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The main Goals of Exemplo

• to provide tools that give SMEs and 
their [experienced] employees 
information about competencies 
acquired

• to promote informal learning in SMEs

• to use the wide range of experiences in 
different countries



The Background

The increasing importance of competencies
acquired through non-formal and informal 
learning processes for European
- employers and
- employees.





The Exemplo Project

selecting, testing and developing tools for the

measuring
documenting
improving
promoting
certifying

of competencies



The Exemplo –Procedure

European Co-operation
in selecting, testing and developing tools

Involvement of social Partners
in considering the demands of both
employers and employees

Testing of Tools in Firms
from different European countries

Development of a Toolkit
for various requirements





The Exemplo - Toolkit
Selection criteria for the tools - Step 1:

Exemplo-Tools have to meet at least 3 criteria:

Independence from specific national VET-systems

Usability in different European countries 

Adaptability to various prerequisites and demands  
of companies and employees



The Exemplo - Toolkit
Selection criteria for the tools - Step 2:

The Exemplo-Toolkit has to meet various
requirements:

assessing the current level of competencies

planning, supporting and evaluating the 
development of professional competencies

supporting and evaluating the transfer of 
formal vocational training into the workplace

certifying / validating competencies



The Exemplo - Toolkit
An overview

Competence Card for workplace (N)

RARPA - Recognising and Recording Progress and 
Achievement in non-accredited learning (UK)

Transparency of Competencies (D)

Stimulating and Supporting Learning Processes at work (D)

FIT - Formation Intégree au Travail  (F)

ERA - Evaluation, Recognition and Accreditation of 
professional competencies  (E)

Staff Development Matrix  (Pl)



The Exemplo - Toolkit
Classification criteria of the Exemplo-Tools:

. Who is the subject of the assessment
of competencies?

. What does the method primarily focus on?

. Who is at the centre of the process?

. What kind of competencies
are to be measured /  validated?

Self-assessment Assessment by 
others 

Assessment of 
competencies 

Development of 
competencies 

description Validation, 
certification 

Employer-oriented Employee-
oriented 

Professional 
competencies 

Personal and 
social 

competencies 



The Exemplo - Toolkit

Tool: Competence Card for workplace (N)

Self-assessment Assessment by 
others 

Assessment of 
competencies 

Development of 
competencies 

description Validation, 
certification 

Employer-oriented Employee-
oriented 

Professional 
competencies 

Personal and 
social 

competencies 



The Exemplo - Toolkit
Tool: RARPA - Recognising and Recording Progress and Achievement in 

non-accredited learning (UK)

Self-assessment Assessment by 
others 

Assessment of 
competencies 

Development of 
competencies 

description Validation, 
certification 

Employer-oriented Employee-
oriented 

Professional 
competencies 

Personal and 
social 

competencies 



The Exemplo - Toolkit

Tool: Transparency of Competencies (D)

Self-assessment Assessment by 
others 

Assessment of 
competencies 

Development of 
competencies 

description Validation, 
certification 

Employer-oriented Employee-
oriented 

Professional 
competencies 

Personal and 
social 

competencies 



Tool: Stimulating and Supporting Learning
Processes at work (D)

Self-assessment Assessment by 
others 

Assessment of 
competencies 

Development of 
competencies 

description Validation, 
certification 

Employer-oriented Employee-
oriented 

Professional 
competencies 

Personal and 
social 

competencies 
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The Exemplo - Toolkit

Tool: FIT - Formation Intégree au Travail  (F)

Self-assessment Assessment by 
others 

Assessment of 
competencies 

Development of 
competencies 

description Validation, 
certification 

Employer-oriented Employee-
oriented 

Professional 
competencies 

Personal and 
social 

competencies 



The Exemplo - Toolkit
Tool: ERA - Evaluation, recognition and accreditation of 
professional competences (E)

Self-assessment Assessment by 
others 

Assessment of 
competencies 

Development of 
competencies 

description Validation, 
certification 

Employer-oriented Employee-
oriented 

Professional 
competencies 

Personal and 
social 

competencies 



The Exemplo - Toolkit

Tool: Staff Development Matrix  (Pl)

Self-assessment Assessment by 
others 

Assessment of 
competencies 

Development of 
competencies 

description Validation, 
certification 

Employer-oriented Employee-
oriented 

Professional 
competencies 

Personal and 
social 

competencies 



The Exemplo - Toolkit
assessing the current level of competencies

planning, supporting and evaluating the development of professional competencies

supporting and evaluating the transfer of formal vocational training into the workplace

What employers should know:
What are the current competencies of our employees and of our 
potential employees?

Where and at which workplace can we derive the greatest benefit from 
our employees´ competencies?

How can we develop training programs in order to improve our 
employees´ competencies with respect to our company´s strategic 
objectives?

How can we support our employees in transferring formally acquired 
professional knowledge into the workplace?

...



The Exemplo - Toolkit
assessing the current level of competencies

planning, supporting and evaluating the development of professional competencies

supporting and evaluating the transfer of formal vocational training into the workplace

Employees benefit from:
The assessment of current competencies reveals the entire 
spectrum of the employee´s professional knowledge and 
expertise, and thus contributing to the employee´s employability. 

Individualised  training programs can be designed to improve the 
competencies of every employee – redundant learning can be 
avoided.

The transfer of formally acquired professional knowledge to the 
workplace is supported. 

...



The Exemplo - Toolkit
3  examples of tools for

3  different requirements

Assessment of the current level of competencies
Competence Card for workplace (N)

In-house development of professional
competencies in SME RARPA (UK)

Support and evaluation of the
transfer of formal vocational training into professional practice

Transparency of Competencies (D)



The Exemplo - Toolkit

Assessment of the current level of competencies:

Competence Card for workplace (N)
Including: 

- Curriculum Vitae
- Competence Pass

Objective: “supporting individuals in obtaining documentation of their 
knowledge, skills and competencies with  a focus on the workplace; 
providing companies with a better overview of their human resources 
as a basis for successful competence development strategies.“

Method: Self-assessment of competencies by employees

Result: “Competence Pass“ of professional competencies which is 
signed by both employer and employee.



The Exemplo - Toolkit

The Curriculum Vitae: assessment of

- work experience
- education and training
- valid certificates and diplomas
- courses
- other types of experience, including 

volunteer work
- ...

Assessment of the current level of 
competencies:

Competence Card for workplace (N)
Including: 

- Curriculum Vitae (CV)
- Competence Pass



The Exemplo - Toolkit

The Competence Pass:

Identifying and describing the most important work 
areas 

- professional skills
- professional abilities
- social and personal skills 
- management skills 

which are essential to fulfil the requirements of the 
job. Classification  from level A (basic knowledge 
and skills) to level D. 

Assessment of the actual level of 
competencies:

Competence Card for workplace (N)
including

- Curriculum Vitae (CV)
- Competence Pass



The Competence Card for the
Workplace is available in five

languages on the Exemplo-Website:

www.exemplo.de/products/

For further information please
contact

www.vox.no



The Exemplo - Toolkit
In-house development of professional competencies in SME

RARPA - Recognising and Recording Progress and 

Achievement in non-accredited learning (UK)
including 7 Checklists:

Objective: Planning, instructing, evaluating and creating skills
development programs at companies

Method: support in developing skills and competencies at 
work through various instruments and check lists

Result: Improvement of employees´ competencies according
to the firm´s strategic objectives.



The Exemplo - Toolkit
In-house development of professional competencies in SME

RARPA - Recognising and Recording Progress and 
Achievement in non-accredited learning (UK)

including various checklists  e.g.:
•SWOT Analysis: Analysing the future skills needs of the company and of

individuals in order to determine learning aims for teams and individuals

•Training Needs Analysis Grid: Analysing further training needs based on the 
assessment of the current status of competencies: ”Who needs training in what?”

•Training program: Identifying suitable and suitably challenging learning aims and
tasks; planning and implementing training

•Form for recording progress in skills development: Documenting and monitoring of 
learning progress

•Skills Matrix: Sheet for the final evaluation of training progress that shows future
opportunities and needs for the further development of competencies



The Exemplo - Toolkit

In-house development of professional
competencies in SME

RARPA - Recognising and Recording
Progress and Achievement in 
non-accredited
learning (UK)

RARPA - checklist: 
Training Needs Analysis Grid





The Exemplo - Toolkit

In-house development of professional
competencies in SME

RARPA - Recognising and Recording
Progress and Achievement in 
non-accredited learning (UK)

RARPA - checklist: 
Skills Matrix



The RARPA - Tool is available on the
Exemplo-Website:

www.exemplo.de/products/

For further information please contact

www.eef-techcentre.org.uk



The Exemplo - Toolkit
supporting and evaluating the transfer of formal vocational training into the workplace

Transparency of Competencies (D)

Objective: supporting and evaluating the transfer of formal vocational 
training into the workplace

Method: Self-assessment and assessment through others of the 
transfer of knowledge from courses into the workplace: 
agreement on  objectives – self-assessment – certification

Result: Certificate in  applied knowledge emphasising professional 
development
(a certificate that demonstrates the ability to transfer class 
room knowledge into praxis) 



The method:
A g r e e m e n t o n  o b je c t iv e s  -  T r a n s fe r l i s t

Course Informal learning
at work

Self-evaluation
Evaluation by
Employer and 
Training provider

CertificateAgreement on objectives



The result:
Certificate in  applied knowledge 
emphasising professional development 
(a certificate that demonstrates the ability to 
transfer class room knowledge into praxis)

an  example:

A g r e e m e n t o n  o b je c t iv e s  -  T r a n s fe r l i s t



The Transparency of Competencies-Tool
is available on the
Exemplo-Website:

www.exemplo.de/products/

For further information please contact

www.bildungsforschung.bfz.de


