.2. What are the design, management and reporting rules that need to
be taken into account depending on the type of funding used? How do I
know these rules? Which legislative documents should I consult?
2.2.3. What are the competences of the bodies and institutions
Main contents

responsible for work, social assistance, associations, (etc.…) and of the
other local actors that need to be known for successfully managing a WBL
path?
2.2.4. What are the best job opportunities at any given time and place
where the manager operates and what is the relevant labour market
legislation?
2.2.5. What are the innovative economic activities (sustainable and
inclusive enterprises and jobs) to be considered according to place and
time frame?
2.2.6. What are the essential workplace safety regulations and privacy

2.3. Managing of WBL pedagogical methodologies (70 min)
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laws for the WBL manager to be familiar with?
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2.3.2. How the progression in VET can be implemented?
2.3.4. How to coordinate a VET training activities?
2.3.5. How to implement the blended learning methodology?
2.3.6. Planning the curriculum in accordance with the recommend time
planning

2.4. Managing WBL learners (50 min)
2.4.1. Know the learning process
2.4.2. Guide learners in order to realize/agree on their realistic
opportunities on the labour market
2.4.3. Know how to counsel and guide to a self-determined (working) life
2.4.4. Management and involvement of learners in exercise firms

2.5. Implementing the WBL path (80 min)
2.5.1. How to organize specific activities on the organization of the
workplace for learners, choosing the right tools and resources to bring the
learners directly into the world of work, taking into account the
expectations of learners and employers?
2.5.2. How to establish the action plan considering the proposed themes
as planners, emphasising a learning outcome approach?
2.5.3. Other skills important for the implementation of the WBL path
(additional training for the purpose of perfecting project and to improve
the management of European vocational training projects, know how to
manage remotely, knowledge of supporting learners strategies,
permanent skills assessment knowledge, …)
Conclusion



Trainers of VET Planners



VET planners

Prerequisites

Experience as a trainer or a VET planner

Duration

6 hours in-class training
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Assessment (15 min)

Methodology

Presentations, case studies, group work, discussion, reflection

Materials required

Paper wall, pc connected to the projector, …

Evaluation of Learning
Outcomes

EQF Level

Multiple choice quiz
5

General Description

This session of the Guide addresses the management aspect of the WBL planner's activities. Here,
the “WBL planner” can be named “WBL manager” or “WBL coordinator” as well, as these are roles
he/she will have to play in his professional life.

The WBL planner, from the managerial point of view, must take into account some fundamental
aspects of the WBL path, among which, the first is the social and economic context the project is
applied in. For "economic and social context" we intend both the administrative/legislative part
that regulates the WBL in the particular country in which it is implemented, as well as the internal
rules of the company in which the WBL is placed and the socio-economic system of reference.
Another aspect that the WBL manager needs to know is the part of the “pedagogical
methodologies” that the WBL involves.

Mastering the most advanced pedagogical methodologies is an important tool for the WBL
planner to solve any problems that may arise in the management of students during their learning
during the in class training.

The latter topic is the center, the focal point of the path that we are going to administer, so an
entire paragraph will be dedicated to the management of students attending a WBL project.

Finally, we will go into the actual implementation of the WBL course and what skills the WBL
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planner will have to put into practice to manage a quality path.
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Details

In this lesson plan you will find some practical activities to be developed in the classroom, during
the teaching phase to potential WBL planners.
The activities below are related to the contents of the IO3 E-Course for a VET planner, paragraph
“Management of the WBL path”.

It will be your responsibility to adapting the lesson plans to the needs of the class that are you
teaching to.
Introduction (30 min)

This introductory part of the lesson will help the learners to understand the role of the WBL
planner in the MANAGEMENT of the WBL process, in terms of skills, knowledge and relationships.

WBL coordinators need to maintain many efforts and therefore, should be flexible in prioritizing
activities and managing time and the resources to achieve maximum effect. Successful work-based
learning programs are the result of quality management practices.

It is also central to understand and clarify what the WBL planners’ tasks are, what tools he/she
must have at his/her disposal and which people are involved in his/her activity.

Another significant element to make clear is the group of actors who take part in the WBL and
who, inevitably, come into contact with the coordinator's activities.
______________________________________________________________________________
Activity 1: “WBL Coordinator wanted”

Teacher

characteristics that he or she must have plus the activities that he or she is going to
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1. asks the class to draw up a job advertisement for the WBL coordinator, listing the
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2. provides the following template to the class and explains the activity (5 min).

NB: the template is a real job advertisement from “Greenwood School District 50”
https://www2.gwd50.org/HRPAGES/Prior08.09/JobDescriptions/Work%20Based%20Learning%20
Coordinator.htm
POSITION TITLE: Work-Based Learning Coordinator
QUALIFICATIONS:
List here certifications and qualifications, previous knowledge relevant to this type of job.

1. _________________________________
2. _________________________________
3. _________________________________
4. _________________________________
REPORTS TO: no need to answer

JOB GOALS:
________________________________________________________________________________
________________________________________________________________________________
_____________________________________________________________________

PERFORMANCE RESPONSIBILITES:

______________________________________________________________________________

·

______________________________________________________________________________

·

______________________________________________________________________________

·

______________________________________________________________________________

Coordinating Functions:
·

______________________________________________________________________________
This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

Page

·

36

Skills:

·

______________________________________________________________________________

·

______________________________________________________________________________

·

______________________________________________________________________________

·

______________________________________________________________________________
ESSENTIAL JOB RESPONSIBILITIES
·

__________________________________________________________________

·

_________________________________________________________________

·

_____________________________________________________________________

·

_____________________________________________________________________

·

____________________________________________________________________

·

_____________________________________________________________________

·

____________________________________________________________________

·

____________________________________________________________________

·

_____________________________________________________________________

·

_____________________________________________________________________

·

_____________________________________________________________________

·

_____________________________________________________________________

·

____________________________________________________________________

·

___________________________________________________________________

INTERNAL AND EXTERNAL RELATIONSHIPS
·

______________________________________________________________________________

·

______________________________________________________________________________

·

______________________________________________________________________________

·

______________________________________________________________________________
SUPERVISORY RESPONSIBILITIES:

______________________________________________________________________________

·

______________________________________________________________________________
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______________________________________________________________________________
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EDUCATION and/or EXPERIENCE:
______________________________________________________________________________
LANGUAGE SKILLS:
________________________________________________________________________________
____________________________________________________________________________
MATHEMATICAL SKILLS:
________________________________________________________________________________
___________________________________________________________________________
REASONING ABILITY:
________________________________________________________________________________
___________________________________________________________________________
OTHER SKILLS and ABILITIES:
________________________________________________________________________________
____________________________________________________________________________
 The class is divided into groups of 4 participants each (the number of participants may
depend on the total number of learners).
 Each group is provided with the job advertisement template.
 Each group has 15 minutes to complete it.
 In the meantime, the teacher copies the fields to be filled in on the blackboard.
 After 15 minutes the templates are withdrawn and the content is copied to the blackboard.
 Removing any repetitions, the ad is discussed in its final version, with all the input from the
whole class.
 It is then compared with the real one that the teacher shows to the class.
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 Discussion 15 min.

2.2. Managing of WBL within Social and Economical Context (55 min)
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This lessons we will provide our trainers with activities to help them answer the question: “How I
can manage Work Based Learning taking into account the social and economic context in which it
is embedded?”

It is known that Work-based learning has the potential to promote inclusion and social cohesion,
to tackle adult unemployment and underemployment, and to support company and country
policies and strategies for innovation, competitiveness and growth.
Managing a WBL process cannot disregard the consideration of the socioeconomic contest in
which it is placed.
The socioeconomic context is made up of the set of forces, phenomena and trends of a general
nature, which can be economic, political and social in nature and which condition and influence
the choices and behaviours of an organization and indiscriminately all the actors of the system in
which that organization is placed (http://qualitapa.gov.it/sitoarcheologico/relazioni-con-icittadini/comunicare-e-informare/analisi-del-contesto/ ).
Regarding the design, management and reporting rules that need to be taken into account,
depending on the type of funding used. As for competences of the bodies and institutions
responsible for work, social assistance, associations, (etc.) and of the other local actors, differ
according to the member state in which the WBL is implemented and according to the Region of
the member state.
A good WBL manager cannot help but consider the best job opportunities that are currently
available. She/he will therefore need to apply her/his research skills and her/his knowledge of the
working environment in which she/he operates to provide her/his students with a WBL path that
will lead them to an up-to-date experience that meets not only the student's needs, but also the
evolution of the world of work.
Another important aspect of work-based learning, is the link between the student entering the
world of work and the safety in the workplace. Guaranteeing health and safety in the workplace is
a vital part of the WBL process that ensures that learners are placed in a suitable and safe learning
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environments.
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disadvantages”
Teachers:
1. based on the text of the E-course (IO 4 paragraph “Management of the WBL path”),

explains to the learners how important the social and economic aspect is to coordinate a
WBL path and how to provide the best possible support to all actors involved. From a
practical point of view, on the other hand, it will be offered to the learners, two activities
that allow them to fix and use what they have just learned.
When we talk about “socioeconomic context” the notions to be imparted are mostly
academic: we actually deal with laws, economics, sociology. Therefore, the WBL
managers, have to look for the ones that fitted to the situation they are handling and then
learn how to move in the educational context in which they operate.
The most challenging part of managing a WBL course can occur when a coordinator is in
front of disadvantaged learners that need more support and a deeper understanding of
the social and economic context in which they are placed.

2. Teacher prints and distributes the document “Teachers and Trainers Matter How to

support them in high-performance apprenticeships and work-based learning 12 policy
pointers Proposed by the ET 2020 Working Group on Vocational Education and Training”
(January 2016 – June 2018) pages 37 and 38. “Policy pointer 9: Equip teachers and trainers
with the right competences and means for supporting disadvantaged learners”.
https://op.europa.eu/en/publication-detail/-/publication/eab2140b-67d3-11e9-9f0501aa75ed71a1/language-en
In the text it is reported that “Teachers and trainers need to be informed and trained to
understand the needs of disadvantaged learners; this especially applies to trainers and the
companies in which they work, who need to be able to translate these needs into training
requirements. Teachers also need support from school leaders to be able to access
networks that can provide effective support, for example, to help migrants and refugees

Internet, prepare a brief research on “what support tools or elements you, as a WBL
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find suitable placements in industry”.

coordinator, need to know in the socio-economic context in which you live, in order to
manage a quality WBL path that involves disadvantaged students”.

Tip: First define what the disadvantage/ of your /student is/are (socio-economic disadvantage,
those with special education needs, newly arrived migrants and refugees)
Time: 20 min.
4. A discussion about the tools and elements to be provided to the WBL coordinator will be

moderate by the teacher that will also collect the most relevant ones.

_____________________________________________________________________________
Activity 3 “What are the essential workplace safety regulations and privacy laws for the WBL
manager to be familiar with?”
Teacher:
1. describes to the classroom the safety regulation and privacy laws that they, as WBL
planner, need to know and master in order to manage a WBL path. Those information
should refer to the local safety regulations and privacy laws.
2. explains the purpose of this activity: to help the WBL manager to develop a high awareness
of security issues, so that he or she can both verify that the fundamentals of security and
privacy have been imparted to the WBL students, that they have actually been learned and
that the importance of this matter is clear to them.
3. shows to the learners the video from the Staffordshire University by the Lead Safeguarding
Officer, Ian Munton that discusses the importance of Safeguarding and how to apply
polices

to

the

workplace

to

ensure

the

safety

of

your

apprentices

https://www.youtube.com/watch?v=O8kj0XtnNZs (27 min.)
4. discusses with the class how a WBL manager can implement the information of the video
and use it as a possible tools to help her/his work as a coordinator.
5. shows the class the video https://www.youtube.com/watch?v=4bkr5lpKGUM (5 min) and
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considers, together with the class, whether it can be a valid tool to show to WBL students
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2.3. Managing of WBL pedagogical methodologies (70 min)

The main activity of this lesson plan is to ensure that the WBL planners manage the most effective
educational methodologies that are used in the WBL pathways. The learners will gain instruments
to:


be ready to solve any problems that occur along the way and propose alternative solutions
that may involve the use of different educational methodologies



be able to assess the goodness of the educational path



guide the WBL teachers in their lessons.



understand, from employers of the hosting companies, what are the most appropriate
educational methodologies to achieve the best results.



deal with students’ fleeing the traditional school system (drops out, people on the sidelines...)

WBL, due to its mixed nature of classroom and workplace teaching, includes various pedagogical
techniques that have a practical orientation as a common theme. Therefore, any methodology
that comes as close as possible to experiential learning and moves as far away as possible from
traditional teaching methods, must be taken into account for a successful WBL path.
To coordinate a WBL program it is also important that a WBL manager well understands “what
people learn through work” and the benefits of “learning in the workplace”.

____________________________________________________________________________
ACTIVITY 4: The Experiential Learning
Teacher:
1. illustrates the basis of the “Experiential Learning” as one of the learning methodology
underpinning WBL (5 min.)
2. shows the video “8 Things To Know About the Experiential Learning Cycle”

Learning Theory (ELT). The simplicity and usefulness of the four-stage cycle of experiencing,
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experiential learning cycle” as the most widely recognized and used concept in Experiential

42

https://www.youtube.com/watch?v=v74nRbWSNqk (8 min.) illustrating the “Kolb

reflecting, thinking and acting is the main reason for its popularity. It is an adaptable
template for educational programs that actively engage learners in in the learning process.
3. Learners will discuss the content of the video. Teacher moderates the discussion by asking:
“What are the possible applications of experiential learning to the requirements of WBL?”
(15 min)
4. The suggested applications will be written on the whiteboard
5. The best ones will be considered as important knowledge to be fixed in the learners’ mind.
_____________________________________________________________________________
ACTIVITY 5: The educational methodologies in WBL
Teacher:
1. presents the WBL educational methodologies indicated in the E-Course to the class (12
min.)
2. proposes the following exercise to the class

A WBL coordinator may be asked to accomplish the following tasks related to the WBL in class
training:
 To review and evaluate curriculum
 To develop curriculum for both general-related and specific-related instruction; link efforts
with other career and technical education staff to provide specific-related instruction.
 To consider special needs of disabled, at-risk, disadvantaged, and talented and gifted s.
 To develop outcome-based, measurable objectives.
 To correlate classroom and on-the-job training.
 To use a variety of teaching methods and techniques, including team teaching.
 To use field trips, community facilities, and speakers to supplement classroom learning.
 To individualize instruction, as appropriate.

 To evaluate, select, and establish hosting companies.
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 To inform hosting companies and parents of their role and responsibilities.
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And the following in the hosting company:
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 To create, monitor, and adjust training plans in collaboration with the employer and .
 To help hosting companies develop teaching techniques for working with s.
 To monitor progress through regular on-site visits and on-going communication.
 To review National labour and safety and health laws with the hosting companies,
school/VET provider, and .
 To collect evaluation of the hosting companies.

In which of the above mentioned activities the knowledge of different educational methodologies
is relevant?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
______________________________________________________________________
Why?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
______________________________________________________________________
3. The class works in pair to answer the question (15 min.)
4. The answers are read aloud and commented with the help of the teacher (20 min.)

2.4. Managing WBL learners (50 min)

As we have repeated many times, the student is the centre of the WBL process.

students over their realistic opportunities on the labour market, up to suggestions on how to help
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understanding how and what people learn through work, adding some guidelines for orienting
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Therefore, an entire unit has been dedicated to the management of WBL students: starting with

students towards a self-determined working life.
A quality preparation of the student for the work experience during the formal learning carried
out in the classroom becomes fundamental.
What the WBL manager can do, before the student approaches the world of work, is to verify that
she/he has actually assimilated the notions of the world of work that he/she has received in class
and that his/her work skills have actually emerged.
In the VEPA e-Course and in the present Guide, several tools are provided to assist the WBL
manager in the orientation and guidance of the student towards the labour market, here below
we propose an activity, to be carried out in class, that can prepare the WBL manager for one of the
major challenges she/ he may face in her/his employment: the handling of "difficult" students.
In other words, those students who, for various reasons, do not behave properly in class,
jeopardizing the possibilities that WBL's path can provide them.
____________________________________________________________________________
ACTIVITY 6: Tips to manage unruly WBL students
Teacher:
1. distributes to the learners (divided in group of 4) a form indicating the activity to be

carried out:
“You are the coordinator of a class of apprentices who have abandoned the traditional educational
path to enter the world of work. The class is not easy to manage because most students do not
attend classes, are often distracted during explanations, make noise, do not answer teachers'
questions, do not give their contribution. Until the teachers contact you asking help on how to
solve the problem.


What educational strategy do you put into practice to help teachers to create more interest
and attention among students?



List some educational strategies that can support the teacher in their job



Justify your choice”

3. each essay is discussed by the class (5 min. per essay, tot 20 min.)
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2. the essays are read aloud by 1 representative per group.
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Time: 30 min.

2.5. Implementing the WBL path (80 min)
In the least part of this session we are going to deal with the implementation of the WBL process,
what resources, knowledge and skills the WBL manager has to put in place in order to get the
greatest benefits for the student and the company involved.
From a practical point of view, a good WBL manager, after having correctly matched the student
with the appropriate company, must make sure that both the company and the student are able
to receive and give the best from each other. The WBL manager must provide both parties with
the appropriate knowledge and tools for this purpose.
When implementing the WBL path, the WBL manager must be able to establish an action plan that
takes into account: time, tasks, information and resources.
As a last notion that can be useful for a quality management of a WBL project, the teacher can give
some input on additional skills that might be required to joust in unusual situations, those kind of
situations that have already been mentioned in the previous paragraphs, but that deserve special
attention such as, for example, motivating students who have some difficulty in following lessons,
managing students with disabilities, managing students with special needs.
As a last paragraph we talked about the ability to create the right public relations not only to put
on the right path, to recruit the right companies and find possible sponsors, but also to give
visibility to the project and the work of the students once it will reach its end.
ACTIVITY 7: A handy help to manage the student (for the hosting companies)
Teacher: distributes a paper with the following information written on it, and briefly explains the
aim of the activity. 5 min.

Another important aspect of a WBL project is the role of the company. Companies often are not
prepared to receive a student at its facility for various reasons: employees do not have time to
follow the student, they see the student as a possible hindrance to their daily work, they do not
have the proper tools to manage the student worker, they do not plan their work together with
the student, they do not understand the benefits that the student can bring to their company and

the company is involved in the process and when the student is presented), it is not possible to
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Starting from the assumption that frequently, apart from the brief introductory interviews (when
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their work etc. …

train employees on the management of the student worker. it would be useful that, apart from
the short introductory interviews (when the company is involved in the process and when the
student who will be their guest is presented), it is often not possible to train employees in the
management of the student worker.
It would be convenient to provide the company with a sort of “information sheet” containing a
few, but useful, information that would help the employee not only to manage the student but,
above all, to benefit more from the WBL's experience in general.

What would you write on the information sheet?

Instructions for the Information Sheet
It must be:


short (10 bullet points maximum)



effective



easy to use



readily accessible

It must contain:


employer responsibilities



student responsibilities



communication tips

The class is divided into groups of 4 or 5 learners each.

Time: 20 min.

One representative per group reads their paper out loud. The instructions of each group are
written on the blackboard. The class agrees on a shared "information sheet" 15 min.
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which must be produced according to the current law.
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The Information Sheet can be delivered to the company together with the other documents
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___________________________________________________________________________
ACTIVITY 8: A handy help to manage the hosting companies (for the students).
Teacher: distributes a paper with the following information written on it, and briefly explains the
aim of the activity. 5 min.

The student, during her/his in class training, has been carefully prepared on how to behave in the
workplace, the role she/he will play, her/his obligations, duties and responsibilities. You, as the
WBL coordinator, have made sure that the student has learned and assimilated all these notions
well.
To make sure that the she/he remembers these basic notions, we recommend you to draw up an
“Information sheet”- as you did for the hosting company - which can be taken as a reference by
the student whenever he or she has any doubts (even if he/she can contact you or the tutor at any
time).

What would you write on the information sheet?

Instructions for the Information Sheet
It must be:


short (10 bullet points maximum)



effective



easy to use



readily accessible

employer responsibilities



student responsibilities



communication tips

The class is divided into groups of 4 or 5 learners each.
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It must contain:

Time: 20 min.
One representative per group reads their paper out loud. The instructions of each group are
written on the blackboard. The class agrees on a shared "information sheet" 15 min.
The Information Sheet can be delivered to the student together with the other documents
which must be produced according to the current law.

CONCLUSIONS:
Activity 1: What is it important to set and memorize after accomplish this activity? The skills that
the WBL coordinator/manager must have to better perform his/her job. Once these skills are
clear, it will be easier for the WBL planner to focus on, enhance, improve and apply them.

Activity 2: Thanks to this activity the learner can understand well that the WBL planner should
possess the right tools and knowledge to move in different economic and social contexts, to be
able to help to raise the level of employability of any student he or she is dealing with.

Activity 3: This activity focus on the topic of security in the workplace, that is a very sensitive issue.
A skilled WBL planner must be able to deal this topic effectively with the students in order to build
a quality WBL path.

Activity 4: With this activity, the learner, will be able to better store the experiential learning
method and its applicability in order to be ready for its use once he/she has to manage a WBL
program.

Activity 5: Thanks to this activity, the learner, will have to put into practice the pedagogical
methodologies most suitable for the WBL path he/she is going to manage.

Activity 6: In this activity the learner is put in front of a difficult challenge, but it is a very realistic

that are read in class.
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himself or herself to the activity assigned, and that he or she takes inspiration from the activities
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and frequent working scenario as well. For this reason it is important that the learner commit

Activity 7: Thanks to this activity the learner will be able to build a tool that he/she can use every
time he/she comes in contact with a hosting company.

Activity 8: Thanks to this activity the learner will be able to build a tool that he/she can use every
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time his/her students has to start the WBL period in the hosting company.
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Final unit 2 learner assessment.

Multiple choice questions (only 1 answer is correct - CORRECT ANSWERS ARE MARKED IN
GREEN)
1. What knowledge/skills/attitudes which are necessary to manage a WBL project?
being a quick learner
sufficient knowledge about mathematics
far-sighted attitude
2. Specifically WBL-oriented programs exist at:
national, regional or sectorial level
European level
local level
3. Financing training and learning that contains work-based elements is possible:
In all EU countries
In few EU countries
It is not possible
4. Learning outcome acquired non-formally and informally through work are recognized.
Yes
No
Sometimes
5. Regarding the design, management and reporting rules that need to be taken into account
in managing a WBL project, reference is always made according to the:
schools/institutions regulations.
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funds used and the local regulations.
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hosting company rules.
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6. What kind of job opportunities a good WBL manager must consider for the students?
The currently available ones
Those he/she can find effortlessly
Those closest to the student house
7. When a student enters the world of work, what aspect must be guaranteed by the WBL
planner?
Adequate space
Proper values
Health and safety
8. Experiential learning is a learning method that:
combines direct experience with focused reflection
provides for the constant present of the teacher
uses books as the only educational tool
9. Another aspect of Experiential learning is that it:
Encourages repeating the same action
Requires active involvement in meaning construction
Combines in classroom study with at home study
10. Which of these is one the 10 Innovative Learning Strategies for Modern Pedagogy
indicated in the text:
Context-Based learning
Teacher centered learning
Passive leaning
11. Which one of these is another Innovative Learning Strategies for Modern Pedagogy
indicated in the text:
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Self-study (e.g. reading literature)
Learning by doing
Learning by discussing with others
13. When work-based blended learning is effective?
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Game based learning
Jigsaw method
Incidental learning
12. The text indicates how people learn in the workspace. Which of these learning
methodology is the most frequent?

When learners are engaged in solving real world problems
When learner are asked to perform tasks not related to their position
Only when the knowledges learned in class can be applied in the workplace
14. How can the WBL planner guide learners in order to realize/agree on their realistic
opportunities on the labour market?
Deciding which company is best for the student based on my intuition
Taking into account their work skills and career interests
Disregarding the real job opportunities that the area in which I operate offers

15. How can the WBL planner counsel and guide learners to a self-determined (working) life?
By lecturing them on the psychological meaning of self-determined working life
forcing them to experience WBL at companies that do not meet their expectations
Help learners to have control over their own lives, to have high self-motivation, to base their
actions on their own goals and behavior, to take responsibility for their behaviors
16. What are the main actions to be carried out by the coordinator for manage and involve
learners in the exercise firms
Make sure that every student's entry into the world of work is rewarding and successful
Let the student enter the working world without having informed him about the
characteristics of the company
Neglecting the company's knowledge of the rules and benefits of WBL
17. Once getting to the point where the student has to enter the company, ho should make
the final decision about hiring students
The employer
The teacher
The coordinator
18. How can the WBL manager supervise the student in the workplace?
Unexpectedly arrive at the company to check the student's performance
By establishing a visitation plan for student observation and counseling with both student
and company
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19. What are the skills that the learners need to be prepared for entering the world of work
and that they must be taught in class?
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Randomly call the company to find out what the student does

Putting together a PPT presentation
How to send a customer away
How to avoid task the learner doesn’t feel like doing
20. What are the motivations, emotions and responses of students at the starting phase of the
WBL program?
Sense of making progress; mid-term blues (interim targets monitor development and
maintain motivation; ensure the relevance to the final goal is clear)
Relief, celebration, loss (ensure achievements are celebrated and rewarded; allow those
who do not finish to exit at an earlier stage with credit and dignity; consider follow-on
opportunities for staff development
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Excitement, anxiety (clear induction should allay fears without dampening enthusiasm; peer
support lets people share their concerns and realize they are not alone)
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II.3 Monitoring and collecting evidences
Lesson plan:
Unit 3: Monitoring and collecting evidences
(6 hours = 300 min)
General description of monitoring and collecting evidences. (10 min)
3.1. Monitoring and reporting of WBL within Social and Economical Context
(including companies). (60 min)
 3.1.1. Necessary knowledge for monitoring and evaluating the different
parties involved in the WBL activity and their relations.
 3.1.2. Knowledge and skills to be monitoring.
 3.1.3. What documents must be completed.
Learner assessment (10 min)
3.2. Monitoring and reporting of WBL pedagogical methodologies. (50 min)
 3.2.1. Necessary knowledge for monitoring and reporting of WBL
pedagogical methodologies.
 3.2.2. Knowledge and skills to be monitoring.
 3.2.3. What documents must be completed.
Learner assessment (10 min)
Main contents

3.3. Monitoring of WBL learners and collecting evidences. (60 min)
 3.3.1. Necessary knowledge for monitoring of WBL learners and
collecting evidences.
 3.3.2. Knowledge and skills to be monitoring.
 3.3.3. What documents must be completed.
Learner assessment (10 min)
3.4: Monitoring and reporting the WBL path. (50 min)
 3.4.1. Necessary knowledge for monitoring and reporting the WBL
path.
 3.4.2. Knowledge and skills to be monitoring.
 3.4.3. What documents must be completed.
Learner assessment (10min)
Conclusion (15 min)

Trainers of VET Planners and VET planners themselves

Prerequisites

Experience as a trainer

Duration

6 hours in-class training

Methodology

Presentations, case studies, group work, discussion, reflection

Materials required

Paper wall, roll-up, video projection equipment, markers of different colors, ...

Evaluation of

Revision, Assessment

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

Page

Target Group
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Final learner assessment unit 3 (15 min)

Learning Outcomes
EQF Level

5

Details

General DESCRIPTION
The evaluation cannot be performed by itself, without being preceded by monitoring, which
preliminary implies the establishment of some performance indicators and standards. The aspects
that can be measured during the activity will be subject of monitoring, while others that refers to
impact, will be dealt by evaluated.

"Monitoring means investigating what is happening while it is happening."
Monitoring is the continuous process of collecting relevant information about how the project is
conducted. Through monitoring, the deviations between the initial and the current planning will be
identified, in order to adjust the project plan by taking corrective actions, including by repeating the
planning processes, if necessary.
For this reason, a mechanism is needed to warn the project implementation team about the success
or failure possibilities of the project. In order to monitor the project, a list of events / indicators
(quantitative and qualitative) must be drawn up, which once followed can show when a project is
very close to "problems".
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The indicators choice can make a difference. If something else than it should be is measured, or if it
is measured incorrectly, the data may be misleading and the quality of decisions may be affected.
Therefore, the performance indicators should be:
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SMART: specific, measurable, achievable, result-focused, clearly timelimited;
Valid: to measure what has been established to be measured;
Constant/faire: when used by different people, to produce similar
results;
Sensitive: to measure the important changes of the situation, within the
established time horizon;
Cost-efficient: the information obtained deserves the financial and time
costs of the collection process;
Current: to be simpler to pick and quickly enough to analyse;
Adequate: adequate to the institution's possibilities and resources.
Good and systematic monitoring involves collecting information from all team members, project
beneficiaries, partners, etc... Ideally this is done by asking them to complete a written questionnaire
or answer some questions (open or closed) during an interview.
Monitoring tools: verbal observation and appreciation; oral questioning; standardized tests;
practical work; projects; portfolio; evaluation and self-assessment forms; worksheets; independent
work in the classroom; homework; practical tests; group work, feedback, etc.
The main objective of the monitoring system is the continuous measurement of the progress of the
project, following various aspects, as will be seen later.
The result of the monitoring is found in the provided reports, so the VET Planner and his team
involved in the project must to:
1. provide reports on the progress of the WBL process.
2. write periodic reports, which are the proof of progress in achieving the learning outcomes.
3. provide regular reports on the development of the student training process.
4. provide reports on the implementation of the training activities and the special role played by
each party involved.
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The most central thing is to evaluate how the strategic goals and yearly actions set in place for
students work based learning have been achieved from the perspective of all parties: the students
the trainers, and the Companies.

57

Like any other activities within an organization, educational activities must also be evaluated on a
regular basis, to gain information about the achievement of goals, the quality of work and future
development needs.

A common way to approach monitoring is through the Deming Quality Circle, which describes four
basic steps: Plan – Do – Check – Act.
The steps Plan (strategy and action plan) and Do (carry out the activities) have been dealt with in
chapter II.1 and II.2. From the point of view of quality assurance, the steps Check (evaluation) and
Act (corrective actions and plans) are the most crucial.
Quality assurance is never a one-off activity but constantly repeated, for example every 6 months or
yearly. Continuous improvement is at the heart of the Deming Quality Circle2.
THE DEMING QUALITY CIRCLE

And a final word so you don't forget: the monitoring in the WBL must be divided between trainers,
trainees and companies!
3.1. Monitoring and reporting of WBL within Social and Economical Context (including
companies).
3.1.1. Necessary knowledge for monitoring and evaluating the different parties involved in the WBL
activity and their relations.
To be able to monitor, the VET Planner must ensure that he has all the necessary knowledge of the
"project". So you're like a project manager/ an entrepreneur who must know everything, to be able
to delegate tasks, to verify their execution and the progress/evolution of the "project”. It is also
extremely important for the VET Planner that is monitoring, if there are problems, to know precisely
for which reason the problems are due. Is this a problem:
- due to the trainees, the VET trainer, the host company?
- of the method of teaching (theoretical or practical)?

2
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- due to problems in the workplace?
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- of the content of the material require to be taught - theoretically or practically?

- who keeps of the Tutor/Master ability?
- as a result of the level of students ' knowledge? Or maybe a poor implication (see presence,
attention to the lessons, participation/active involvement in courses, etc.)?
- or maybe it's not a real problem, but the questionnaires, the chosen monitoring methodology, or
the method of interpreting the data are not appropriate, and their results are not consistent with
reality.
As a result, YOU as VET Planner need to answer a few questions that concern you:
1. Do you know the material "project" accurately and in detail? Because you must be able to explain
to the employer the project or program that WBL relies on, to clarify the entire framework. As a
planner you must know for sure:
- where from you're starting,
- from what level of student knowledge,
- what "matter/ sphere" you have to teach the student,
- how capable is the VET Trainer to transmit that information,
- what knowledge and skills does the Master of the Host Company need,
- what equipment and level of performance must have the Host Company, so that the trainees can
find there, in that environment, all that they needs to acquire the necessary abilities and skills for
the profession you are forming them.
2. Have you read the relevant documents – contracts, theoretical information
to be transmitted, practical topics prepared, etc? It is essential for the success
of your "project" to start well, with all relevant documents duly completed.
3. Do you master the legislative regulations in the field of "project"? There are
occupations that have common legislative provisions, but there are others who
have a restrictive legislation and practicing that profession is conditioned by
them. It is your duty to be aware of the legislation on the “project” you are
starting.
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5. Does the Tutor/Master appointed by the Company have the necessary knowledge that, once you
have instructed and given him the necessary tools, he can correctly monitor the evolution of the
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4. Do you know the internal rules of the host company, so that you can establish precise rules for
the coordinator/company? Often, the peculiarities of organizing and/or management of the activity
of the host company unawareness, can entail the failure of a "project". This is why it requires a total
openness and cooperation between the VET Planner and the Host Company, so that together, the
two entities to be able to ensure the optimal necessary framework for the evolution of the learner.

courses? If not, you must consider a teaching session of the necessary knowledge. The Master may
be a very good specialist in the field of activity targeted by the "project", but have not enough skills
to convey his knowledge to the student. This meets especially at beginners ' Masters, at their first
activities of this kind. That's why you have to give attention in identifying the potential of the
Mentor and at the same time the ability to steer him on the necessary path for the student
evolution, knowing that the Mentors have an extremely pronounced pride (as a result of their
knowledge on the profession).
6. Knowing the specifics of the Host Company, to facilitate data collection and monitoring, did you
produce the personified data collection and monitoring models required for monitoring? Did you
make them available to the Company? You are the responsible to produce and make available to all
involved parties, questionnaire models and required reports. Because you are like the "Control
Tower" that takes care that the "project" will be carried out normally, to bring all the necessary
corrections along the way so that it can reach its goal: at the end it has to go out on the gate
students that has all the knowledge, skills and abilities useful to a worker in the field you have
prepared him.
7. Do you know how to clarify the role, tasks and objectives of the pupil in order to be able to follow
him in the company he is apprentice? It is proven that it is good for the student to know exactly the
"educational path" he is going through, this leading to an increase of his involvement in the learning
process.
8. Did you prepared the report model so that it emphasizing how the training activities and the
particular role played by each involved party evolve? Do not forget that the level of understanding
is different, that’s why you must be careful when you prepare the questionnaire and report models
for each participant in the "project".
9. Have you established the rhythmicity of the reports – initially, monthly, quarterly, yearly, to have
a unified monitoring? Depending on the specifics of the "project" and the parties involved, you
need to collect information at the beginning, during and obviously at the end of the training. YOU
DECIDE how often you need this information, taking into account both your previous experiences
and the risks involved from a deviation of the "project" good walk.

12. Do you master the tools that encourage interrogation? The questionnaires you prepare and give
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11. Do you master and know how to implement the monitoring technique? It is especially important
to have a monitoring technique adapted to the needs: not heavy and much more complex than
necessary, but neither rare and without consistency, which does not allow you to identify the
vulnerable points.
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10. Who handles the daily presence and completion of NTSM and PSI documents? Who monitors:
you, the Mentor, the Trainer? Don't forget that the decisions regarding the "project" are in your
hand. That does not mean that you do everything, but that you have to give tasks to each part and
check how they solve them.

to the involved parties should help the respondents, must make them to be open and to provide all
the data that you consider relevant for monitoring and evaluation. They do not have to perceive
any inferiority complex answering correctly and completely to the questions thought by you.

3.1.2. Knowledge and skills to be monitoring?

A. For the trainee:
1. The level of theoretical and practical knowledge of the student, when entering the "project".
Evaluation of the "initial" knowledge with which the student presents on the first day. General and
specific to the profession.
2. Attendance at theoretical and practical courses.
3. The activity submitted: it is involved, it is active, it is interested.
4. Understand the subject matter taught.
5. They assimilated the theoretical and practical knowledge that was taught in each chapter.
B. For the Trainer:
1. participation and involvement in courses;
2. quality of teaching:
a) the quality of the material delivered;
b) the teaching mode; resourcefulness; attractiveness;
c) the degree and the way in which they involve the students in the educational process;
d) the way in which the trainees acquire the materials;
3. student monitoring: continuous, scheduled tests, requesting feedback from WBL students, etc.
4. how they handle "crises", times when students are inattentive or have other concerns during the
courses.
5. completing the daily attendance sheets.
C. For Mentor and Company
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2. the availability to transmit to the students her/his knowledge;
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1. participation and involvement in the process of practical learning of the students;

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

3. the way in which they monitor their students and maintain their concern for the profession in
which they specialize.
4. Monthly completion / or whenever the work protection and fire prevention sheets are needed
5. completing the attendance sheets
6. Provides students with the necessary learning materials (spaces, working conditions, tools /
devices, etc.)
7. The signing of the necessary documents - contracts, agreements, minutes, for a good project
performance.
D. For VET Planner
1. Are the theoretical and practical activities correlated?
2. The Trainer and the Mentor consult on the daily / weekly actions to be undertaken, based on the
evolution of WBL Students?

3.1.3. What documents must be completed?
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A. For the trainee:
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The VET planner must possess tools that allow an objective and effective monitoring of the
performance obtained by the learners, of the constancy and precision in measuring the chosen
indicators. He is responsible for:
- designing the monitoring instruments and applying them.
- further development of monitoring instruments.
In conclusion, the VET Planner must:
- check that all documents (contracts) are signed by the parties involved in the "project";
- prepare and sign monitoring agreements;
- manage the monthly reports / or within the established deadlines, in collaboration with the
companies;
- provide reports on the implementation of the training activities and the role played by each
- monitor all the parties involved in the "project".
- provide VET teachers / trainers with templates for monitoring the WBL experience.
- provide trainers with templates for monitoring and collecting evidence on progress in achieving
learning outcomes.
- provide instructions and templates to the companies / mentors respectively, for monitoring the
activities and results of the students and also for collecting the samples.
- authorize the student's self-evaluation, provide him / her with the necessary tools for monitoring
- complete the training in the field of SSM and PSI.
- follow the daily completion of attendance lists.
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1. Trainee evaluation sheet
2. Mentor evaluation sheet
3. Assessment sheet of the theoretical and practical courses conditions.

B. For the Trainer:
1. Assessment sheet of the conditions for conducting theoretical courses
2. Student WBL knowledge sheet / evolution report
C. For Mentor and Company
1. The evaluation sheet of the conditions for conducting practical courses
2. The evolution sheet / report of practical skills acquired by the WBL Student as a result of the
process of a specific course / module

D. For VET Planner
1. Student WBL-Trainer relationship evaluation sheet: Student WBL-Mentor; Trainer-Mentor.
2. Evaluation sheet for the present and involvement of Mentor / Tutor.
3. Evaluation sheet for the present and involvement of Trainer.
4. Monitoring of the hall and technical equipment necessary for the good development of the
project.

You have a Toolbox of practical tools (chapter III) with some samples of documents.
CASE STUDIES
Case study 1
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What is the documents you must prepare before the start of the course?
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A Company producing sheet metal roof is interested to prepare CNC machines workers. For this
reason it is ready (in three month) to make available everything is necessary. The intension is to
make the students more familiar with the labour market and to get to know an occupation more
in details. You are the school VET planner:
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Suggestion: Make 4-6 Learner groups. Let them work 5 min, than present each one his result
(writing on the table/flipchart). At the end, discuss and do together the complete table of necessary
documents.
Case study 2 :
A Company producing sheet metal roof is interested to prepare CNC machines workers. For this
reason it is the Host Company for a course, with the intension to make the students more familiar
with the labour market and to get to know an occupation more in details. You are the Planner of
the vocational training education and at the initial evaluation you notice that 6 WBL students
from the group of 12 students have quite advanced knowledge. Does this change the learning
plan you have proposed? Details.
Suggestion: Brainstorming: ask each Learner to have an opinion. Than write on the table the correct
path.

Learner assessment
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1. For a good progress of the course / project, what are the parts to be monitored?
a) student, trainer, host company
b) mentor, student, host company
c) student, mentor, trainer.
d) course planning, company, student
e) mentor, course planning, trainer.
2. What is the rate at which / from time to time we request WBL student monitoring reports?
a) monthly
b) every three months
c) at least at the end of each chapter
d) at the end of the semester
e) upon returning from vacation.
3. To whom do we request the completion of the monitoring report?
a) Mentor / Tutor, WBL student, Trainer.
b) Mentor and WBL student
c) WBL Trainer and Student
d) Mentor and Trainer
e) The Director of the Host Company and the Trainer
4. What do you need to verify, to make sure that it is prepared / signed / validated, in order to start
the WBL training course in good conditions?
a) Contracts signed with the Company, the Mentor, the WBL students and the Trainer.
b) Contracts signed with the Company, the Mentor, the WBL students and the Trainer as well as the
Course Support.
c) Contracts signed with the Company, the Mentor, the WBL students and the Trainer, the Course
Support, the room for theoretical training and the line of practical training.
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Test 1. Choose the correct version.

d) Contracts signed with the Company, the Mentor, the WBL students and the Trainer, the Course
Support, the theoretical training room, the practical training line, the labor protection sheet and the
PSI.
e) Contracts signed with the Company, the Mentor, the WBL students and the Trainer, the Course
Support and the labor protection sheets and the PSI.
5. Who prepares the monitoring sheets?
a) each party involved in the project (Trainer, Mentor, WBL Student) presents the files, and the VET
Planner validates them.
b) each party involved in the project presents the files and the Director of the host Company
validates them.
c) Only the Mentor and the Trainer present the monitoring sheets to the VET Planner for validation
and then complete them.
d) The VET planner makes available to the parties involved the monitoring sheets validated by the
Company.
e) The VET planner makes the monitoring sheets available to the parties involved.

Test 2. True or false?
Nr

Statement

1
2

The labor protection sheet is completed only once a year.
The VET Planner must complete monitoring reports as soon as a
module has been completed
For proper monitoring, you must also have the feedback from WBL
students, based on a form made available to them
Does the Tutor designated by the Host Company have to have training
courses?
Self-assessment (Mentor, Trainer, Student WBL) helps you to monitor.

3
4

False
F

T
T
F
T
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5

True
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3.2. Monitoring and reporting of WBL pedagogical methodologies
3.2.1. Necessary knowledge for monitoring and reporting of WBL pedagogical methodologies.
The role of the activity is to follow if the lessons you have prepared are properly taught, if the
teaching method is efficient and help the student's evolution to the goal achievement. The same
things are also interesting for as concerning the practical activity of the students. As a VET Planner,
it is your duty to ensure that the entire educational chain is correct and is well organized, and in this
particular case, if theoretical and practical teaching methods are correctly chosen. For this reason,
as VET Planner, you must:
a. Make sure your indicators and descriptors are clear. But those who perform monitoring and
reporting, are they clear? You need to make sure that what you monitor and the chosen monitoring
methods will give you useful information, so that, based on your collected data, you can identify
exactly the situation you are finding yourself in. The same thing you must follow to your team: VET
trainer, Mentor, student. Everyone must be fair and fully informed and to be clear what and how
they monitor. And to know that they, too, are monitored!
b. Prepare questionnaires and report models – during learning and at the end, for all three parties
involved in the project (VET trainers, mentors and students), necessary to monitor and collecting
data on learning methodology adopted in Course. Questionnaires and report templates must be
tailored to the "profession" specification and to the host company. They also may have common
questions for all parties involved, as well as specific questions. In the "Tools" chapter, you find some
questionnaire models.
c. Establishes the number of monitoring reports and the moment of the learning data collection
tests application. In the case of monitoring the WBL pedagogical methodologies, as an exception to
the basic rule, we do not need an initial evaluation questionnaire at the beginning of the courses.
But monitoring must be continuously, so that you can identify whether everything is unfolding as
planned, and otherwise you can intervene and change the methodology in order to achieve the
goal.
d. Is it clear to you the monitoring results interpretation? What is the level of alert that once
achieved must lead to modification/updating of the methodology? What is important to mention
here is that you have to be careful to identify as quickly as possible any desynchronization and react
by making the necessary changes, because delays can lead to compromising the whole "project".
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By WBL pedagogical methodologies monitoring, you must have answers
to questions such as:
1. The information I chose to be transmitted to the pupils are in
accordance with the pursued final purpose?
2. Do I / what I need to change something to get the desired results, or the course good enough?
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e. When and what you react when, following the monitoring, you notice
that the chosen methodology does not give the expected results? You
must have from the beginning in mind the backup solutions: what I do
if...! Thus, the reaction time you need to brings the necessary corrections
will be minimal.

3. Is the location chosen for the practical activity appropriate? Does it offer to all students the
necessary conditions for developing their skills?
4. Does the Mentor / Tutor / Master of the Company provide students with all the necessary
information, whether or not they are required by them?
5. What about the Trainer?

3.2.2. Knowledge and skills to be monitoring.
A. For the trainee:
If the student / apprentice understand the terms and information contained in the theoretical
materials taught.
If this information helps him to evolve into the chosen job.
If the practical part combines with the theoretical one, helping to develop the student's abilities.
B. For the Trainer:
If the Trainer meets the established schedule.
If you teach the subject in an attractive way for students.
If it attracts the students by the way he holds the lessons.
C. For Mentor and Company:
If the theoretical information are duplicated by the practical ones transmitted by the Mentor;
If the space and technique made available by the Company, supports the student in the activity;
If the Mentor supports the students - by how to explain, by showing them himself how to do it, by
requesting the feedbeck, to evolve / grow in the chosen job.
3.2.3. What documents must be completed?
A. For the trainee:
1. Self-evaluation regarding the understanding of the information (theoretical and practical)
transmitted.
B. For the Trainer:
1. Student WBL theoretical knowledge assessment sheet
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3. WBL Student present sheet.
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2. Fulfillment sheet for subject matter planning and the maded modifications / corrections.

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

C. For Mentor and Company:
1. Student WBL practical knowledge assessment sheet
2. Fulfillment sheet for subject matter planning and modifications / corrections made during the
course
3. WBL Student present sheet.
E. For VET Planner
1. Trainer evaluation report: presence, teaching mode, attractiveness, student involvement.
2. Assessment report mentor / tutor: attendance, SSM norms, way of teaching practical knowledge,
involvement of WBL student.
You have a Toolbox of practical tools (chapter III) with some samples of documents.
CASE STUDIES
Case study 3.
A Company producing sheet metal roof is interested to prepare CNC machines workers. For this
reason it is the Host Company for a course, with the intension to make the students more familiar
with the labour market and to get to know an occupation more in details. You are the Planner of
the vocational training education and you are at the end of a new learning mode. What
knowledge do you monitor at WBL Students and what situations may arise? What are the
solutions you adopt for each of them?
Recommendation: brainstorming to identify situations that may occur. Then work in groups, to
develop solutions to solve each situation.
Case study 4.
A Company producing sheet metal roof is interested to prepare CNC machines workers. For this
reason it is the Host Company for a course, with the intension to make the students more familiar
with the labour market and to get to know an occupation more in details. You are the Planner of
the vocational training education and during the monitoring you observe that the WBL students
do not have the necessary tools for the practical development of the skills for which they received
the theoretical part from the Trainer. What are you doing?
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Learner assessment.
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Recommendation: work in groups of 4-6 Learners. At the end each one appoints a representative
who presents the results of the group.
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Test 1. Is the statement below true or false?
Nr
1
2
3
4
5

Statement
The theoretical training takes place in the morning for 2 hours, and the
practical one in the afternoon for another 6 hours.
Regardless of the feedback received, the Trainer must follow the course
as he was initially designed, without making any changes.
The Mentor / Tutor appointed by the Company must transmit to the
WBL students the practical knowledge required for the job.
The labor protection sheet and the PSI are completed at each change of
the workplace
It is better that the working groups be constituted mixed (from less
knowledgeable students and from better students), than homogeneous.

True

False
F
F

T
T
F

Test 2. Put in the correct order. 2; 5; 1; 7; 4; 3; 6.
1. Teaching theoretical knowledge
2. Signing contracts with the Company
3. Feedback from all 3 parties involved in the project
4. Conducting an internship
5. Evaluation to establish the level of knowledge of the students
6. Change planning of activities to cover the identified gaps.
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7. Completion of the job protection sheet at the workplace
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3.3. Monitoring of WBL learners and collecting evidences.
3.3.1. Necessary knowledge for monitoring of WBL learners and collecting evidences.

The apprentice monitoring is in fact the most important one in the VET Planner activity, because HE
is the heart of operation. For HIM - the student, (at the request of the market, obviously) you did
the "project". For him the theoretical and practical course, for him you choose the best host
company, for him the signing of contracts that would facilitate the success, for
him the method of learning, for him you plan the steps of the path learn and
the order, so everything for him to have at the end of the "project" a
HANDYMAN! Therefore the monitoring of the learner/apprentice is the one
who must be in the center of a VET Planner (as for a Trainer) preoccupation.
For this, YOU as Planner must be aware of the latest developments in the
education system, be creative and open minded, so you can identify the best methods and adopt
the best solutions to lead you to success: that means a well-trained student for the chosen job theoretically and practically, ready to enter into the labour market even the next day after
completing the courses, a man that the employer would be pleased with. Thus, he and his employer
will represent your promotional vectors as a Planner!
You must therefore determine what, how, when and with what frequency, you monitor a student.
And also who monitors, the VET Trainer, the Mentor, the Student himself and with what tools
(maybe specific to each). So, you have to answer the questions such as (without the claim that we
have covered all the situations!):
1. What knowledge does the pupil on the start line? General knowledge, but also specific
knowledge of the profession you wish to prepare him. Depending on the answers to this first
questionnaire, you need to make a decision regarding the volume and intensity of the theoretical
courses, on the learning path they have to follow. The large differences between students must
lead you to divide them on groups, working with different intensities and focusing on distinct
knowledge/skills. Because a student who knows more in the field, will be bored if he find nothing
attractive/challenging in the carried out work and thus you risk to come from a very good student
and a possible good handyman, even to a abandonment from him.

4. What is the student's attitude towards the job he / she is learning? Is he involved, likes what he
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3. Has the WBL learner succeeded in touching the goals you have proposed by "project" for each
stage during the curses? This must be monitored very carefully, because there is a risk of remaining
gaps in his preparation, and this can bring major disservices not only to the future employee, but
also to the employer and VET Planner.

70

2. The student has it clear the learning path? Once he’s aware of this, it will be easier for you, too;
because self-monitoring will work continuously and any skid marks will be observed and announced
even by the learner.

does, does things with pleasure, does he have ideas / initiatives?

3.3.2. Knowledge and skills to be monitoring?

A. For the trainee:
1. The degree of understanding of the material taught.
2. The evolution of the theoretical and practical knowledge acquired by the student; if he has
assimilated the knowledge taught in each stage:
a) participation and involvement in courses;
b) professional training;
c) the volume of the activity carried out;
e) the concrete conditions in which the work is carried out;
f) the results obtained;
g) the quality of the works;
h) complexity, creativity and diversity of activities;
i) labor productivity;
j) if he assumes the responsibilities of the position;
k) contacts and communication;
l) organizational skills;
m) availability for teamwork;
n) operability in carrying out activities;
o) number of rejections (/ day, / week, / month);
p) number of completed projects;
r) fidelity to the company;
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s) collegiality, fairness in work relationships.
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B. For the Trainer:
If they monitor their students according to the schedule established by agreement at the beginning
of the course.
If he has all the collected records updated.
If he has completed interim reports.
C. For Mentor and Company:
If they monitor their students according to the schedule established by agreement at the beginning
of the course
If you keep your records collected periodically up to date.
If it has completed interim reports.
3.3.3. What documents must be completed?

WBL Student
1. Self-assessment of knowledge evolution.
VET Planner
1. Student evaluation report WBL: presence, involvement, attention, evolution.
2. Trainer and Mentor / Tutor evaluation report, regarding their compliance with the WBL Student
monitoring charts.
You have a Toolbox of practical tools (chapter III) with some samples of documents.
CASE STUDIES
Case study 5.
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Suggestion: divided into 4 groups - like the 4 project partners, Student, Trainer, Company / Mentor,
VET Planner. Learners will be asked to list what documents they need to monitor the activity of each
project partner. Then each representative of the group will present the documents and finally
discuss their topic.
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A Company producing sheet metal roof is interested to prepare CNC machines workers. For this
reason it is the Host Company for a course, with the intension to make the students more familiar
with the labour market and to get to know an occupation more in details. You are the Planner of
the vocational training education: what do you have to make available to the team to collect the
evidences? List and detail.
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Case study 6.
A Company producing sheet metal roof is interested to prepare CNC machines workers. For this
reason it is the Host Company for a course, with the intension to make the students more familiar
with the labour market and to get to know an occupation more in details. You are the Planner of
the vocational training education: who monitors the students and in what directions?
Suggestions: Brainstorming. Everyone participates and expresses their opinion. Each opinion is noted
and finally you all discuss on the basis of the proposals. ATTENTION: this can lead to the
improvement of the course and the emergence of new monitoring ideas / sheets!!

Learner assessment.

Test 1. Choose the correct answer variants (from 0 to 5 correct answers!)
The WBL course was a successful one, if the student:
a- participated in the courses
b- assimilated the theoretical and practical matter taught
c- he took on tasks, even though he produced many rejections
d- proves the appropriation of the organizational culture
e- the executed works were of good quality

Test 2. Are the statements below correct or false?
Nr
1
2
3
4
5

TRUE

FALSE
F
F

T
T
F
T
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6

STATEMENT
The mentor does not deal with the daily presence, but only with the
protection of work
The trainer must respect the course planning, even if the WBL students
demonstrate that they did not understand part of the course
WBL students must have a self-monitoring test
The trainer (and the Mentor) must monitor the WBL students at least at the
end of each module (according to the established chart) - interim reports
The company can give students other tasks besides those specific to the job
they are preparing.
The VET planner monitors all parts of the project
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3.4: Monitoring and reporting the WBL path
3.4.1. Knowledge and skills needed for the VET Planner to monitor the implementation of the WBL
course, taking into account the needs of the company, of the student, of the stakeholders and the
educational purposes.
The role of the activity is to follow if the lessons we have prepared are effective, if the order of
teaching the subject is adapted to thestudents
needs.
To do this, you as a VET Planner must know exactly
where you left off, where you need to go, and
what steps to take, the route that the trainee must
follow in order to get there. You are in fact the
MANAGER of this project, the one who manages
the student's path, his evolution from novice to
specialist in the chosen field.
Monitoring the WBL path should answer questions like:
1. Do you know the level of knowledge - theoretical and practical of each WBL student, at the
beginning of the project?
2. Did you prepared a monitoring sheet for each WBL student, to follow the evolution of his
knowledge?
3. It is clear to you what you have to monitor (indicators), so you can track their evolution?
4. What measures do you take if you notice that one or more students do not fit into the WBL path
to follow?
3.4.2. Knowledge and skills to be monitoring.
A. For the trainee:
If it is clear the route you will take: what to learn, what steps, where to go.
If he has assimilated the knowledge - theoretical and practical taught in each stage.
If he has acquired the skills necessary for the job for which he is preparing.

In case there were problems, if he intervened and solved them in time.
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If you have followed the schedule established at the beginning of the courses.
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B. For the Trainer:

C. For Mentor and Company:
If you have followed the schedule established at the beginning of the courses.
If it solved any problems that arose.
3.4.3. What documents must be completed?
A. The trainee:
1. Self-assessment report of the learning path
B. The Trainer:
1. Evaluation sheet of assimilated knowledge (for each stage / module / chapter separately).
2. Present sheet and involvement report for each student.
3. File proposals to modify the learning path.

C. The Mentor and Company:
1. Report for presence and involvement
2. Assessment sheet of practical knowledge and the evolution of WBL Student in the profession.
3. Sheet with proposals for improving the practical educational process.

You have a Toolbox of practical tools (chapter III) with some samples of documents.
CASE STUDIES
Case study 7.
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Suggestion: An initial brainstorming is necessary, to define which can be the motifs of the problem.
After that, the learners can work in 3 groups, each one trying to give the answer from the
perspective of the trainer, mentor or student.
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A Company producing sheet metal roof is interested to prepare CNC machines workers. For this
reason it is the Host Company for a course, with the intension to make the students more familiar
with the labour market and to get to know an occupation more in details. You as Planner of the
vocational training education are monitoring the WBL path. Let’s say that the theoretical part has
3 modules and, after the first when you monitor, you see there are many gaps. Please analyse and
make the decision.

Case study 8.
A Company producing sheet metal roof is interested to prepare CNC machines workers. For this
reason it is the Host Company for a course, with the intension to make the students more familiar
with the labour market and to get to know an occupation more in details. You as Planner of the
vocational training education are monitoring the WBL path. Please prepared a monitoring sheet
for the WBL student, to follow the evolution of his knowledge?
Suggestion: divided into 3 groups - like the 3 project partners Trainer, Student, Mentor. Each group
prepare the specific monitoring sheet . At the end the representantive of each group present the
homework and the others complete if necessary.

Learner assessment.
Test 1. Choose the correct answer (one only) - A, B or C?
1. If, following the monitoring tests, the Trainer finds that the student has not assimilated the
knowledge taught, he:
a) removes the student from the project (sends him home)
b) check if it is a unique case and resume the elements for their clarification (with the student in
question or with the whole group, as the case may be).
c) announces the Tutor, so that he does not teach the practical part.
2. If the student does not comply with the labor protection rules and / or the tasks received, the
Company has the right to:
a) retains from his salary, as a punishment for his actions
b) to terminate the employment contract with the respective student
c) to proceed according to the labor contract signed between the parties.

3. Following the initial evaluation, the VET Planner observes that there are differences regarding the
knowledge of the enrolled students. In this case, it is desirable to:
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b) To make mixed groups, with students more prepared and less prepared, so that the latter learn
from the first
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a) Continue the course only with those who have more in-depth knowledge about the profession

c) to form 2 groups - better and less prepared, adapting the theoretical and practical courses to the
level of each group.
4. If, from the monitoring, the VET Planner observes that the Tutors do not make every effort to
transmit to the students the practical knowledge related to the profession, he / she can:
a) Ask the Host Company Manager to kick him out
b) To terminate the contract with the Tutor, requesting the Company another nomination for this
position.
c) To sign a new contract, having two Mentors.
5. If the Trainer (or Mentor) finds that the learning path is not the one desired, this one can:
a) Modify the theoretical / practical part of the course, so as to adapt it to the needs of WBL
students.
b) Announce the VET Planner, to take together the necessary corrective measures.
c) Announce the manager of the Host Company, for the necessary corrections.

Test 2. True or false?
a) The company is responsible for ensuring the practice conditions at the workplace.
b) The VET planner coordinates the entire WBL student preparation program.
c) The trainer can modify the learning plan by himself, if it is found that the path followed is not the
right one.
d) The production problems that appear during the practice period are solved by the VET Planner
e) The manager of the Host Company ensures that the monitoring of the practical activity is done
on time.
f) The VET planner monitors all feedback from all parties involved in the project.
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We recommend you to make a summary of the issues addressed in this unit, in order to better set
the terms learned during the course. All the information presented in each subunit will be
reviewed.
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Conclusion.
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Final unit 3 learner assessment.

Test final.
Choose the correct answer, concerning the activities/responsibilities and the involved parties in
the WBL process (one only) - A, B or C?

1. Who must assess the sheet for the conditions of theoretical and practical courses?
a) The Trainer
b) The Mentor/Company
c) The Student

2. The resposible to provide regular reports on the development of the student training process is?
a) The VET Planner
b) The Student
c) The Mentor/Company

3. The VET Planner must have a training program to ensure the………….. fidelity in relation to the
company / learn the organizational culture.
a) Mentor
b) Student
c) Trainer

4. The ……………… must respect the planning regarding the taught subject and to make modifications
/ corrections if necessary.
a) The VET Planner
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c) The Trainer
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b) The Mentor/Company
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5. Who is the responsible for completing the interim reports.
a) The VET Planner
b) The Mentor/Company
c) The Trainer

6. The completion of the the job protection sheet (work security proptection and fire protection) is
the responsabillity of?
a) Mentor / Company
b) Student
c) Trainer

7. The ………………………… must provide reports on the implementation of the training activities and
the special role played by each party involved.
a) The VET Planner
b) The Student
c) The Mentor/Company

8. The ………………..is the one who help WBL students evolve in the chosen job, by explaining, by
showing them how it is done, by requesting a feedbeck, etc.
a) VET Planner
b) Mentor / Company
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c) Trainer
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II.4. Final assessment, validation and certification
Lesson plan:
Unit 4: Final assessment, validation and certification (4 hours = 240 min)
General description of final assessment, validation and certification. (10 min)
4.1. Assessment, validation and certification of learning outcomes. (90 min)


4.1.1. Knowledge and skills that Planner need for the Student
Assessment and addressing the issues of examination, certification and
tracking.
 4.1.2. Knowledge and skills to be evaluate.
 4.1.3. What documents must be completed.
Learner assessment (10min)
Main contents

4.2. Assessment, validation and certification of the WBL path. (90 min)
 4.2.1. Necessary knowledge for assessing and validation of WBL path.
 4.2.2. Knowledge and skills to be evaluate.
 4.2.3. What documents must be completed.
Learner assessment (10min)
Conclusion (15 min)
Final learner assessment unit 4 (15 min)

Target Group

Trainers of VET Planners and VET planners themselves

Prerequisites

Experience as a trainer

Duration

4 hours in-class training

Methodology

Presentations, case studies, group work, discussion, reflection

Materials required

Paper wall, roll-up, video projection equipment

Evaluation of
Learning Outcomes

Revision, Assessment

EQF Level

5

Details
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We remind you what we mentioned in the previous chapter: the evaluation cannot be performed
by one alone; it must be preceded by monitoring, which involves setting performance indicators
and standards. The monitoring will deal with the aspects that can be measured during the activity,
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General DESCRIPTION

while others that refer to the impact, will be addressed through evaluation.
In fact, here is the moment to assess and evaluate the entire WBL activity!!!

Many assert that the method of evaluation is the one that dictates / primates in the educational
process, much more than the curriculum itself3
The final evaluation is organized at the end of each unit / training period, according to the
schedule; it can consist of questionnaires and practical activities, during which the students can
present their competences. For each unit taught, the evaluation will consist of:
- Oral evaluation / or project, which will cover the theoretical knowledge accumulated.
If the variant of the project is chosen, each student will present a portfolio, the content of which is
represented by the materials made (according to the requirements specified for each discipline
within the training program): essays, reports, reviews, case studies, didactic projects, etc. Each
student presents / supports before the evaluation commission one or more pieces of the portfolio;
The members of the commission will identify, through dialogue with each student, the value added
by the training program to its professional development.
- Written evaluation and
- Practical demonstration covering practical skills and competences. The written assessment will
include open questions, multiple choice questions, true / false answer questions and questions to
choose the right answer.

3

http://www.tvet.ro/Anexe/x/romassessment%20manual%20final_ram_rom.pdf
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The final evaluation results in a qualification, this being registered in the catalog, and the students
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Duration of the evaluation - examination, oral examination and / or project for each unit is
determined in the evaluation tool.

who promote the training program receive a certificate of continuous training, which specifies the
number of credits obtained and the competences acquired.
The general recommendation is that the assessment methods that are applied should focus more
on competencies than on assimilated knowledge!
Select and elaborate the evaluation tools.
• Think about how the results are formulated to identify what needs to be evaluated.
• If the verb describing "what students should be able to do" involves performing or completing a
product / activity, the evidence to be generated relates to performance. You should observe the
students during the activity and / or evaluate the product of that activity. The fact that I know how
to do the activity does not substitute the ability to do it.
• If the verb refers to "assessment of knowledge and understanding", the questions should:
- confirm the knowledge and level of understanding of your students only when they are not
obvious from the activity:
- certify the evidence of your students, asking them to explain certain elements of the evidence and
/ or to describe the process of producing them;
- evaluate the eventualities in which it would not be practical or prudent (for safety reasons) to wait
until the skills or activities can be observed.
• The evaluation tool must:
- allow students to produce sufficient evidence regarding their abilities, knowledge and
understanding to ensure coverage of results;
- generate evidence that can be measured according to the provisions;
- integrate the evaluation when possible, for example by combining the evaluation of the results
within a module or a range of modules, in a single situation or scenario for solving a problem;
- ensure that the evaluation requirements correspond to the EQF level for that module;
- either chosen so as to make optimal use of available resources;
- it takes into account the efficiency, from the cost point of view, regarding the time of the staff and
of the students;
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The purpose of the assessment is to validate, certify and raise awareness of the students' level of
preparation, but it can be done for other purposes, as seen in the ones illustrated below:
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- be designed to help all evaluators make credible evaluation decisions.
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And don't forget, the assessment in the WBL must be done separately for all parties: trainers,
trainees and companies!
4.1. Assessment, validation and certification of learning outcomes
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In order to be able to evaluate, you as a VET planner must make sure you have all the necessary
knowledge about the course and about evaluation in general, so that:
- you understand the learning process and the results you want to get from learning through that
course;
- you understand the contribution of the host company, to know how to carry out an evaluation
with the companies in the assessment of the student's competences, but also how and what to
evaluate in a company;
- master the master evaluation tools, keep up to date with the new diplomas and certifications,
master the feedback questionnaires;
- you can elaborate, apply and interpret the evaluation tools;
- have the ability to evaluate the WBL course, with and about: company (evaluation from
employers), students, trainers and other interested parties involved (for example, work office) and
to present the obtained results.
- to familiarize WBL students and educational staff with the procedures, to make visible the
informally competences acquired.
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4.1.1. Knowledge and skills that Planner need for the Student Assessment and addressing the issues
of examination, certification and tracking.
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4.1.2. Knowledge and skills to be evaluate.
A. For the trainee:
If the theoretical knowledge correspond to the level required by the job for which you have
prepared.
If the practical knowledge are at the level required by the workplace.
Evaluates learners' progress in achieving learning outcomes.
B. For the Trainer:
1. Teaching quality:
a) the teaching mode; resourcefulness; attractiveness.
b) the degree and the way in which the students involved in the educational process.
C. For Mentor and Company:
1. participation and involvement in the process of practical learning of students;
2. the availability to transmit to the students their knowledge;
3. is the Company satisfied with the students activity? He would hire them the next day if it needed
to?
4.1.3. What documents must be completed?
The VET planner must have the tools that allow an objective and effective evaluation of the
performance achieved by the students. He is responsible for:
- designing the evaluation instruments and applying them;
- development of evaluation tools.
In conclusion, YOU as VET Planner must:
- offer VET teachers / Trainers and Mentors, templates for evaluating the WBL experience and the
progress made in achieving the learning outcomes;
- you authorize the student's self-evaluation, offering him / her the self-evaluation necessary tools.

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

Page

1. Self-evaluation regarding the understanding of the information (theoretical and practical)
transmitted.
2. Assessment report of the knowledge and practical skills acquired after the course (completed by
the VET Planner, based on the evaluation sheets presented by the Trainer and Mentor).
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The WBL Student

The Trainer
1. Student WBL theoretical knowledge assessment sheet
2. Fulfillment sheet for subject matter planning and modifications / corrections made.
3. Student presentation sheet.
The Mentor
1. Assessment sheet of practical knowledge Student WBL
2. Fulfillment sheet, subject matter planning and modifications / corrections made during the
course.
3. Student presentation sheet

The VET Planner
1. Trainer evaluation report: presence, teaching mode, attractiveness, student involvement
2. Assessment report of the mentor / tutor: attendance, SSM norms, way of teaching practical
knowledge, involvement of WBL student.

You have a Toolbox of practical tools (chapter III) with some samples of documents.
CASE STUDIES
Case study.
A Company producing sheet metal roof is interested to prepare CNC machines workers. For this
reason it is the Host Company for a course, with the intension to make the students more familiar
with the labour market and to get to know an occupation more in details. You are the Planner of
the vocational training education and you must validate the WBL Students outcome. What are
you assessing?
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Sugestion. Brainstorming. Each Learner is entitled to 2 interventions, with proposals. At the end, a
summary is made and a table with the viable / correct proposals will be completed.
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Learner assessment.

Test 1. Choose the correct answer variants.
At the end of the project / course, in order to certify the results of the WBL Student, the VET
Planner must assess:
a) observance of the training program by the Trainer and Mentor
b) the student's attendance at the course
c) if the student has assimilated the theoretical knowledge
d) if it has completed the labor protection sheets and PSI
e) if the student has assimilated the practical knowledge
f) if during the course, the Company offered the necessary conditions for the development of
practical skills
g) if the Trainer and the Mentor collaborated to increase the level of WBL Student preparation

Test 2. Choose the correct answer A, B or C.
Self-check exercise which gives the number of points scored at the end.
Single choice, the correct answers are marked in green.

1. Which of these practices relates to WBL assessment, validation and certification of learning
outcomes?
A. Monitoring of the hall and technical equipment necessary for the good development of the
project.
B. Attendance at theoretical and practical courses.
C. Trainer report concerning the degree and the way in which the students involved in the
educational process.
2. For the WBL assessment, validation and certification of learning outcomes, the necessary
evaluation tools are elaborate, apply and interpret by?

C. The Trainer and the Mentor
3. If you want to have a good WBL assessment, validation and certification of learning outcomes,
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B. The Trainer, the Mentor and the WBL Student, each for his domain.
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A. The VET Planner.

you have to involve:
A. The Manager and the Mentor of the Company?
B. All the parties from the project?
C. An external auditor?
4. Want do you never do in a WBL assessment, validation and certification of learning outcomes?
A. Evaluate the learning path.
B. Evaluate if the practical skills are at the level required by the workplace.
C. Evaluates learners' progress in achieving theoretical knowledge.
5. Which are the documents to accomplish in WBL assessment, validation and certification of
learning outcomes?
A. Evaluation sheet for the present and involvement of Mentor and Tutor.
B. WBL Student's self-evaluation sheet.
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C. Assessment sheet of the theoretical and practical courses conditions.
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4.2. Assessment, validation and certification of the WBL path
4.2.1. Necessary knowledge for assessing and validation of WBL path.
Do not forget that you, as VET Planner must develop and apply the assessment
tools and must interpret the learning outcomes. So you need to well know and
manage the techniques of data evaluation and processing.
It is also necessary to apply methods that combine self-assessment and external,
to analyze learning outcomes (and the present learning path / project). And,
extremely important, to involve all the stakeholders in the evaluation process.

4.2.2. Knowledge and skills to be assess.
A. For the trainee:
Assessment of the duration of the internship.
Promote student self-assessment.
Analysis of learning outcomes and this learning path / project.
B. For the Trainer:
How it looks at the course as a whole and what improvements it would bring now, having the
experience of this cycle.
C. For Mentor and Company:
The performance of the project team / the relationship of the project team / the relationship with
the project partners
What would be the improvements he would see to make the course more productive.

4.2.3. What documents must be completed?

The trainee/ WBL Student:
Self-assessment sheet regarding the course: duration, theoretical and practical information
assimilated, the relationship between them, conditions. What changes would they see necessary.
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Course evaluation sheet.
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The Trainer:

The Mentor and the Company:
Course evaluation sheet.
The VET Planner
Course evaluation report, taking into account the information from the reports of the 3 involved
parties.

You have a Toolbox of practical tools (chapter III) with some samples of documents.
CASE STUDIES
Case study 2.
A Company producing sheet metal roof is interested to prepare CNC machines workers. For this
reason the host Company hosts a qualification course, with the intension to make the students
more familiar with the labour market and to get to know an occupation more in details. You are
the Planner of the vocational training education and you need to evaluate the WBL path. It details
what you evaluate for the validation of the theoretical and practical part.
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Suggestion: Work on two groups: one for the theoretical part, the other for the practical part. In the
end, each group presents its work results, the other group intervening to amend the mistakes and
completions. A complete and correct table will be completed at the end.
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Learner assessment.

Test 1. True or False?
Nr

Statement

True

1

For the evaluation of the course there is no need for the selfassessment WBL Students sheet, the final test being sufficient

2

The company / mentor has the right to impose modifications of the
learning path

3

At the final evaluation, the only thing that matters is the practical
skills proven by the WBL Student

4

In order to validate the learning path, the VET Planner needs reports
/ records from all 3 partners involved

X

5

The final certification takes into account the final exam and the
entire evolution of the WBL Student throughout the project

x

False
X

X

X

Conclusion.
We recommend you to make a summary of the issues addressed in this unit, in order to better set
the terms learned during the course. All the information presented in each subunit will be reviewed.
Final unit 4 Learner assessment (15 min)

Read the following statements related to WBL final assessment, validation and certification?

Correct or wrong
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Answer to the following 30 questions, choosing True or False. Each correct answer = 0.5 point.
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The initial assessment is important to set up an individual development plan with
the individual WBL learner

True

False

X

The duration of the evaluation - examination, oral examination and / or project for
each unit is less than 15 min

X

The WBL training depend of age difference and individual training Level of
education, and the assess must be done in consequence

X

The VET Planner promote self-evaluation followed systematically by supervision by
the promoter and involve all stakeholders in the evaluation process

X

The VET Planner analyse the Company internal procedures and reports to assess
the learning process and the achievement of learning outcomes
The monitoring will deal with the aspects that can be measured during the activity,
while others that refer to the impact, will be addressed through evaluation.

X

X

The validation of the Company has the role to strength the participation of
entrepreneurs in the training process.

X

The VET Planner is responsible for the elaboration, application and interpretation
of the evaluation/assessment tools

X

The evaluation tool must be designed to help all evaluators make credible
evaluation decisions

X

The evaluation tool must takes into account the efficiency, from the cost point of
view, regarding the time of the staff and of the students.

X

Each one of the parties involved in the project prepare his evaluation tools.

X

The certification will allow WBL students to obtain professional competence
certificates

X

In the case of WBL pedagogical methodologies, as an exception to the basic rule,
we do not need an initial evaluation questionnaire at the beginning of the courses.

x
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In addition to the summative evaluation also increasingly use methods of
formative evaluation: that means, to enable educational staff and learners to
identify further competences to be acquired on the basis of determining the
already acquired competences and thus to optimize the learning process

X
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Statement related to WBL final assessment, validation and certification

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

The role of the final evaluation is to follow if the lessons you have prepared are
properly taught, if the teaching method is efficient and help the student's
evolution to the goal achievement.
For good results, you must apply methods that combine self- and external
evaluation.

x

X

Individual interviews to assess the development of learning process at the work
place is the only method accepted
Apply test to assess learners’ satisfaction about the results of working skills
acquired

X

X

X

The VET Planner give the final certification taking into account the final exam

X
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The Trainer design the necessary tools for self-assessment
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II.5. Networking with stakeholders
Lesson plan:
Unit 5: Networking with stakeholders
(3 hours = 180 min)
5.1. Organising and managing with different parties involved in the WBL
activities and their relations
Introduction: (30 min)
1. Who are the stakeholders in WBL?

Main contents

Main activities: (120 min)
2. How to manage a group of stakeholders and how to communicate with
them? (35 min)
3. Acquisition of stakeholders (25 min)
4. Organising and managing WBL activities in cooperation with
stakeholders (25 min)
5. Funding (15 min)
6. Sustainability of the WBL Network (20 min)
Conclusion (15 min)
Assessment (15 min)

Target Group

Trainers of VET Planners and VET planners themselves

Prerequisites

Experience as a trainer

Duration

3 hours in-class training

Methodology

Presentations, case studies, group work, discussion, reflection

Materials required

Computer, Internet, Beamer, Paper Wall, Pens, Coloured Paper

Evaluation of
Learning Outcomes

Revision, Assessment

EQF Level

5

The introduction part is devoted to raising awareness who could be involved as a stakeholder in VET
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General Description
This unit is intended for new WBL VET planers as well as for experienced professionals who would
like to upskill and further develop their competences in the field.
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Details:
There is an E-Course covering the topics, whenever it might be appropriate
The trainer may ask the trainees to use selected exercises or tools in the digital version
The trainees can use it in order to work on the topics outside the classroom (e.g. homework,
preparation, etc.)

planning for WBL activities. As a matter of course, the particular group of stakeholders for each
single WBL activity may vary, however, the VET planner has to develop a clear understanding for
which persons or organisations may be involved. In order to make WBL activities more well-known
and make all stakeholders see the opportunities they might gain from such an experience for the
future is a main task for the VET planner in WBL.
The coordination of the different stakeholders during a certain (project) time is considered very
similar to managing a group. For that reason certain theoretical and practical knowledge, skills and
competences are required to be successful which are trained with this VEPA course unit.
The next part of the unit will focus on the acquisition of stakeholders. How can the relevant
contacts be found in a region? Which communication channels are appropriate and to be used with
the stakeholders?
As soon as the network or group is formed a set of activities is to be planned in cooperation with
them. What are basic elements of organizing and managing WBL activities together?
Another crucial part of VET planer’s activities when organising WBL experiences for learners is
finding suitable funding options. Involving the network of stakeholders with this activity is also very
important.
Last but not least, the unit is intended to develop a deeper understanding for sustainability in
cooperations. It is not enough to form and manage a group – the aim of networking is to keep in
contact for a long-term cooperation, develop the mutual relationship and promote the success of
the WBL activities together.

Introduction (30 min) – Who are the stakeholders in WBL?
In the past modules, the trainer and the trainees have already worked on the topic of planning WBL
activities. It is assumed that they are quite familiar with the technical terms of the topic of WBL.
This section of the course is dedicated explicitly to networking with all relevant stakeholders.
The lead question “Who are the stakeholders in WBL?” is presented on the beamer or written at
the paper wall.
Case study 5 - 0:
A secondary school will start to offer one-week work placements for the students at the beginning
of their final year. The intension is to make them more familiar with the labour market and to get
to know an occupation more in details. You are the school VET planner.
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(Option: Copy and print the case study for the students)
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Start to think about the network of involved stakeholders whom you will have to contact and to
cooperate with and how they are related to each other
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Pair Work
The trainer will ask the trainees to work in pairs. They get a large piece of paper and they are asked
to create a chart that shows the relevant stakeholders as well as their relations among each other.
(10 min). Each group present their output to the class. All papers will be displayed and discussed in
class (10 min). The learners will receive Tool 5-0 and fill their findings (5 min)
The trainer will summarize the results (5 min)
(Please find a suggestion for the trainer with tool 5-0 T. The number and relevance of stakeholders
might dependent on the context (e.g. country, region, industry.))

Optional:
The trainees can additionally use Tool 5-2 and fill in the names of the potential stakeholders in their
region.
Main activities: 1. How to manage a group of stakeholders and how to communicate with them?
(35 min)

From the introduction it became clear that there is a variety of stakeholders with view to their
background, their aims and their benefits in the process of WBL. In order to manage this group
towards the common aim of a successful WBL activity it is necessary to learn more about groups,
group dynamics and communication. Although the stakeholders in WBL planning and organizing of
WBL activities in many cases will not form a group physically, they will be committed to the
common aim of a successful WBL experience – this is what makes them react like a group with all
the group dynamics involved.

The trainer will show the following video. It is assumed that most of the future VET-planners (EQF
Level 5) are fluent in English, if not, they will get the basic message from the cartoon.
https://www.youtube.com/watch?v=U0zOqSRzR-s

The trainer will discuss the video with the learners.

In the following the findings are compared to the classical model invented by Bruce W. Tuckman:
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How does the group develop? Which phases could be discovered?
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On a paper wall they will collect feedback with view to:

1. Forming:
The group members do not yet form a group. They are not sure of their roles, there is a need
of task definition and confidence building. Active support by the coordinator (in this case
VET planer for WBL) is helpful.
2. Storming
Most groups go through a stage of conflict following the initial phase. Roles and
responsibilities, tasks and norms may all be challenging. Usually it leads to the formulation
of more realistic objectives, procedures and norms.
3. Norming
Basic norms and patterns of work are established within the group. A certain commitment
starts to form as the group becomes more and more a unity.
4. Performing
The group acts as a team and performs on a high level – in case the previous phases were
completed successfully. It is important to keep in mind the overarching aims, to support all
group members and to evaluate the progress.
5. Adjourning
Tuckman developed this fifth stage called ‘adjourning’ later than the four other stages. This
final stage involves the disengagement of relationships between team members and a short
period of recognition for the team’s achievements. The coordinator should also support the
members actively in this phase.
Adapted from: https://www.die-bonn.de/wb/2015-gruppendynamik-01.pdf

Pair work:





Storming
Is there a leading person?
What is my role?
How are we going to work together?






Norming
Are things defined?
Is there a plan?
Is there mutual respect?
Performing
Are we enjoying working together?
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Forming
Why am I here
Who is who?
What is our task
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The learners are asked to match the following 15 questions with the 5 Tuckman phases, please mix
the order of the 15 questions (they are correctly displayed here for the trainer):




Will we meet the requirements of our tasks?
Are the activities being evaluated?





Adjourning
Was the experience successful?
Are there future challenges to face together?
Did I find new network contacts?

Group discussion:
The learners will once again think of the video and reflect on:
-

What are advantages and disadvantages of working as a group according to the aspects of
motivation for WBL activities, knowledge/skills/competences, creativity and networking?
And how is the coordinator (in this case VET Planner for WBL) able to encourage the fruitful
cooperation towards the overarching aim?

Develop in class
(Optional: The statements given here can be printed and the learners will have to put them in the
right place)

Support
coordinator

Motivation
Working together for
for
WBL a common aim might
activities
increase
the
motivation

Coordination among the
group members requires
administrative efforts that
might be frustrating because
this time is not dedicated to
the aim.

Providing
of
clear
structure, sharing of tasks
and
instructions
will
minimize
the
administrative issues and
support the motivation.

Knowledge,
The amount and the
Skills
and variety
of
Competences knowledge, skills and
competences of a
group is superior to
the one’s of an
individual

In case the knowledge, skills
and
competences
are
unequally shared among the
group members some of
them might feel that they
have more workload than
others.

The coordinator should try
to balance the workload
and/or highlight who
contributed substantially
to the results.

The different point There is the risk of hidden Moderating
of
views
and agendas of single group structuring

of

of

the

and
work
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Disadvantage

Creativity

Advantage

Page

Topic

Networking

backgrounds
of
group members will
help to develop
creative ideas and
solutions

members and/or to lose processes
sight of the overarching aim elements.
as a result of too many
creative ideas

There is a sharing of
experience
and
contacts and the
chance
of
establishing
a
network

To lose sight of the
overarching aim as a result
of communication on other
topics.

and

creative

Moderating
and
structuring
of
work
processes, focus on the
topic.

Moreover, it is important to mention that in a group there are several relations not only with the
group coordinator but also among the group members. Forming a group (of stakeholders) for a
common aim is a process that takes some time.

Group Discussion:
Which channels of communication would you consider appropriate to be established with the group
of stakeholders? Distinguigh between face-to-face communication, oral communication, written
communication, group communication, group collaboration. Explain their advantages and
functions.

Hints for the trainer:
Face-to-face communication:
-

Meeting
Conference
Fair / Event

Oral communication:

Written communication:
-

Email
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Phone
Skype
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-

-

Fax
Letter

Group communication
-

Instant Messaging (e.g. WhatsApp)
Skype
Conference Calls
Social Media (e.g. Facebook)

Group collaboration
-

Google Drive
Basecamp
Trello
Dropbox

By means of face-to-face communication (meetings, conferences, etc.) or virtual communication
(skype, etc.) the group members/stakeholders get to know each other and find their roles in the
group.Interaction is a key element of communication, however, in virtual communication it could
be limited due to missing body language and facial expression.

But how to transfer this theoretical background to the practical work as a VET planer for WBL
activities? How to manage this group of stakeholders?
Enter your potential regional contacts in Tool 5-1 Template of network contacts with relevant data
Main activities: 2. Acquisition of stakeholders (25 min)

In the modern digital world, a research for (new) stakeholders will start on the internet. However,
how can this be done effectively?
The trainer will ask the learners about their experience in doing research on the internet. Do they
know about some basic tricks how to increase the search and filter functions on Google. Collect
them on a paper wall:

Filter search results by type of information (all, images, news, etc.)
Use advanced search mode in Google https://www.google.com/advanced_search
Use “…” Only findings with exact expression mentioned are displayed
Use + Only websites will appear that contain both terms.
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1.
2.
3.
4.
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Some examples:

5. Use related:URL will show similar websites to the one of the URL
Individual work (5 min)
Case Study 5-2
A secondary school will start to offer one-week work placements for the students at the beginning
of their final year. The intension is to make them more familiar with the labour market and to get
to know an occupation more in details. You are the school VET planner.
Start to think about concrete network partners in your region whom you will have to contact and
to cooperate with. Refer to your basic list of stakeholders from Case Study 1 and start with finding
appropriate contacts in your region – think about which information to gather and how to store
and manage it

(Optional: Print the Case Study)

Group Discussion:
The results will be presented in group and discussed with view to advantages and disadvantages.

Suggestions/Hints for the trainer:
Outlook Contacts/Contact List; Excel-File, WhatApp Group, Facebook, Basecamp, etc.
Tool 5-2 can be presented which is valuable in particular, if there is a larger number of WBL learners
who are doing their WBL activities in different companies and/or various departments of
companies. As a cover sheet it shows which are the relevant contacts in the particular case of the
WBL learner.

How to address the new stakeholders?
The trainer displays the newly found stakeholders on the screen or paper wall.
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Discuss how these stakeholders could be contacted for the first time (e.g. letter, email, phone call,
invitation for a school event related to WBL, ask for appointment at their premises). Will the first
contact person be the one you will be working with when it comes to the WBL activities?
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Discussion in class:
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Pair Work:
Each group will think about one or two of the potential stakeholders. What are the benefits of such
WBL activities for these stakeholders? What could be the key message in order to attract them for
the new approach in a first contact? Would they need more information (e.g. leaflet, legal
information, basic information “What is WBL?”)
Some hints to the trainer for successful email communication:
-

Send email to relevant contact person (avoid just to use “contact us” or general email
address of a company)
Use specific “ref” – also to avoid that your message will be identified as a spam mail
Reduce number of CC
Respect data protection (e.g. do not publish other external email contacts with a mailing)
Reduce number and volume of attachments
Refer to attachments in the text
Use appropriate business language as you would do in a letter, in particular for the first
contact
Use polite and formal title and salutary address
Use email signature with your contact details
Respect correct orthography and punctuation
Keep it short
Avoid abbreviations or specific technical terms that might be unknown by the recipient
….

Individual Work:
The learners are asked to create a first contact email which they would send to a potential future
VET company for placements of WBL learners. Think about any attachments.
Optional:
Enlarge the contact list with relevant stakeholders beyond the local/regional level. Think of national
stakeholders as well as European ones (e.g. with view to mobilities)
Main activities: 3. Organising and managing WBL activities in cooperation with stakeholders (25
min)

Pair work:
Find out some characteristics
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Even if the stakeholders are often contacted individually, from time to time it will be recommended
to organise a meeting to bring the group together. What are characteristics of effective groupwork?
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Once the network of stakeholders is established then it is important to find ways to organize and
manage the WBL activities most effectively in cooperation with all stakeholders.

(Optional: The trainer provides mixed statements (see hints below) and the learners try to allocate
them correctly

Hints for the trainer:
Effective Groupwork
o Informal, relaxed atmosphere
o Much relevant discussion with a high degree of participation
o Group task or objective clearly understood and commitment to it obtained
o Members listen to one another
o Conflict is not avoided, but brought into the open and dealt with constructively
o Most decisions are reached by general consensus with a minimum of formal voting
o Ideas are expressed freely and openly
o Leadership is not always with the chairperson, but tends to be shared as appropriate
Ineffective Groupwork
o Bored or tense atmosphere
o Discussion dominated by one or two people, and often irrelevant
o No clear common objective
o Members not listening to one another
o Conflict is either avoided or is allowed to develop into open warfare
o Simple majorities are seen as sufficient basis for group decisions, which the minority
have to accept
o Personal feelings and criticism are kept hidden and embarrassing leadership is
provided by the chair
o The group avoids any discussion about its own behaviour
(adapted according to Mc Gregor 1960)
How to moderate a discussion?
As the moderator of a group, you have to eliminate conflicts, increase the participants' creativity,
and pool their energies. In short, you have to make sure that you get a good result quickly and
effectively. The moderator will encourage the work of all group members - but not command others
with work tasks.
Pair Work:
Think of DOs and DON’Ts of a moderator in a group meeting.




Welcome all participants to the meeting
Introduce new group members or experts
Be brief but polite – time is money for all participants
Give a short and precise description of the topic of the meeting. If it's more complex, split it
up into sub-questions.
Visualize the agenda / topics (e.g. paper wall, presentation, printed agenda, bullet points)
Participants are in a similar starting position and your role as a moderator get established
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Hints for the trainer:








Make sure that things are smooth and fair.
Prevent individuals from profiling themselves while outdistancing others. You could ask for
feedback from others.
Stay with discussing one topic, if required, write down other topics for discussing them later
In case, some comments are too technical or too demanding the other participants will not
understand fully. Ask questions ore give explanations.
In a fruitful discussion the moderator is able to minimize his/her active involvement
As a moderator you should stay neutral. Leave questions and discussions to the group.

How to prevent or solve conflicts in a group?
Brainstorming in class:
What are possible reasons for conflicts in a group?
Hints for the trainer:
 Any kind of changes or innovations may arise discussions or conflicts
 Formal and informal hierarchies or dependencies
 Complex administration, inefficient equipment, lack of funding
 Different “agendas” towards the topic discussed (e.g. social inclusion versa business profit)
 Different personalities and tempers
 Misunderstandings, cultural differences, language problems
Pair or group work:
Out of the six reasons for conflicts above – choose one and think of a (potential) case study from
your work experience as a VET planner for WBL. Analyse the respective conflict. How could you
prevent or de-escalate the conflict?
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Prevent the conflict:
 A positive culture that allows one to speak openly about mistakes
 A fair, generally friendly and well-meaning tone.
 Willingness to compromise and readiness to communicate
 Remaining objective and professional at any stage of the conflict
 Initiative at an early stage when first misunderstandings or difficult situations arise in order
to clarify the situation
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Hints for the trainer:
Analyse the conflict:
 Who exactly is involved? Are there people in the background who may influence the
conflict?
 What is the core problem of the conflict, not necessarily the problem discussed?
 What has happened so far?
 What are the views of the conflicting parties?
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De-escalate the conflict:
 clarify positions and views
 clarify overall goals
 develop solutions and compromises that are negotiable
 all (!) participants agree on a compromise
 analyse the conflict and its results (ex-post) in order to prevent future conflicts
Responsibilities of each partner in the network
In order to avoid conflicts from the beginning it is important to define the responsibilities from the
beginning with all partners. The VET planner will be responsible to draft a first overview which will
be discussed with all stakeholders.
Individual Work:
Case Study 5-3
A secondary school will start to offer one-week work placements for the students at the beginning
of their final year. The intension is to make them more familiar with the labour market and to get
to know an occupation more in details. You are the school VET planner.
You are preparing the first meeting that brings together the stakeholders. So you are drafting a
document that lists the tasks and responsibilities of each party involved that will be discussed and
agreed with all stakeholders.
Discussion:
The results will be presented and discussed in class.
Optional:
In order to classify the results or to have some first ideas the trainer can share Tool 5-3 with the
learners to fill in their results.
Main activities: 4. Funding (15 min)
A WBL activity is an added-value to the CV of learners. However, the WBL experience may be
related to (extra) costs that have to be covered.
Case Study 5-4

Discussion in class
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The students will be working in companies that are located in your region. Think about any (extra)
costs that could be related with this and what are funding options for these costs.
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A secondary school will start to offer one-week work placements for the students at the beginning
of their final year. The intension is to make them more familiar with the labour market and to get
to know an occupation more in details. You are the school VET planner.

Hints for the trainer: see Tool 5-4
Main activities: 5. Sustainability of the WBL Network (10 min)
Once a network of WBL stakeholder is established it is crucial to ensure that all stakeholders are
committed to the common goal not only with view to the running WBL activity but also for a future
cooperation.
A structured and continuous dialogue as well as a systematic cooperation is ensured with the
activities mentioned in this unit (e.g. meetings, emails, etc.). In order to disseminate the successful
past WBL activities to the WBL stakeholder and other interested parties, in particular future WBL
stakeholders it is recommended to publish the information.

Case Study 5-5
A secondary school offered one-week work placements for the students at the beginning of their
final year. The intension was to make them more familiar with the labour market and to get to
know an occupation more in details. You are the school VET planner.
Think of any activities that will help to disseminate the positive experience and attract future WBL
stakeholders. At the same time, list the relevant communication channels for the publication of
this information.
(Optional: Print and share the Case Study)

Brainstorming in class with moderation by the trainer.
Hints for the trainer:

see Tool 5-5

Conclusion (15 min)
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Please consider also the “VEPA Competence Profile of the VET planner” which outlines the learning
outcomes for each unit.
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It is recommended you to make a summary of the issues addressed in this unit, in order to better
set the terms learned during the course. In this way the information presented in each subunit will
be reviewed.
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Assessment (15 min)

Unit 5: Assessment
A) Answer the following questions with TRUE or FALSE
1. Work-based learning in vocational education and training could involve: Apprenticeships (dual
vocational education and training), School-based VET with phases of learning in the workplace or
WBL at schools.
(TRUE)
2. Forming, Storming, Performing, Norming, Adjourning are the five Tuckman stages of group
development in correct order
(FALSE)
3. Four advantages of working as a group are in a WBL network:
 The amount and the variety of knowledge, skills and competences of a group is superior to
the one’s of an individual
 There is a sharing of experience and contacts and the chance of establishing a network
 Working together for a common aim might decrease the motivation
 The different point of views and backgrounds of group members will help to develop
creative ideas and solutions.
(FALSE)

B) Select one single answer per headline which is NOT a correct responsibility of the
mentioned party involved in WBL.
1.








The WBL learner is responsible:
To be punctual at work
To respect the internal rules in the WBL company (e.g. in case of security, administration, etc.)
To respect data protection and keep any internal confidential information
To inform the company and VET planner in case of illness
To work conscientiously and accurately, to handle all items with care.
To ensure safety at work
To act as a team member



To plan feasible WBL options for the learners in terms of their age, physical condition, any physical
restrictions, etc.
To act as a contact person / reference point for all stakeholders involved in the WBL activity



To follow the instructions of the in-house trainers in the company



To plan, manage and monitor the smooth organisation of the WBL activity, including preparation and
follow-up, at home and abroad (in case of mobilities to other countries)
To solve any problems that may arise in relation with the WBL activity
To evaluate WBL learners before and after the WBL activity
To evaluate the WBL company with view to their appropriateness and suitability as a host company
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2. The VET planner organising the WBL activity is responsible



for the WBL activity
To evaluate the WBL experience with all stakeholders

II.6. Improving of the WBL experience
Lesson plan:
Unit 6: Improving of the WBL experience
(3 hours = 180 min)
6.1. Continuous improvement process – Assuring and improving the quality
of running WBL programmes
Introduction: (15 min)
0. Assuring and improving the quality of running WBL programmes
Main activities (70 min)

Main contents

1. Lifelong Learning in today’s world of labour
2. Assuring and improving the quality of WBL programmes by validating
learner’s competences
3. New challenges with view to the labour market

6.2: Enlarging WBL Opportunities/activities – Developing new ideas
beyond the established WBL activities (100 min)
Introduction (15 min)
0. Developing new ideas beyond the established WBL activities
Main activities: (70 min)
1. European instruments for referencing competences
2. Future Jobs, occupational needs and social developments
3. Put ideas into action in WBL
Assessment (10 min)

Prerequisites

Experience as a trainer

Duration

3 hours in-class training

Methodology

Presentations, case studies, group work, discussion, reflection

Materials required

Computer, Internet, Beamer, Paper Wall, Pens, Coloured Paper
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Trainers of VET Planners and VET planners themselves
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Target Group

Evaluation of Learning
Outcomes

Revision, Assessment

EQF Level

5

Details:
There is an E-Course covering the topics, whenever it might be appropriate
The trainer may ask the trainees to use selected exercises or tools in the digital version
The trainees can use it in order to work on the topics outside the classroom (e.g. homework,
preparation, etc.)

General Description
This unit is intended for new WBL VET planers as well as for experienced professionals who would
like to upskill and further develop their competences in the field.
Unit 6 is divided in two main parts dedicated to topics of assuring and improving the quality of
running WBL programmes as well as developing new ideas beyond the established WBL activities.
These topics are strongly related since it is crucial to evaluate the WBL activities and learners’
competences in order to identify any lessons learnt which will be implemented in subsequent
future activities. At the same time the challenges in society and on the labour market are
continuously changing – which means that all people have learn new things. For that reason lifelong
learning is a key to success. At the same time, learning is no longer a teacher-orientated approach.
There is a range of modern ways of gaining new knowledge, skills or competences. However, it is
not sufficient to have new skills – it is also important to have the competences recognised in order
to make those visible and transparent for others such as new employers. For that reason the
European Union has developed several instruments for referencing competences which can be used
also with WBL activities. The unit will also focus on future jobs, occupational needs and social
developments. State-of-the-art research and instruments will be used to show how new ideas can
be put into action in WBL.

6.1. Continuous improvement process – Assuring and improving the quality of running WBL
programmes
Introduction - Assuring and improving the quality of running WBL programmes

The lead question for the introduction is “What are key competences in learning?” is presented on
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This section of the course is dedicated explicitly to quality improvement in learning.

108

In the past modules, the trainer and the trainees have already worked on the topic of monitoring
WBL activities. It is assumed that they are quite familiar with the technical terms of the topic of
WBL.

the beamer or written at the paper wall.

Case study 6 - 0:
A secondary school has started to offer one-week work placements for the students at the
beginning of their final year. The intension was to make them more familiar with the labour
market and to get to know an occupation more in details. You are the school VET planner and you
would like to know about the WBL experience, in particular about new competences gained.
1. What do you consider a key competence?
2. What could be relevant key competences? Which ones could be gained from this WBL
experience?
3. Which key competence is gained in any WBL activity regardless of which industry or sector
was chosen. What does it include?
(Option: Copy and print the case study for the students)

Discuss in class
The trainer will summarize the results

Hints for the trainer:
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Ref 2
The EU defined 8 key competences:
1. Literacy competence
2. Multilingual competence
3. Mathematical competence and competence in science, technology and engineering
4. Digital competence
5. Personal, social and learning to learn competence
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Ref 1
The key competences are a combination of knowledge, skills and attitudes.
Knowledge
Knowledge is composed of the concepts, facts and figures, ideas and theories which are already
established, and support the understanding of a certain area or subject.
Skills
Skills are defined as the ability to carry out processes and use the existing knowledge to achieve
results.
Attitudes
Attitudes describe the disposition and mindset to act or react to ideas, persons or situations.
The key competences are developed throughout life, through formal, non-formal and informal
learning in different environments, including family, school, workplace, neighbourhood and other
communities.

6. Citizenship competence
7. Entrepreneurship competence
8. Cultural awareness and expression competence
All key competences are considered equally important and aspects essential to one domain will
support competence development in another. For example, skills such as critical thinking, problem
solving, team work, communication, creativity, negotiation, analytical and intercultural skills are
embedded throughout the key competences.
Ref 3
Personal, social and learning to learn competence
For more information:
https://op.europa.eu/en/publication-detail/-/publication/297a33c8-a1f3-11e9-9d0101aa75ed71a1/language-en

Main activities: 1. Lifelong Learning in today’s world of labour (25 min)

From the introduction it became clear that learning is important for today’s work of labour – that
means also with WBL activities. However, there are several terms and definitions to be known by
the VET planners.

Pair work:
The learners receive a set of cards with terms, definitions and examples. They are asked to match
them correctly.
The results will be discussed in class.

Hint for the trainer: (Please print and cut)
Example
Getting familiar with a new
language

Maths at upper-secondary
school.
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Formal learning

Definition
Process by which an individual
assimilates information, ideas
and values and thus acquires
knowledge, know-how, skills
and/or competences
Learning that occurs in an
organised
and
structured
environment (such as in an
education or training institution
or on the job) and is explicitly
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Term
Learning

Knowledge

Skills

Competences

E-learning

Blended learning

Lifelong learning

Washing the dishes

Naming
the
legislation

relevant

Adding up a column of
numbers
Planning a project

Using a language app on
the smartphone

Attending a vocational
course on Mondays and
completing the activities
online during the rest of the
week
All learning activity undertaken Visiting New York for
throughout life, which results in learning more about the
improving knowledge, know- American way of life.
how, skills, competences and/or
qualifications for personal, social
and/or professional reasons.
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Informal learning

Taking dancing lessons
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Non-formal learning

designated as learning (in terms
of objectives, time or resources).
It is intentional from the
learner’s point of view. It
typically leads to certification.
Learning embedded in planned
activities
not
explicitly
designated as learning (in terms
of learning objectives, learning
time or learning support). It is
intentional from the learner’s
point of view
Learning resulting from daily
activities related to work, family
or leisure. It is not organised or
structured in terms of objectives,
time or learning support. It is in
most cases unintentional from
the learner’s perspective.
Outcome of assimilation of
information through learning. It
is the body of facts, principles,
theories and practices related to
a field of study or work
Ability to apply knowledge and
use know-how to complete tasks
and solve problems
Ability to use knowledge, skills
and personal, social and/or
methodological abilities, in work
or study situations and in
professional
and
personal
development.
Learning
supported
by
information and communication
technologies (icT).
Combination of online learning
and
traditional
face-to-face
instruction.

Off-the-job training

On-the-job training

Vocational training undertaken Attending a 3-days course
away from the normal work in Stockholm in order to
situation
learn
some
Swedish
language
for
better
communication with clients
from there.
Vocational training given in the Being instructed as a
normal work situation.
secretary how to use the
new copying machine.

https://www.cedefop.europa.eu/files/4117_en.pdf

Main activities: 2. Assuring and improving the quality of WBL programmes by validating
learner’s competences (35 min)

Learning includes informally and non-formally acquired competences. However, how are we going
to make those more transparent?
For the WBL learners, any competences acquired will bring added-value on future job opportunities
or career paths.
For a company, many additional competences that were not gained in the formal system are
valuable since a staff member does not only require so-called hard skills or technical skills but also
many soft skills.

Watch the video in class:
https://ec.europa.eu/social/main.jsp?catId=1146&langId=en&videosId=2876&furtherVideos=yes

Discuss in class
The four steps of validating non-formal and informal learning
Hint for the trainer:
Identification
Documentation
Assessment
Certification
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Think of reasons why different parties could be interested in validating non-formal and informal
learning.
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Individual work / Role play:

Use different perspectives: 1. European level, 2. National level, 3. Education and training sector, 4.
Business sector, 5. Voluntary sector, 6. Individual

Think about the stakeholders in your WBL activities and your role in the process. Make yourself
This Project has been funded with support from the European Commission.
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Cedefop: European guidelines for validating non-formal and informal learning
(2009), https://www.cedefop.europa.eu/files/4054_en.pdf , p19

familiar with the tools Tool 6-1. WBL activities – validation (company’s perspective) and Tool 6-2.
WBL activities – validation (learner’s perspective)
Main activities: 3.

New challenges with view to the labour market (10 min)

Ageing Society, digitalisation, climate change and globalization are changing not only the private
and social life of people – these are also challenges with view to the labour market.
Discuss in class
Find out about future jobs: What are criteria for future jobs?

Hints for the trainer:
New occupations and jobs
Need to replace existing workers

Discuss in class:
What is your national and regional perspective?

Hints for the trainer:
Feel free to explore the Cedefop’s skills forecast until 2030 to find out more about the opportunities in your
country.
https://www.cedefop.europa.eu/en/publications-and-resources/data-visualisations/skills-forecast

6.2: Enlarging WBL Opportunities/activities – Developing new ideas beyond the established WBL
activities
Introduction

https://ec.europa.eu/programmes/erasmus-plus/opportunities/traineeships-vocational-educationThis Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.
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Read the information and watch the video in class, then discuss
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“Thinking out of the box” for a VET planner could mean that the WBL activities are not just planned
in your region but you are offering more opportunities also abroad.

apprenticeships-and-recent-graduates_en

Try to find answers to the questions below.
Hints for the trainer:
-

Erasmus+ supports work placements abroad for students currently enrolled in VET? YES
The opportunities are also open to company-based apprentices? YES
The cultural experience you have from working in another country can make it more difficult
to find a job after? NO
Work-based learning will be part of the studies abroad? YES
The traineeship may last 15 months? NO
A Trainee can apply directly for a grant as an individual? NO
EU grants are designed to cover the costs for travel and subsistence? YES

Main activities: 1. European instruments for referencing competences

Discuss in class
Not only with Erasmus+ funds the European Union supports WBL activities across Europe. Policies
for work-based CVET on the European level are also outlined in CEDEFOP’s publication “Work-based
learning in continuing vocational education and training: policies and practices in Europe”:
“The Bruges communiqué, the renewed European agenda for adult learning and the recently
adopted Riga conclusions, which set medium-term objectives for the VET field in the period 2015-20,
are the major references on work-based learning (WBL) for CVET when it comes to European policy.
These major EU statutes recommend that:
(a) WBL for adults, should be promoted in all its forms;
(b) operation and implementation of WBL in CVET should be carried out in combination with other
forms of adult training;
(c) the combination should be targeted at reaching two objectives:
(i) developing ‘both job-specific skills and broader skills’, covering the full range of skills;
(ii) enhancing the flexibility of learning provision so as to meet the diversity of needs and
situations of learners. The flexibility of learning provision itself should be aimed at supporting
the inclusion of the lowskilled and the at-risk groups.”

This Project has been funded with support from the European Commission.
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In order to support activities like WBL and others as well as to reference competences of people the
European Union has developed a number of instruments that are relevant for VET planners in their
daily work. In particular, when it comes to WBL activities some of the most relevant ones are EQF
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https://www.cedefop.europa.eu/files/5549_en.pdf p32/33

and Europass.
What do you know about EQF and National Qualifications Framework?
Collect feedback in class and discuss the questions
Hints for the trainer:
https://ec.europa.eu/ploteus/search/site?f[0]=im_field_entity_type%3A97#
https://ec.europa.eu/ploteus/content/how-does-eqf-work
https://ec.europa.eu/ploteus/content/descriptors-page
https://ec.europa.eu/ploteus/en/referencing-reports-and-contacts

Questions in class:
-

The EQF consists of 7 levels? NO
The descriptors are defined for knowledge, skills and competences? NO
Most relevant levels for the daily work of a VET planner might include level 2-6? YES
How many levels does your national qualifications framework consist of? (check nationally)

From 2005 – 2020 over 150 million Europass CVs were created online with the Europass.
What do you know about Europass and its documents?

Collect first feedback in class
The Europass provides the main documents for applications:
A) Curriculum vitae (including self assessment for digital skills)
B) Cover Letter
C) Moreover, there is the Europass Mobility document.
Individual work, if devices like computers, tablets or smartphones are available.
In other case: Groupwork in class using computer, internet and beamer
Make yourself familiar with the instruments and answer following questions:
Hints for the trainer:
https://europass.cedefop.europa.eu/documents

Common European Framework of Reference:
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https://europa.eu/europass/system/files/2020-05/CEFR%20self-assessment%20grid%20EN.pdf
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https://europass.cedefop.europa.eu/documents/european-skills-passport/europass-mobility
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Europass (Updated in 2020)
https://europa.eu/europass/en/about-europass
https://europa.eu/europass/en/create-europass-cv
https://europa.eu/europass/en/create-europass-cover-letter
EURES
https://europa.eu/europass/en/work-europe/what-can-eures-do-you
Europass Mobility
https://europa.eu/europass/en/europass-mobility

Questions in class:
Common European Framework of Reference:
-

How many different competences of language skills are to be assessed? 5
How many language levels are defined? 6
Is E2 a defined language level? NO

Europass CV: Curriculum vitae:
-

Is it possible to enter the skype address in the online editor? YES:
How many different sections for competences can be created? 15
How many different sections of driving licences are listed (each of these with several
options to select)? 4
Is it possible to to link videos to the section “Honours and awards”? YES

Europass: Cover letter:
-

Are there different design options for the cover letter? YES
Is it possible to download the final cover letter in PDF format? YES

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.
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What is NOT included in EURES services to jobseekers and employers?
- Information, guidance and other support services for workers and employers
- Information about living and working conditions in EURES countries;
- Travel bookings within the EU countries
- Specific support services for frontier workers and employers in cross-border regions
- Assistance after getting a job such as language training and support with integration in the destination
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EURES

country.

Europass Mobility
-

The Europass Mobility records the knowledge and skills acquired in another European
country? YES
Can you fill in the mobility document as a participant? NO
The Europass Mobility document records knowledge and skills, e.g. with a work placement
in a company or a voluntary placement in an NGO? YES
It has to involve three partner organisations? NO

Individual Work:
Which kind of support can a VET planer give to WBL activities – in particular with Europass and
Mobilities. Think of questions to learners in order to check the quality of a WBL activity and ask for
their needs in order plan new activities accordingly.

Hints for the trainer:
The VET planers may use Tool 6-3 WBL activities – Europass and Mobilities

Main activities: 2.

Future Jobs, occupational needs and social developments

What is the correct terminology when it comes to match jobseekers with the labour market?

Print and cut the terminologies, definitions and examples.

overqualification

underqualification

Definition
Set of jobs whose main tasks
and duties are characterised
by a high degree of similarity
Situation where an individual
has a higher qualification than
the current job requires.

Example
Peter and his colleagues repair
cars – they have similar tasks
to do
Having just graduated at
university,
Tina
will
temporarily accept a low-level
position until she finds a more
appropriate employment

Situation where an individual Jessica is working as a nurse. In
has a lower qualification than Germany, only doctors are

This Project has been funded with support from the European Commission.
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Terminology
occupation
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Pair work: Match the terminologies, definition and examples – then discuss results in class.

the current job requires.
skill gap

Situation where an individual
does not have the level of
skills required to perform his
or her job adequately

skill mismatch

Situation of imbalance in
which the level or type of skills
available does not correspond
to labour market needs.

skill needs

Demand for particular types of
knowledge and skills on the
labour market (total demand
within a country or region,
economic sector, etc.).
Situation in which knowledge
and skills of individuals are out
of date or out of use

skill obsolescence

skill shortage

Situation where skills supply
(type of abilities and number
of people available on the
labour market) is not sufficient
to meet labour market
demand.

allowed to inject certain
vaccine.
Martin is the chief of
marketing and sales in a
fashion
company
with
international clients. He is not
able to communicate in
English.
Sarah is a teacher. At
university she was trained in
for the subjects History and
English. Now she is teaching
Maths at upper secondary.
TESLA will open a plant in a
rural area. They will require
many regional workers in the
sector of e-cars.
George works as a sales
person in a fashion company.
He likes to the customer
service. Now the management
decided to close the store and
to focus on the online shop.
German primary schools lack
many teachers because among other reasons - there
are more children due to
increased
migration
to
Germany within the last years.

Adapted according to https://www.cedefop.europa.eu/files/4117_en.pdf

Group work – Discussion in class

Hints for the trainer:
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The VET planers may use Tool 6-4 – WBL activities – Future plans – Enterprises
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Think of future WBL options in your region. What are the most relevant industries? What are future
trends and needs?
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Main activities: 3. Put ideas into action in WBL!
Make use of all the information of the VEPA-course and create your own new ideas!

How could VET planers help to make the competences acquired during the WBL activity more
transparent and valuable?
Group discussion:
Brainstorm for suitable ideas and research on the internet.
Good Practice is presented here:
Watch the two videos and learn more about digital badges with the guide. These digital badges
offer the opportunity of visualizing competences acquired with a WBL activity and also can be
displayed in an Europass CV.
https://www.open-badges.eu/en/content/what-open-badge
https://www.open-badges.eu/en/content/information-within-badge
https://www.open-badges.eu/sites/default/files/attachements/open_badges__guide_for_educators_en.pdf

Individual work and discussion in class
Try to create a badge for your WBL activity using the Tool 6-5 creation of a digital badge.

What are new initiatives with view to WBL in Europe?
Watch the video and discuss in class whether this would be feasible for your region
https://www.girls-day.de/maedchen/mediathek/ueber-den-girls-day/girls-day-a-really-successful-story

More information
https://www.girls-day.de/daten-fakten/das-ist-der-girls-day/ein-zukunftstag-fuer-maedchen/english
https://www.boys-day.de/footer/english-information

Explore initiatives from other countries in Europe and beyond for WBL activities and discuss in class
This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

Page

In other case: Groupwork in class using computer, internet and beamer
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Individual work, if devices like computers, tablets or smartphones are available.

whether and how they might be adapted for your local purposes.
Hints for the trainer:
Work-based learning as Erasmus+ programme objective / Good Practice: Outstanding Erasmus+
projects on the topic of WBL
https://epale.ec.europa.eu/en/blog/europaische-zusammenarbeit-zum-arbeitsweltbasierten-lernen

Work-based Learning as a Pathway to Competence-based Education, A UNEVOC Network
Contribution
https://www.bibb.de/veroeffentlichungen/de/publication/show/9861

Digitalisation and WBL
https://epale.ec.europa.eu/en/blog/digitalisierung-der-arbeitswelt-neue-chancen-fur-das-lernenerwachsener

WBL Networks in Europe
https://epale.ec.europa.eu/en/blog/netzwerke-europa-bildungszusammenarbeit-zum-thema-wbl

WBL and entrepreneurship
https://epale.ec.europa.eu/en/blog/enterprise-innovative-potential-meets-experience

WBL – Good Practice in Europe
https://epale.ec.europa.eu/en/blog/kerem-kovetkezot-interju-magyar-honvedseg-egeszsegugyikozpontjanak-munkatarsaval
https://epale.ec.europa.eu/en/blog/csorog-telefon-interju-united-call-centers-kft-munkatarsaval
https://epale.ec.europa.eu/en/blog/motivalo-munkahely-interju-egy-budapesti-multinacionalis-vallalatmunkatarsaval
https://epale.ec.europa.eu/en/blog/hiv-vasut-var-mav-interju-baross-gabor-oktatasi-kozpont-vezetojevel

Optional: Closing Activity
Have a vote for the idea the VET planers liked best.
Hint for the trainer:
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Alternatively to an election in class you could create a Kahoot for this activity.
More information at https://kahoot.com/
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Conclusion (15 min)
It is recommended you to make a summary of the issues addressed in this unit, in order to better
set the terms learned during the course. In this way the information presented in each subunit will
be reviewed.
Please consider also the “VEPA Competence Profile of the VET planner” which outlines the learning
outcomes for each unit.
Assessment (15 min)
Answer the following questions with TRUE or FALSE
1. The key competences defined by the European Commission updated in 2019 are:
Literacy competence, Multilingual competence, Mathematical competence and competence
in science, technology and engineering, Digital competence, Personal, social and learning to
learn competence, Citizenship competence, Entrepreneurship competence, Cultural
awareness and expression competence
(TRUE)
2. The definition of formal learning is:
Learning embedded in planned activities not explicitly designated as learning (in terms of
learning objectives, learning time or learning support). It is intentional from the learner’s
point of view
(FALSE)
3. The business sector is interested in WBL activities due to the knowledge society, social and
personal reasons.
(FALSE)
4. Skill obsolescence is defines as situation where an individual has a lower qualification than
the current job requires.
(FALSE)
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5. The competences in the Europass CV with self assessment tools correspond to European key
competences
(TRUE)
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III.

A Toolbox of practical tools for planning and managing of VET courses

III.1. Tools for planning

Tool 1 to be presented in the form of a grid: present the workstation
•

Rules to be respected (safety, quality, deadlines, etc)

•

Tasks to be carried out

•

Means to be used

However, it will be necessary to obtain information on the trainee and his/her internship project,
the objectives, the system, the organisation and the timetable.
Materials will have to be prepared:
- a presentation brochure of the institution, the Internal Regulations (IR)
- an organisation chart to present the institution, the service
- a site map
- general instructions
Places and means to be planned
- his workstation, place?
- tools and means provided
- badge
A schedule to prepare
- his schedule on the first day
- your schedule; a time frame for receiving him, introducing him to colleagues, showing him the
workshop
Information to pass on
- inform the persons directly concerned of his or her arrival
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- inform the work team globally
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III.2 Tools for managing VET Course
Conducting a follow-up interview:
Preparing the interview






set or confirm date and time
document
ask the training referent about what happened
reread notes from previous interviews
set priority objectives for this interview

Conducting the interview
Introducing the interview



indicate the purpose of the interview
recall if needed the conclusions of the previous interview

Conducting a follow-up interview
Follow a framework (depending on the objective-project of the internship)
For a global point the sequence can be:
1.

Activities carried out

2.

Strengths (what goes well, gets stronger ...)

3.

Weaknesses (what makes it difficult, causes problems …)

4.

Areas of progress or objectives

If it is a question of evaluating a progression in the acquisition of skills, the tutor starts from a
repository (set of skills to be acquired) and points out the skills in which the student has been able
to make progress, those in which he or she is not making progress.
If it is a question of assessing progress in relation to behaviours, the tutor also uses a repository
(set of expected behaviours) to point out where progress and shortcomings are. One can also start
from facts observed and the problems they pose.

- what is observed (facts, behaviours), the reflection then focuses on the analysis of the gaps.
TOOL 2.1.: STEPS FOR A SUCCESSFUL WORK-BASED LEARNING PROGRAM
This Project has been funded with support from the European Commission.
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- what is expected (the repository)
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Two things need to be taken into account:

The WBL coordinator can use the following check list (adapt it to his/hwr specific requirements if
needed) to make sure to carry out a quality program
 STEP 1: IDENTIFICATION OF A POTENTIAL HOSTING COMPANIES AND INITIAL CONTACT
Students should be matched to an employer host based on career interest and/or program of
study. Whether the WBL coordinator (teacher, or student) identifies a potential employer host,
the WBL coordinator must assess the employer through the established process (tool n. 2.4.) and
confirm with the employer their commitment to host students. The WBL coordinator will
summarize the requirements of the program, confirm interest, and forward the student
information to the employer host.
 STEP 2: HOSTING COMPANIES ORIENTATION
A general orientation to work-based learning can serve as a recruitment tool prior to an employer
commitment to host students, or it can occur after a commitment. For efficiency, this can be a
group meeting via web based or phone conferencing.
If the employer agrees to act as host to students, the WBL coordinator will set up a second
meeting to include him/herself, the student, content teacher (if applicable), and the employer
point of contact to discuss specific expectations, site requirements, and desired learning objectives
of the assigned student. During this meeting, any specific job duties and/or learning opportunities
will be identified, as well as working hours, expectations for success, and a system to resolve
conflicts.
 STEP 3: JOB SITE VISIT
When possible, it is best to visit the employer site prior to the student’s arrival. This can be part of
the training site assessment process early on, or just prior to the student’s report date. The WBL
coordinator should check for safety conditions, company culture, and other environmental
concerns that could impact a student negatively. Any concerns should be discussed with
administration and the site evaluated for appropriateness for students.
 STEP 4: STUDENTS BEGIN SITE WORK
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A training agreement will be given to each party which must be signed and returned to the
coordinator prior to the student beginning his/her work at the site. All required permission slips
must be signed and returned also. Appropriate copies should be provided to each party
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Once an employer host is established, the student (or the coordinator) should also make contact
with the employer host to confirm start day and time and get all logistical details. If it is the
student who performs this task, he/she should notify the coordinator, in writing, of the start day
and subsequent work days. The student is responsible for submitting any required documentation
of hours worked to the designated person at school, with the assistance of the coordinator if
necessary.
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 STEP 5: STUDENT PLACEMENT AT EMPLOYER HOST SITE
Once a student is accepted into a hosting company, it is the student’s responsibility to know the
rules of the site and follow them, understanding that non-adherence could result in termination or
removal. The WBL coordinator should not try to mediate in case of obvious non-compliance with
workplace rules by students - and the student should be warned about this. To maintain good
communications and understanding among all parties, the WBL coordinator will facilitate joint
conferences among content teacher, employer host, and others whenever any party feels it may
be beneficial for the success of the student and program. A work-based learning experience may
be terminated at any time by any of the involved parties. However, sufficient notice should be
given, as befits professional expectation.

 STEP 6: EVALUATION
Evaluation should take place on different levels:
a) student’s performance
b) the WBL program
c) the employer host as a future WBL site

It is the employer host’s responsibility to evaluate the student on the job. An evaluation checklist
or rubric should be provided to the employer host by the WBL coordinator with an agreed upon
schedule of evaluation until the work experience concludes (TOOL). It would also be important to
observe and evaluate the student on site (if applicable) and assess the host employer for the
potential of the future WBL. Student feedback of the program and employer host is also important
(can include reflective journals, presentation, or capstone report for instance).
Evaluations/marks for work-based learning should be based on established criteria such as:
-

meeting learning objectives
completion of the required hours
completion of assignment and/or evaluation
employer’s rating of the student’s performance
coordinator/teacher’s observation and evaluation of student (if applicable)

TOOL 2.2.:“Work skills self-assessment exercises”
This Project has been funded with support from the European Commission.
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http://www.doe.nv.gov/uploadedFiles/ndedoenvgov/content/CTE/Documents/User-Guide-toWBL.pdf

126

Adapted from

Navigating
the Workplace &
Careers

Creativity
& Innovation

Occasionall
y
Often

Never

Frequency
during WBL
placement

Very Skilled

Behaviors that demonstrate
Employability Skills

Self-Rating
of Skill
Proficiency

Skilled

Employability
Skills

Not Skilled

INSTRUCTIONS:
For each behavior listed below, first rate what you
believe your own skill level is currently in that skill
area (how well do you do it?) and then rate the
frequency that you engaged in the skill activity
described during your work-based learning placement
(how often did you practice this?)

After
your in company
training
period

Some Skill

When fill it up:

Before
your in company
training
period

Very Often

It can be delivered by the WBL coordinator/the WBL teacher to WBL students during the
classroom training. The coordinator should check and discuss the tool with the student after each
completion

Learning rules and performing
procedures safely and effectively.
Learning from professionals
about the certificates or degrees
required to succeed in various
jobs or for getting a first job.
Coming up with new ideas, methods,
or products.
Building on others’ ideas to improve
something.
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Explaining information to
another person so they
understand you, or repeating
back to another person what

Page

Critical Thinking
and
Problem Solving

Solving problems by identifying
what you already know, what you
need to know, and how and where
to find new information.
Making a strong argument for
a position you hold or finding
weaknesses in the argument
someone else makes for a
position they hold.

Speaking &
Listening

you heard them say to see if
you understand them.
Making a formal
presentation of your work
on a project to industry
professionals or
community members.

Collaboration

As part of a group project,
deciding who will do different
things by considering each
person’s knowledge, past
experience, or other strengths.
As part of a group project, making
sure everyone gets to express
their thoughts and feelings when
there is a disagreement.

Professionalism
and Ethics

Cultural/Global

Thinking about the goal of a
task and offering suggestions
about how to proceed rather
than just waiting for someone
else to tell you what to do.
Working independently on an
assigned task, but asking for
help when you need it, and
keeping your supervisor
informed of your progress
Learning to think and act like a
professional.
Deciding what the right thing to
do is, and doing it.
Taking differences like age and
background into account in
interacting with people.
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Initiative and
Self-Direction

Making a decision about which
technology is best for some
purpose (for example, deciding
when email or texting is better,
and when talking by phone or
video-conferencing is better).
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Information
Literacy

Looking for information sources
for a project, figuring out what
all the technical language
means, and figuring out which
sources are most trustworthy.

Competence

Learning how global issues (like
economic and political
conditions in different parts of
the world) affect the work of
the organization.
Learning a new skill required to
complete a task or project.

Adaptability and
Flexibility

Productivity and
Accountability

Agreeing to change tasks when
working on a group project to
make sure the project got
completed
Completing assigned tasks on
time and checking your work to
make sure it is accurate and
presentable.
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Asking your co-workers and
supervisor for suggestions on
how you could improve your
work.
(adapted from “Student Self-Assessment of Skills” https://tn.gov/education/article/wbl-toolbox)
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TOOL 2.3.: TIPS FOR MANAGING CLASSROOM LESSONS/WORK ABSENCES
The next tool, anticipated by a series of recommendations, is directed to the WBL coordinator who
may be faced with a frequent problem: the student's absences.
WBL coordinators and in company mentors/ reference person can encourage the student to
develop a personal management plan to keep track of classroom activities and work assignments.
Both can encourage the student to report conflicts in a timely manner to allow for the
reassignment of work hours when school/VET provider responsibility conflicts arise. The
coordinators can share time management tips and record keeping strategies with students to
promote the balance between personal and work responsibilities.
Classroom Lessons Attendance: It is suggested the coordinator should attempt to resolve
classroom lessons attendance problems through the student and/or parent conferences and not
involve the in company mentors/ reference person.
After exhausting these established procedures, the coordinator may turn to the in company
mentor/ reference person for two types of help:
1. Conference: discuss with the student the importance and necessity of classroom lessons
attendance. A word or two from an in company mentor/ reference person may have more impact
upon the student than anything the coordinator might say.
2. Time Off: If discussing school attendance does not resolve the problem, the school coordinator
may ask the in company mentors/ reference person to give the student learner time off from. It is
also important to let the student know why the work schedule has been reduced. This could
provide a life lesson otherwise not possible.
3. Job Attendance: sometimes student develop poor attendance patterns on the job even though
they follow school policies just fine. This is a local school/VET provider decision, however it is
commonly held if a student is not in class, the worksite experience is also not allowed. Keeping
record of dates and minutes worked can provide the documentation in the event of needing to
verify work habits. In all situations, a student should be aware of how work habits impact the
work, company mentor/reference person and other workers.
The following policies can be considered with regard to job attendance:

Manage the Hours a Student is at the Workplace
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2. Activity/ Appointment: student ask the company mentor/reference person two weeks in
advance to be excused from work for a school/VET provider activity or personal appointment.
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1. Illness/Emergency: student agree to comply with workplace absence policies and notify the
company mentor/reference person of an absence from work due to illness or emergency prior to
their scheduled start time. (The WBL coordinator may wish to follow up, but it is the student’s
responsibility for this communication.)

Checklist:
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 ensure worksite follows work hour laws.
 instruct student in the basics of time management, recordkeeping and communication skills to
minimize class/work conflicts.
 provide sample forms for reporting class/work conflicts.
 be willing to step in on behalf of the student if a violation is in question.
 resolve attendance issues in a timely manner, involving the company mentor/reference person
if necessary.
 be willing to step in on behalf of the worksite if the student is missing work or failing to
communicate such in a timely manner.
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TOOL 2.4.: HOSTING COMPANY CHECKLIST
A critical moment in the coordinator's work is the selection of companies that make themselves
available to host a WBL student. Below we propose a tool that can be used by the WBL
coordinator when the company is contacted.
The file must be stored in a special folder so that the coordinator can create her/his own database
useful for WBL's future experience.
Company Name:

Date:

Contact Name:

Email:

Address:

Phone:

Type(s) of WBL available:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Industry Sector:













Aeronautics industries
Automotive industry
Biotechnology
Chemicals
Construction
Cosmetics
Defence industries
Electrical and electronic engineering
industries
Firearms
Food and drink industry
Gambling
Healthcare industries














Maritime industries
Mechanical engineering
Medical devices
Postal services
Pressure equipment and gas appliances
Raw materials, metals, minerals and
forest-based industries
Social economy
Space
Textiles, Fashion and creative industries
Tourism
Toys
Other ___________________________
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(Source
https://ec.europa.eu/growth/sectors_en)
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Type(s) of job(s) available:
 ________________________________________________________
 ________________________________________________________
 ________________________________________________________
 ________________________________________________________
Are there any requirements to participation? (ID, CPR, background check, etc.):
 Yes
 No
If Yes, name:
_____________________________________________________________________________

CRITERIA
The table below is just an example.
The WBL coordinator shall rewrite in compliance with the regulations in force in the region where
the WBL is implemented. It is essential to decide the number of criteria that must be in force for
the approval of a hosting company.
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- Site is not a home based business and has more than one employee
Yes  No
- Environment is culturally diverse and appropriate for students
Yes  No
- Environment appears safe and safety appears to be a priority with
policies in place and practiced
Yes  No
- Sexual harassment and whistle blower policies are in place
Yes  No
- Facility is accessible to students
Yes  No
- Employer host agrees to follow a training plan and agreement (if applicable)Yes  No
- Employer host will designate a supervisor for the student
Yes  No
- Employer host agrees to evaluate the student and program
Yes  No
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TOOL 2.5.: HOSTING COMPANY VISIT TIPS
Another useful tool for the WBL coordinator - company relationship: guidelines to optimize the
visits that the coordinator has to make to the hosting company.

DO

DON’T

Plan a weekly calendar, and establish a

Coordinate by telephone

schedule for your visits
Have a purpose for each visit—e.g., to observe

Follow a set pattern for each visit

or evaluate the student (see next page)
Leave a copy of your daily itinerary in the school Leave the impression that you have a lot of free
office

time

Be friendly but professional

Turn the visit into a social call

Contact the company tutor/student supervisor

Go directly to the student

when you enter
Be alert and observant

Give the impression of snooping

Be alert for the training sponsor’s signal that

Depend only on memory for details of the visit

the conference should end
Have a private student conference concerning

Prolong the visit and waste the training

the training station visit

sponsor’s time

Be objective and willing to learn

Point out the student’s mistakes or bad
practices while at the training station

Observe the student at work

Pass yourself off as an expert or authority.

Treat all information and records as confidential Interrupt or interfere with the student’s work
Be loyal to the teaching profession at all times

Discuss the student’s problems in class

and strive for improved relations
Complete notes immediately after the visit

Criticize VET providers/school policies,
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procedures, curriculum, etc.
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III. 3. Tools for monitoring and collecting data.

Monitoring sheet for all parties involved in the training process
Program name: ............................................... .................................................. ...........
Supplier name: ............................................... .................................................. ..............
Trainer: ............................................. Company: .................................................. ..
Date and time: ......................................... Place: ... .........................................
Preliminary aspects of the course:
……………………………………………………………………………….........................
…………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………

SUMMARY OF EVOLUTION OF THE PREPARATION COURSE.
Complete the reports for each module / stage / mission.
Nr Responsible / strategic
objective

1

The WBL process.

2

Students progress in achieving
the learning outcomes

3

The training activities

4

Company and Tutor

1st module or
after 6 month

2nd module
or after 12
month

……….

Comments

Page

VET Planner for vocational trainer ……………………………….

135

Final view on the course.............................................................................................................
...................................................................................................................................................... .....
...................................................................................................................................................
.........................................................................................................................................................
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TRAINING MONITORING SHEET
Program name: ............................................... .................................................. ...........
Supplier name: ............................................... .................................................. ..............
Trainer observed: ............................................. Observer: .................................................. ..
Type of activity observed (theoretical / practical) .....................................................
Date and time: ......................................... Place: .........................................................
Preliminary discussions with the trainer (s):
......................................................................................................................................................
......................................................................................................................................................
......................................................................................................................................................
..................................................................................................................................
PREPARING OF THE TRAINING COURSE
Nr

Statement

1

Did you signed the contracts
-

YES

NO

Partial

Comments

With the Society
With the Trainers
With the WBL Students

You have prepared the agenda and plan of
the training session

3

The company has adequately prepared the
environment for training (room for
theoretical training, practical work area,
dining place, changing rooms, etc.)

4

You have developed the course support
(together with the trainer and possibly the
company).

5

You have prepared the monitoring and
evaluation tests for all the parties involved
in the project
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Trainers monitoring guide
Program name: ............................................... .................................................. ...........
Supplier name: ............................................... .................................................. ..............
Trainer observed: ............................................. Unit / Module: ................................................
Type of activity observed (theoretical / practical) ...............................................................
Date and time: .................................................. Place: ...........................................................

• How do you feel about the training team?
• What kind of support do you give students to implement the ones learned in the training
program?
• Is the logistics required for optimal sessions to be provided?
• When is the course support distributed?
• Are the students satisfied with the course materials? If not, what are their requests?
• How is the training program monitored?
• What are the aspects that give you the most satisfaction in the training program?
• If you are having problems or need training support, who do you contact?
• What kind of problems have you encountered so far?
• What solutions have been identified?
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• What do you think should be done to improve the training program? Detail.
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Trainer monitoring sheet
Program name: ............................................................................................................
Supplier name:...............................................................................................................
Trainer: .............................................
Company: ....................................................
Type of activity observed (theoretical / practical) ..............................................
Date and time: ......................................... Place: ... .........................................
Nr. WBL students present ........ from .......... registered
Preliminary discussions with the trainer (s): ……………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………
THE EVOLUTION OF THE TRAINING COURSE

The trainer presents the objectives of the
session / module and the agenda of the day

2

The training includes, in a balanced way, a
variety of methods and activities (like
presentations, discussions, applications, etc)

3

The trainer clearly presents the work tasks

4

The trainer appropriately capitalizes on the
learners' experiences

5

The trainer facilitates communication and
collaboration between students

6

The trainer manages the time well during
the training activities

7

The trainer sends clear messages
(concludes, highlights the essentials) and
encourages clarity

8

The trainer emphasizes the relevance of the
ones learned for the professional activity of
the students, offering concrete, practical
examples.

9

The trainer treats all students with respect
and shows respect for diversity.

NO

Partial

Comments
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Nr Statement
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FEEDBACK AND EVALUATION
Nr

Statement

1

The trainer offers constructive feedback to
the students

2

The trainer encourages the provision of
feedback among the learners

3

The trainer collects feedback from the
students, including in writing

4

The trainer reflects on the feedback of the
students, including in writing

5.

The trainer devotes sufficient time and
master the debriefing techniques, at the
end of each activity in the program.

6.

The trainer uses tools to evaluate the
students' satisfaction and communicates
the results of the interested ones

YES

NO Partial

Comments
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Final discussions with the Trainer .......................................................................................................
...................................................................................................................................................... .....
...................................................................................................................................................
.........................................................................................................................................................
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Feedback form for training activities

(can be applied to trainers, company, WBL students)

Program name: ............................................................................................................
Supplier name:...............................................................................................................
Trainer: .............................................
Company: ....................................................
Type of activity observed (theoretical / practical) ..............................................
Date and time: ......................................... Place: ... .........................................
Nr. WBL students present ........ from .......... registered
Module name: …………………… ..
The discipline / theme taught in the program: ……………………… ..

1. Three ideas / things I intend to use / apply:
a.………………………………………………………………………………………………………………
b.………………………………………………………………………………………………………………
c. ………………………………………………………………………………………………………………

2. Two aspects / things that remained unclear to me:
a…………………………………………………………………………………………………………………
b………………………………………………………………………………………………………………...

3. One aspect / thing that could be improved / a recommendation:
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……………………………………………………………………………………………………………….....
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Monitoring sheet for training activities
Program name: ............................................................................................................
Supplier name:...............................................................................................................
Trainer: ............................................. ........Company: ....................................................
Type of activity observed (theoretical / practical) ..............................................
Date and time: ......................................... Place: ... .........................................
Total duration ............................... (hours) from which they traveled. ........................ (hours)
Module name: …………………… ..
The discipline / theme taught in the program: ……………………… ..
Time

Discipline/
Modul

Type of
activity

Trainer

Participants
group/

Place

Room
facilities

Aspects
highlighted
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number
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TRAINER ASSESSMENT QUESTIONNAIRE
Program name: ............................................................................................................
Supplier name:...............................................................................................................
Trainer: ............................................. ........Company: ....................................................
Type of activity observed (theoretical / practical) ..............................................
Date and time: ......................................... Place: ... .........................................
Total duration ............................... (hours) from which they traveled. ........................ (hours)
Module name: …………………… ..
The discipline / theme taught in the program: ……………………… ..
Please appreciate, on a scale of 1 to 5, the significant aspects of the activity you
participated in! Circle the figure that expresses your appreciation.
5 = very good

4 = good

3 = good enough

INDICATORI

2 = satisfactorily

5

1 = not good

4

3

2

1

1

1. Relevance and usefulness of the content addressed
2. Systematization and coherence of the presented material
3. The strategy used by the trainer
4. Working atmosphere
5. Allocation of time
6. Quality of organization of theoretical / practical activity
7. Efficiency of the activity
8. Trainer performance
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General observations, suggestions for improving the theoretical and practical activities:
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WBL Student Feedback Questionnaire
Program name: ............................................... .................................................. ...........
Supplier name: ............................................... .................................................. ..............
Trainer / Mentor: ............................................. Company : ................................................. ...
Observed activity (theoretical / practical) .............. Unit ............. Date / time: ........... ......
The place: ...............

To evaluate the effectiveness of the training approach, please complete this questionnaire
honestly by circling YES or NO or answering to questions.

1. Do you consider the activity performed to be useful?

YES NO

2. Do you consider the activity carried out interesting?

YES NO

3. Do you consider that the essential issues have been touched upon?

YES NO

4. Do you know what topics you will learn?

YES NO

5. Do you know how the course ends, regarding the evaluation of WBL students? YES NO
6. Have you felt good in the working group?

YES NO

7. Were the methods used effective / adequate?

YES NO

8. Was the presentation way attractive?

YES NO

9. Was the language sufficiently accessible?

YES NO

10. What grade do you give to the Trainer / Tutor?

1 2 3 4 5 6 7 8 9 10

13. What were the insufficiently explained things / concepts?
.................................................................................................................................
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12. Which of the methods is most useful and you can use in your work?
.................................................................................................................................
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11. Which one of the topics presented is the most useful and you can use it in your work? But the
useless one for the future activity?
..................................................................................................................

14. What other issues / aspects could be discussed?
...................................................................................................................................................... ...
15. Who was the most active / good colleague during this course / practical activity?
.................................................................................................................. ..
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16. What suggestions and recommendations do you want to make to the Trainer / Tutor?
....................................................................................................................
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COURSE EVALUATION REPORT
Program name: ............................................................................................................
Supplier name:...............................................................................................................
Trainer: ............................................. ........Company: ....................................................
Type of activity observed (theoretical / practical) ..............................................
Date and time: ......................................... Place: .............................................
Total duration ............................... (hours) from which they completed. ................... (hours)
Module name: …………………… ..
The discipline / theme taught in the program: ……………………… ..

A. SELF-ASSESSMENT OF THE ACTIVITY
Nr.

INDICATOR
Modification of the strategy proposed on
the training sessions plan according to the
needs and demands of the students

2.

Use of interactive methods

3.

Encourage the active participation of the
students in the activities carried out

4.

Making the most of the learners' experience
in the training process

5.

Emphasizing the relevance of those learned
through examples applicable in the
professional activity of the WBL students

6.

Monitoring the activity of the trainees in
face-to-face and on-line sessions

7.

Collecting feedback from trainees

8.

Providing constructive feedback to WBL
students

frequently

sometime

rare

never
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1.

always
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B. EVALUATION OF THE WBL STUDENTS ACTIVITY
Nr.

always

INDICATOR

1.

Interaction of the students within the
group

2.

The ability of the students to argue their
own opinions

3.

Interest of the students for the contents
covered

4.

Availability of learners to learn from the
others experience

5.

Willingness to present examples of good
practices from their own professional
activity

frequently

sometime

rare

never

C. CONCLUSIONS FROM THE DISCIPLINE ASSESSMENT QUESTIONAIRES
INDICATOR
1. Relevance and usefulness of the content addressed
Answers

5 = very good

4 = good

3 = good enough 2 = satisfactorily

1 = not good

Nr. of respondents
Remarks:

2. Systematization and coherence of the presented material
Answers

5 = very good

4 = good

3 = good enough 2 = satisfactorily

1 = not good

Nr. of respondents
Remarks:

Answers

5 = very good

4 = good

3 = good enough 2 = satisfactorily

1 = not good
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3. The strategy used by the trainer

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

Remarks:

4. Working atmosphere
Answers

5 = very good

4 = good

3 = good enough 2 = satisfactorily

1 = not good

Nr. of respondents
Remarks:

5. Allocation of time
Answers

5 = very good

4 = good

3 = good enough 2 = satisfactorily

1 = not good

Nr. of respondents
Remarks:

6. Quality of organization of theoretical / practical activity
Answers

5 = very good

4 = good

3 = good enough 2 = satisfactorily

1 = not good

Nr. of respondents
Remarks:

7. Activity efficiency
Answers

5 = very good

4 = good

3 = good enough 2 = satisfactorily

1 = not good

Nr. of respondents
Remarks:

8. Trainer performance
Answers

5 = very good

4 = good

3 = good enough 2 = satisfactorily

1 = not good

Nr. of respondents
Remarks:
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General remarks:

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

VET Planner guide for the interview with the Host Company manager
– 1st visit
Program name: ............................................................................................................
Supplier name:...............................................................................................................
Trainer: ............................................. ........Company: ....................................................
Type of activity observed (theoretical / practical) ..............................................
Date and time: ......................................... Place: .............................................
Total duration ............................... (hours) from which they completed. ................... (hours)
Module name: …………………… ..
The discipline / theme taught in the program: ……………………… ..


What is the internal composition and organization of the training team?



How often and for what purpose do the members of the training team meet?



How did you proceed to establish the training schedule / calendar? Who was consulted?



Is the logistics required for optimal sessions (classroom / seminar, equipment, etc.)
ensured?



Are the students satisfied with the course materials? If not, what are their requests?



Are you satisfied with the performance of the trainers? Detail.



Do the trainers ask for your support? For what?



How is the coordination of the training activities carried out?



Are you satisfied with the feedback the students provide? What the students especially
appreciate.



If you have problems or need support in running the training program, who do you
contact?
What kind of problems have you encountered so far?



What solutions have you identified?



What do you think should be done to improve the training program?
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VET Planner guide for the interview with the Host Company manager
– 2nd visit
Program name: ............................................................................................................
Supplier name:...............................................................................................................
Trainer: ............................................. ........Company: ....................................................
Type of activity observed (theoretical / practical) ..............................................
Date and time: ......................................... Place: .............................................
Total duration ............................... (hours) from which they completed. ................... (hours)
Module name: …………………… ..
The discipline / theme taught in the program: ……………………… ..

After the last monitoring visit and so far,


Have there been any meetings of the training team? If so, for what purpose?



(who recommended this meetings?)



There were changes in the activity of the trainers after these meetings? Detail.



Have there been changes in the coordination activity?



Did the trainers ask for your support? What for?



Have any changes occurred regarding the degree of student satisfaction? What do students
particularly appreciate?
What kind of problems did you encounter during this period? How did you solve them?



Have you proposed changes for the next delivery period of the course? If so, give details.
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Interview Guide for WBL Students
Program name: ............................................................................................................
Supplier name:...............................................................................................................
Trainer: .............................................
Company: ....................................................
Type of activity observed (theoretical / practical) ..............................................
Date and time: ......................................... Place: ... .........................................
Nr. WBL students present ........ from .......... registered

o What is your appreciation of the lifelong learning program?
o What theme / module / session did you enjoy most so far? Why?
o What did you apply in practice from what you learned in training?
o What were your results?
o If you did not apply anything, what prevented you?
Bibliography:
https://ro.scribd.com/doc/51363374/Teste-formator - TEST for TRAINER
http://www.inm-lex.ro/fisiere/d_189/Manual%20de%20formare%20a%20formatorilor%20IRZ.pdf
- TRAINING MANUAL FOR TRAINERS
http://www.inm-lex.ro/fisiere/d_190/Manualul%20formatorului.pdf - TRAINER'S MANUAL
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http://forum.portal.edu.ro/index.php?act=Attach&type=post&id=2149307 - TRAINING SUPPORT EVALUATION
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III.4. Tools for assessment
1. Action Plan Checklist
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2. Portfolio of Competences Acquired
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3. Trainee individual assessment
Self-assessment form
It’s intended with this form that the trainee reflects and assess the WBL realisation way and
conditions, being the time to identify positive and negative aspects, but also to leave suggestions.
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TRAINEE Identification
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4. WBL Collaboration Questionnaire
This questionnaire for VET trainers is aimed at evaluate the code of conduct and collaboration
between the three main actors involved in the WBL training programme implementation: the
VET provider, the Host Company and the Trainee.
Evaluate from 1 (min.) to 5 (max.) the achievement of the following statements. To do so, have
in mind these objectives of the WBL programmes
Consolidate the theoretical and practical learning acquired during the VET training
Approach trainees with their future professional activity reality
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Provide trainees with a stronger and fruitful link between training and companies
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5. SWOT analysis

This SWOT matrix has been designed as a small
group activity to be applied with VET Trainers.
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Ask a small group of trainers to fill in the SWOT

Page

SWOT Analysis applied in a WBL context is a useful
technique for understanding the Strengths and
Weaknesses of organisational communication in both
educational and labour environments, and for
identifying the Opportunities of improvement and the
Threats that can be faced. Strengths and weaknesses
are often internal to organizations, while opportunities
and threats generally relate to external factors.
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Matrix. To do so, use the following questions:
As trainer/tutor what I have to do for improving organisational communication in an
educational and labour environment? Why? How I am going to do it? What strategies can I use?
What should you avoid?
After this, hold a discussion with the group of trainers in order to identify the main SWOT analysis
strategies:
Use internal strengths to take advantage of opportunities, Use strengths to minimize threats,
Improve weaknesses by taking advantage of opportunities, Work to eliminate weaknesses to avoid
threats…

Page

155

SWOT Analysis is a simple but useful framework for analysing strengths and weaknesses of the
WBL programme implementation, and the opportunities and threats faced. It helps to focus on the
strengths, minimize threats, and take the greatest possible advantage of opportunities available.
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III.5. Tools for Networking with stakeholders
1. Introduction – Who are the in WBL?

Others

WBL
Learning

WBL Training

Tool 5-0: Stakeholders and their relations

WBL Training

WBL
Learning
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Others

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

Tool 5-0 T Stakeholders and their Relations –

Emplyment
Agency

VET School

VET Planner

Funding
Organisation
s

Others

Parents

University

X

School

Colleagues at
workplace

X

Class/Peers

Instructor at
workplace

X

Trainee

Chambers

X

WBL
Learning

Trade unions

VET company

WBL Training

Suggestion for Case Study

X

X

X

X

WBL
Training
VET
company

X

X

X

X

X

X

X

X

X

X

Trade
unions

X

Chambers

X

Instructor
at
workplace

X

X

Colleagues
at
workplace

X

X

X
X

X

X

WBL
Learning
Trainee

X

X

X

X

X

X

X

X

X

Class/Peers
School

X

X

X
X

X

X

X

X

X

X

X

X

X

X

X

X

X

University
Parents

X

X

X

X

X

X

X

X

X

X

X

X

Others
Employme
nt Agency

X

X

X

VET
Planner

X

X

X

Funding
Organisatio
ns

X

VET School

X
X

X

X
X
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X
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Tool 5- 1: Template of network contacts with relevant data
Name of the WBL Activity

______________________________________________________________

Relevant stakeholders

WHO

Contact
Person /
organisation

Contacts

Collaboration
tools set up:

Communicatio
n tools set up

Basecamp

WhatsApp

Trello

Skype

Email
Phone
Skype

Next contact
planned
for
(date)
via
(channel)

Google Drive

WBL Training
VET company
Trade unions
Chambers
Instructor
workplace

at

Colleagues at
workplace

WBL Learning
Trainee
Class/Peers
School
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University
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Others
Employment
Agency
VET School
VET Planner
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Funding
Organisations

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

Tool 5- 2: Template of Checklist with all stakeholders in WBL VET Planning
Name of the WBL Activity

______________________________________________________________

Name of the Student

______________________________________________________________

Duration (Dates)

______________________________________________________________

Relevant stakeholders

WHO

Name

Preferred contact date

WBL Training
VET company
Trade unions
Chambers
Instructor
workplace

at

Colleagues
workplace

at

WBL Learning
Trainee
Class/Peers
School
University
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Others
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Parents

Employment
Agency
VET School
VET Planner

Page

161

Funding
Organisations
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Tool 5-3: Template - Responsibilities of stakeholders in WBL VET Planning

WHO

RESPONSIBILITIES

WBL Learners

To be punctual at work

To respect the internal rules in the WBL company
(e.g. in case of security, administration, etc.)

To respect data protection and keep any internal
confidential information

To inform the company and VET planner in case of
illness

To work conscientiously and accurately, to handle
all items with care.

To follow the instructions of the in-house trainers
in the company
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To act as a team member
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WBL Companies

To name suitable instructors

To provide any equipments or tools required for
the work for free (e.g. computer in the office,
knives for a cook, hammers for a carpenter, etc.)
To ensure safety at work

To respect any legal regulations with view to the
WBL activity (e.g. working hours maximum, any
special regulations for young people under 18)
To assign only jobs to the WBL learner that are
related to the aim of the WBL activity

WBL Planner

To plan feasible WBL options for the learners in
terms of their age, physical condition, any physical
restrictions, etc.
To act as a contact person / reference point for all
stakeholders involved in the WBL activity
To plan, manage and monitor any communication
with the stakeholders

To evaluate WBL learners before and after the WBL
This Project has been funded with support from the European Commission.
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To solve any problems that may arise in relation
with the WBL activity
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To plan, manage and monitor the smooth
organisation of the WBL activity, including
preparation and follow-up, at home and abroad (in
case of mobilities to other countries)

activity
To evaluate the WBL company with view to their
appropriateness and suitability as a host company
for the WBL activity
To evaluate the WBL experience with all
stakeholders
To check for funding of the WBL activity

Schools

To prepare WBL learners with adequate technical
skills (including language skills) required for the
WBL activity
To prepare WBL learners with adequate soft skills
required for the WBL activity
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Others
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Tool 5-4: Costs that may occur together with potential funding options
COSTS
Transportation to/from the company

FUNDING OPTIONS










School
Families
Employment Agency
Public funding from other local/regional
authorities
European funding, e.g. Erasmus+ for
WBL mobilities in other European
countries, European Solidarity Corps
Sponsoring (e.g. local public
transportation, volunteer projects)
Families
WBL company
School
Sponsoring
Public Funding
WBL company
School (has a pool of such
equipment/workwear to hand out to
students for free rent)
Employment Agency
Other local/regional authorities
WBL company
School




WBL company
Sponsoring



Meals during work time

Work equipment (e.g. tools, workwear)

Special insurances
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Compensation for WBL students
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Tool 5 -5: Sustainability Activities and Channels
Activities

Channels chosen
☐Website
☐Blog
☐Social Media (Facebook, Instagram, etc.)
☐Regional Newspaper
☐Expert journals

Press Releases
☐Conferences
☐Information Events
☐Expert networks
☐Study visits (incoming / outgoing)
☐Other:
☐Website
☐Blog
☐Social Media (Facebook, Instagram, etc.)
☐Regional Newspaper
☐Expert journals
Good Practice Report written by the learner
☐Conferences
☐Information Events
☐Expert networks
☐Study visits (incoming / outgoing)
☐Other:
☐Website
☐Blog
☐Social Media (Facebook, Instagram, etc.)
Success Stories
☐Expert journals
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☐Conferences
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☐Regional Newspaper
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☐Information Events
☐Expert networks
☐Study visits (incoming / outgoing)
☐Other:
☐Website
☐Blog
☐Social Media (Facebook, Instagram, etc.)
☐Regional Newspaper
☐Expert journals
Interviews
☐Conferences
☐Information Events
☐Expert networks
☐Study visits (incoming / outgoing)
☐Other:
☐Website
☐Blog
☐Social Media (Facebook, Instagram, etc.)
☐Regional Newspaper
☐Expert journals
Press articles for the general public
☐Conferences
☐Information Events
☐Expert networks
☐Study visits (incoming / outgoing)
☐Other:
☐Website
☐Blog
☐Social Media (Facebook, Instagram, etc.)
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☐Regional Newspaper
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Publications for experts
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☐Expert journals
☐Conferences
☐Information Events
☐Expert networks
☐Study visits (incoming / outgoing)
☐Other:
☐Website
☐Blog
☐Social Media (Facebook, Instagram, etc.)
☐Regional Newspaper
☐Expert journals
Other:
☐Conferences
☐Information Events
☐Expert networks
☐Study visits (incoming / outgoing)
☐Other:

III.6. Tools for improving WBL experience
Tool 6-1. WBL activities – validation (company’s perspective)
Name of the WBL activity:

_______________________________________________________

Date of the WBL activity:

_______________________________________________________

Build commitment

The company becomes aware of the opportunities
and understands what will be done and how it will
be done, the costs, and the possible outcomes. The
commitment to a skills and competence
documentation is shared across decision‑making
levels. Plans for company development of a
recognition scheme are explained to all
stakeholders.
Define all types of expected functions within the
company and, for each type of job, the

Company
competence profile

What is done with view to
this WBL activity?
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General description

Page

Topic

Involve candidates

Portfolio completion

Assessment

Personal
development plan

Vocational training
Validation of
competences

competences expected from each worker doing
these jobs.
The involvement of candidates requires
information about the process, the objectives, the
opportunities for the candidate and any
critical/difficult situations that they will face.
The candidates complete the portfolio reporting all
educational, training and work experiences and
inserting evidences of documented or
non‑documented competences acquired. This may
be done, for example, using a self‑evaluation
questionnaire on behavioural competences.
On the basis of the portfolio an assessment group
can start to evaluate the profile of individuals. An
external assessor can be involved.
Results of assessments are discussed with
candidates and within the company and become
the basis of a personal development plan that takes
into consideration of the candidate’s competences
and the company plans.
Tailor‑made training is defined using the personal
development plan as a base.
The competences are validated by the company
and documented and provide credit to start a new
job or to get into a vocational training route.

Adapted from https://www.cedefop.europa.eu/files/4054_en.pdf / p41
Partners for translation: The publication is available in other European languages!!

_______________________________________________________

Date of the WBL activity:

_______________________________________________________

General comment

What is done with view
to this WBL activity?

1

Is informal
recognition in the
form of certificate
of participation
sufficient?

For short work-shadowing or work-experience
programmes that are intended to help students to
make better career choices this could be sufficient.

☐ yes (completed)
☐ no (go to Q2)

2

Will the WBL
activity be
assessed and
recognised?

The assessment and recognition will help to make
visual what has been learned throughout the WBL
activity.

☐ yes (go to 3)
☐ no (completed)

3

How will the

A practical test in which the learner has to

☐ practical test (go to 4)
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Name of the WBL activity:
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Tool 6-2 WBL activities – validation (learner’s perspective)

demonstrate that he/she can actually do something is
the most common assessment in WBL.

4

How often will
the WBL be
assessed

Depending upon the duration of the WBL activity.

5

Who will assess
and certify the
WBL?

Objective and neutral assessment is required

☐ other (go to 4)

☐ learners themselves
☐ company
☐ teachers
☐ social partners
☐ other
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assessment be
done?
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Tool 6-3 WBL activities – Europass and Mobilities

Name of the WBL activity:

_______________________________________________________

Name of the learner:

_______________________________________________________

1. Did you appreciate the WBL activity? If not, please give reasons

2. Did you prepare your WBL activity with an application for the interview or work
placement? If yes, did you use any of the Europass documents? Please specify

3. Did the WBL activity help you to learn more and to upskill? If yes, did you already update
your (Europass) CV?

4. Did you complete your WBL activity abroad?
a. If yes, did you receive a Europass mobility certificate?
b. If yes, were your language skills sufficient?

5. Do you require more support from the VET planner with Europass documents?
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6. Do you have any needs or new ideas that could be addresses with future WBL activities.
Please explain.

This Project has been funded with support from the European Commission.
The European Commission 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 Commission cannot be held responsible for any use which may be made of the information contained therein.

Tool 6-4 WBL activities – Future plans - Enterprises

Name of the WBL activity:

_______________________________________________________

Enterprise

_______________________________________________________

:

1. Did you appreciate the WBL activity? If not, please give reasons

2. Do the learners have appropriate knowledge and skills from the general education that is
required to be employed in your enterprise? If not, please explain

3. Does your enterprise face challenges (e.g. digitalisation, ageing society, climate change,
globalization) that will require new skills of your future employees? If yes, please explain

4. Does your enterprise to expand to other sectors or to other countries which will change
your needs of future employees? If yes, please explain

Page

172

5. Do you have any needs or new ideas that could be addresses with future WBL activities.
Please explain.
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Tool 6-5 WBL activities – Creation of a Digital Badge

Name of the WBL activity:

_______________________________________________________

1. Badge Name

2. Description

3. Criteria
A) Specific: What will the badge earner have accomplished by earning this badge?

B) Measurable: How will the assessor know when the level at which the badge is awarded
has been achieved?

C) Achievable: In what ways can the badge be achieved?

D) Relevant: Is the badge worth earning? What opportunities does it unlock?

E) Timely: The timeframe for earning the badge needs to be limited and known in advance

4. Issuer

Page

Adapted from
https://www.open-badges.eu/sites/default/files/attachements/open_badges_-_guide_for_educators_en.pdf
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5. Evidence
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IV.

Guidelines for Quality Assurance of VET Planning

What is quality assurance?
The term quality refers to the “nature” – i.e. properties, criteria or attributes – of a product, a
service, a process, etc. which makes it suited for a certain purpose or for achieving specific goals.
The assessment of quality aims to ascertain whether and, if so, what differences there are
between the targeted and the actual quality-determining features. Quality assurance builds on
these findings and, by means of systematic analysis, uncovers the causes of these discrepancies
with the objective of removing quality deficits and/or avoiding them in the future.
The topics of quality and quality assurance have been playing a vital role in education for some
years. The goal is to shape the “nature” of the entire qualification process in a way that the
educational objectives specified by the qualification provider are reached.
VET quality assurance may be understood as the composite measures established to verify that
processes and procedures are in place, which, when effective, ensure the quality and quality
improvement of VET.
The overall purpose of VET quality assurance is to support the attainment and maintenance of VET
quality standards. With regard to quality standards, VET policy making needs to take account of
the value judgements of different ‘communities’ of persons who influence, steer, interface with,
provide and benefit from VET.
The key objectives of quality assurance in VET are to support the provision of high quality VET and
the attainment of relevant qualifications, to control adherence to national standards that
safeguard the reliability of VET qualifications, to control the effective and efficient usage of
funding and to support a quality culture for continuous quality improvement.
In addition to the pursuit of good VET, the functions of VET quality assurance include, –
withparticular relevance for public authorities:
■ to enhance the attractiveness of VET (ENQA-VET, 2009) by making evident the appeal of VET
contents and didactics for learners;
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■ to support strategic planning for skills development, appropriate for well-functioning and
balanced economies by making clear the relationship between labour market intelligence and
education and training planning, including for VET;
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■ to reinforce confidence and trust in VET qualifications by demonstrating that they meet national
standards and match labour market demand;

■ to raise awareness of the national skills base, with emphasis on the availability of
vocational/occupational competences, especially for the purposes of new business generation and
international direct investment;
■ to minimise the risk of the misuse of public funds; and, with particular relevance for companies
and the private sector:
■ to signal expertise and the trustworthiness of services and products;
■ to maintain and develop high levels of workforce productivity and competitiveness;
■ to demonstrate the ‘return on investment’ in VET.

In all quality processes, standards are of central importance. Achieving consistent application of
standards relies on one hand, on regulation and binding guidelines (who must do what, with
whom, how and when) and on the other, trust in the competence and experience of the actors
involved and their autonomy. The degree of regulation and autonomy varies from system to
system and in relation to processes of qualifications (development, delivery, certification,).
Coherent VET quality assurance mechanisms extend from individual-level (self-assessment)
through the organisational-level (internal assessment and its objective/external verification) to
societal level (evaluation of institutions, programmes, reforms).

Main European Quality Assurance (QA) tools
This section provides some background on the instruments which you will be required to
implement in your institution.
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The main European Tool for Quality Assurance in VET is the European Quality Assurance Reference
Framework for VET (EQAVET). EQAVET helps Member States promote and monitor continuously
their VET systems. The Framework is not prescriptive, but provides common principles, quality
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Which are the main European Tools for QA in VET?

criteria, indicative descriptors and indicators which may help in assessing and improving the
provision of VET.
The framework consists of a Quality Assurance and improvement cycle (planning, implementation,
evaluation/ assessment and review/revision) based on a selection of indicators applicable to
quality management at both VET-system and VET-provider levels.
The Quality Assurance methodology proposed and which you will need to implement is based on
three main aspects:
• quality cycle consisting of four phases (planning, implementation, evaluation and review)
described for VET providers/systems;
• quality criteria and indicative descriptors for each phase of the cycle to direct providers on how
to implement the quality cycle; and
• common indicators (quantitative and qualitative) for assessing targets, methods, procedures and
training results at both system and provider level.
What is of importance to you as a VET provider is the Quality Assurance cycle and the indicators
which you will need to use to implement a quality assurance system within your institution.
It is to be kept in mind that EQAVET is a metaframework (umbrella framework) and the application
of other quality management systems like ISO and EFQM do not conflict with/ contradict EQAVET.

What is this Quality Assurance and Improvement Cycle?
The QA cycle involves the following phases:
• Planning: Set up clear, appropriate and measurable goals and objectives in terms of policies,
procedures, tasks and human resources.
• Implementation: Establish procedures to ensure the achievement of goals and objectives (e.g.
development of partnerships, involvement of stakeholders, allocation of resources and
organisation/operational procedures.
• Evaluation: Design mechanisms for the evaluation of achievements and outcomes by collecting
and processing data in order to make informed assessments.
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• Review: Develop procedures in order to achieve the targeted outcomes and/or new objectives.
After processing feedback, key stakeholders conduct discussion and analysis in order to devise
procedures for change.
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Planning
There are a number of indicators which you may use to help you with the planning of your courses
and which ensure that you are planning quality training. The training needs to be relevant to the
sector targeted and the learners must acquire those skills which are required by the sector. You
must also have and keep evidence of how you ensured this quality training.
The VET tool recommends that you use your indicators to consider the following aspects of
planning. When deciding how to use your indicators, keep in mind that it would be worth showing
that you are ensuring quality in the following aspects:
• How are European, national and regional VET policy goals/objectives reflected in the targets that
you have set for your institution?
• How do you ensure there is clarity in the goals or objectives that you have set?
• How do you ensure that there is enough ongoing consultation with relevant stakeholders to
identify specific local/ individual needs?
• Do you have persons responsible for each aspect of quality management and development?
• How is staff involved early in the planning of all aspects of VET provision?

Page

177

The table below gives you the indicators which you can use and you have to indicate how you are
going to use them and what evidence you can show. You do not need to use all the indicators in
each phase. You may use some as you feel is best. What is important is that you make sure that
you tackle all the aspects which were listed above. A few examples on how the table can be used
are provided.
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Table: Mapping how you are using your indicators during planning
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If you are at a loss on how to go about it, it would be best to see how others have done it. Here
you can find two examples from two different institutions, on how they have gone about using the
indicators at planning stage. The box gives a description of the processes used and the table of
how in their case they would have filled in the table above. Please consider this as inspiration and
not as how it should be done. Every institution has its needs and ways of working. It would be
much easier to implement what you think works best for your institution.
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