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This note  describes  the current stage of the work on transparency of vocational qualifications undertaken by the European Forum in the field of Transparency of Vocational Qualifications during the year 2000. It also summarises  the results of the Technical Group meetings on the tasks and functions of National Reference Points and possible common formats for a Certificate Supplement and a Curriculum Vitae (CV). It should be read as a technical specification to the document ‘Achieving Mobility by Improving Transparency of Vocational Qualifications: A Proposal for Action’ approved by the Forum in February 2000, which describes the rationale behind  the process used by the Forum to formulate these proposals. The note concludes  with a discussion on how  best to implement the proposals. The Sixth European Forum, which  took place  last November 23 and 24,  adopted these recommendations as the basis of  work to be undertaken.  It is foreseen that the Forum will work towards  implementation of further proposals  set to become measures of the forthcoming Recommendation of the European Parliament and of the Council on Mobility within the Community, for students, persons undergoing training, volunteers, teachers and trainers, and in the framework of this legal text.



Brussels and Thessaloniki, January 18, 2001
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1.	OUTCOMES AT EUROPEAN LEVEL



-The proposals of the Forum: 



The European Forum on Transparency of Vocational Qualifications formulated in February 2000 several proposals in order to increase transparency of vocational qualifications across Europe. The European Forum proposed to each Member State: 



To establish a system to issue, together with each official national certificate, a certificate supplement in the official national language, which could be translated on a voluntary basis in  one or more other EU languages. The certificate supplement will be based on a common European format.

2.	To designate one national reference  point responsible for providing information on national vocational qualifications. The  national point would be the national partner in a European network of reference points. 



In addition, several supporting measures were also considered necessary by the Forum:

-	Clear and concise descriptions of all national qualifications systems to be provided in at least one other  EU  language and in an easily accessible format.

-	Translation services, supported at Community level, especially for quality assurance.

-	A multilingual glossary of key terms, to enhance coherence between national systems, and to facilitate translation tasks

Furthermore, the European Forum takes up and support the Lisbon summit conclusion 26 for a  common European format for CVs. The conclusion states that



“A common European format should be developed for curriculum vitae, to be used on a voluntary basis in order to facilitate mobility by helping the assessment of knowledge acquired, both by education and training establishments and employers”. 



The question of a common CV-format was indeed raised several times during the meetings of the European Forum. The Lisbon conclusions make it possible to give priority to this issue and to link it to the other tools proposed by the Forum.



At the technical level, the Forum concluded that further work on these proposals was still needed. First recommendations are nevertheless presented in this document. Furthermore,  the results of the working groups that have examined the different main aspects of these proposals, and consisting of practical, concrete recommendations on these points, are also presented here. 



-The political reaction at the EU level to these proposals from the Forum:



At the political level, the recommendations of the joint  proposal for action of the European Forum have been included in the proposal for a Parliamentary and Council Recommendation on “Mobility of students, persons undergoing training, young volunteers and teachers and trainers”. The main points listed in the action plan of the Forum (certificate supplement and reference points) have been fully integrated into the text of the recommendation as it stands now–under measure II.3.b)-. The question of a common format for CVs has also been included in this text, under measure 1 d). 



In addition, the proposals of the Forum have also been taken into account among the measures of the Action Plan being proposed by the French Presidency under the form of a Council Resolution approved on November 9 by the Ministers of Education. This will, when both the recommendation and the Action Plan are formally approved, provide a clear and strong basis for implementation.



It should also be noted that the recommendations from the Forum have been very positively received by the several political bodies mentioned above, such as the Advisory Committee on Vocational Training, and the Directors-General for Vocational Training. The Education Committee, which has been the political body negotiating the Recommendation and the Action Plan on behalf of the Council, has also supported these proposals by including them into these texts. The European Parliament, in its amendments to the proposed Recommendation, included as well these proposals.









1.1 	Recommendations on a common format for Certificate Supplements



The certificate supplement is one of several tools to increase transparency of vocational qualifications supporting job seekers in Europe. The purpose is to make vocational certificates more easily understood by the reader especially when the reader is an employer or institution in another country than the issuing one. 



The certificate supplement is thus designed to provide additional information to the Certificate. The certificate supplement does not have a legal status in itself, and will always refer to and depend on the original certificate. It should be mentioned that the Certificate Supplement is proposed in the spirit of the 1996 Council Resolution on the transparency of vocational certificates, which already called on the Member States to develop more transparent national certificates. 

All those who have been involved in the actual design of the format (see Annex 1) have faced the dilemma of creating a document, which is both ‘short’ and ‘complete’.  The aim of the experts involved in the work has been to create a compromise between these two conflicting requirements. In addition to this, a firm link to complementary sources of information (in particular to National Reference Points) should be established. The guiding principles underlying the Certificate supplement can be summarised in the following way:



-It should be a short, but efficient way of informing what a person is able to do.

-It should establish a common core, securing that the document is easily recognised across Europe, but at the same time allow for a certain national tailoring.

-It should avoid value judgements. 

-It will be a general document which is delivered, and valid, for all persons having been awarded the kind of certificate to which it refers. It will therefore not be an individual document.

- It would be up to the individual to use it or not.



The aim should be to arrive at a practice where certificate supplements are issued automatically along with the certificate itself. The certificate supplements need to be available both in paper form and electronically. The latter including links to different sources for more in-depth information (see National Reference Points).   



Given the variety of education and training structures in member States, the many possible modes of learning and the diversity of formats of certificates, variations will appear in the use of the certificate supplement format by the approving authorities.



The recommended format can be found in Annex 1.



1.2	 Recommendations on the designation of National Reference Points on Qualifications 

	

In the ‘Proposal for Action’ of the European Forum, it is stated that the national reference points  should:



act as first point of contact when questions relating to national qualifications, certificates and certificates supplements arise;

have direct access to relevant information or be in contact with the relevant national bodies which have the information;

either be able to answer questions themselves or transfer them to the competent agency;

be a national partner in a European network of reference centres with similar responsibilities.



In order to facilitate and encourage the designation of those reference points, the European Forum on transparency has adopted several recommendations, which comprise the responsibilities and necessary competences of these points (hereafter referred to as NRPQs), the structure and content of the (minimal) information that should be available plus some technical aspects. The Forum thereby recommends that the Members States of EU/EEA take the initiative to designate national reference points with the following qualities and capacities:



Main tasks to be fulfilled



The National Reference Point must: 



have an overview of and capability to use national information resources on structure and content of the national education and training system(s) within VET;

actively cooperate with European institutions and networks for information, both on a bilateral and multilateral basis;

support individuals, institutions, employers and reference points in other countries with information supporting transnational mobility and transparency of vocational qualification.

support the implementation of the Forum’s proposals at national level, such as the provision of accessible information about systems of qualification, as well as the development of certificate supplements (while not necessarily being the body producing and issuing the supplement, the reference point should be responsible for monitoring this activity and able to report to the European level).



Services to be provided



The National Reference Point must:



-	Operate a public website comprising information on the national vocational education and training. At least a summary of those informations should be available in at least one other EU  language to ensure an easier access to that information from other countries. NRPQs would thus be in charge of providing “Clear and concise descriptions of all national qualifications systems.

 -	supply special support for special needs of information through various personal services (phone, fax, correspondence).





Resources allocated



The minimal information stock available should comprise information on all certificate formats in use, certificate supplements, the content and structure of VET program(s), the grading system(s) used and on access to next step  education.

The human and technical resources allocated should be those necessary for accomplishing its tasks and functions. 





Organisational arrangements, visibility and synergies with other information centres



The European Forum does not recommend any specific organisational model. Each country will have to choose a model reflecting their political and institutional set up. This should be done, however, in such a way that the functions, tasks and responsibilities listed above are fulfilled. To be able to fulfil its mission,, it is necessary for the reference point to be able to : 



-	act as a hub and be the most suitable point of entry into the country for information about its qualifications system and for information on other countries’ systems (through other national reference points).

-	To be connected (electronically and personally) to a network of corresponding points in the other Member States. 

-	To be ‘visible’ and easy to find, -also for non-experts.

-	To achieve a good degree of synergy and coordination (i.e. good and efficient working relations and absence of duplication of work) with  national information centres, both at central and, especially in more decentralised countries, local and regional centres (which usually are the main recipients of information requests from individuals). 



These recommendations may assist Member States in taking their decision. In addition, Member States might take an opportunity, when designating the NRPQ, to make an effort for providing better information on qualifications not just on qualifications, but also on the wider range of issues that any mobile worker may need to know about. It is essential that the NRPQs give added value within an overall information strategy at national and European level. 



Practical encouragement to this end will be provided by organisational examples and practices included in the annex for informative purposes according to the experience at different countries, and which may help other countries to make their own decisions. In the future, the organisational model of each country may be added to this documentation, so that Member States can learn from each other to see how best organise their NRPQ. Member States are thus encouraged to submit to the Forum all practical information that may of assistance to others.





Name



The reference points should have a similar name/designation in all Member States. They might be distinguished by adding the name of the country i.e. NRPQ-NORWAY, NRPQ-UK, NRPQ-ITALY etc. Consequently, and if necessary, the network of national reference points would be called NRPQ-EUROPE. A more euphonic and easy-to-remember name have to be proposed�.

Designation and Establishment



Member States are invited to first designate and then gradually develop National Reference Points able to fulfil the responsibilities listed above. The designation process will follow national procedures but should be taken at the highest possible level to ensure that the decision is well conceived and that it achieves a good consensus among all the partners involved.

First steps to designate national reference points should be taken during 2001 and progress reports delivered to the European Forum in its meetings of 2001.

While not expecting the reference points to be fully operational in all member States by the end of 2001, MS should have designated a reference point by the end of that year and have taken the first steps towards their being fully operational and integrated into the European network of reference points.





Community level



The European Forum on transparency invites the European Commission to support this initiative by:



contributing to support the establishment of national reference points;

technical support and sharing of illustrative examples�;

establish a common entrance, maybe at the DG Education and Culture’s page, which will include general information on transparency and links with the national webpages;

launching an information campaign on the results of the work of the European Forum including the establishment of national reference points.



The Commission should strive to achieve synergy between the network of NRPQs and the existing European networks.



A short description of both the existing networks,  and of examples of possible organisational models for of NRPQs in a couple of countries are included, for the information purposes mentioned above, in Annex 2.  



1.3	 Recommendations on a common European format for CV



The aim of this part of the note is to give an overview on the follow up of the Lisbon conclusion 26 regarding a common European format for Curriculum Vitae making coordination with the ongoing efforts of the Forum possible. It should be notified that the work on a common CV format is lead by the Commission and is in a first phase of development.



A number of bodies, including the Council of Education on the 8th of June and the Education Committee of the Council on the 3rd of July have followed up Lisbon conclusion 26. The Directors General for Vocational Training also discussed the CV-issue during their meeting in Bordeaux on the 9th and 10th of October. A European CV is also included in the proposal for a Council and Parliament recommendation on ‘Mobility of students, persons undergoing training, young volunteers and teachers and trainers’. 



Following an invitation from the European Commission and Cedefop, an expert group� has met twice (September the 11th. and October the 16th and 17th together with the other working groups set up within the framework of the European Forum on Transparency of Qualifications) to work on the CV issue. 



The objectives



The main purpose to be served by a common CV-format is to assist individuals in communicating their qualifications, competences and experiences to potential employers, at home and abroad, in the most efficient way. The CV should help people get into the shortlist and enable them to ‘cross the first hurdle’. A common CV-format should, by emphasising the content and profile of the competences held by individuals, support fair treatment. The existence of a common format could help to brake down unnecessary barriers caused by different institutional and national approaches. The CV-format must be flexible enough to allow individuals to express their own profile, but at the same time strong enough to avoid unnecessary diversity. 



The format



A CV-format will be used in two main forms. Firstly, in the traditional form, as a (paper or electronic) annex to a job-application. This format should be made available as widely as possible, -to be distributed in a printed paper version or (most likely) as an downloadable electronic version. Secondly, as is becoming more and more common, as an input to a ‘job seekers database’. This latter form has already been introduced in a number of Member States, both by public employment services and private ‘job-brokers’ and a European version is currently being considered by the European Commission and Eures.

 

The ‘traditional’ CV-format



The CV-format developed by the ‘Individual portfolio project’ during the period 1993-96 was used as a starting point for the September 11th meeting of the expert-group. This choice was based on the fact that the ‘portfolio-format’ was tested in the Member States and that a considerable number of individuals and employers were involved in this process. The format has also been used by EURES in their work. A number of improvements, particularly related to the terminology, have to be made. Some of the terms used in the ‘portfolio-format’ are confusing and need substantial refinement. This should in part be co-ordinated with the terminology work currently being undertaken in relation to the ‘Action Plan’ of the European Forum on Transparency of qualifications.  A co-ordinated effort will make it easier to develop a consistent terminology applicable to a number of related documents, including the CV, the certificate and diploma supplements etc. 



The most challenging (but also promising) part of the work is related to the heading ‘Additional skills and competences'. This particular section of the CV should help an individual to articulate competences and experiences developed outside formal education and training institutions. While it is clear that such an articulation in many cases will require guidance, a clear and concise CV-structure can be helpful. This is supported by the experiences from the Portfolio-project where both individuals and employers found this section very useful.  Based on the examples provided by the Individual portfolio project and other available CV-formats, a limited number of core elements should be reflected. 



The format should emphasise that competences can be acquired at work, in the family, during leisure time and elsewhere and that these may relate to technologies (IT, Industry, service related) as well as to co-operation with people (management, working in teams, planning etc.).  The skills in question should be substantiated by indicating where and how they were acquired (context, activity, position, role).  



The ‘job seekers database’ CV



DG Employment has recently, August 2000, signed a contract to develop a system where individuals can register their CV via internet on a European job seekers database. This work will be conducted by the Swedish employment services, already having considerable experience at national level.  The aim is to introduce this as a service provided within the EURES-system. Based on the outline of the functions presented by the Swedes (basically a translation of the existing Swedish system), the database-CV has to fulfil the following requirements. Firstly, and not different from the traditional format, it should assist individuals in communicating their qualifications, competences and experiences in the most efficient way.  Secondly, and different from the traditional format, the information provided through the format must be searchable and linked to agreed education and occupation classification systems like the ISCED and ISCO. This last requirement will necessarily lead to a structure based on fixed responses. Even more than what will be the case for the ‘traditional’ format, this requires logic headings, clear guidance and consistent terminology.  A test version is under preparation and the intention is to make this widely accessible (the members of the expert-group as well as others).  



A multi-purpose CV format?



There is, according to what has been said above, need for a core CV-structure which could be used both in the traditional and the database-version.  Irrespective of the visual appearance, which inevitably will differ, the two versions should as far as possible operate on the basis of the same key-headings (qualifications, work experience, languages, additional competences etc.) and the same logic of presentation.  To achieve this, a close co-operation between all involved parties (including the above-mentioned project) has to be achieved. Based on consultations between DG Employment and DG Education and Culture during the last months, agreement has been reached as to the need and importance of such a co-operation and common approach.  



A strategy for development and dissemination 



As indicated, a successful development and dissemination of a common CV-format requires a consistent institutional strategy. While facing a number of technical and terminological obstacles, the success of the CV will depend on the ability to involve all relevant parties in the developmental work from the start.  If successfully organised, this will strengthen commitment and enable a widespread use of the format.  Co-ordination is necessary in the following ways.



Co-ordination of development



A close co-operation between DG Employment and DG Education and Culture is necessary to secure the development of a core CV to be used for various purposes. In addition to direct consultations between the two DGs, the expertise of the groups (CV and terminology) working in relation to the European Forum on Transparency should linked to the project group working on the database.  The different groups need to be aware of each other and a constructive exchange of experiences and viewpoints has to be secured. 



Co-ordination of dissemination



The potentially positive role of the CV can only be fulfilled if it is widely spread. The link to EURES and the national employment services is important, but not sufficient. Other services and networks, both at European and national level, should be activated. A recommendation for a common European format for CV-should be supported by a detailed strategy for dissemination. Such a strategy has to be developed in parallel to the format itself.  



Co-ordination with other policy instruments



The CV-format can be used as a ‘lever’ in order to support a more comprehensive strategy in the area of transparency of qualifications. The CV-format should give an overview over available ‘transparency-tools’ like the Europass, the Euro Credit Transfer System, the Diploma supplement, the new Certificate supplement etc. Currently, such an overview is not easily available and a widespread CV-format could be helpful. This strategy would be further strengthened if the terminology used in the various instruments is harmonised and brought closer together. Following this line of argument, the CV-format would not only be a tool for summarising individual qualifications and experiences, but also a tool which could guide individuals towards transparency measures at national and European level. The CV-could thus be envisaged as a first element in a ‘portfolio’ consisting of a number of other instruments. The CV would thus be linked to the issue of lifelong learning (addressed through the memorandum on lifelong learning currently being prepared by DG EAC): Lifelong learning requires clear links between different areas and stages of learning; a common CV-format could contribute positively to the transfer of qualifications and competences from one area/stage to another. This ‘extended’ role of the CV would be strengthened if information on transparency and recognition of qualifications is concentrated to one entry point to the Web�. This is a point being discussed by the Forum on Transparency. If developed, this single point of entry should be referred to in the CV-format. 



Everything that has been said so far points to the strong link between the CV-initiative and the more general policies on transparency of qualifications and mobility. The CV should help individuals to present their qualifications and competences to employers in the most efficient way.



A European format for CV can be found in Annex 3.





1.4. Recommendations on Translation and Terminology



In “the proposal for action” of the European Forum it is stated that several supporting measures at Community level are necessary, such as a multilingual glossary of key terms, are necessary to ensure quality of the translation of the certificate supplement and enhance coherence between national systems. In order to facilitate transparency, it is essential that Member States ensure that quality translations to one or more European languages are available to holders of certificate supplements, even if the translation is delivered at the individual’s request.



Further explorations of the translation issue aiming at quality and unity of terminology have been made in consultation with EU/Cedefop experts. Translation tests of the supplement model have been made and electronic tools explored. A multilingual reference glossary has been developed. It compiles ‘action verbs’ used to describe job-related competences and will be proposed as a reference tool.



In early 2001, translations of the agreed format of a certificate supplement will be done by Cedefop, and then sent to each Member State for consultation and further refinement of the translation, especially according to the national context. In addition, Member States will undertake to fill in the format in their own language, using national certificates, so that the problems and/or variations that may arise in this process are duly discussed at  Forum level. Once this process is over, and official translations of the certificate supplement format are fully agreed upon, the phase of testing of the implementation, covering from 2001 to 2003, will start. 



Translation issues will be more fully developed in the coming year. As it has been mentioned above, one of the main preoccupations will be to ensure the quality of the translations proposed. Another important requirement will be to full respect the Member States’ responsibility to determine which translations will be offered, and under which specific conditions. 



One option being considered for facilitating this task is that the Luxembourg Translation Centre, in charge of carrying out translation tasks for EU bodies, might in the future take some responsibility for  translations issues connected to the proposals of the Forum, in cooperation with Member States, Cedefop and the Commission 





2.	IMPLEMENTATION AT NATIONAL LEVEL



The work of the European Forum during 1999 and partly 2000 aimed at creating consensus and commitment among members on concrete measures to increase transparency of vocational qualifications and thereby mobility within Europe. An important part of the work towards the joint proposal for action was a continuous exchange not only at the meetings of the Forum but also between meetings aiming at anchoring proposal discussed at national level and feed the conversation with input from countries. An important outcome, thus, at national level is that there is awareness of the proposals within Member States and hopefully also mutual recognition of the measures proposed. This can be seen as a first step of implementation of the actions proposed in the joint action plan.



Some countries have taken a step further and started preparations for making recommendations a reality. In Annex 2 examples are given of possible ways to organise National Reference Points. Some Member States have also introduced the common format of certificate supplements as a development of already existing supplements.

The main outcome at national level at the moment seems to be readiness for concrete actions in the field in line with the proposals of the European Forum paired with a consensus of the benefits of the measures introduced and agreed upon. There is also a consciousness of the voluntary character of the actions proposed. This is a main feature of the agreements making the division of responsibilities clear.



3.	CRITERIA FOR SUCCESS



In this section criteria for success of the implementation of the proposals are listed.



In the short term perspective – until May  2002 - this initiative will be considered successful if:



a development plan including goals and timetables is  under preparation;

steps (budgetary and others) have been taken towards providing the necessary human and technical resources for accomplishing these goals;

the common format of the certificate supplement is piloted in Member States and a first national progress report is available. It should be mentioned in this context that the 1996 Council Resolution on transparent certificates invited the  Commission to present to the European Parliament and Council a report on progress accomplished in this field, five years after the adoption of this Resolution on 15/07/1996. Therefore, 2001 will be a good occasion to evaluate progress in this field, and more specifically on the certificate supplement;

a national reference point can be identified in all Member States by the end of 2001; 

the reference points have been designated in terms of their organisational model;

a national progress report is available .



In the medium term perspective – until May 2003 - this initiative will be considered successful if:



a final version of a certificate supplement is tested and started to be implemented in at least most Member States

‘outside’ users have access to and are served by National reference Points;

the national reference points (NRPQs) are connected to a functioning network operated at the European level;

the services offered are known and used by presumptive users of the information;



In the long-term perspective the initiative will be considered successful if the implemented tools and services are:



visible and well known at national level;

used by and of use to institutions and individuals;

used and run to reasonable costs at a stable level of activity;

developed continually according to plans and monitoring systems;

using standard formats  and a standard terminology;

are complementary to other relevant instruments being developed national and at Community level.

used in cooperation with  other relevant national and Community services





4.	FURTHER WORK TOWARDS IMPLEMENTATION OF THESE PROPOSALS



During the year 2001 the following tasks can be foreseen in order to implement proposed actions and the European Forum on Transparency invite the Member States and the Commission to take the necessary steps in accordance with best possible use of resources and competence.



4.1	At national level



At national level, the criteria for successful implementation at short term (as defined in previous point) should be fulfilled, with the first steps taken towards the implementation of certificate supplements, national reference points, and a European format for CV. 



1.-The necessary resources and responsibilities for the implementation of these measures should also be allocated. 

2.-The piloting of the certificate supplement, including a final agreement on  the linguistic adaptation of the format to the national context, should be undertaken.

3.- Coordination with, and reporting to, the European Forum, should be ensured. 





4.2	At European level (Commission and Cedefop)



Obtaining support by the relevant bodies (Advisory Committee on Vocational Training, Directors-General for Vocational Training) of the proposed actions and recommendations for implementations by the European Forum on Transparency.

Approval of the Council and Parliament  recommendation on mobility , including its proposed measures related to transparency of qualifications. 

Drawing up of a map of existing tools aiming at increased transparency of vocational qualifications and the links between them comprising all levels of education and training.

Support by different means the implementation of the proposals of the European Forum on Transparency.

Coordination of the piloting of the certificate supplement format. This will include agreeing to the various national versions of such format, in terms of its translation to all official national languages, taking also into consideration the national context (country-specific qualification system vocabulary and so on).



4.3	The role of the European Forum on Transparency



The European Forum will in this matter mainly focus on:

monitoring and evaluating of the initiative on a regular basis;

identifying needs for improvement and support at national and European level.



To ensure a strong link and good coordination between the Forum as an European body dealing with transparency, and the national processes, members of the Forum should be in a position to ensure, by their personal expertise and administrative capacity, an overall overview of the implementation of transparency proposals in each country. 



Additional meetings of a more technical nature may be may be organised within the overall framework of the Forum when discussing very specific questions, such the procedures for exchange of information and the linking of NRPQs webpages.



The tasks being provided for the Forum will be dealt with at meetings in 2001 and a first progress report will be delivered at the beginning of year 2002. 



�5.	TIME TABLE (2001-2002)



This is a tentative timetable indicating the main actions planned for 2001, and extending into early 2002. The whole pilot phase of the implementation will take place though until early or mid-2003. The references given are mainly tentative. The final date of May 2003 is given only as an indication of the end of this testing period. 



Year�Quarter�Actions at

National level�Actions at

European level�The European Forum on Transparency��2000�4th��Council Resolution approved on Mobility Action Plan (Nov 9)�Recommendations for implementation approved (Sixth meeting Nov23-24)���4th�Approval  of proposals and recommendations for implementation�Presentation of recommendations for implementation to ACVT meeting (11-12)

Mobility recommendation (Council common position approved)���2001�1st�Creation of ad hoc working groups and other arrangements for follow up of implementation�����2nd�First steps towards implementation formally taken� Mobility Recommendation approved by Council and Parliament����2nd�Piloting of certificate supplement and CV format begins��Seventh meeting���4th���Eighth meeting��2002�1st�First National reports on implementation����2nd ��Ninth Meeting of the Forum�����Progress report on the implementation of the proposals of the European Forum���(…)��Tenth Meeting (…)��2003�2nd (May)�End of pilot phase: National reports and  start of full implementation ���

ANNEX 1. A format for a certificate supplement



THE CERTIFICATE SUPPLEMENT 



The certificate supplement aims to propose a standardised format to present skills and competencies holders of a certificate have acquired.  It is designed to provide additional information to the Certificate. The latter has a legal status, the certificate supplement does not have a legal status in itself.



The certificate supplement will be a general document which is delivered, and valid, for all persons having been awarded the kind of certificate to which it refers. It will not therefore be an individual document. 



The certificate supplement is one of several tools to increase transparency of vocational qualifications supporting job seekers in Europe. It has to help vocational certificates to be more easily understood by employers of other countries than the issuing one.  A particular balance between “short” and “complete” is proposed: it should be seen together with references to complementary sources of information.



The guiding principles are to be voluntary, to be short, to give flexibility within a common core structure and to avoid value judgements. In the nearest possible future, the supplement will have to be issue by routine together with the certificate itself. The certificate supplements will be available both in paper form and electronically. The latter including links to different sources for more in-depth information.   



Given the variety of education and training structures in member States, the many possible modes of learning and the diversity of formats of certificates, variations will appear in the use of the certificate supplement format by the approving authorities.



In order to facilitate the process of filling in the certificate supplement, guidelines will be developed at both Community and national level, and they will be widely available to institutions and other bodies responsible for the task of issuing them.



�

��European Union                  Certificate supplement (*)

[National flag and name of the awarding country]��

Title of the certificate (original language: (1))��

Enter title of certificate as written on certificate.



 (1) Specify language using ISO codes (ES/DA/DE/EL/EN/FR/GA/IT/NL/PT/FI/SW/IS/NO).��

Translated title of the certificate (language: (2))��

Enter translated title of certificate.

(This translation has no legal status.)

2) Specify language using ISO codes (ES/DA/DE/EL/EN/FR/GA/IT/NL/PT/FI/SW/IS/NO).��

Profile of skills and competences��

List skills and competences acquired by a typical holder of the certificate. 





















��

range of occupations accessible to the holder of the certificate��

List the typical range of intended/possible sectors and/or occupations for which certificate holder is suited.



If a particular qualification is needed for access to a regulated profession, the following should be stated: «This qualification  is legally required by national authorities for access to the regulated profession of XXX. »

��



(*) Explanatory note

This document is designed to provide additional information about the specified certificate and does not have any legal status in itself. The format of the description is based on the Council Resolutions of 1992 and 1996 on the transparency of vocational training certificates (93/C49/01 and 96/C224/04) and on the Parliament and Council Recommendation on mobility of students, persons undergoing training, volunteers, and teachers and trainers,  of xx XX 2001 (00/X00/01).



Any box not considered relevant by the authority issuing the certificate supplement may be left empty.

��

�Name and status of the body awarding the certificate



Enter full name and status of the awarding body.

�Name and status of the national/regional authority providing accreditation/recognition of the certificate



If the certificate is accredited by a national/regional authority, enter full name and status of this authority.

If necessary, indicate the validity of the certificate.��Level of the certificate in the country awarding it





If the level of the certificate corresponds to a level in an existing classification, please indicate the level and specify the classification in question (e.g. national level, ISCED…).

�Grading scale / Pass requirements



Give a brief description of the grading scale. Indicate the minimum and maximum marks, and the pass mark. Please explain the terms used (e.g. excellent, good, etc.).

��Access to next level of education/training



Specify if certificate gives access to next level education.

 �International agreements



Indicate any international agreement (mutual recognition, equivalence of qualifications, etc.).

��Legal basis



Specify the legal basis of the certificate.

��

OFFICIALLY RECOGNISED WAYS OF ACQUIRING THE CERTIFICATE��

Explain the different ways of acquiring the certificate, either by filling in the table below or by replacing it with your own description.

��Description of vocational education and  training received�Percentage of total programme 

(%)�Duration

(hours/weeks/months/years)��School-/training centre-based����Workplace-based����Accredited prior learning

����

Total duration of the education/ training leading to the certificate:���

Entry requirements 



Specify education level requirements, if any.



Additional information



This section can be used to indicate any additional relevant information concerning the organisation of the training (type of practical training,  programme or structure of the vocational training system, assessment procedure, etc.).

More information (including a description of the national qualifications system) available at: http//:www.

http//:www.XXX

National reference point: 



��ANNEX 2: The existing European information networks and some examples of possible organisations of National Reference Points



ANNEX 2.1. The existing European information networks



At the Community level there are several information networks which are working in the area of education and training:



1. The NARIC network: The NARIC network is an initiative of the European Commission and was created in 1984. The network aims at improving academic recognition of diplomas and periods of study in the Member States of the EU, the EEA countries and the associated countries in Central and Eastern Europe and Cyprus. The network is part of the Community's Programme SOCRATES/ERASMUS, which stimulates the mobility of students and staff between higher education institutions in these countries. All EU and EEA States and all the associated countries in Central and Eastern Europe and Cyprus have designated national centres. The purpose is to promote mobility of students, teachers and researchers by providing authoritative advice and information concerning the academic recognition of diplomas and periods of study undertaken in other States. The Ministries of Education designate the NARICs in the respective countries, but the status and the scope of work of individual NARICs may differ. Most NARICs do not take decisions concerning academic recognition, but offer on request information and advice on foreign education systems and qualifications. The main users of this service are higher education institutions, students and their advisors, parents, teachers and prospective employers.



The Commission promotes close co-operation between the NARICs through:



the organisation of regular (currently biannual) meetings of the heads of the centres;

the award of special financial assistance within the Commission's "Study Visits" Scheme, to enable officials from the centres to visit their counterparts in other eligible countries in order to better understand national systems and procedures for academic recognition;

the award of financial assistance, again within the framework of the programme SOCRATES/ERASMUS, to facilitate the exchange of information, especially for the preparation of a computerised system of data exchange.



2. Network of information points on the Directives for recognition for diplomas: This network works in the framework of the Council Directive 89/48/EEC on a general system for the recognition of higher education diplomas awarded on completion of professional education and training of at least three years duration and the Council Directive 92/51/EEC which refers to the recognition of professional education and training at short cycle higher education and secondary level.



3. The European Employment Services (EURES): It aims to facilitate the free movement of workers within the 17 countries of the European Economic Area. Partners in the network include Public Employment Services, Trade Unions and Employer Organisations. The European Commission co-ordinates the partnership.



The objectives of EURES are: 



Inform, counsel and provide advice to potentially mobile workers on job opportunities and living and working conditions in the European Economic Area.

Assist employers trying to recruit workers from other countries.

Provide particular advice and guidance to workers and employers in crossborder regions.



At the heart of the service is a network of some 500 Euro advisors who can provide expert advice and guidance on looking for work in another country, the living and working conditions in different countries and a recruitment service for employers. They are supported in their work by an IT system which allows job vacancies to be exchanged between the Public Employment Services and they also have access to an extensive database on living and working conditions.



4. Network of Resource Centres for Guidance on vocational training: In each member state of the European Union and the European Economic Area there is at least one National Resource Centre for Guidance. These centres cooperate with each other to form a link between the vocational guidance services in every Member State. The function of the Resource Centres is to support mobility within the context of the Leonardo da Vinci programme. The Centres do this by exchanging career information between member states, answering questions from vocational guidance counsellors and by carrying out pilot projects and disseminating the results of such projects across the European Union.

�ANNEX 2.2. The organisation and work of the Flemish National Resource Centre for Vocational Guidance. 



This note gives an idea of the functioning of the Flemish National Resource Centre for Guidance (NRCVG) : its mission and target groups, and the methods for working and for cooperating with other organisations. This might be an example for the setting up or for specific aspects of the work of a National Reference Point on Qualifications.



Leonardo da Vinci - Euroguidance: National Resource Centres for Guidance. 

The Flemish experience.



A. Mission



The NRCG will facilitate transnational mobility for education & training in the EU by acting as a intercultural agent, i.e. a clearing-house, for information requests on education and training opportunities, that have their origins both within one’s own Member State and within other Member States. The NRCG will give concrete expression to articles 126 & 127 of the Maastricht Treaty i.e. a European dimension in guidance to education & training.



B. Structure and target groups



The Flemish Euroguidance centre is based in a service depending from the Ministry of Education: Service for Vocational Training.



In principle the Centre does not work directly with the final target group (youngsters, students….): it rather works with an intermediate target group: guidance counsellors in guidance services.

�C) Methodology.



The methodology is based upon the following principles:



The way of working is demand-driven and client-centred.



The way of working is based on the real questions that people ask about studying and training in Europe, and that reach the Centre through the intermediate target group (e.g. guidance counsellors,…). Information is thus only sought after in our national or European network if there is a concrete question.



There is no big European database of educational and training opportunities (only for university level: Ortelius), however every Euroguidance centre has (the most recent, complete and regularly updated) national databases available of educational and training opportunities in there own country.



Some centres have created there own national databases if there were no databases available in there own country.



clear information stream



Every Euroguidance centre is in the position to find any information that is asked on his own country, and is able to trace and select the most relevant sources of information for a certain question. In our case because we are part of a service within the Ministry of Education, we have access to relevant information, are informed about the newest developments in education and training and have contacts with other Ministries.



The development of networks on European and national level.



The European network of Euroguidance centres is networking with other relevant European networks (Eurydice, Citizens of Europe, ….). The European network of guidance centres in itself is very useful: consultation with each other is very important: courses and professions have a different meaning in different countries: The importance of the “human interface”.



In Flanders a national network of some 30 eurocounsellors is developed: some of this colleagues has specialised in a certain topic. They are trained to give advice on European education and training opportunities, and to support there colleagues on this issue in the local guidance centres.

��ANNEX 2.3



Comhairle Náisiúnta na gCáilíochtaí Gairmoideachais�� National Council for Vocational Awards��

National Reference Point - Ireland��A possible approach��	

	December 2000



This document outlines a possible approach to establishing a National Reference Point in Ireland.



Positioning the National Reference Point



A National Reference Point (NRP) does not currently exist in Ireland.  It is envisaged that in the future, the NRP will be part of the new national qualifications framework being established under the Qualifications (Education and Training) Act 1999.



The new framework includes a National Qualifications Authority of Ireland (NQAI) and two awarding councils, one for further education and one for higher education.



Proposed role and functions of the National Reference Point



The NRP will:



Role



act as a first point of contact when queries relating to national qualifications, certificates and certificate supplements arise

develop expertise in European VET systems.



Functions



liaise with Irish awarding bodies to ensure accurate information and certificate details

handle queries or refer to the competent agency

oversee the design and development of national qualifications website.  National website to hold explanatory details on VET system and certificate details of all national qualifications

ensure accurate translation

maintain website on an ongoing basis

be a national partner in a European network of reference points

supply information and support through various personal services (phone, fax, email, correspondence).

Linking the NRP and the certificate supplement



It is projected that the NRP will act as a hub and collator of information, linking the certificate details and awarding bodies to their audience, including overseeing the translation issue.  The links in the chain include:



NRP works in partnership with Awarding Bodies and the NRPs from other Member States

Awarding Bodies update the NRP regarding new/amended certificates and certificate supplements

The NRP stores information on each certificate supplement or provides access routes to such information 

The NRP loads certificate supplement details on website or requests Awarding Bodies to do so

The Awarding Body and NRP ensures the accuracy of translations by following a systematic and agreed translation process.



Translation



Due to the complexity of the information on the certificate supplement, it is imperative that:



a translation service, standards and quality assurance system be in place to ensure systematic translation of certificates

limited free text be used on the certificate supplement

an extensive database of terms and descriptions be devised (e.g. see Appendix 1)

a core list of terms be used to describe the skills and competences

a network of translators offer all required linguistic combinations to the required standard

issues regarding finance, resources, centralised/decentralised management be agreed.



Name of NRP



The public name that will be assigned to NRPs is important.  The name should allow for ease of:



citizen recognition

accessibility

establishing a market position.



In order to ensure all the above it is recommended that the title of NRP and the website be the same.  The services provided, including for example, telephone help line/email or website, should have consistency of title and approach.

�Website – how to access



The following represents an example of how the website might operate:



access site 	www.eurocert.ie

select own language

select Member State

select sector

search index of certificates

select certificate

obtain certificate details

search for further information through links

make enquiries directly to relevant awarding body or NRP e.g. via email/web addresses.



Issues for discussion



Is there a need for a European central processing system? e.g. language translations, co-ordination

The accurate translation of the certificate details into all EU languages needs to be carefully planned and executed.  Procedures/protocols need to be devised. 

What resources are required? – e.g. finance, staffing, equipment

Who will finance the NRP and to what level?

Maintenance of information and website – by whom, when, process/recommendations to be worked out.



�ANNEX 2.3: APPENDIX 1





Database of occupational skills for a cook



This is an example of a collective list of occupational skills for a cook.  It was devised as part of the EuroCert project.  This is a definitive list within the project.  Awarding bodies can select whichever of the following relates to their individual certificates.



demonstrate safe and hygienic work practices

apply appropriate food hygiene principles to food and work area

demonstrate the importance of personal and work hygiene

identify safety hazards in kitchens 

plan the job and prepare the sequence of operations

select appropriate food produce for particular menus

check quality of food produce

evaluate quality of food produce

evaluate selected fresh and processed foods in terms of flavour, quality, appearance, nutritional value and cost

quantify ingredients required

store food in appropriate environments

set up work area 

prepare dining area for service

interpret recipes

Interpret and develop recipes 

prepare and cook a range of hot and cold dishes

prepare and cook the following:  breakfast, lunches, salads, soups, sauces, fish, meat and vegetarian main course dishes, vegetables, bread, cakes/pastries (delete what does not apply, but do not add to this list)

master work processes and culinary techniques and apply hygiene regulations

consider nutritional, economic and ecological requirements;

make soups and sauces

prepare fish and crustaceans

prepare meat and offal, game and poultry

prepare vegetables and side dishes

prepare desserts, egg dishes and dishes made from dairy products

prepare hors d’oeuvres and cold and hot dishes

master basic costing principles

prepare menu proposals and advise guests.

proportion dishes

garnish dishes and beverages

present dishes appropriately

present dishes and table appropriately

display food appropriately

demonstrate an understanding of food preservation and nutrition

plan menus for different occasions e.g. a la carte, banquet, buffets

plan menus with regard to variations in diets, nutrition, age and culture

maintain kitchen utensils and equipment in good working order

assist in the ordering, taking delivery of , checking, storing, and preservation of goods

tidy up work area and equipment

serve food and beverages

serve food appropriately

communicate effectively with colleagues, suppliers and customers

demonstrate an understanding of customer’s diverse tastes

master basic costing principles

cost menus

calculate kitchen expenses

price menus

work within budget

stocktake ingredients and equipment

order stocks as appropriate

demonstrate basic first aid procedures

use and maintain machinery and equipment

delegate work when appropriate

ask for assistance when appropriate

work effectively as part of a team

clean food area and equipment

understand and apply a high level of quality control

communicate in a language other than mother tongue within the work environment

deal courteously with complaints and compliments

perform tasks accurately, with concentration and precision to achieve stated objective

demonstrate appropriate customer service and hospitality skills

adapt to change within the work environment

use basic IT skills

operate computerised equipment 

utilise appropriate Information Technology applications

work as part of a team

communicate fluently in a language other than mother tongue

communicate fluently in German

communicate fluently in Italian 

communicate fluently in Polish

communicate fluently in Danish

communicate fluently in English

communicate fluently in Czech

communicate fluently in Norwegian

communicate fluently in Swedish

communicate effectively in a language other than mother tongue

communicate effectively in Swedish

communicate effectively in Norwegian

communicate effectively in Czech

communicate effectively in English

communicate effectively in Danish

communicate effectively in Polish 

communicate effectively in Italian

communicate effectively in German









�ANNEX 2.4. On the role of the Austrian NRCVG/National Resource Center for Vocational Guidance and the NRPQ/National Reference Point for Qualifications



The tasks, objectives and spheres of activity of the Austrian NRCVG and the future NRPQ can be summarised as follows:



first point of call for a wide range of information resources in the area of vocational training 

contact and information point for professional qualifications and transparency of qualification in Austria (certificate supplements)

contribution to the exchange of information on guidance and counselling as well as on vocational education and training systems

cooperation between those involved in training and vocational guidance and counselling both in the countries participating in the network and beyond 

gathering, distribution and production of information resources in the areas of guidance and counselling

development and promotion of the European dimension in the training sector, especially in the areas of vocational guidance and counselling.

promotion of relevant projects 

acting as interface between the training and employment market 

networking between the bodies involved and other networks concerned and strategic future development,

co-operation with European network of reference centres

Essential elements of the areas of activity also lie in the expansion of the mediator and multiplier function and in the contribution to the promotion of mobility

Information on mobility initiatives



As far as the NRPQ is concerned, the Ministry of Education will function as the link / co-ordinator between the different bodies involved (Ministries, Social Partners, Agencies etc.) and the Reference Point. The Reference Point will be provided with the electronic equipment and the necessary data. Information and publicity work is planned.



It would be ideal to have financing both at national and Community level for:

translations

development of the necessary soft-ware for the implementation of the reference 

staff



�ANNEX 3: A European format for CVs





ELEMENTS TO BE INCLUDED IN A EUROPEAN CV-FORMAT���

1.	PERSONAL INFORMATION



Mr/Mrs

Surname

Other names

Nationality

Date of birth



2.	ADDRESS FOR CORRESPONDENCE



Postal address

Telephone

Fax

E-mail



3.	EDUCATION, TRAINING AND QUALIFICATIONS�



Please  provide information about your education and training, including details of 



- Each secondary school,  college or higher education institution attended and any other provider of education and/or training (including open or distance education) that you have undertaken

- Each educational or vocational qualification, certificate or diploma awarded including, if known, details of its level in the national system in which it was awarded.



Dates 

(from, to)�Name and type of organisation providing education, training�Principal subjects and/or occupational skills covered�Title of any qualification awarded and (if appropriate) level in the national system�Name of organisation issuing certificate, diploma awarded��









������4.	EMPLOYMENT EXPERIENCE



Please list posts held, starting with the most recent



Dates 

(from, to)�Name and location of employer�Type of business, sector, branch, industry�Occupation or position held in organisation�Main work responsibilities��



























������



5.	LANGUAGE SKILLS



First language���



Other languages (please indicate your level of language competence using the following key: 1=exellent, 2=good, 3=basic, 4=poor)



Other languages�reading�writing�listening�speaking��

















������











6.	ADDITIONAL SKILLS AND COMPETENCES



Please list skills acquired outside formal education and training programmes, for example those developed through work experience, family life, leisure time activities or elsewhere, and which are not covered by any formal certificate or diploma�.  



Substantiate and illustrate these by listing the place and context where they were acquired and developed (work, activity, role).  



Attainments outside formal education and training (Competences acquired on the job, in the family, in leisure, with children etc.)�Place and context in which these attainments were developed (Evidences that illustrate  these competences)��



















���



7.	OTHER INFORMATION



Include here any other information that may be relevant to your application. This may include, for example, details of any experience of living abroad, especially if you have spent any significant period of time in the country in which you are applying to work or study.















��

Signature:…………							Date:…………. 

� A person not aware of the discussions in the Forum will not be able to tell what is meant by a reference point/centre. He or she would be even less enlightened by the acronym NRPQ. A name should combine two main features. First of all it should be short enough to avoid the use of acronyms.  Secondly, the name should contain sufficient information to make it possible for the user to immediately recognise its purpose.  

� The enclosed annexes on the various European networks currently existing and on possible organisations of NRPQ:s are a first indication of the kind of information that could be made available in such a way.

� This group consists of members from the European Commission (DG Employment and DG Education and Culture, Directorates A –Education- and B -Training), Cedefop, European Social Partner organisations as well a number of other experts  (from Denmark, Finland, France, Italy and the UK). The work of the expert group will be co-ordinated with the ongoing efforts of the European Forum on transparency of qualifications.   



� This do not, of course, require a centralisation of web-sites, ‘only’ an agreement among Commission services, authorities in the Member States and other relevant bodies to define an name this central entry. Links would then be established to the sources of information already in existence, both in the MS and at Community level. There is substantial feed-back from the users of existing information resources that it is fragmented and intransparent, - not disregarding the fact that each single source contains valuable information. 

� The structure of this  format is based on the experiences from the ‘Portfolio-project’. The formulations used in the various sections have, however, been changed according to suggestions made in the expert-meetings of 11.9. and 16.-17.10.2000.

� The user of the CV should, at this point, be informed about the existence of transparency-related instruments like the Diploma supplement, the (coming) Certificate-supplement, Europass, the ECTS system etc. References to a single web-site for further information, and access to these instruments, would be helpful 

� Examples are

- Competences linked to a specific technology or organisation, e.g. computer-skills, experience of working with particular machinery or equipment, specialised service skills or experience of specialised administrative routines.

- Competences acquired through working with other people, e.g. management or problem solving  skills, team work, experience of working in a multicultural environment.

- Competences acquired outside employment, e.g. planning, budgeting, organising or communication skills developed in the course of parenthood, community or voluntary activities.
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RECOMMENDATIONS FOR IMPLEMENTING THE PROPOSALS OF THE EUROPEAN FORUM ON TRANSPARENCY OF VOCATIONAL QUALIFICATIONS
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