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Glossary of key terms  

Term   Definition 

Accreditation The official approval of achievement standards, 
including qualifications or unit(s) of a qualification, 
usually for a particular period of time, as being able to 
meet particular requirements defined by an accrediting 
agency 

Accredited 
qualifications 

Qualifications which have been granted approval by an 
accrediting agency or body as having met specific 
requirements or standards of quality 

Accrediting 
agency/body 

Accrediting agencies/bodies are those competent 
bodies (such as national qualifications agencies, 
national accreditation agencies, official review boards or 
other nationally approved bodies or agencies with the 
responsibility to approve qualifications) that manage 
program and qualifications accreditation under national 
legislation. Accrediting agencies function within a quality 
assurance system 

Achievement 
standards 

Statements approved and formalized by a competent 
body, which define the rules to follow in a given context 
or the results to be achieved. A distinction can be made 
between competency, educational, occupational or 
certification standards:   

and/or competencies linked to practicing a job;  

objectives, content of curricula, entry requirements and 
resources required to meet learning objectives;  

outcomes to be assessed and methodology used;  

activities and tasks related to a specific job and to its 
practice; and,  
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applicable to obtaining a qualification (e.g. certificate or 
diploma) as well as the rights conferred 

Certification The process of issuing a certificate, diploma or title of 
learning outcomes formally attesting that a set of 
learning outcomes (knowledge, know-how, skills and/or 
competences) acquired by an individual have been 
assessed and validated by a competent body against a 
predefined standard 

Certification 
schemes 

Certification schemes are competence and other 
requirements related to specific occupational 
categories.  Certification schemes may result in a 
certificate indicating that the person has fulfilled 
requirements, or be included in a qualification 

Certifying 
and/or awarding 
body 

Body issuing qualifications (e.g. certificates, diplomas or 
titles) formally recognizing the achievement of learning 
outcomes (knowledge, skills and/or competences) of an 
individual, following an assessment and validation 
procedure 

Competence Competence is an ability that extends beyond the 
possession of knowledge and skills. It includes:   

concepts, as well as informal tacit knowledge gained 
experientially;  

-how), those 
things that a person should be able to do when they 
work in a given area;  

rsonal competence involving knowing how to 
conduct oneself in a specific situation; and,   

certain personal and professional values 

Competency 
standard 

Statement approved and formalized by a competent 
body, which defines the rules to follow in a given context 
or the results to be achieved.  Competency standard 
refers to the knowledge, skills and/or competencies 
linked to practicing a job 

Formal learning 
Learning that takes place in an organised and 
structured environment, specifically dedicated to 
learning, and typically leads to the award of a 
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qualification, usually in the form of a certificate or a 
diploma. This includes the systems of general 
education, initial vocational training and higher 
education. 

Informal 
learning 

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. Informal 
learning may be unintentional from the learner’s 
perspective. Examples of learning outcomes acquired 
through informal learning are skills acquired through life 
and work experiences. Examples are project 
management skills or ICT skills acquired at work; 
languages learned and intercultural skills acquired 
during a stay in another country; ICT skills acquired 
outside work, skills acquired through volunteering, 
cultural activities, sports, youth work and through 
activities at home (e.g. taking care of a child 

Learning 
outcomes 

Statements of what a learner knows, understands and 
is able to do on completion of a learning process, which 
are defined in terms of knowledge, skills and 
competences 

Non-formal 
learning 

Learning that takes place through planned activities (in 
terms of learning objectives, learning time) where some 
form of learning support is present (e.g. student-teacher 
relationships). It may cover programmes to impart work-
skills, adult literacy and basic education for early school 
leavers. Very common cases of non-formal learning 
include in-company training, through which companies 
update and improve the skills of their workers such as 
ICT skills, structured online learning (e.g. by making use 
of open educational resources), and courses organised 
by civil society organisations for their members, their 
target group or the general public 

Occupational 
standard 

Statement approved and formalized by a competent 
body, which defines the rules to follow in a given context 
or the results to be achieved.  Occupational standard 
refers to statements of activities and tasks related to a 
specific job and to its practice 

Provider An organization that plans and delivers 
education/training and assessment services that often 
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leads to the award of qualifications or components of 
qualifications 

Qualification Qualification is a formal certificate issued by an official 
agency, in recognition that an individual has been 
assessed as achieving learning outcomes or 
competencies to the standard specified for the 
qualification title, usually a type of certificate, diploma or 
degree. Learning and assessment for a qualification can 
take place through workplace experience and/or a 
program of study. A qualification confers official 
recognition of value in the labor market and in further 
education and training 

Qualifications 
framework 

An instrument for the development and classification of 
qualifications (e.g. at national or sectoral level) 
according to a set of criteria (e.g. using descriptors) 
applicable to specified levels of learning outcomes 

Qualifications 
systems 

Qualifications system includes all aspects of a country's 
activity that result in the recognition of learning. These 
systems include the means of developing and 
operationalizing national or regional policy on 
qualifications, institutional arrangements, quality 
assurance processes, assessment and awarding 
processes, skills recognition and other mechanisms that 
link education and training to the labor market and civil 
society. Qualifications systems may be more or less 
integrated and coherent. One feature of a qualifications 
system may be an explicit framework of qualifications  

Quality 
assurance 

Quality assurance is a component of quality 
management and is ‘focused on providing confidence 
that quality requirements will be fulfilled’.  In relation to 
education and training services, quality assurance 
refers to planned and systematic processes that provide 
confidence in the design, delivery and award of 
qualifications within an education and training system. 
Quality assurance ensures stakeholders’ interests and 
investment in any accredited program are protected 

Quality 
assurance 
framework 

A set of principles, guidelines, tools and standards that 
act as a reference for guiding the consistent application 
of quality assurance activities 

Quality 
indicators 

Formally recognized figures or ratios used as yardsticks 
to judge and assess quality performance 
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Quality 
principles 

Overall intentions and direction of a quality framework 
or an organization with regard to quality assurance 

Quality 
standards 

Technical specifications which are measurable and 
have been drawn up by consensus and approved by an 
organization recognized at regional, national or 
international levels. The purpose of quality standards is 
optimization of input and/or output of learning 

  Quality 
assurance 
system 

Quality assurance system includes all aspects of a 
country's activity related to assuring the quality of 
education and training. These systems include the 
following elements:  

guidelines for implementation, including stakeholder 
involvement;  

 

 Consistent evaluation methods, associating self-
assessment and external review;  

improvement; and,  

 

Recognition Formal recognition is the process of granting official 
learning outcomes status to skills and competences 
either through:  

titles) as a result of assessment, or  

validation of gained skills and/or competences.  

Social recognition is the acknowledgement of the value 
of skills and/or competences by economic and social 
stakeholders.   

Referencing Referencing is a process that results in the 
establishment of a relationship between the national 
qualifications framework and that of a regional 
qualifications framework 

Registering 
agency 

Registering agencies are those competent bodies 
responsible for approving education and training 
providers, e.g., national qualifications agencies, official 
review boards or other nationally approved bodies or 
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agencies.  Registering agencies function within a quality 
assurance system. 

Registration of 
providers 

Registration processes include formal 
acknowledgement by a registering agency that a 
provider meets relevant quality standards. Under NQFs 
it is usual for a provider to be registered in order to 
deliver and assess accredited programs and issue 
awards.  Some agencies differentiate between the two 
processes, e.g.:  

generic standards  

 
specific standards related to the provision of teaching, 
learning and assessment of a specific program 

Validation 
A process of confirmation by an authorised body that an 
individual has acquired learning outcomes measured 
against a relevant standard. It consists of four distinct 
phases: (1) identification through dialogue of particular 
experiences of an individual, (2) documentation – to 
make visible the individual's experiences – (3) a formal 
assessment of these experiences and (4) recognition 
leading to a certification for example a partial or full 
qualification 
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1.  Introduction 

People are gaining knowledge every day, and this happens always and 
everywhere. Every experience gained leads to new skill, knowledge and / or 
competence.  

Although learning usually takes place through formal education, which is 
always organized, planned and with clearly defined goals, much of the 
knowledge is acquired through non-formal or informal education. Informal 
knowledge is often equated with the experience gained from everyday life. 

For people, especially adults who are outside the formal education or non-
formal education system, the knowledge and skills acquired at home, in the 
workplace or in everyday experience are more important, relevant and 
meaningful sometimes even more than the knowledge acquired in formal 
education. However, learning that takes place outside the formal education 
system is not sufficiently understood, nor visible, and therefore not valued 
sufficiently. 

There is a growing awareness (especially in EU countries) that informal 
knowledge is a rich source of human values, ie capital. Most people are not 
even aware of their own value, ie. for the capital they possess through their 
knowledge or are unable to fully utilize it because they cannot prove their 
abilities and knowledge. Therefore, recognizing and validating the RESULTS 
of non-formal and informal learning makes human values more visible and 
therefore more valuable. 

This text is a guide through the process of validating nonformal and informal 
learning and is intended to: 

 Assessors 

 candidates and potential candidates 

 employers 

 accredited training providers 
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The methodology should help assessors organize and implement an 
applicable process of validation of knowledge and skills acquired in non-
formal and informal education and will provide support to employers and 
candidates by providing good information and familiarity with the entire 
validation procedure. 

The methodology is an additional training material for Certified Assessor 
Training to become familiar with key aspects of quality assessment practice, 
including the principles of assessment and the application of a wide range of 
assessment methods. 

The methodology is suitable for implementation for different occupation, by 
different sectors, as it is designed in general manner, and can be used as a 
guidance also for validation skills for different levels of qualifications. However 
its implementation will differ according to the national legislation set regarding 
the process of recognition and validation of previous learning. 
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2. The context of Recognition of prior learning 

2.1 Definition of Recognition of prior learning 

Technological innovations and the availability of more recent information 
increasingly enable access to knowledge and skills development through 
informal training organized in non-formal education and through informal ad-
hoc learning. Informal learning, which occurs within the everyday experience 
of both young people and adults, derives from their activities and is not the 
result of a planned educational process. It is increasingly certain that this 
mode of learning deserves special attention, primarily because of the place 
of information education in the Bologna process, as an essential element of 
the concept of lifelong learning, and because of the ever-increasing need to 
enable the visibility of knowledge that is often acquired through observation 
or immediate experience. 

Informal learning is especially important when it comes to the workplace, for 
a number of reasons: 

 fosters employment and has a positive benefit for managers and 
companies; 

 develops the skills needed to perform a specific task and plays a key 
role in transferring knowledge among employees in a particular 
company   

 provides continuous upgrades with current knowledge and develops 
skills that are "up-to-date" within the workplace, maintaining a work 
culture, rather than acquiring knowledge in a rigid mode of specific 
training. 

Therefore, informal education is of particular interest to the corporate 
community for the purpose of managing knowledge within the organization, 
as well as recognizing that informal learning is an effective way of developing 
competencies. 
These are the reasons for the emergence of initiatives and the development 
of procedures and methods for validating the knowledge and skills acquired 
in the informal and especially through the informal form of learning. 

Validation of non-formal and informal learning is a process through which the 
candidate's existing knowledge and skills, regardless of the way they are 
acquired, are evaluated and graded according to the appropriate 
competencies required of a given profession. Competences may be in 
accordance with national occupational qualifications or in accordance with the 
content of accredited training. 
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This process of validation of non-formal and informal learning (VNFIL) in 
Europe and the world is often referred to as Recognition of prior learning 
(RPL), but also Recognition of acquired competences (RAC). The term 
'recognition of informal and non-formal learning' itself is used as a synonym 
for 'validation of informal and non-formal learning'. 

According to the EU Report on the Progress of the Non-formal and Informal 
Learning Process 2012 and the Recommendations of the Council of Europe, 
the process of non-formal and informal learning validation is defined as: 

Validation of non-formal and informal learning enables candidates to 
demonstrate the knowledge acquired outside formal education and 
training and to apply this learning in their careers and further education. 

 

2.2 Background 

Validation of non-formal and informal learning has been part of the European 
policy agenda since 2001 when the Commission defined lifelong learning as 
all learning activity undertaken throughout life, with the aim of improving 
knowledge, skills and competences within a personal, civic, social and/or 
employment-related perspective.1 Since the Copenhagen Declaration on 
enhanced European cooperation in vocational education and training a series 
of initiatives have been taken to develop European tools and instruments in 
the area of lifelong learning:  

– In 2004 Common European principles on validation were 
adopted in the form of Council Conclusions. 

– In 2004 the Europass framework was established, including the 
Europass CV and a portfolio of documents that citizens can use to 
better communicate and present their qualifications and 
competences throughout Europe. Other tools for documenting 
learning outcomes concern the Youthpass for the Youth in Action 
Programme and sectoral skills and qualification passports 
developed under the European sectoral social dialogue. 

– A major landmark towards the validation of non-formal and informal 
learning was the adoption in 2008 by the European Parliament and 
the Council of the Recommendation on the European 

                                                 
1
 Proposal for a COUNCIL RECOMMENDATION on the validation of non-formal and informal learning, /* 

COM/2012/0485 final - 2012/0234 (NLE) */, https://eur-lex.europa.eu/legal-
content/en/TXT/?uri=CELEX:52012PC0485 
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Qualifications Framework (EQF) for lifelong learning. The EQF is 
a reference framework of qualification levels defined through 
learning outcomes. It has resulted in an ongoing process under 
which all Member States are setting up their National Qualification 
Framework and reference their qualifications to the European 
qualification levels. Through this process qualifications will become 
more comparable and easier to understand for employers, 
educational establishments, workers and learners. 

– In 2009 the Commission and Cedefop published European 
guidelines for validating non-formal and informal learning2 
which provides policy-makers and practitioners with technical advice 
on validation. These focus on different validation perspectives (e.g. 
individual, organisational, national, European). The guidelines form 
a practical tool to be applied on a voluntary basis. 

– Alongside the other tools, credit systems based on learning 
outcomes facilitate the validation of non-formal and informal 
learning. For higher education, this concerns the European Credit 
Transfer and Accumulation System (ECTS), which was 
developed under the Bologna process to facilitate mobility between 
higher education institutions. For vocational education and training, 
this concerns the European Credit System for Vocational 
Education and Training (ECVET). 

In addition, the Lifelong Learning Programme has, since 2007, financed a 
number of pilot projects which have enabled the development of validation 
processes and tools in specific sectors or contexts, particularly in vocational 
education and training and adult education. The European Social Fund has 
been used in some countries to develop validation systems. 

Despite the existence of these European policies, progress in validation has 
been uneven, irregular and slow throughout Europe.  

According to the latest update of the European Inventory of 20163 on the 
validation of non-formal and informal learning, only four EU Member States 
have a highly developed validation system while a further seven have either 
a national system in its initial phase or a well-established, but partial, system 
of validation in one or more sectors.  

                                                 
2
 European guidelines for validating non-formal and informal learning, CEDEFOP, 2009, 

https://www.cedefop.europa.eu/en/publications-and-resources/publications/4054 

3 https://www.cedefop.europa.eu/en/publications-and-resources/country-reports/european-inventory-on-
validation 
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2.3 EU guidelines for RPL 

Despite the unfavorable economic and social circumstances many EU 
countries are currently facing, in which even formal education does not 
guarantee finding a job, the European Economic and Social Committee - 
EESC believes that the EU cannot fail to validate the hidden wealth that lies 
in the experience and skills that people have acquired through non-formal or 
informal means. This validation could provide opportunities in particular to 
certain disadvantaged groups (such as women, migrants, young people, older 
workers). However, it should not create false hopes that they would quickly 
find a place in the labor market. This requires economic and social policy 
aimed more at investment, creating quality jobs, and reducing poverty and 
the risk of social exclusion. These policies must also guide and support the 
strengthening of education, vocational training and retraining systems. 

Based on the above, the EESC has drawn on an important document, the 
Council Recommendation on the validation of non-formal and informal 
learning of 20 December 2012. It highlights the fact that the validation of 
learning outcomes (knowledge, skills and competences) acquired through 
non-formal and informal learning can play an important role in enhancing 
employability and mobility, as well as increasing motivation for lifelong 
learning, particularly in the case of the socioeconomically disadvantaged or 
the low- qualified. The validation of relevant knowledge, skills and 
competences has a valuable contribution to make in improving the functioning 
of the labor market, in promoting mobility and in enhancing competitiveness 
and economic growth. 

The key stakeholders with an important role to play in facilitating opportunities 
for non-formal and informal learning and any subsequent validation 
processes according to the Council are: employer organizations, individual 
employers, trade unions, chambers of industry, commerce and skilled crafts, 
national entities involved in the process of recognizing professional 
qualifications and in assessing and certifying learning outcomes, employment 
services, youth organizations, youth workers, education and training 
providers, and civil society organizations. 

As set out in the Council Recommendation of 2012, by 2018 Member States 
must have in place, in accordance with national circumstances and 
specificities, arrangements for the validation of non-formal and informal 
learning which enable individuals to: 

 have knowledge, skills and competences validated which have been 
acquired through non-formal and informal learning, including — where 
applicable — via open educational resources; 
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 obtain a full qualification, or, where applicable, partial qualification, on 
the basis of validated non-formal and informal learning experiences 
(…).  

According to the Council Recommendation, and based on the official 
guidelines set by European Training Foundation – ETF, the arrangements for 
the validation of non-formal and informal learning should include the following 
elements, as appropriate, whilst allowing each individual to take advantage of 
any of these, either separately or in combination, in accordance with his/her 
needs: 

 IDENTIFICATION of an individual’s learning outcomes acquired 
through non-formal and informal learning; 

 DOCUMENTATION of an individual’s learning outcomes acquired 
through non-formal and informal learning; 

 ASSESSMENT of an individual’s learning outcomes acquired through 
non-formal and informal learning; 

 CERTIFICATION of the results of the assessment of an individual’s 
learning outcomes acquired through non-formal and informal learning 
in the form of a qualification, as credits leading to a qualification, or as 
otherwise deemed appropriate. 

 

European guidelines for validating non-formal and informal learning from 
2009 (and the recently updated version from 2015) have been written for 
individuals and organizations that are responsible for establishing, 
developing, implementing and running validation. Those involved operate at 
various levels (European, national, sectoral and local) and in various contexts 
(public, private and voluntary sectors, education and training, and labor 
market services). The aim of the guidelines is to clarify the conditions for 
carrying out validations and to make stakeholders aware of their options at 
different stages of the process. 

 

The fundamental principles underpinning validation:     

 Validation must be voluntary.  

 The privacy of individuals should be respected.  

 Equal access and fair treatment should be guaranteed.  

 Stakeholders should be involved in establishing systems for 
validation.  
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 Systems should contain mechanisms for guidance and counselling of 
individuals.  

 Systems should be underpinned by quality assurance.  

 The process, procedures and criteria for validation must be fair, 
transparent and underpinned by quality assurance.  

 Systems should respect the legitimate interests of stakeholders and 
seek balanced participation.  

 The process of validation must be impartial and avoid conflicts of 
interest.  

 The professional competences of those who carry out assessments 
must be assured. 

 

2.4 Status of RPL in Macedonia 

Republic of North Macedonia is stepping the road toward European education 
system. The introduction of the Bologna process and the establishment of the 
credit transfer system in higher education were followed by harmonization of 
the National Qualification Framework with the EQF, ratified at the beginning 
of 2016. The next step is to establish a system for validation of prior non-
formal and informal learning. This process is governed by the Adult education 
center as the responsible institution for lifelong learning - LLL. The 
programme for introduction of the process of VNFIL on national level by 2022 
is developed.  

In order to establish large scale training schemes, the Project BUILD UP Skills 
BEET has made pioneer steps toward introduction of the process for 
validation of previous non-formal and informal learning in Macedonia, 
becoming an example of a success story in the country, but also in the region. 
The developed Methodology for implementation of the process of recognition 
of prior learning (RPL) is a comprehensive, detailed and concise document 
(fig. 1) describing the whole procedure of evaluation of informally obtained 
skills of building workers. 
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Figure 1 Cover page of the Methodology for implementation of the process of 
recognition of prior learning (RPL) developed in BUILD UP Skills BEET 

 

The process of recognition of prior learning as very new and unknown in the 
country was promoted by announcing the benefits for candidates — Reasons 
to choose Recognition of Prior Learning: 

 A much shorter process than conventional training, resulting in the 
same qualification; 

 Validated qualifications increase employability; 

 It means valorization of previous knowledge, skills and experience; 

 Qualification can be acquired without formal training; 

 The certificate is identical to the one obtained through formal training; 

 Lack of certain competencies can be remedied through partial or 
modular training. 
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The designed process for Recognition of Prior Learning within BUILD UP 
Skills BEET is a six-phase process, and is fully compatible with the 
recommendations for necessary phases of VNFIL issued by the European 
Training Foundation –ETF (fig. 2). 

 
 

Figure 2 designed process for Recognition of Prior Learning within BUILD UP 
Skills BEET 

 

A certification body was established within the project that was in charge of 
issuing certificates, in accordance with the standard EN ISO/IEC 17024:2012, 
‘General requirements for bodies certifying persons.’ It acted as an authorized 
body for certifying persons in the framework of the project, for certification of 
trainers and certification of workers during the RPL process.  

It is essential to have a person-oriented, transparent evaluation process, in 
order to ensure a high-quality and trustworthy procedure. The process of 
recognizing building workers’ previous skills was endorsed by most of the 
construction companies in Macedonia. It was received with a considerable 
acceptance rate, although it was a rather new and unfamiliar process in the 
country. The construction companies’ and workers’ interest in the possibilities 
for certification rose continually, especially as the promotional campaign was 
repeated. In addition, many applications for RPL were received after the 
project ended. An overall result was 967 certified workers, which was a huge 
success. 
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3. The process of RPL 

3.1 What does RPL mean?            

RPL is the process for recognising learning that has its source in experience 
and/or previous formal,  non-formal and informal learning contexts.  Learners 
may already have Credit Points from formal   learning awarded to another 
qualifcation or learning  programme.  

Using RPL for the recognition of non-formal and informal learning involves a 
review of past  experiences. Learners refect on their experience  in order to 
discover and then express what these  experiences have taught them. RPL 
is a process  through which learning gained from experience can be 
recognised and used. It also includes learning gained through non-formal 
learning and training programmes in the workplace, in the community  and in 
the voluntary sector. People can gain a range  of knowledge and skills 
through: 

 family life (home-making, caring, domestic organisation) 

 work (paid or unpaid) 

 community, voluntary or leisure activities 

 key experiences and events in life. 

 

There is no restriction on the type of experience that  can provide someone 
with knowledge and skills – even negative experiences might have led   
someone to learn something about themselves. RPL is about recognising that 
all experiences can provide a basis for learning.  

The RPL process can help people to value and build  on the learning they 
have gained informally. RPL enables learners to realise what they have learnt  
through their experiences and to demonstrate this  to others. It reveals the 
learner’s potential and  capacity to learn from future experiences.   

This recognition may allow individuals to go on to do more study or training if 
they choose. It may also  help someone if they are, for example:  

 planning their carreer 

 planning their personal development 

 wanting to take a more active part in their community. 
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3.2 RPL – benefits for individuals, providers and 
employers      

3.2.1 Benefits for individuals 

RPL can be used by a wide range of people either to help them re-enter 
learning or to contribute towards a  programme of learning. Through RPL it 
may be possible to make a claim for Credit Points in the formal E&T system 
which can  reduce the amount of time needed to achieve the required learning 
programme or qualifcation. Those who might  beneft include:    

 people who have been out of the education system for a long time 
and/or who may lack formal qualifcations  

 adults returning to education 

 unemployed people looking for a way to demonstrate their learning 
to prospective employers 

 people wanting to improve upon existing qualifcations  

 those wanting to re-train or change careers 

 students at colleges, higher education institutions (HEIs) and other 
learning and training providers  

 people who have taken non-formal learning or training  in the 
workplace or through community-based learning  

 people who have gained a range of skills and knowledge through 
volunteering or through activities or projects 

 school students who have been involved in extra-curricular activities.  

People wishing to claim RPL may not have a strong academic education - but 
they do need to be keen to learn from and about their own experiences and 
about themselves. It is important to stress that recognition is given for  what 
has been learned from experience and not for the experience itself.     

RPL can be used where learners can demonstrate that through their 
experience, they have already gained the  relevant knowledge and skills 
required for particular units of a learning programme or qualifcation or for a  
particular job role.      

RPL reinforces the concept of lifelong learning as it helps individuals to:  

 Think about the learning they have already achieved and plan how  
to build on this learning to meet their personal and career goals 

 Get a place on a programme at a college or university or learning and 
training provider, if they don’t have  the normal entry qualifcations 
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but can show that they have the necessary knowledge, skills and 
understanding   

 Gain credit towards a qualifcation  to shorten the normal period of 
learning by evidencing that they already have the knowledge, skills 
and understanding needed for particular parts of the programme or 
qualifcation (e.g. units or modules) 

 Increase their self esteem by recognising their achievements in 
learning 

 Plan their career development and educational path 

 Identify areas of competence and areas requiring further study.    

 

RPL can help people to consider their options and make decisions about the 
direction they want to take. The experience of using RPL benefts learners in 
the following ways:      

 Learners will have the opportunity to refect on what they have 
achieved so far through their experiences in terms of their learning 
and skills   

 Learners will think about their goals and  what they need to do in order 
to achieve them: e.g. do a training course, pursue a vocational award, 
join an educational programme at college or university or other 
learning and training     provider, apply for, or change, jobs 

 It also helps to build confidence – it enables learners to identify the 
learning they have gained through experience, recognise their 
strengths and value their achievements. This can motivate a learner 
to continue   learning. 

 

3.2.2 Benefits for learning and training providers 

RPL benefts learning and training providers in a  range of ways as it can: 

 Enable greater retention of learners 

 Widen access to a range of learners  

 Increase participation of learners from non-traditional learning 
backgrounds. 
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3.2.3 Benefits for employers 

RPL can support employers by: 

 Helping to identify employees’ skills effectively 

 Helping to identify skills gaps in organisationHelping to identify 
appropriate training  oportunities 

 Reducing the  time required in employee training due to minimised 
duplication of learning   

 Increasing motivation and interest in workplace activities on the part 
of the employee/learner   

 Generating new ideas and  developments for the organisation as a 
result of the employee/learner reflecting on work activities.       

As a result, employers may fnd that RPL can lead   to increased employee 
retention and reduced   recruitment and training costs. 
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4. Methodology 

The methodology for implementation of the described under topic 1.6 was 
designed as pioneer example for developing a system for E&T which also 
includes the inevitable process of validation of informal and non-formal 
learning. This process was designed for the case of the project BUILD UP 
Skills BEET and aimed recognition of skills for implementing measures for 
energy efficiency of construction workers. The current document will offer a 
more general insight and guidelines for implementing the process of RPL, for 
different qualification levels, for different occupations and in different contexts. 
Therefore it will in fact use the basics of the developed Methodology for RPL 
within BUILD UP Skills BEET,but it will be upgraded for higher levels of 
qualification and with proposed measures for quality assurance.  

 

4.1 Phases of the process of RPL 

The designed process for Recognition of Prior Learning within BUILD UP 
Skills BEET was a six-phase process, and is fully compatible with the 
recommendations for necessary phases of VNFIL issued by the European 
Training Foundation –ETF (fig. 2). 

The multiple outcomes of validation, ranging from formal qualifcations to 
enterprise- internal proofs of acquired competences, are all united through 
their efforts to increase the visibility and value of the learning taking place 
outside classrooms. To clarify the basic features of validation, the 
recommendation identifes four distinct phases:  

 

 
Figure 3  ETF recommended phases of the RPL process 

 

4.1.1 Identification   

Validation necessarily starts with the identifcation of knowledge, skills and 
competence acquired and is where the individual becomes increasingly 
aware of prior achievements. This stage is crucial as learning outcomes differ 
from person to person and will have been acquired in various contexts: at 
home, during work or through voluntary activities. For many, discovery and 

identification documentation assessment certification
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increased awareness of own capabilities is a valuable outcome of the 
process. 

4.1.2 Documentation  

Documentation will normally follow the identifcation stage and involves 
provision of evidence of the learning outcomes acquired. This can be carried 
out through the ‘building’ of a portfolio that tends to include a CV and a career 
history of the individual, with documents and/or work samples that attest to 
their learning achievements. Validation needs to be open to various evidence 
types, ranging from written documents to work samples and demonstrations 
of practice. This evidence must provide suffcient insight into the learning 
outcomes acquired: simply listing job-titles or positions will not be enough. 
The portability of evidence is crucial and requires some degree of 
coordination at national and European level.  

4.1.3 Assessment  

Assessment is normally referred to as the stage in which an individual’s 
learning outcomes are compared against specifc reference points and/or 
standards. This can imply evaluation of written and documentary evidence 
but might also involve evaluation of other forms of evidence. Assessment is 
crucial to the overall credibility of validation of non-formal and informal 
learning. In some cases, certifcates based on validation are perceived as 
inferior to those awarded by traditional courses and programmes. To counter 
such perceptions, which in some cases refect the relative novelty of 
validation, tools and processes must be presented in as transparent a way as 
possible. Building mutual trust is closely linked to the existence of robust 
quality assurance arrangements ensuring that all phases of validation, 
including assessment, are open to critical scrutiny. 

4.1.4 Certification  

The final phase of validation is linked to the certifcation – and final valuing – 
of the learning identifed, documented and assessed. This can take different 
forms, but is commonly the award of a formal qualifcation (or part-
qualifcation). In enterprises or economic sectors, certifcation may also involve 
issuing a licence allowing the individual to carry out specifc tasks. Whatever 
the case, validation reaching the stage of certifcation requires a summative 
assessment offcially confrming the achievement of learning outcomes against 
a specifed standard. It is crucial that this process is managed by a credible 
authority or organisation. The value – or the currency – of a certifcate or 
qualifcation acquired through validation largely depends on the legitimacy of 
the awarding body or authority. The use of summative approaches for 
validating non- formal and informal learning needs to be strongly linked – 
preferably integrated – into national qualifcations systems. Some countries 
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have chosen to issue separate certifcates or qualifcations for non-formal and 
informal learning. While this might be appropriate in some settings, there is 
risk of creating A and B certifcates where those resulting from validation are 
seen as inferior. 

 

4.2 The centrality of the individual  

The first European principle for validating non-formal and informal learning 
puts the individual at the centre of the process. It insists that the process of 
making the full range of knowledge, skills and competences visible held by an 
individual is carried out in a way that remains voluntary and that the results of 
validation remain the property of the individual.  

Whether the context of the validation process is work, social communities or 
higher education, whatever the purpose, the individual is always at the centre.  
Validation systems need to acknowledge the fact that it is the choice of the 
individual to decide to take the frst and crucial step to explore the possibilities 
of at least documenting their learning.  

Communication strategies about the benefts of validating non-formal and 
informal learning, explaining how the system works, can motivate the 
individual to take control of the process.  Individuals who engage with 
validation as a candidate beneft from personal outcomes such as improved 
confdence and self-esteem. These soft outcomes may help an individual to 
gain access to formal education and/or employment, or simply to take on 
more variety or responsibilities within their current role in society.  

4.3 Counselling and guidance 

Learners and employees are likely to be more effective in recognising their 
prior learning if they are given support to identify how their previous learning 
links with the requirements for the job role or the qualifcation or learning 
programme against which they are seeking recognition.                

It is not possible to establish a single process for validation that will 
accommodate the needs of all candidates. It is widely accepted that the 
system needs careful tailoring to the needs of the individual and this is, at 
least partially, achieved by providing information, advice and guidance at the 
right times.   

It is clear that even before a decision is made to seek validation, candidates 
need to know what is the added value, what to expect, what standards have 
to be met and what form the evidence of learning outcomes needs to take. 
Similarly, at the end of validation, or of certifcation, evidence suggests a 
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candidate will want to know of potential routes to further qualifcation that are 
available.  

The whole process of validation is between these two points where 
candidates will need information, advice and guidance on such things as:  

- timelines for validation 

- costs 

- procedure 

- forms of evidence of learning outcomes 

- sufficiency of evidence 

- quality and standards 

- presentation of evidence 

- assessment and how best to approach the process 

- support available 

- appeal procedure.   

Timely access to information, advice and guidance is essential: ICT-based 
systems offer many advantages to users as well as providing effective tools 
for information exchange between candidates and counsellors.  

 

 4.4 RPL in different contexts 

RPL as process is not to be limited to a particular institutional context. While 
it is most commonly found within education and training, making it possible 
for individuals to acquire a formal qualifcation on the basis of non-formal and 
informal learning, validation is also carried out by several institutions and 
stakeholders outside education and training: labour market authorities, 
economic sectors, enterprises and voluntary organisations. The multiple 
outcomes of validation, ranging from formal qualifcations to enterprise- 
internal proofs of acquired competences, are all united through their efforts to 
increase the visibility and value of the learning taking place outside 
classrooms. 

The VET sector has been a main proponent of validation of non-formal and 
informal learning in Europe. Its close relationship to the labour market and 
strong traditions in work-based learning has aided validation. Widespread use 
of learning outcomes and competence-based standards has also supported 
developments in VET and standards are normally aligned with occupational 
standards that are easier to relate to previous work experience. It is 
reasonable to expect that the VET sector will continue to play an important 
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role in validation. Validation is particularly important to adult education and 
training and as a way to support lifelong learning. The 25 to 45 age group is 
mostly the main user of validation, indicating that these arrangements play an 
important role in aiding transitions from employment to education and back. 
In many countries, adult education providers play a key role in 
implementation. Validation is far less common in relation to higher education 
qualifcations than VET. Higher education institutions are normally more 
autonomous and determine the scope and possibilities for validation on their 
own. 

Open educational resources OERs are seen as important supplements to 
traditional education and training programmes, reducing overall cost, 
increasing accessibility and allowing individuals to follow their own learning 
pace. They are seen as a way to deliver high quality (world- class) teaching 
to a broad group of learners. For all these reasons it is important to consider 
how the outcomes of this learning can be appropriately documented and 
assessed and how current practices on validation can take them into account. 

However, a significant part of what can be termed competence assessment 
in enterprises will fall outside the definition of validation offered by the 
recommendation. While these activities, for example are linked to recruitment 
and personnel development, European guidelines for validating non-formal 
and informal learning seek to increase the visibility of prior learning, results 
are often the exclusive property of the employer and cannot be used freely by 
the individuals. For the individual employee the outcomes of these processes 
only partly add value to their learning experiences. The workplace is a key 
learning arena and the active involvement of enterprises is critical for further 
developing national systems for validation. One possible approach would be 
to promote more systematic intervention at sector or branch level, for example 
by introducing common competence frameworks and standards, acting as 
reference points and supporting transfer of skills and competences. The 
involvement of small and medium-sized companies (SMEs) in validation 
represents a particular challenge, refecting limited resources and capacities. 
SMEs face a continuous battle to upgrade skills and competences and would 
benefit directly from sector-based frameworks supporting validation, 
contributing to internal human resource developments as well as 
strengthening the portability of employees’ skills and competences. 

A key challenge is to ensure the transferability of the outcomes of a skills 
audit. There is a tendency for skills audits to be carried out in isolation from 
other forms of validation (as normally linked to qualifications and education 
and training systems). Given the emphasis of the recommendation on the four 
phases of validation, it will be important to consider the relationship between 
(mainly) employment-led skills audits and (mainly) education- and-training-
led validation arrangements. Two issues are particularly relevant: the extent 
to which employers will recognise and trust the format in which the outcomes 



 

 

 

 

 

 MODEL OF AN EXTENDED METHODOLOGY FOR RECOGNITION               
OF PRIOR LEARNING with aspects of quality assurance 

32 

will be presented; and the extent to which the outcomes of the audit will be 
accompanied by a training or development plan. 

The voluntary (or ‘third’) sector plays an important role in promoting 
validation of non- formal and informal learning. Non-governmental 
organisations involved with adult and lifelong learning exemplify this, as do 
organisations working in youth sectors. All these organisations see non-
formal and informal learning as important outcomes of their activities that 
need to be made more visible. The distinction between identification and 
documentation, on the one hand, and assessment and certification, on the 
other, is important in this particular context. It is commonly asserted that 
learning experiences from voluntary work should be valued in their own right 
and not assessed according to standards developed for formal education and 
training. Validation in the third sector might also include recognition of social 
and civic competences as well as soft and life skills gained in informal and 
non-formal settings, and through activities organised by the third sector (i.e. 
volunteering). 

 

4.5 RPL assessment methods 

According to the guidelines the methods used for validation of non formal and 
informal learning are essentially the same tools used in assessing formal 
learning. This refects the individual specificity and nonstandardised character 
of non formal and informal learning.  When used for validation, tools have to 
be adopted, combined and applied in a way which tools for assessment of 
learning need to be fit for purpose. 

A broad classification of the assessment methods is given below. Some 
specific validation processes may make use of more than one of these 
approaches to achieve greater validity, reliability, fairness and fitness for 
purpose of results.  

 

1. Debate  

Candidates can, by taking part in debate, confrm their capacity to sustain a 
considered argument and demonstrate depth of adequate knowledge of a 
subject. The debate also offers a context where they can demonstrate 
communication and social skills.  

 

2. Declarative methods  

Here candidates make an evidence-based statement about their learning 
by responding in writing to preset criteria designed to help them be 
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evaluative. The ability to use critical reflection is important and therefore 
this method is used in conjunction with other methods that have more 
independent evaluation built in. 

 

3. Interview  

Interviews may be particularly useful in areas where judgment and values 
are important. Interviews usually accompany other tools for a more 
complete assessment of a candidate and to allow for commentary and 
clarification. 

 

4. Observation 

A third party assesses the candidate’s behaviour in a particular setting: 
there is an opportunity to observe real practice. Assessment criteria are set 
in advance.  This method does not proscribe collaboration with colleagues 
or fellow learners. Depending on the context, it may be complicated to set 
up and can be time consuming and costly. 

 

5. Portfolio method  

A portfolio is an organised collection of materials that presents and verifes 
skills and knowledge acquired through experience. It is of particular 
relevance to validating non-formal and informal learning because it allows 
the individual candidate to contribute actively to the collection of evidence 
and also offers a mix of approaches strengthening the overall validity of the 
process. 

This is confrmed by the fact that many countries have introduced the 
portfolio as a central element in their validation approaches.  A portfolio 
might include documents such as resumés, performance appraisals, 
references from current and past employers, supervisors and colleagues, 
and photographs of completed work certifed by a referee. If self-employed 
in the past, a candidate might include evidence of running a business using 
the skills and knowledge being claimed. 

The most important risks in the preparation of portfolios is when applicants 
prepare these alone or with little mediation from one tutor. One practice that 
counters such possible limitations is gathering groups of claimants together 
specifcally to share experience and learning from one another, thus 
enabling all participants to proceed with greater assurance to preparing 
their own portfolio for validation. 

One recent trend is use of digital portfolios. Such portfolios offer the 
possibility to combine text, audio, graphic and video-based presentation of 
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information. They also offer increased capacity to accumulate data that can 
provide the audience with greater insights into the achievements and 
successes of the learner. However, digital portfolios carry potential risks, 
for example the technological novelty of the product can overshadow the 
purpose of the portfolio and learning to use the technology itself could 
subsume the learning opportunities of portfolio construction. 

 

6. Presentation  

Here a candidate makes a formal presentation to a panel of experts. This 
form emphasises communicative and analytical skills as well as ability to 
structure complex information clearly.  

 

7. Simulation and evidence extracted from work  

Here a candidate performs in a structured situation modelled on real life. 
The method allows for testing complex interacting skills sets. It requires 
clear assessment criteria and may be costly.  There are variations to this 
popular method, one candidate verbally and physically demonstrates his or 
her skills here. Another variation involves observed role play where actors 
or peers take on roles to simulate a problem that requires the attention of 
the candidate.  

 

8. Tests and examinations  

In the formal process of validating learning, tests can dominate because of 
their qualities of wide applicability across populations, low costs and high 
levels of perceived fairness. In general a test is set so that candidates 
respond orally or in writing to preset questions (and answers). A test 
provides direct assessment of specifc knowledge and skills. It may 
advantage candidates with strong written and oral skills and can cause 
candidate anxiety.  Oral tests may be used to check deep understanding of 
complex issues and ability to explain them in simple terms.  Many tests 
employ a multiple choice and true or false format and many well known 
tests are pretested across populations so that norm referencing of 
responses is useful. They are considered more objective than many other 
methods. This type of test is well suited to being completed, marked and 
graded by computer.  Essays can be used as test items to check the quality 
and standard of academic writing and use of references, ability to develop 
a coherent argument. 
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4.6 Professional competences of practitioners  

The recommendation maintains that ‘provision is made for the development 
of the professional competences of staff involved in the validation process 
across all relevant sectors. Trust in validation largely depends on the work 
carried out by ‘front-line’ practitioners and professionals directly involved with 
validation candidates at different stages of the process. These practitioners 
cover all aspects of validation and include those that offer information, advice 
and guidance (orientation), those that carry out assessment, the external 
observers of the process, the managers of assessment centres/procedures, 
and a range of other stakeholders that have an important but less direct role 
in the process. Such professionals should be equipped not only with validation 
competences but also soft skills such as intercultural capacity. This is 
essential in reaching out to prospective candidates. 

The counsellor must have clear understanding of the validation context. If the 
candidate aims for a formal qualifcation, the counsellor should be aware of 
the relevant standards and should be able to advise on whether existing 
evidence is suffcient. The counsellor has to help prepare for assessment, 
informing the candidate of procedures, how to present evidence of learning, 
respond to questions, expectations in terms of behaviour, and possible 
outcomes. This also requires the counsellor to have a thorough knowledge of 
the assessment process. A distinctive part of the role is independence from 
the assessment process and ability to offer impartial advice.  

Key knowledge and skills of counsellors are: 

- Thorough knowledge of the validation process 

- Thorough knowledge of the education system 

- Capacity to rephrase learning experience into learning outcomes that 
can be matched with existing standards 

- Understanding of the labour market 

- A list of contacts (experts) to answer specifc technical questions 
(social partners and other sector experts). 

Assessor qualifcations and experience are a key element in the quality 
assurance of validation projects. Assessors are generally required to have a 
fixed number of years of experience in the respective feld; five years is 
common and assessors could be recently retired professionals, senior 
managers in the feld, expert representatives of the third sector, and social 
partners or teachers in the specifc feld, with direct experience in the sector. 
Training in the validation procedure is also required. Networks of assessors 
should be set up – where and when possible – to assure professional 
development and coherent practices.  
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Key knowledge and skills of assessors are: 

- Be familiar with the validation process (validity and reliability) 

- Have experience in the specifc field of work 

- Have no personal interest in the validation outcome (to guarantee 
impartiality and avoid conficts of interest) 

- Be familiar with different assessment methodologies 

- Be able to inspire trust and to create a proper psychological setting for 
the candidates 

- Be committed to provide feedback on the match between learning 
outcomes and validation standards/references (via support systems) 

- Be trained in assessment and validation processes and 
knowledgeable about quality assurance mechanisms 

- Operate according to a code of conduct. 

Effective operation of validation processes depends fundamentally on the 
professional activity of counsellors, assessors and validation process 
administrators. The preparation and continuous training of these people is 
critically important.  practice should be a part of a development programme 
for practitioners.  effcient and effective practices that support the individuals 
seeking validation. 
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5. Model of effective RPL process 

5.1  Organizational structure of certification body  

The internationally accepted standard for organizing certification processes 
is EN ISO / IEC 17024: 2012, which is the standard for "Conformity 
Assessment - General Requirements for Persons Certifying". This document 
and the International Accreditation Forum document, which provides 
guidance on the implementation of ISO / IEC 17024, recommend the following 
organizational structure of the certification body, shown in Figure 4. 
 

 

 
 

Figure 4 Organizational structure of the certification body 
 
  

5.1.1 Certification body 

Certification body implements the process of recognition and validation of 
previous knowledge and skills according to the working procedures described 
under Topic 8 of this publication.  

The certification body consists of Certification Board, Program Board, 
Examination Committee and Appealing Commission. 

 
5.1.2 Certification Board 

Certification Board is the official body that coordinates and controls the 
implementation of the process of recognition of previous knowledge and skills 
acquired in non-formal and informal education. Certification Board is 
competent to make a decision for issuing Certificate for qualification to the 
candidates who meet the requirements for validation of knowledge and skills, 
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based on the completed appraisal report, which is submitted by the 
Programme Board, for each occupation separately. 

The decision for issuing Certificate is an official document containing: the 
number of applicants by occupation and number of certified candidates for 
each occupation which was subject for validation in the process and a list of 
candidates for which Certificate for qualification is issued. 

Certification Board consists of five members nominated according to their 
expertise in the field that is subject of validation. Certification Board chaired 
by the President, elected from among its members. The President of the 
Certification Board is one of the signatories of Certificates for qualification 
issued by the Board. 

 

5.1.3 Program Board 

Program Board is specialized body that organizes and controls the work of 
the Examination Committees, that conduct the assessment and evaluation of 
knowledge and skills of the applicants, for each of the occupations. Program 
Board consists of fifteen experts in the fields of the different occupations.  

The Program Board is chaired by the President, elected from among its 
members. The President of the Program Board is one of the signatories of 
Certificates for qualification, issued by the Board.  

Program Board defines the necessary knowledge and skills that are subject 
of assessment for given occupation according to the learning outcomes and 
prepares a list of questions for the test of theoretical knowledge as well as a 
list of tasks for examination of practical skills of the candidates. 

After the assessment procedure, Program Board prepares a report for the 
results of the assessment for each occupation separately. The report for each 
occupation includes: number of applicants for a particular occupation, number 
of assessment sessions conducted, number of candidates that fulfill the 
conditions for validating knowledge and skills for energy efficiency. The report 
also contains a list of candidates who meet the requirements for validation of 
knowledge and skills, which is submitted to the Certification Board with a 
proposition for a certification. The report is signed by two members of the 
Program Board, experts in the field of occupation and the President of the 
Program Board. Program Board submits the report to the Certification Board 
within ten days after the assessment of the applicants. 
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5.1.4 Examination Committee 

Examination Committee is a professional body whose authority is assessing 
the knowledge and skills of applicants in the process of recognition. The tasks 
of the examination committee are: 

- receiving applications from applicants 

- completing documents in the portfolio of the applicants 

- reviewing of the submitted documents 

- evaluation of the submitted applications in organized assessment 
sessions 

- scheduling and conducting interviews with the applicants 

- carrying out tests for theoretical knowledge and practical exams of the 
skills and 

- preparing reports of conducted assessment sessions. 

The Examination Committee conducts the evaluation process in separate 
assessment sessions that include no more than twenty candidates. 

After each assessment session the Examination Committee prepares a 
report. The report includes the number and dates of the session, and a list of 
candidates who meet the requirements for validation of knowledge and skills 
with an proposition for certification. The report should be submitted to the 
President of the Program Board within five days after the end of the 
assessment session. 

The Examination Committee consists of three assessors from the 
pool/register of certified trainers for a given occupation, the members of the 
Program Board and representatives of employers and /or vocational unions. 
The Examination Committee is chaired by the President, who is one of the 
signatories of Certificate for qualification. 

 

5.1.5 Appealing Commission 

Appealing Commission consists of three members nominated by the external 
organization, in case of training providers to be validation institution it is 
necessary to be a competent national body (Centre for Adult Education). 

Appealing Commission should consider and decide considering the appeals 
by the applicants referring to the process of recognition of previous learning 
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for energy efficiency, conducted by the Examination Committee. The decision 
is submitted to the President of the Certification Board for further action. 

5.1.6 Issuing certificates 

Certification Body certifies the qualifications obtained for any of the 
occupations for which the process of RPL is conducted. Certificates issued 
by the Certification Body are signed by the President of the Certification 
Board, the President of the Program Board and the President of the 
Examination Committee. Certificates for qualification contain the title of the 
occupation and a description of competencies listed in the Certificate 
Supplement, representing the summarized learning outcomes. 

 
5.2 Procedure for implementation of the RPL 

The following is a summary of each of the stages of the process of recognition 
of prior knowledge and skills learning acquired in non-formal and informal 
education, according to the model proposed in the BUILD UP Skills BEET 
project and upgraded in the TRAINEE project (Fig. 5). 
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Figure 5 Detailed description of the content of the stages of the process of 
recognition and validation of previous knowledge and skills acquired in non-formal 

and informal education 

5.2.1 Identification in practice 

Activities in the first phase, IDENTIFICATION, aim at creating the content of 
training for upgraded occupations and identifying the competencies needed 
to gain qualifications. This stage also involves establishing a list of required 
knowledge and skills that are subject to evaluation, specifically for each 
occupation, regulated by the standard of upgraded occupation. This stage 
also aims to introduce the general public to this process, the opportunities it 
offers and the whole process that it consists of. This stage ensures that 
information is available and the potential candidates are animated through a 
proper promotional campaign. 

5.2.2 Documentation in practice 

The DOCUMENTATION phase consists of application process implemented 
in several calls. It is of the utmost importance to maintain access to 
information and openness to support and guidance for applicants in gathering 
the necessary documentation, evidence, etc., when creating their own 
Portfolio that applicants submit when applying. 

The candidate's Personal Portfolio should contain the following documents 
(Fig. 6): 

- Contact information sheet 

- Certificate of work experience 

- List of evidence provided and evidence of competence 

- Agreement / Statement on the voluntary implementation of the 
recognition and validation process 
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Figure 6 Contents of the Personal Portfolio of a candidate applying for RPL 

  
Evidence of competences that a candidate can provide is: 

- work history 

- Certificates of completed trainings 

- photos of realized objects / works 

- technical plans of completed works 

- a list of skills he / she possesses 

- a list of tasks that he / she has accomplished 

- Certificates of membership in professional organizations, etc. 

 

5.2.3 Assessment in practice 

In the ASSESSMENT phase, the evaluation procedure takes place. 
According to the ETF and CEDEFOP recomendations there are several 
different methods that can be used for evaluation persons competences in 
form of knowledge and skills for certain occupation. Based on the practice 
from the poject BuildUpSkills BEET and previously developed and piloted 
Methodology for RPL for implementation of EE measures in construction, 
TRAINEE sugests that the process of RPL not to be focused only on one 
assesment method but rather to use individual approach for different 
occuation and for different aplicant/learner. Thus the assesment phase shoud 
consist of different pahtways for guiding the evaluation and obtaining 
certificate.  
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In general, for each occupation, competence should be evaluated based on 
the theoretical and practical knowledge and skills and they should be 
assessed according to the following scheme:  

 

Table 1. Share of theoretical and practical knowledge in the evaluation procedure 
 

No.  Subject of Grading  Points 

1. Theoretical knowledge 40 

2. Practical skills 60 

Total: 100 

 
 

The evaluation also should evaluate work experience with a number of points, 
which are incorporated in the practical skills section. 

For example, the number of documented years of professional engagement 
in the field requiring recognition of qualifications may be valorized up to a 
maximum of 25 points as follows: 

- 3 to 5 years up to 10 points, 

- 6 to 10 years up to 15 points, 

- 11 to 15 years up to 20 points, 

- 16 years and up to 25 points. 

The minimum requirement for applying for recognition of skills and knowledge 
is 3 years of work experience in the area of interest. 

The evaluation procedure is prefered to consist of the following steps, which 
can be applied individually or in combination with each other, depending on 
the candidate's competences and the evidence provided (Fig. 7). 
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Figure 7 Multipath evaluation process 

  
 

 
The methodology for conducting the evaluation enables a positive decision to 
be made on the recognition of the candidate's competences by evaluating the 
evidence attached to the application (declarative method), which is presented 
in the candidate's personal portfolio or after the interview (debate and iterview 
method) with the candidate. 

If, after reviewing the Candidate's Portfolio (ethod of protfolio) and conducting 
an interview, his or her abilities need to be validated, he or she may go for a 
test of theoretical knowledge (test and examination) and / or a test of practical 
skills relevant to the upgraded profession (presentation and simulation). The 
implementation of these exams is described below. 

 
Testing theoretical knowledge 
Didactic test consisting of two sets of questions: 

- 10 questions about the basic knowledge of the candidate related with 
the occupation 

- 10 theoretical questions specific to a particular professional 
qualification. 

Each of these tests consists of 10 questions with three possible answers, of 
which only one is correct. 
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Each correct answer is awarded 1 point for the EQ test and 3 points for the 
correct answer to the test with specific questions for a given occupation. 
Wrong answer or lack of answer equals 0 points. 

For the process of theoretical testing candidates are provided with Guidelines 
for Conducting a Theoretical Test. The exam committees that conduct the 
theoretical knowledge testing work according to the Procedure for 
Implementation and Evaluation of Theoretical Test (described under Topic 8). 

 

Practical Skills Exam 
Candidates are provided with Guidelines for Conducting Practical Skills 
Assessment. The evaluation committees that conduct the practical skills 
exam operate according to the Procedure for the implementation and 
evaluation of the practical exam (described under Topic 8. 

When conducting a practical exam, applicants should receive appropriate 
instructions and an explanation of the procedure. The practical task, on the 
basis of which the practical skills are evaluated, selects the candidate at 
random from the pre-prepared tasks by the exam commission. 

In order to take the practical exam the organizer should provide: 

- the tools, equipment, materials needed to complete the task, 

- personal protective clothing, 

- other personal protective items needed, characteristic of a particular 
qualification
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5.2.4 Certification in practice 

Following the evaluation procedure, the next stage of the process of 
recognition and validation of previous knowledge and skills acquired in non-
formal and informal education is the adoption of a Decision, which gives a 
positive or negative decision to certify the candidate's previously acquired 
knowledge and skills. 

The decision to issue a qualification certificate is made by the Certification 
Board, on the basis of a proposal from the Examination Committees, 
submitted through the Program Board. 

The result of the process of recognition of priorleraning acquired in non-formal 
and informal education, which depends on the type of decision taken - positive 
or negative, may be the recognition of previously acquired knowledge and 
skills and the issuing an appropriate certificate, or directing the candidate to 
retraining to acquire the knowledge and skills that are lacking in the 
candidate's overall competencies or attending full training.  

The Certificate of Qualification is issued based on the Decision of the 
Certification Body of the E&T institution/system. 
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6. Effectiveness of validation process 

6.1 Comparability of validation process 

In order to have higher value and international recognition of validated 
learning outcomes in different countries, it is very important to have 
comparable processes for validation at different levels and in different 
contexts. Although the development and establishment of systems and 
procedures for validation of non-formal and informal learning - VNFIL across 
EU has started almost a decade ago, there are still isolated and peculiar 
procedures, that it has been said that the national and regional methods and 
systems developed so far can be considered ‘islands’ of validation. Lack of 
system comparability makes it difficult for individuals to combine learning 
outcomes acquired in different settings, at different levels and in different 
countries.  

Validation practice for informal and non‑formal learning should be compatible 
with the main elements in the 2004 European principles for the validation of 
non‑formal and informal learning and the European principles for quality 
assurance of education and training, and the recommendation for a European 
quality assurance reference framework for VET4 in order to ensure 
international trust between different validation and qualification systems. 

 

6.2 Quality assurance 

Quality assurance processes across Europe set benchmarks for validation 
procedures. The European principles for quality assurance in education and 
training can increase cross-national trust in these validation processes. 
Quality assurance is a component of quality management and is ‘focused on 
providing confidence that quality requirements will be fulfilled’.  In relation to 
education and training services, quality assurance refers to planned and 
systematic processes that provide confidence in the design, delivery and 
award of qualifications within an education and training system. Quality 
assurance ensures stakeholders’ interests and investment in any accredited 
program are protected. 

                                                 
4 Recommendation of the European Parliament and of the Council of 18 June 2009 on the establishment 

of a European Quality Assurance Reference Framework for Vocational Education and Training, 
https://eur-lex.europa.eu/legal-
content/EN/TXT/?uri=uriserv:OJ.C_.2009.155.01.0001.01.ENG&toc=OJ:C:2009:155:TOC 
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The basic principles for quality assurence in EU qualification systems, based 
on the Recommendations on the establishment of the European 
Qualifications Framework for lifelong learning5 are as follows:  

•  quality assurance policies and procedures should cover all levels of 
education and training systems;  

•  quality assurance should be an integral part of the internal management of 
education and training institutions;  

•  quality assurance should include regular evaluation of institutions or 
programmes by external monitoring bodies or agencies;  

•  external monitoring bodies or agencies carrying out quality assurance  
should be subject to regular review;  

•  quality assurance should include context, input, process and output 
dimensions, while giving emphasis to outputs and learning outcomes;  

•  quality assurance systems should include the following elements:  

(i) clear and measurable objectives and standards;  

(ii) guidelines for implementation, including stakeholder involvement;  

(iii) appropriate resources;  

(iv) consistent   evaluation methods including self-assessment and 
external review; (v) feedback mechanisms and procedures for 
improvement;  

(vi) widely accessible evaluation results;  

• international, national and regional quality assurance initiatives should be 
coordinated to ensure overview, coherence, synergy and system-wide 
analysis;  

•  quality assurance should be a cooperative process across education and 
training, involving all relevant stakeholders, within Member States and across 
the community;  

•  quality assurance guidelines at community level may provide reference 
points for evaluations and peer learning. 

                                                 

5 Recommendation of the European Parliament and of the Council of 23 April 2008 on the establishment 
of the European Qualifications Framework for lifelong learning OJ C 111, 6.5.2008, p. 1–7, https://eur-
lex.europa.eu/legal-
content/EN/TXT/?uri=uriserv:OJ.C_.2008.111.01.0001.01.ENG&toc=OJ:C:2008:111:TOC 
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6.2.1 Key Aspects of Quality Assurance  

 
The certification process includes issuing a certificate, diploma or list of 
learning outcomes testifying that the candidate has been assessed and 
validated by a competent body against a pre-defined standard. Assumed 
within this process is that a candidate has undertaken learning, either through 
formal learning or through less formal contexts such as work or personal 
activities. Critical to this definition is that:  

against criteria such as learning outcomes or standards of competence;  

competence; and,  

cognised and trusted by other parties in the labour 
market and/or further education and training sector.    

The basis of trust with awards issued rests with the quality assurance 
arrangements put in place by a competent body.   

 

6.2.2 Principles of quality assurance  

Quality assurance systems may have explicit or implicit principles which 
inform the processes deployed by policy makers and/or competent bodies.  
The trustful Quality Assurance Framework should reflect on the following 
principles:  

 
   Transparency and accountability are 

two key principles of good governance. Accountability refers to legal and 
reporting requirements whereas transparency relates to timely, reliable, clear 
and relevant public reporting of processes and performance.   

  Comparability refers to the acknowledgement that quality 
assurance measures may vary across countries and internally to a country’s 
system. However, these measures need to be based upon comparable 
standards and expectations.   

 Flexibility and responsiveness refer to 
quality assurance measures being flexible enough to foster innovation and 
flexibility of provision, and not built solely on a compliance or punitive model.   

Balance and integration:   Balance and integration refer to quality 
assurance systems balancing set standards and the protection of the 
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interests of stakeholders, with encouraging continuous improvement and 
innovation.   

 Continuity and consistency refer to providing 
continuity to maintain the confidence of stakeholders and being consistent in 
application.  

 This refers to education and training systems using 
set standards for both inputs and outputs.   

 Assurance and improvement:   Assurance and improvement refer to 
quality systems providing assurance of standards and promote improvement 
in delivery and outcomes.   

 Good governance also includes independence of 
decisions and actions and avoiding conflicts of interest.   

 Subsidiarity refers to quality assurance activities and 
judgements being made close to the delivery of education and training.  

Outlining principles in vision and mission statements for competent bodies, 
making public policy statements and decisions, and ensuring engagement by 
key stakeholders in policy directions will assist in promulgating and 
communicating these principles.  

 

6.2.3 Elements of quality assurance  

There are different experiences and different approaches to quality 
assurance. However, the elements for quality assuring in education and 
training systems generally include:  

1. The education and training product through the approval of standards (such 
as educational and/or competency standards as well as for certification of a 
qualification)  

2. The training and/or assessment providers through approval  processes 
based upon provider infrastructure, financial probity, staff qualifications and 
experience, management systems, delivery and assessment systems, and 
student support systems  

3. The education and training processes through the auditing of provider 
processes and outcomes, including student learning and employment 
outcomes and student and user satisfaction levels  

4. The learning outcomes through control, supervision or monitoring of 
assessment and graduation procedures and outcomes   

5. Provider or system-wide evaluations of education and training quality, 
including evaluations by external agencies  
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6. Provision of public information on the performance of provider, such as 
program and unit completions, student and employer satisfaction.    

It is not always the case that all these aspects fall to the responsibility of one 
competent body within a country; however, the majority of functions listed 
above will be the responsibility of each competent body. Relevant competent 
bodies for various elements should be able to demonstrate that there is in 
place:  

 Strong governance arrangements. Governance can be defined as: “…the 
set of responsibilities and practices, policies and procedures, exercised by an 
agency’s executive, to provide strategic direction, ensure objectives are 
achieved, manage risks and use resources responsibly and with 
accountability”.    

approval of qualifications or competency certification schemes, approval of 
assessment providers.   

 

 

6.3 Quality indicator data  

The quality assurance of E&T depends to a large extent upon the availability, 
validity, reliability of data about the practice and outcomes of E&T. To be able 
to monitor performance and provide evaluative reports relies heavily on the 
system having strong data collection and data standard.   

Generally speaking, indicators of quality tend to be classified according to 
inputs and outputs.  

 

Table 2. Input and output quality indicator data  

Input indicators include:    Output indicators were 
noted as:  

occupational groups of the relevance and levels 
of achievement standards;  

utility of achievement standards;  

provider staff, the effectiveness of financial and 

t outcomes, 
and assessment audit 
outcomes for units and 
qualifications;  

delivery, student activity 
and student assessments;  
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management systems, and the quality and 
relevance of provider facilities and equipment;  

of delivery of providers;  

services, facilities and systems;  

and procedures;  

policy objectives;  

professional development, facilities upgrades, 
quality assurance systems, and other 
innovations;  

 

accessibility of information systems; and,  

skill needed by industry.’  

rates, satisfaction levels, 
and destinations – 
including employment 
rates, and rates for 
different social and 
occupational/industry 
groups;  

skills within the workplace;  

satisfaction with graduate 
outcomes; and,  

of information systems, 
systems to identify skill 
needs and the 
identification of the needs 
of vulnerable and/or other 
social groups’.  

 

 

Competent bodies should have a strategy in place for data collection 
according to an agreed data standard to enable it to perform evaluation and 
reporting functions.   

 

6.4 Quality assurance in the system for Recognition 
of prior learning 

Competent bodies for implementation of the procedures for Recogniton of 
prior learning should comply with the general principles for quality assurance 
for education and training systems, previously explained. Competent bodies 
need to consider how their quality assurance system demonstrates the six 
elements listed above, or how these elements are applicable for new 
developed or re-designed certification schemes.   
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6.4.1 Development of the E&T product  

Within any E&T system, there are multiple options for the construction of 
achievement standards, including:  

competence linked to a job.  

specific job and its practice.   

utcomes to be 
assessed and the methodology to be used.  

conferred.   

to be addressed, entry requirements and resources required.  

An E&T system may use a mix of these standards or focus on one or two, for 
example, competency or occupational standards.   

For those competent bodies who adhere to ISO/IEC 17024:2012 Conformity 
assessment – General requirements for bodies operating certification or 
persons, certification standards are termed “certification schemes”. Under this 
ISO Standard, a certification scheme includes scope of certification, job and 
task description, required competence, and prerequisites. In addition, this ISO 
Standard requires the development of the certification scheme to include 
appropriate experts, prerequisites, job analysis, assessment guidance and 
examination content, and any re-certification requirements. This final 
requirement is an intrinsic difference between qualifications systems and that 
of competency certification systems adhering to ISO/IEC 17024:2012 
Conformity assessment – General requirements for bodies operating 
certification or persons.  

The key focus of developing standards is ensuring that they are relevant and 
current for industry.  

6.4.2 Approval of training and/or assessment providers  

The approval of training and/or assessment providers is one of the key 
functions of competent bodies. However, approval processes could be 
voluntary or compulsory and limited to:  

 

 

Approval requirements can be documented in guidelines, legislation or 
regulations, or quality standards.  
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 For those competent bodies that adhere to ISO/IEC 17024:2012 Conformity 
assessment – General requirements for bodies operating certification or 
persons, outsourcing processes are to include a legally enforceable 
agreement and the certification agency is to:  

 

complies with requirements  

outsourced work  

onstrate that the bodies conducting the outsourced 
work meet all requirements  

 

 

6.4.3 Monitoring of E&T processes and provision  

Monitoring of E&T processes and provision can include evaluation of quality 
indicator data (such as gender ratio, student teacher ratio, outcomes through 
reviews of student assessments as well as qualification progression and 
completion rates, employment outcomes, user satisfaction, continuation of 
further study) and audit or review methodologies of the provider’s 
management system and implementation. Audit reviews could be conducted 
on a cyclical basis, with the option of different cycles for different categories 
of providers. Audits can be scheduled in different ways, for example, as a 
one-off major review or undertaken at short notice. Competent bodies would 
need to have clear guidelines on:  

 

may include training services) that are auditable  

performing providers, for example, sanctions and closures.   
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6.4.4 Learning outcomes through control, supervision 
or monitoring of assessment and graduation 
procedures and outcomes  

 

Quality assurance of assessment can take a variety of approaches and each 
E&T system may implement these approaches in various ways, including:  

 

- Centrally developed assessment instruments and centralised 
administered assessments 

- Centrally developed assessment instruments, RTO administered 
assessments but externally judged  

- Combination of externally developed and administered 
assessment with RTO developed and administered assessments  

 

- Centralised collection of assessments and assessment decisions  

- Providers self-monitor and report   

 

- Criteria for suitability and professional development of assessors  

- Register of assessors  

- Re-certification of assessors.   

Finally, protocols for awarding certificates or qualifications can vary:  

 

student outcomes retained at the provider or at the awarding body  

qualifications.  

For those bodies that adhere to ISO/IEC 17024:2012 Conformity assessment 
– General requirements for bodies operating certification or persons, the 
standard requires:  

special needs, ensure assessment adheres to principles of validity and 
reliability   

nd monitoring 
processes of assessor performance  
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sufficient to grant the relevant certificate.    

Competent bodies would need to have clear documented protocols for 
processes related to monitoring arrangements, assessment and issue of 
awards.   

 

6.4.5 Evaluations of E&T quality  

In any E&T system there are competing demands and allegiances, and 
agencies should be able to objectively review and reflect on the system, 
identifying and reporting inefficiencies.  

Evaluations require the ability to request or retain quality indicator data, 
provide reports and information to relevant ministries and to other agencies. 
The evaluation of E&T quality at a system level provides stakeholders with 
information as to whether policy is meeting national or sectoral targets or 
needs. Evaluations could be undertaken using external agencies.   

Competent bodies should have the ability to produce summary reports 
outlining the general findings of their reviews, evaluations, assessments.  

 

6.4.6 Provision of public information   

For a competent body, transparency is a key principle of good governance. 
The provision of public information on both the body’s performance and that 
of the provider performance should provide confidence in the quality 
assurance systems.  

Competent bodies may report activity through various strategies, such as 
annual reports, registers of actions taken against providers, and website 
updates. In addition, for those that adhere to ISO/IEC 17024:2012 Conformity 
assessment – General requirements for bodies operating certification or 
persons, the standard requires the provision of public information related to 
the certification process, scope of certification schemes, and requirements for 
entry to certification schemes.   

As in any system, providing transparent and clear information about the 
quality assurance processes of competent bodies to others, both nationally 
and internationally, is critical to promoting understanding and trust. The scope 
of the information that competent bodies should consider being included on 
their websites, in both the national language and in English:  
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or regulations, guidelines related to key processes  

 

ted training 
standards and any re-certification requirements  

including development and approval processes for certification schemes, 
approval processes for providers of training and/or assessment, monitoring 
arrangements  

assessment venues, and assessors (if applicable)  

, Evaluation 
reports.   

In addition, links to labor market data and recognition processes for 
international labor or student mobility could be included in public information.  
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7. Guiding principles and protocols for Quality 
Assurance   

To facilitate mutual understanding and trust in each E&T  system quality 
assurance approaches based on common set of Principles and protocols 
should be used both by:  

aspects of the competency certification system. A competent body may be a 
qualifications authority, a body responsible for occupational standards 
development/endorsement, an awarding body or a competency certification 
body.  

assessment services (and possibly training services) and may also be an 
awarding body or competency certification body.   

 

7.1 Guiding principles for competent bodies  

The following principles underpin quality assurance and quality review 
processes used individually and collectively by each competent body.  

Governance. Competent bodies have clearly documented governance 
arrangements that set out the responsibilities and practices, policies and 
procedures, exercised by an agency’s executive, to provide strategic 
direction, to ensure objectives are achieved, to manage risks and to use 
resources responsibly.  

Accountability. Competent bodies have a legal or reporting framework to 
evaluate its practices and performance against set criteria. Competent bodies 
should ensure that results of quality assurance and quality review activities 
are publicly reported at least annually.    

Transparency. Competent bodies provide accurate and clear information in 
relation to their key functions, including processes, standards and 
performance.   

Independence. Competent bodies have a mandate, guidelines, processes 
and practices that ensure independence of different elements of the quality 
assurance system, avoidance of conflict of interests, and independence of 
decision making.   
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Confidence and standards. Competent bodies have processes and 
practices to provide stakeholders with confidence that standards (both inputs 
and outputs) have been met.   

Continuous improvement. Competent bodies’ quality assurance 
approaches ensure the use of a balance of strategies that enhance the 
provision of services to meet the changing and future needs of stakeholder 
groups.  

Proportionality. Competent bodies have quality assurance and quality 
review approaches that are fit for purpose and reflect the context and diversity 
of the AMS.  

Flexibility of services. Competent bodies ensure that protocols are in place 
nationally to facilitate assessment services or recognition processes for 
national or international applicants.   

Collaboration. Competent bodies collaborate with other competent bodies, 
nationally and internationally.  

 

7.2 Guiding protocols for competent bodies  

The competent body observes the following protocols in managing its quality 
assurance and quality review activities.   

1. A competent body documents and implements a quality management 
system to address all of its functions, including:  

t standards that includes industry 
sector participation  

assessment services based on criteria or standards  

 

 

nagement including a data standard  
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2. A competent body makes public its quality assurance processes, in both 
its national language and in English.  

 

3. A competent body manages the performance of providers of assessment 
services through mechanisms such as explicit incentives and sanctions.   

 

4. A competent body maintains public registers for approved providers of 
training and/or assessment services, and for achievement standards such 
as competency certification schemes or qualifications.   

 

5. A competent body establishes protocols for international exchange, 
including commitment to maintaining communication with competent 
agencies nationally and internationally, as well as participating in 
international forums, capacity development exchanges and benchmarking 
activities. 

 

6. A competent body commits to an external review of its performance on 
a cyclical basis and makes public the findings of the review.   

 

7.3 Guiding principles for providers  

The following principles underpin quality assurance and quality review 
processes used by each provider of assessment services, for example, an 
assessment provider, or a training and assessment provider.  

Governance. Providers have clearly documented goals and objectives, 
governance arrangements and probity measures to meet the relevant 
competent body’s requirements and legislation.  They should have the 
financial resources necessary for its operation.  

Accountability. Providers monitor and evaluate their practices and 
performance against the competent body’s set requirements and using client 
stakeholder feedback. Providers should ensure that results of quality 
assurance and quality review activities are publicly reported.    

Transparency. Providers have accurate and clear information in relation to 
their assessment and support services for clients.   
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Independence. Providers ensure that they conduct their services (e.g. 
assessment) with impartiality, with avoidance of conflict of interests and 
ensuring independence of decision making, especially assessment decisions.   

Confidence and standards. Providers have processes and practices that 
ensure that services conducted by themselves or on their behalf meet the 
required standards and expectations. Provider processes and practices 
should provide the competent body and its stakeholders with assurance that 
individual achievement standards have been met.  

Continuous improvement. Provider processes and practices balance 
compliance requirements and continuous improvement processes to ensure 
that their services meet stakeholder and client needs.    

Proportionality. Provider quality assurance and quality review approaches 
are fit-for-purpose and focused on ensuring quality outcomes.   

Flexibility of services  

Providers ensure that barriers to assessment services for national or 
international applicants are minimised.   

 

7.4 Guiding protocols for providers  

The provider observes the following protocols in managing its quality 
assurance and quality review activities.   

1. A provider documents and implements a quality management system to 
ensure that it provides quality assessment services, including:  

suitable for the competency certification schemes or programs  

services, including professional development  

g services through client and stakeholder feedback  
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2. A provider takes responsibility for all assessment services undertaken 
on its behalf. Provider maintains a public register of its campuses, 
assessment centres or venues and provides public information on the 
performance of these sites.   

 

3. A provider implements access and equity strategies in the provision of 
services, including inclusive entry requirements, support for clients with 
disabilities in the learning and/or assessment, recognition of prior learning,  
and acknowledges assessments undertaken by other quality assured 
service providers or competent bodies.   

 

4. A provider implements processes and practices to ensure that decisions 
made are impartial and free of conflicts of interest or undue influence.   

 

5. A provider implements procedures to minimise barriers to assessment 
services including providing assessments at regular intervals, that the fee 
is reasonable and transparent.    

 

6. A provider establishes protocols for maintaining communication with the 
competent body and other providers, participating in benchmarking 
activities and/or assessment moderation.   

 

7. A provider takes responsibility for the maintenance of its compliance with 
the quality standards. Provider takes a continuous improvement approach 
to its assessment services. Provider is subject to external review the 
findings of which are made public. 
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8. Working procedures for implementing the 
proposed Model of RPL process 

In order to organize the activities concerning the process of recognition of 
previous learning acquired in non-formal and informal education, the service 
provider should organize the works according to the adopted Working 
Procedures. One example of organization of work is given in the following 
document. 

 
8.1 WORKING PROCEDURES of the Certification 
body in the process of recognition and validation of 
previous learning   
 

Article 1 

The Certification body was established within the service provider. 

 

Article 2 

Certification body implements the process of recognition and validation of 
previous knowledge and skills, acquired in formal and informal education for 
each of the training schemes that it offers certification. 

The certification body is organized according to the recommendations of the 
ISO standard for certification of persons ISO / IEC 17024: 2012.   

 

Article 3 

The certification body consists of Certification Board, Program Board, 
Examination Committee and Appealing Commission. 

 
Article 4 

Certification Board is the official body that coordinates and controls the 
implementation of the process of recognition of previous knowledge and skills 
for energy efficiency of construction workers, acquired in non-formal and 
informal education. 

Certification Board is competent to make a decision for issuing Certificate for 
qualification to the candidates who meet the requirements for validation of 
knowledge and skills, based on the completed appraisal report, which is 
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submitted by the Programme Board, for each occupation separately. 
The decision for issuing Certificate is an official document containing: the 
number of applicants by occupation and number of certified candidates for 
each of the occupations from Art. 2, and a list of candidates for which 
Certificate for qualification is issued. 

Certification Board consists of five members nominated by each of the 
thematic sections of the Knowledge and skills management centre K&S 
Skopje.  

Certification Board chaired by the President, elected from among its 
members. The President of the Certification Board is one of the signatories of 
Certificates for qualification issued by the Board. 

 

Article 5 

Program Board is specialized body that organizes and controls the work of 
the Examination Committees, which conduct the assessment and evaluation 
of knowledge and skills of the applicants, for each of the occupations in Art. 
2. 
Program Board consists of fifteen experts from the fields of the related 
occupations, three from each occupation. 

The Program Board is chaired by the President, elected from among its 
members. The President of the Program Board is one of the signatories of 
Certificates for qualification, issued by the Board. 

Program Board defines the necessary knowledge and skills that are subject 
of assessment for given occupation and prepares a list of questions for the 
test of theoretical knowledge as well as a list of tasks for examination of 
practical skills of the candidates. 

After the assessment procedure, Program Board prepares a report for the 
results of the assessment for each occupation separately. 
The report for each occupation includes: number of applicants for a particular 
occupation, number of assessment sessions conducted, number of 
candidates that fulfill the conditions for validating knowledge and skills. The 
report also contains a list of candidates who meet the requirements for 
validation of knowledge and skills for energy efficiency, which is submitted to 
the Certification Board with a proposition for a certification. 
The report is signed by two members of the Program Board, experts in the 
field of occupation and the President of the Program Board. 
Program Board submits the report to the Certification Board within ten days 
after the assessment of the applicants. 
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Article 6 

Examination Committee is a professional body whose authority is assessing 
the knowledge and skills of applicants in the process of recognition. The tasks 
of the examination committee are: 

 receiving applications from applicants 

 completing documents in the portfolio of the applicants 

 reviewing of the submitted documents 

 evaluation of the submitted applications in organized assessment 
sessions 

 scheduling and conducting interviews with the applicants 

 carrying out tests for theoretical knowledge and practical exams of the 
skills and 

 preparing reports of conducted assessment sessions. 
 

The Examination Committee conducts the evaluation process in separate 
assessment sessions that include no more than twenty candidates. 
After each assessment session the Examination Committee prepares a 
report. The report includes the number and dates of the session, and a list 
of candidates who meet the requirements for validation of knowledge and 
skills with an proposition for certification. The report should be submitted to 
the President of the Program Board within five days after the end of the 
assessment session. 

The Examination Committee consists of three assessors from the pool of 
certified trainers for a given occupation, the members of the Program Board 
and representatives of employers and /or vocational unions. 

The Examination Committee is chaired by the President, who is one of the 
signatories of Certificate for qualification. 

 

Article 7 

Appealing Commission consists of three members nominated by external 
competent body. Appealing Commission should consider and decide 
considering the appeals by the applicants referring to the process of 
recognition of previous learning for energy efficiency, conducted by the 
Examination Committee. 

The decision is submitted to the President of the Certification Board for further 
action. 

 

Article 8 

Certification Body certifies the qualifications obtained for any of the 
occupations in Art. 2. 
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Certificates issued by the Certification Body are signed by the President of 
the Certification Board, the President of the Program Board and the President 
of the Examination Committee. 

Certificates for qualification contain the title of the occupation and a 
description of competencies listed in the Certificate Supplement. 
 

Article 9 

This Working Procedure organizes the work of the Certification body 
established within the Knowledge and skills management centre K&S Skopje. 
This Working Procedure is valid from the day of its adoption. 

 

A detailed description of the whole process is presented at Figure 8. 

 

 
 

Figure 8. Detailed of the procedure – steps to the certificate 
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8.2. PROCEDURE FOR IMPLEMENTATION AND 
EVALUATION OF THE THEORETICAL TEST AND 
PRACTICAL EXAM 

For the purpose of implementation of the process of recognition and validation 
of previous knowledge and skills acquired in non-formal and informal 
education, according to the proposed model, a detailed procedure for 
realization of theoretical and practical examination is defined.  

 

P2-1 Procedure for implementation and evaluation of the theoretical test 

 

Any person applying for recognition and validation of qualifications for 
realisation of the theoretical test should receive: 

 Appropriate instruction, 

 Examination sheet consisting of 10 questions of basic knowledge for 
energy efficiency; 

 Examination sheet consists of 10 theoretical questions that are specific 
for a particular professional qualification. 

Evaluation criteria 

 
Test for basic knowledge is valued to maximum 10 points. The 
examination commission for each correct answer from the test of basic 
knowledge for energy efficiency awards 1 point. 
Test of specific knowledge for a particular professional qualification is 
valued to maximum 30 points. The examination commission for each 
correct answer from the test of specific knowledge awards 3 points. 
Wrong response or lack of response is equal to 0 points. 
 

Test of basic knowledge is considered as successful by achieving at least 
5 points, which is equal to 5 correct answers. 
Test of specific knowledge for a particular professional qualification is 
considered as successful by achieving at least 15 points, which is equal 
to 5 correct answers. 
The candidate will be allowed to take the practical exam for the 
recognition of professional qualifications only after successful completion 
of the theoretical test. 
The theoretical test should be completed in 60 minutes. 
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P2-2 Procedure for implementation and evaluation of the practical exam 

 

Any person applying for recognition and validation of qualifications for 
realization of the practical exam should receive appropriate instructions 
and an explanation of the procedure. 
The practical task, upon which practical skills are assessed, is selected by 
the candidate through random choice from previously prepared 
assignments by the examination commission. 
For realization of the practical exam organizer should provide: 
- Tools, equipment and materials necessary for the task, 
- Personal protective clothing for candidate 
- Other individual protective items that are needed, specific for particular 
qualification. 

Evaluation criteria 

Criteria and grading scale 

1. Recognizing and using appropriate materials maximum 6 points 

2. Necessary preparation for completion of the 
practical task 

maximum 6 points 

3. Organization and hygiene of the working 
place 

maximum 6 points 

4. Using theoretical knowledge maximum 6 points 

5. Aesthetic performance maximum 6 points 

6. Conformity with working standards and 
regulations 

maximum 30 points 

 

 

During the exam the way of realization of the practical task and the end 
result are assessed. The complete fulfillment of the task can result with 
maximum 60 points. 
The practical exam for a certain qualification is considered to be 
successful by achieving a minimum of 30 points. 
The practical exam for assessing practical skills must not be longer than 
120 minutes. 
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8.3. ASSESSING COMPLIENCE WITH QUALITY 
ASSURANCE PRINCIPLES 

 

This self-audit checklist, will gain some information about quality of RPL practice. 
Look at the areas where you have answered “No” and think about whether these 
are areas where you would benefit from some changes or additions to your RPL 
practices. If you have answered “Yes” or “In Process” to some questions, you are 
doing well at some aspects of your RPL practice but could likely improve in others. 

 

CHECKLIST on QA guiding principles – Q1 

RPL QA Guiding Principles Self-Audit Checklist (1 of 3) 

1. Read the questions in the Guiding Principles column. 

2. Check the appropriate response column for your organization:  Yes / No / In 
Process. 

3. Record, in the Evidence Column, an example of evidence that proves your 
organization's status in response to the question. You may also choose to use the 
Evidence column to make any notes. 

4. If a response to a question is truly "not applicable" to your organization, then put 
N/A under the No column.  Remember to record a reason under the Evidence 
column. 

5. Blank lines have been included for you to customize the audit with your own 
questions or additional comments 

Guiding Principles Yes No In 
process 

Notes/ 

Evidence 

ACCESSIBLE     

Does our process provide detailed 
information and advice for each step of 
the RPL the process? Is that information 
freely available and also online? 

    

Does our process include:     

Explanation of each 
fee? 

    

Timeline involved?     
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Who conducts advising 
and assessing 
functions? 

    

Description of what 
assessments are?  

    

How assessment 
results are provided? 

    

Post-assessment 
guidance in the form of 
next steps? 

    

Education/training 
needed or a 
recommendation of 
alternate career path? 

    

If employment is the ultimate goal, 

does our process provide information 
on job expectations? 

    

Do we provide online self-assessment 
to improve information and access? 
Include, if applicable, pre-migration 
information 

    

 

RPL QA Guiding Principles Self-Audit Checklist (2 of 3) 

Guiding Principles Yes No In 
process 

Notes/Ev
idence 

CONSISTENT     

Are our assessment results the same 
regardless of who the trained 
assessor is? 

    

Does our process provide clear 
assessment criteria with 
accompanying scoring grids, charts, 
or rubrics? 

    

Does our process provide a 
mechanism that both individuals and 
assessors can follow? 

    

FAIR     
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Does our process recognize that 
‘same’ treatment is not necessarily 
‘fair’ treatment? 

    

Does our process consider individual 
unique circumstances? 

    

Have we ensured our RPL methods 
are not more onerous than methods 
used for program graduates, entry-to 
practice candidates, or other 
individuals? 

    

Does our process ensure timeframes 
for assessment and any necessary re-
assessment are consistent with any 
existing standards for currency of 
practice? 

    

Do we pro-rate registration fees and 
offer payment plans? 

    

If an exam is part of the assessment, 
is there more than one offering per 
year? 

    

Does our process allow for use of 
translators for some assessments? 

    

RESPECTFUL     

Do our processes ensure that 
individuals have equivalent 
opportunity to engage? 

    

Do our processes ensure that barriers 
are removed? 

    

VALID     

Does our process accept a variety of 
English language assessments? 

    

Do we develop and use cross-cultural 
awareness and skills among 
practitioners to ensure cultural 
competence? 

    

Do we use tools and processes that 
test what they are intended to test? 
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RPL QA Guiding Principles Self-Audit Checklist (3 of 3) 

Guiding Principles Yes No In 
process 

Notes/ 

Evidence 

FLEXIBLE     

Does our process provide applicants 
with more than one opportunity to 
demonstrate knowledge, skills and 
abilities? 

    

Does our process consider 
information from a variety of 
sources, contexts and situations 
(i.e. professional references, 
letters of validation, performance 
reviews, demonstrations, self-
assessment, artifacts, and 
workshops, etc)? 

    

RIGOROUS     

Are our assessment tools and 
methods at an equivalent level to that 
of non-RPL individuals? 

    

Do the tools and methods 
evaluate stated competencies, 
standards, and outcomes? 

    

TRANSPARENT     

Is our information written in plain 
language? 

    

Does our process fully inform 
applicants of how the assessment 
process works? 

    

Does our process provide 
applicants with details of their 
results,  
including learning gaps, 
differences, and achievements? 

    

Does our process explain options for 
unsuccessful individuals? 

    

PROFESSIONALLY SUPPORTED     

Do we conduct regular reviews 
of RPL policies and procedures? 

    

Do we ask for the perspective of 
individuals who use RPL? 
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Do we ensure all staff involved 
with RPL practices receives 
initial and continuing training? 

    

 

CHECKLIST on 6 steps for QA  – Q2 

By completing this self-audit checklist, you will have gained some information 
about the path to quality RPL practice. Look at the areas where you have 
answered “No” and think about whether these are areas where you would benefit 
from some changes or additions to your RPL practices. If you have answered “Yes” 
or “In Process” to some questions, you are doing well at some aspects of your RPL 
practice but could likely improve in others. 

 

6 Steps for Quality RPL Self-Audit Checklist  (1 of 3) 

1. Read the questions in the 6 Steps for Quality RPL column 

2. Check the appropriate response column for your organization:  Yes / No / In 
Process. 

3. Consider and note the related Guiding Principle(s). 

4. Record, in the Evidence Column, an example of evidence that proves your 
organization's status in response to the question. You may also choose to use the 
Evidence column to make any notes. 

5. If a response to a question is truly "not applicable" to your organization, then put 
N/A under the No column.  Remember to record a reason under the Evidence 
column. 

6. Blank lines have been included for you to customize the audit with your own 
audit questions or comments. 

6 Steps for Quality RPL Y
e
s 

N
o 

In 
process 

Which 
Guiding 
Principle
s (s) 
would be 
consider
ed here? 

Notes/ 

Evide
nce 

1. EXPLAIN THE RPL PROCESS - 
DOES OUR PROCESS: 

     

Provide clear information in 
both print and digital media? 

     

Clearly describe each step of 
the RPL process  
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(ex. costs, timelines, and 
responsibilities)? 

Provide clear information on 
standards, competencies, job 
tasks, or learning outcomes? 

     

Provide contact information?      

2. PROVIDE INFORMATION ON 
EXPECTED REQUIREMENTS - 
DOES OUR PROCESS: 

     

Provide for appropriate advisor 
function training? 

     

Provide advisory services to 
individuals? 

     

Assist in goal identification?      

Provide resources for self-
reflection and self-
assessment of learning and 
experiences? 

     

Assist in identification and 
articulation of learning 
compared to occupational 
standards, job description, 
competencies, course or 
program learning outcomes, 
or related goal? 

     

 

6 Steps for Quality RPL Self-Audit Checklist  (2 of 3) 

6 Steps for Quality RPL Y
e
s 

N
o 

In 
process 

Which 
Guiding 
Principles (s) 
would be 
considered 
here? 

Notes/ 
Evide
nce 

3. EXPLAIN ASSESSMENT 
PROCESSES, METHODS, 
AND CRITERIA - DOES 
OUR PROCESS: 

     

Identify specific learning 
required for job, licensure, 
course, or program? 
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Provide a detailed self-
assessment checklist to 
identify individual learning 
equivalent to job 
competencies, licensure 
standards, or course and 
program outcomes? 

     

Provide information to 
assist in identification of 
sources and 
strength of evidence of 
learning, or how to prove 
learning to the required 
competencies, standards or 
outcomes? 

     

Provide specific information 
on documentation, 
evidence collection, skill 
demonstration, interview, 
examinations, case studies, 
product samples expected? 

     

Provide knowledge and 
skill practice 
opportunities that 
simulate actual 
assessment situations? 

     

Provide networking contact 
opportunities with a subject 
matter expert? 

     

Provide criteria as to how the 
evidence or proof will be 
assessed? 

     

Provide assistance to the 
individual to learn how to 
promote and present their 
knowledge, skills and 
abilities? 

     

4. CONDUCT ASSESSMENT - 
DOES OUR PROCESS: 

     

Provide for appropriate 
assessor function training 
for evaluators, subject 
matter experts, supervisors, 
elders? 
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Accommodate differences 
in learning and abilities? 

     

Assist in goal identification?      

Offer flexible assessment 
options? 

     

Validate authenticity of 
evidence? 

     

Validate assessment 
results to ensure inter-rater 
reliability? 

     

 
 

6 Steps for Quality RPL Self-Audit Checklist  (3 of 3) 

6 Steps for Quality RPL Y
e
s 

N
o 

In 
process 

Which 
Guiding 
Principle
s (s) 
would be 
consider
ed here? 

Notes/ 
Eviden
ce 

5. PROVIDE ASSESSMENT 
RESULTS - DOES OUR 
PROCESS: PROVIDE 

     

a report that includes 
detailed 
constructive feedback on 
both successes and areas  
where improvements are 
needed to the individual? 

     

Notify individual of official 
assessment results? 

     

Provide successful results 
in the form of academic 
credit, license, certification, 
job advancement or an 
employment offer? 

     

Document successful RPL 
assessment results? 

     

Report unsuccessful 
results along with an 
explanation of 
incomplete evidence, 
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learning differences or 
gaps that are still 
needed to meet criteria? 

6. PROVIDE ADVICE FOR 
NEXT STEPS - DOES OUR 
PROCESS: 

     

Extend an offer to meet with the 
individual after assessment to:  

     

Review outcomes of 
assessment? 

     

Identify new goals?      

Enrol in education, training, 
mentoring program, 
independent study or other 
process? 

     

Prepare for another 
assessment? 

     

Celebrate success?      

 

CHECKLIST on Quality of RPL system – Q3 

 

By completing these self-audit checklists, you will have gained some information 
about the path to quality RPL practice. Look at the areas where you have 
answered 

“No” and think about whether these are areas where you would benefit from some 
changes or additions to your RPL practices. If you have answered “Yes” or “In 
Process” to some questions, you are doing well at some aspects of your RPL 
practice but could likely improve in others. 

 
 

Quality RPL Systems Self-Audit Checklist  (1 of 3) 
RPL Quality Systems Steps: 
1. Read the systems questions listed below. 
2. Check the appropriate response column for your organization:  Yes / No / In Process. 
Base this on your current RPL Practice. 
3. Consider and note the related Guiding Principle. 
4. Record an example of evidence that proves your organization's status in response to 
the question. 
5. If a response to a question is truly "not applicable" to your organization, then put N/A 
under the No column.  Remember to record a reason under the Evidence column. 
6. Blank lines have been included for you to customize the audit or add your 
comments. 
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RPL Quality Systems 
Considerations: Do we? 

Y
e
s 

N
o 

In 
process 

Which 
Guiding 
Principles 
(s) would 
be 
considered 
here? 

Notes/ 
Evide
nce 

INFORMATION FOR: 
INDIVIDUALS, PUBLIC, 
EXTERNAL STAKEHOLDERS, 
INTERNAL STAKEHOLDERS 

     

Identify and explain time 
limitations? 

     

Explain the RPL process?      

Outline registration/ 
application requirements? 

     

Explain withdrawals and 
refunds? 

     

Provide for appropriate 
advisor function training? 

     

Have a policy that allows 
additional time to complete? 

     

Define applicant support and 
advising services? 

     

Explain the process and 
supports available to help 
individuals identify their 
relevant learning? 

     

Explain assessment methods 
and options? 

     

 
 

Quality RPL Systems Self-Audit Checklist  (2 of 3) 

RPL Quality Systems 
Considerations: Do we? 

Y
e
s 

N
o 

In 
process 

Which 
Guiding 
Principles 
(s) would 
be 
considered 
here? 

Notes/ 

Evide
nce 

SYSTEMS & PROCESS 
DEVELOPMENT AND 
CONTINUOUS REVIEW 
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Consider use of advisory 
committees or teams? 

     

Define responsibilities for 
each RPL functional 
service (ex. awareness, 
advising, registration, 
support, assessment and 
feedback)? 

     

Develop and make available 
policies and procedures on 
specifics of our process? 

     

Explain applicant/candidate/ 

client/learner rights and 
responsibilities? 

     

Develop and ensure awareness 
of required forms? 

     

Have an appeal process?      

Develop a record of 
achievement or transcript 
standard? 

     

Define data collection and 
reporting mechanisms? 

     

Accommodate individual 
needs? 

     

Set policies for privacy 
concerns and release of 
information to internal/external 
parties? 

     

Evaluate and continuously 
improve processes and 
practices? 

     

MANAGEMENT      

Support all those using RPL in 
their work? 

     

Ensure provision of training 
and Professional Development  
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(in RPL, assessment, advising 
and other areas as needed)? 

Provide data analysis regarding 
intake, process and results of 
individuals? 

     

Provide reporting of RPL 
interest, processes, results and 
challenges and opportunities to 
individuals, internal staff, or 
external stakeholders as 
appropriate? 

     

 
 

Quality RPL Systems Self-Audit Checklist  (3 of 3) 

 

RPL Quality Systems 
Considerations: Do we? 

Y
e
s 

N
o 

In 
process 

Which 
Guiding 
Principles 
(s) would 
be 
considered 
here? 

Notes/ 

Evide
nce 

ADMINISTRATION  & FORMS: 
DATA COLLECTION; DATA 
ANALYSIS; REPORTS 

     

Identify and develop required 
forms for process and 
reporting? 

     

Ensure filing and retention of 
candidate and composite  
information as required? 

     

      

COMMUNICATIONS FOR: 
COLLEAGUES; INTERNAL 
SYSTEM, EXTERNAL 
STAKEHOLDERS 

     

Identify and explain RPL 
related roles and 
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responsibilities of all 
colleagues? 

Identify and explain value of 
RPL with external stakeholders? 

     

 

 

CHECKLIST on Quality procedures – Q4 

By completing these self-audit checklists, you will have gained some information 
about the path to quality RPL practice. Look at the areas where you have answered 

“No” and think about whether these are areas where you would benefit from some 
changes or additions to your RPL practices. If you have answered “Yes” or “In 
Process” to some questions, you are doing well at some aspects of your RPL 
practice but could likely improve in others. 

 

RPL Quality Procedures Checklist  (1 of 2) 
1. Read the procedures questions listed below. 
2. Check the appropriate response column for your organization:  Yes / No / In Process. 
Base this on your current RPL Practice. 
3. Consider and note the related Guiding Principle. 
4. Record an example of evidence that proves your organization's status in response to 
the question. 
5. If a response to a question is truly "not applicable" to your organization, then put N/A 
under the No column.  Remember to record a reason under the Evidence column. 
6. Blank lines have been included for you to customize the audit or make additional 
comments. 

RPL Quality Procedure 
Considerations: Do we? 

Y
e
s 

N
o 

In 
process 

Which 
Guiding 
Principles 
(s) would 
be 
considered 
here? 

Notes/ 
Evide
nce 

Place RPL needs of the 
individual requesting RPL 
first? 

     

Emphasize acquired skills and 
abilities vs learning differences 
or gaps? 

     

Actively promote access?      

Provide flexibility & 
accommodation for all 
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individuals regardless of 
gender, ethnicity, or disability? 

Provide clear information for 
RPL applicants and indicate 
that there are no guarantees 
of the recognition the 
applicant hopes for icensure, 
certification, advance credit or 
employment? 

     

Include clearly stated 
processes to conduct an 
appeal? 

     

Place value on all learning, 
regardless of where it was 
acquired? 

     

Consider relevant learning 
from all life experiences? 

     

Ensure that assessment 
processes and tools measure 
an individual’s knowledge, skills 
and abilities (kSA’s) against the 
set criteria? 

     

Allow for criteria and 
standards to be set with the 
involvement and approval of 
relevant stakeholders as 
necessary? 

     

Ensure inclusion of and access 
to clearly stated criteria 
(competencies,  
outcomes, standards) against 
which the applicant will be 
assessed? 

    
 

 

Allow for involvement of the 
applicant in making 
decisions? 

     

Provide information about 
assessment choices? 
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RPL Quality Procedures Checklist  (2 of 2) 

RPL Quality Procedure 
Considerations: Do we? 

Y
e
s 

N
o 

In 
process 

Which 
Guiding 
Principles 
(s) would 
be 
considered 
here? 

Notes/ 

Evide
nce 

Ensure that assessment tools 
and processes have been 
tested and found to be 
consistent over a period of 
time? 

     

Ensure assessment practices 
objectively focus on acquired 
knowledge, skills and 
judgment? 

     

Ensure that the processes 
result in recognition of valued 
learning? 

     

Objectively determine the 
degree to which the learning 
has application and makes 
this explicit to the 
applicant? 

     

Keep records of evidence 
that those performing RPL 
functions have received 
appropriate RPL training? 

     

Encourage involvement in 
the professional 
organizations that are 
developing RPL locally, 
provincially and nationally for 
continuous upgrading and 
insight? 

     

Allow for articulation 
agreements between 
education institutions intra-
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provincially and inter-
provincially? 

Allow for national standards 
that form the basis for 
assessment criteria and 
make portability of 
recognition between  
organizations and 
jurisdictions possible? 
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