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This training programme has been developed under the Erasmus+ project, “Innovative ways 

of including low qualified ex offenders and ex prisoners to labour market”   (INforEX) project 

number 2016-1-LT01-KA204-023242. 

 

Project partnership: 

 

 

ZISPB, Lithuania (Project co-ordinator) 

VšĮ Žmogiškųjų išteklių stebėsenos ir plėtros 

biuras (ŽISPB) is a non-governmental non-profit 

organization focussed on projects in the field of 

social and educational policy and working with 

different disadvantaged groups of society. 

www.zispb.lt  

 

 

CASCAID, UK 

CASCAID is a leading career guidance service 

provider which specialises in the design, build and 

delivery of career guidance technology services 

globally. CASCAID has been supporting public and 

private sector organisations for over 45 years and 

has supported over 30 million people to explore 

their career options. 

www.cascaid.co.uk 

 

 

GINSO, Spain 

The main objective of the non-profitable 

association GINSO (Association for the 

Management of Social Integration) is the 

integration of the minors and young’s in social 

conflict and groups at risk of social exclusion. 

www.ginso.org 
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Café Lazerelle, Italy  

The Cooperative Lazzarelle Cooperative Lazzarelle 

) is a social enterprise that, using the approach of 

diversity management engages as members and 

workers women in prisons for entrepreneurial 

activities. Now it is involved in coffee production 

within the female prison of Pozzuoli (NA – IT). 

https://caffelazzarelle.jimdo.com 

 

 

Collegium Balticum, Poland 

SZCZECIŃSKA SZKOŁA WYŻSZA COLLEGIUM 

BALTICUM founded in 2000 is continuously 

ranked as one of the best private universities in 

northern Poland conducting researches in the 

field of security, law and resocialization and 

working in close cooperation with Prison Service 

and Probation Office.  

www.cb.szczecin.pl  

 

 

Eurosuccess Consulting, Cyprus 

 Eurosuccess Consulting through a dynamic team 

of young scientists provides a comprehensive 

package of services addressing the needs of 

modern Cyprus enterprises especially on matters 

like innovation and technology. 

 www.eurosc.eu 
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1. Introduction to the project  

 

The Europe 2020 strategy for smart, sustainable and inclusive growth sets targets to lift 

at least 20 million people out of poverty and social exclusion and to increase 

employment of the population aged 20-64 to 75%. 

 

The employment rate of the low qualified is nearly 80% lower than the employment rate 

of individuals with university level qualifications. Even though there is no exact data on 

the qualification levels of prisoners, it has been estimated that only 3-5% of them would 

be qualified to undertake higher education, and in many countries there is a high 

instance of early school leaving among prisoners.  

 

Low levels of qualifications have negative effects on prisoners' employment prospects 

upon release, which has been found to be one of the key factors influencing whether or 

not ex-prisoners re-offend.  

 

In addition to possibly having low qualifications, former prisoners face a number of other 

barriers to securing employment, including lack of experience in the work environment 

and also prejudice – having a criminal record is a key barrier to obtaining a job. 

Postrelease licence restrictions can also prevent a person from taking up a particular job 

or moving to a new area to look for work, thereby reducing their mobility on the labour 

market. Yet, research shows that being in employment reduces the risk of re-offending 

by between a third and a half. With employment playing an important role in influencing 

the chances of a former prisoner re-offending it is crucial to try to address prisoners’ 

skills gaps through the provision of learning opportunities which provide skills and 

competences, relevant to the (local) job market, to enhance their employability. 

This what the INforEX projects aims to address.  

 

Training of disadvantaged groups, e.g. marginalized low qualified adults ex-prisoners 

and ex-offenders that have never seen their competences certified due to lack of 

completion of any kind of training is becoming increasingly important. These target 

groups, by their nature or because of the life paths they have chosen, show some 

difficulty in attending “standardized” training courses. Lack of appropriate vocational 

and social skills increase their social exclusion since they are at high risk of long lasting 
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unemployment, social marginalization, or deviancy. 

 

The INforEx project aims to reach its objectives by realising an integrated working 

methodology that combines theoretical analysis with qualitative research and hands-on 

activities, based on a participative and bottom-up approach, which means active 

involvement at any stage of all the relevant actors, either project partners or external 

stakeholders. INforEX developed a training model which is performed on the job and 

not in classrooms through practical, interrelations activities thanks to entrepreneurs 

(small, sole proprietorship) becoming adult trainers and supported by experienced 

tutors. 

 

The project also developed a skills certification methodology based on the evaluation 

model in line with the European Qualification Framework (EQF) system. The project 

methodology is outlined in figure 1 below. 

 

 

Figure 1: Project Methodology  

2. Background and premise 

During the research phase of the project, each partner undertook activities to 

understand the current landscape and gather feedback on programmes that currently 
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exist to support ex-offenders back into the labour market.  This consisted of a range of 

focus groups and desk-based research to obtain information and inform the framework 

analysis and identification of good practices regarding the national training context 

relevant to the INforEX project. 

 

The research identified that the most important factors were the lack of national 

approaches and initiatives that provide training materials and the methodology as 

regards to the proper development and preparation of the end users (ex-offenders), 

even during their prison time, for being able to be integrate effectively within the labour 

market.  

 

At the same time, there is a lack of skills among the experts, for providing such 

specialised support, as well as the need for cooperation with the labour actors (VET 

organizations, businesses, Chambers of Commerce, Employers’ Associations etc).  

 

Therefore, the need to develop social and job inclusion strategies for ex-offenders in 

the partner countries, as well as at EU level, is considered as vital and urgent. 

 

Considering the findings from the research above, the development of the current 

handbook & new training methodology, is considered as vital and important, as it will 

be a valuable tool for both end-users and experts to be able to develop the required 

competencies and skills. Furthermore to create synergies for cooperation and 

sustainability with the labour market. 

 

3. About the Handbook 

 

Using the results of the needs analysis and country reports, the project team have created this 

vital handbook to support employers and training providers in delivering training to ex-

offenders. The creation of the handbook was conducted in cooperation with all the partners of 

the project and coordinated by the UK partner, CASCAID. A first draft was produced by CASCAID 

and the contents were discussed via email and Skype calls and a final version of the digital 

handbook was produced in August 2017. 

The handbook consists of two sections: 

Part I) "The Training Model Handbook"  
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Part II) "Adult Skills Certification Methodology Handbook” 

The Handbook (approx. 60 pages) was prepared in English, translated into partners languages 

(5) and published on the project website: www.inforexproject.eu.   

 

4. Using the handbook  

The handbook is a key resource and starting point for the training of tutors, entrepreneurs and 

ex-offenders. 

4.1 Who is the handbook for? 

The handbook is for tutors from partner organisations and trainers who will be delivering skills 

training and support to ex-offenders. 

4.2 Main purpose of the handbook 

The handbook is designed to provide all the information needed to support tutors and trainers 

in delivering work based skills training to ex-offenders. It is a guide to the processes of the 

INforEX project and includes all of the training materials, resources and forms necessary to 

complete the training.  

 

The total number of participants in the project is outlined below: 

 

 

Partner 

 

 

Tutors 

 

 

Entrepreneurs 

 

Ex-offenders/Prisoners 

ZISPB (Lithuania) 

 

3 12 24 

Eurosuccess Consulting 

(Cyprus) 

 

3 12 24 

 

CASCAID (UK) 

 

3 12 24 

Cafe Lazarelle (Italy) 

 

3 12 24 

Collegium Baltiucum 

(Poland) 

 

3 12 24 

GINSO (Spain) 3 12 24 
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Grand total 18 72 144 

 

Table 1: Project participant numbers and breakdown 

 

The INforEX project website has further details about the project, resources, news, contact 

details. Please visit www.inforexproject.eu for more details.  

 

5. Glossary of terms  

 

 INforEX 

INforEX stands for ‘Innovative ways of including low qualified ex offenders and ex 

prisoners to labour market’ and is the short hand title of the project. 

Partner organisations 

These are the six organisations involved in leading the INforEX project. They are; VšĮ 

Žmogiškųjų išteklių stebėsenos ir plėtros biuras (ZISPB), Lithuania, CASCAID Ltd, UK, 

GINSO, Spain, Collegium Balticum, Poland, Eurosuccess Consulting, Cyprus, Café Lazerelle, 

Italy.  

Trainee / Final beneficiary 

The trainees referred to in this handbook and across the INforEX project are the ex-

offenders and ex-prisoners who will benefit from the non-formal training course. 

Trainer 

The trainers are the employees from the organisations that are responsible for the 

trainees for the 5 month non-formal training programme. They oversee the work of the 

trainees and conduct review meetings and reports to partners. 

Employer 

The organisations who host the trainees, provide the work experience and overall 

responsible for the trainees on their premises.  

Tutor 

The tutors are the employees from the INforEX partner organisations who train the 

trainers (employers or their representatives) to deliver the programme with the trainees.  
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6. Training Methodology  

 

The training methodology and approach used with ex-offenders – who are the final beneficiaries of 

the project and the primary subject of the training - is the one of non-formal education and training. 

Non-formal education and training was defined as all education outside of the formal system (Rogers, 

2004). According to Coombs and Ahmed (Rogers, 2004) its basic definition is ‘any organised, 

systematic, educational activity carried on outside the framework of the formal schooling system to 

provide selected types of learning to particular sub-groups in the population, adult as well as 

children.’  

 

The project’s approach is also based on the ‘Experiential Learning’ theory (Kolb, 1984) emphasises 

the central role that experience plays in the learning process. The theory defines learning as ‘the 

process whereby knowledge is created through the transformation of experience. Knowledge results 

from the combination of grasping and transforming experience’  (Kolb B. &., 2016). Kolb suggested 

that adult learning is more effective when learners are more directly involved rather than passively 

receiving knowledge transmitted by educators. Experiential learning is known as ‘learning by doing’ 

or ‘hands-on learning.’ Herod (Herod, 2012) argues that in ‘learning by doing’, learning includes not 

only being more active physically, but also the fact of being more engaged in one’s learning 

cognitively, in other words, involving a process of deep level of knowledge and skills through 

experience, reflection, experimentation and application in the real world of work. 

 

Therefore, the training methodology used for the INFOREX project was designed to actively engage 

participants in practical on the job training with employers, to ensure that trainees develop the 

relevant transferable skills that will make them employable and improve their life chances.  

Our model involves another important party which is essential for the successful training of low 

qualified exoffenders and exprisoners – employers and their representatives’ preparation. We have 

included materials for their preparation into our website www.inforexproject.eu  and in chapter 7 of 

this handbook.  

 

The methodology used in this project can also be used with other low qualified groups, such as 

migrants and the long term unemployed, however it is important to note that the training 

programme would need to be adapted to the needs of this specific group and changed 

accordingly.  
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Figure 1 below outlines the ‘train the trainer’ model which partners used as a structure for the 

training:  

Figure 2: Training Model 

 

Stage 1  

Three tutors from each project partner organisation take part in initial training, over a 5 day period 

(totalling 40 hours of training). This training is designed to enable the trainers to deliver training to 

entrepreneurs, their representatives and those working with ex-offenders that would enable them 

to support ex-offenders to develop the skills and competencies required in the workplace, and 

support them back into the labour market.  

Please refer to the chapter 7 for the more detailed information on and materials for the employers’ 

preparation for conducting on the job training for ex offenders and ex prisoners. Additional material 

may also be obtained on our website www.inforexproject.eu. 

 

Stage 2 

During stage 2, the tutors from the partner organisations train entrepreneurs and those supporting 

ex-offenders to deliver skills training (total 12 entrepreneurs in each country). This training should 

last 5 days, and replicate the initial training given to participants in stage 1 (40 hours). This training 

takes place locally in each partner country and is organised and delivered by the partner 

organisation in each participating country. A list of participants for local training will be made 

available on the project website.  

The aim of this training is to develop the competences to become on the job trainers of low qualified 

people.  

A prior contact should be established with employers who would be willing to employ and train ex 
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offenders: this is a potentially large piece of work for the training providers but can be done using 

local networks, Labour Exchange Offices, associations and confederations. 

If there are organisations willing to accept the ex offenders and a selection process has to be 

conducted, the main characteristics to bear in mind could be; 

 

1. Adult trainers having already hosted previous internship experiences 

2. A special attitude towards the welcoming of low skilled people, disabled people and migrants 

3. Having a professional profile which will adopt to the training needs 

4. Those who have developed strong and consistent relations with the project partner   

During the training, the two tools (Training handbook and Certification handbook) are distributed 

to participants. 

 

At the end of the training, an open discussion and evaluation of the training should be organised to 

ensure that the main goals have been met. Feedback should be sought to ensure that all areas are 

covered and to remove any unnecessary elements to ensure the training is most affective.   

 

Stage 3 

Once the entrepreneurs complete their five days of training, they begin the non-formal skills 

training with 2 ex-offenders each to pilot the training programme and test the validity of the 

concept and training methodology. The skills training takes place over a 5 month period and 

consists of 320 hours of training in total. More details can be found in chapter 7.   

 

Stage 4  

Following the pilot in stage 3, feedback from the trainers and entrepreneurs is gathered along with 

evaluation of the programme. This evaluation enables to make the changes and improvements for 

the training methodology and skills certification.  

 

6.1 Selection of participants of the project 

The following diagram demonstrates the different parties involved in the project and the types of 

organisations that can be approached to source participants.  
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Figure 3: Where to source participants from 

 

6.2 Selection of Trainers  

Within the project each partner country committed to involve 12 entrepreneurs to deliver the 

skills training to ex-offenders.  

The entrepreneurs need to meet the criteria below, in order to be selected for the training 

programme: 

 

Criteria  Essential Desirable 

1 Commit to providing an agreed 

amount of hours of on the job training 

(a mixture of training, supervised work 

and observed work) 

  

2 Provide a safe and secure working 

environment for the trainees 

  

3 Provide reports and assess the 

trainees according to the training plan 

  

TUTORS

INforEX partner 
organisations 

TRAINERS

- Partner networks

-Cooperation 
agreements 

- Labour Exchance 
offices

- Skills and Education  
providers

FINAL BENEFICIARIES

-Prisons 

- Probation office

-Organisations 
working with 

offenders 
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and assessment criteria 

4 Provide feedback on the training 

methodology and pilot programme as 

and when required by the project 

partners 

  

5 Adhere to local employment laws and 

quality assurance practices  

  

6 Have experience in providing training 

to new recruits/apprentices before 

  

  

If they meet all of the above Essential criteria, they are eligible for the programme. If more than 

12 employers meet the essential criteria, then the partner organisations, training providers should 

take into consideration the desirable criteria and review on a case by case basis.  

 

Once selected, the trainers should complete the trainer participation form (appendix 1) and sign 

an agreement (see template in appendix 2) to commit to the programme. 

 

They are then added to the project working group and given further details about the training 

they will receive and the pilot programme. They should be supported throughout the project by 

tutors from each organisation, training provider who attended the training in stage 1. 

 

6.3 Selection of ex-offenders  

In each country, the 12 trainers have worked with 2 ex-offenders, 24 in total in each country. 

Working with the trainers, the ex-offenders have been selected according to a needs-based 

selection criteria and their locality to the place of work.  The ex-offenders are assessed using a 

needs assessment for eligibility on the training programme, taking into account two groups: 

 

a) participants who served a prison sentence and  

b) participants who served a community sentence. 

 

The trainee eligibility form (appendix 3) should be completed by the ex-offender with support 

from their prison or probation service if necessary, and selection will be conducted by the partner 

organisation. This needs based criteria is adapted to different contexts in conjunction with the 

partner organisation and employer.  
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  6.4 Who isn’t suitable for the training? 

Within the prison and probation learning and employment services, offenders can be categorised 

into a number of different groups, depending on their level of need and level of employability. 

This programme is not suitable for ex-offenders who possess no work related skills or the desire 

to work at all, nor is it aimed at those who have a large amount of previous work experience and 

a higher level of qualification.  

The aim is to reach low-skilled adults to support them with on the job training.  Low skilled can be 

defined according to LEVEL 1 or below of the EQF competencies framework.  

 

7. The Training Course  

7.1 Training for trainers and employers 

The objective of the training course is to provide trainers with the basic skills necessary to support 

people with low qualifications, as well as labour competencies so that they can be inserted 

successfully in the labour market. It is based on the ‘Meaningful learning’ methodology used 

previously by project partners. The job will be used to develop basic skills and competencies that 

improve employability. 

 

The work activity will be the means to acquire not only labor competences, but also social and 

personal values and skills in which the trainers will improve their self-efficacy. 

With this training, it is treated among all the participants, to agree on the basic labor competences 

that they have to acquire to be able to perform a labor activity; personal and social skills, which 

guarantee the maintenance of a job and comply with European certification requirements. 

The result of this training, will be a manual of labor and personal skills to support acquire the low 

qualified population, to improve their employability and to provide them with accredited training; 

as well as a manual of skills (coaching, communication techniques ...) in which to equip the 

entrepreneurs who participate in the project and provide the learning and development of these 

skills for the ex-offenders; in addition, they can acquire new tools and strategies (coaching, 

conflict resolution) to successfully face the process of training and employment of this population 

in their companies. 

 

The training course for entrepreneurs should last 5 days so that trainers develop the basis of 

knowledge and skills to deliver skills training to ex-offenders. The training will not have to take 

place over 5 consecutive days in each country, but could for example take place over a 1 month 

period taking into consideration the availability of employers. 
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Partners advise the following structure for the training of employers, the parts in bold are perhaps 

only relevant to the initial tutor training in Madrid: 

DAY TOPIC ACTIVITY 

Day 1 

  

 Participants welcome and registration 

 Presentation of the project and objectives 

 Presentation of the training objectives and aims 

 Presentation of the agenda of training days  

 Links to the training 

materials can be found 

on the project website 

www.inforexproject.eu  

Day 2 

  

 “How to be an affective coach” 

 Pedagogic technics for working with adults  

 Communication skills: how to communicate 

with ex-offenders 

 Psychologic and social factors when you work 

with ex-offenders  

 How to detect ex-offenders training needs  

 Some recommendation for working with low 

skills adults 

Workshop 

Role play exercise  

Group discussion 

Day 3 

  

 “How to evaluate competencies and skills” 

 The Competencies-Based training 

 Labour competencies and skills for the 

employment  

 INforEX certification methodology, piloting 

guide  

 Open discussion for question that could worry 

employers  

Workshop 

Role play exercise  

Group discussion 

Day 4 

  

 Composing Job Descriptions for positions 

available  

 

 

Day 5 

  

  

 “How to develop a checklist for labour 

competencies “ 

 Checklist for employers for the successful 

training assessment  

 5 days full review, feedback and open 

discussion  

 Open discussion on: “Possible challenges 

trainers may face” 

Workshop 
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The training should be a mixture of video, presentations, group work, observations and discussions 

to ensure trainers leave with a solid understanding and basis of which to begin the training. 

The materials for the training of trainers and employers can be found on the INforEX project website 

here: http://inforexproject.eu/en/english-outputs/english-training-of-trainers/  

There will be help and support throughout the programme from partner organisations and trainers 

who attended the initial training in Madrid. The contacts of organisations may be found here - 

http://inforexproject.eu/lt/english-contact-us/  

 

7.2 Training framework  

The training methodology developed is aligned with the European Qualifications Framework (EQF). 

The EQF is a lifelong learning framework and covers all types of qualifications ranging from those 

acquired at the end of compulsory education (Level 1) to the highest qualifications such as 

Doctorate (Level 8). See annex 3 for the full EQF framework. 

The EQF states that;  

 

“Learners, workers and job seekers need their qualifications to be easily understood when they 

move to a new place, particularly if they are moving abroad. The same is true when employers are 

looking for the right candidate for an open position: they need to understand the skills, knowledge 

and experience of potential employees.  

Because Europe’s education and training systems are very diverse, it is essential to have a common 

reference framework in order to better understand qualifications across different countries. This 

makes qualifications more transparent and comparable. The European Qualifications Framework 

for lifelong learning (EQF) has been created to respond to this need, serving as a "translation grid" 

between national qualifications systems. It helps support lifelong learning, career management 

and the recognition of qualifications.  

The EQF consists of eight levels of learning, and addresses all types and levels of qualifications of 

the formal education and training system. It also includes qualifications awarded by the private 

sector and international sector organisations. In principle all possible ways of learning can lead to 

the learning outcomes of a particular level, including the learning taking place in non-formal and 

informal contexts.  

The EQF benefits learners, employers and education and training providers alike. It helps them to 

understand and compare qualifications acquired in different countries, through different 

education and training systems and different learning pathways.” 

 

The training programme is aiming at level 3 of the EQF. In order to do so, partners have concluded 
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that the training of final beneficiaries should consist of 320 hours over the period of 5 months. 

A suggestion for the framework is outlined in the next section. 

7.3 Training of final beneficiaries  

Many ex-offenders lack basic skills to effectively manage their own career, gain and sustain 

employment. Therefore, work and employability skills training will be provided to trainees prior to 

them entering the work based learning, as this will provide a basic understanding of work skills and 

prepare them for the environment.  

The exact topics may vary depending on the context and country, but a suggestion of areas to cover 

include: 

● Understanding why we work and earn a living  

● How to dress for work or an interview 

● Time management (showing up on time, consistently) 

● Planning transport to work 

● Positive interactions with co-workers 

● Conflict management 

● Setting up a bank account 

● Computer skills 

 

It is suggested to work at least 18 hours with the selected participants before referring them to 

employers.  

7.4 Job description for trainees 

Overall trainees need to develop soft skills as well as technical skills throughout the training 

programme. The exact skills obtained will depend on the industry they are working in, however a 

broad job description outline (for adaptation) is included on page 28.  

 

Creation of the Job description in conjunction with the employer is the start of the training 

programme and forms the basis of the training programme.  

The job description has to be prepared before the final beneficiary enters the on the job training. 

The job description should be prepared during the training for employers (if more time is necessary, 

partners together with the employer or his/ her appointed person should keep on working on the 

job description after the training). The Job description will help to keep track of the skills that the 

beneficiary is learning and is also a guide for the ex-offender to support assessment of his/ her skills 

at the end of the training path.  
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Task 

 

Where/  

Who 

 

Resources 

 

Duration

oin 

EQF attainment 

Knowledge Skills Competenc

ies 

Stage 1 
● Introduce programme 
● Complete initial Skills 

Assessment to identify 
skills gaps and to match 
with employer 

● Introduce key people  
● Meet other trainees 

Training room 
Online  
 
Delivered by 
partner 
organisations  

Presentation on the 
project  
Kudos online 
assessment  
Kudos guide  
Workshop materials 
(produced locally) 

1 day  ✓ ✓  

Stage 2 
Life Skills Session 
● Basic life skills (finance 

management, banks) 
● Self-esteem and 

confidence building 
● Work culture and 

effective 
communication 

Training room 
 
Delivered by 
partner 
organisations  

Workshop materials 
on project website  
www.inforexproject
.eu 
 

1 day  ✓ ✓  

Stage 3 
Employability Skills Session 
● How to present yourself 
● Working with other in a 

team 
● Taking on 

responsibilities  
● Your first day on the job 
● Introduction of the 

workbook 

Training room 
 
Delivered by 
partner 
organisations 

Workshop materials 
on project website  
www.inforexproject
.eu 
 

1 day  ✓ ✓  

Stage 4 (320 hours) 
● Meeting by employer, 

tutor from partner 
organisation and final 
beneficiary 

● Introduction to the 
training structure (to 
remind of it) 

● Supervisor appointed  
● Commence work based 

on the agreed job 
description  

● Weekly and monthly 
progress meetings 

● Completion of the 
workbook and self-
assessment  

● Final assessment of 
skills and certification  

Employer 
premise  

Self-assessment 
workbook 
Weekly progress 
report 
Monthly review 
meeting reports 
Attendance sheet 
Certificate 
 

10 days 
per month 

over 5 
months 

✓ ✓ ✓ 



22 

 

 

 

8. The training process with final beneficiaries  

8.1 Outline of the beneficiary training  

The following table outlines the process that partner organisations and training providers must 

go through to begin the training: 

 

 

Since the final beneficiaries have been selected, the job description agreed and agreement 

signed, the initial training by partner organisations will begin, as outlined in further details 

below. 

Stage 1 

● Introduce programme 

● Complete initial Skills Assessment to identify skills gaps and to match with employer 

● Introduce key people  

● Meet other trainees  

Once enrolled, the participants are given a presentation on the overall project and reason for 

their selection. 

They then take part in an online self-assessment of their skills and interests, which provides 

a list of jobs to be matched to and helps the partners to match individuals with employers, 

based on their self-assessed skills and interests. The platform for initial skills assessment is 

Kudos, delivered by CASCAID. https://kudos.cascaid.co.uk/  

The local partner organisation then matches the offender with the trainer and consults with 

the trainer on the eligibility within their workplace. 

This helps the partners to match the trainees with trainers, and it also helps the trainees 

develop computer skills and awareness of their own skills and interests and raise their 

aspirations and motivations to work.  

  

1 Selection of / Finding trainers/ employers 

2 Signing the agreement with them 

3 Training of trainers and composition of job description 

4 Selection of final beneficiaries based on skills assessment and job description 

5 Signing the agreement 

6 Initial training by partner organisation (at least 16 hours) 

7 Training (320 hours) 
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Stage 2 

Life Skills Session 

● Basic life skills (finance management, banks) 

● Self-esteem and confidence building 

● Work culture and effective communication 

The next stage involves a workshop around basic Life skills. The exact content for this session 

depends on the local context and needs. 

Links to resources for this stage can be found in the project website.  

 

Stage 3 

Employability Skills Session 

● How to present yourself 

● Working with other in a team 

● Taking on responsibilities  

● Your first day on the job 

The next stage involves a workshop around basic Employability. The exact content for this 

session depends on the local context and needs. Some resources which might be useful for the 

implementation of stages 1-3 have been prepared by partners and included on the project 

website.  

 

Stage 4 

This stage involves the beneficiaries completing 320 hours of work based training on an 

employer’s premises or in a work setting. An outline structure for this is given below, however 

this will be adapted depending on the employer and beneficiaries needs: 

 Meeting between employer, tutor from partner organisation and final beneficiary 

 Introduction to the training structure and reminder of programme 

 Commence work based training on the agreed job description  

 Weekly and monthly progress meetings 

 Completion of the workbook and self-assessment  

 Final assessment of skills and certification 

 

8.2 Assessment of skills after the training 

Assessment should be a mixture of self-assessment (performed by the final beneficiary) and 
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trainer reports. The skills, knowledge and competences obtained should be coherent to the 

EQF Level 3.  

At the beginning of training path, trainees are given a workbook to document their 

experiences, in order to reflect and articulate what they have learnt (appendix 6). The 

workbook includes job description, attendance sheet, weekly reports and general description 

of tasks performed as viewed from final beneficiary’s perspective. 

Trainers are given an assessment form to use at the end of each of the 5 months to assess 

how the trainees have achieved the required knowledge, skills and competences based on 

the job description for the role (appendix 7). At the end of the training these forms should 

be reviewed to define the final list of competences for which the person may be awarded the 

certificate. Partner organisation also participates in the process of assessment based on the 

results of initial training and monthly reports provided by the employer. 

Employer together with partner organisation/ training provider issue the certificate. 

 

8.3 Resources for the programme 

A range of resources, presentations and materials to support the training of ex-offenders can 

be found on the INforEX project website here: http://inforexproject.eu/en/english-

outputs/english-pilot-training-courses/  

 

8.4 Certification 

At the end of the training (the complete training is 320 hours but could be less depending on 

individual circumstances), the trainees are issued a certificate showing the particular skills 

they gained. In the event that the participant due to some particular reasons has not 

completed the whole training, he / she may be issued a certificate with only the skills for 

which the employer signed in his / her weekly / monthly report. 

The certificate can be uploaded to the European Skills Passport on Europass 

http://europass.cedefop.europa.eu/  

An example of the certificate can be found in the annexes of this handbook. 
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 Part II: The Skills 
Certification 
Methodology  
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9. The Skills Certification Methodology 

 

For the purposes of implementing the created training methodology it has been decided to align it 

with the European Qualifications Framework (EQF). EQF makes qualifications more transparent and 

comparable. It helps support lifelong learning and the recognition of qualifications. 

The EQF is a lifelong learning framework and covers all types of qualifications ranging from those 

acquired at the end of compulsory education (Level 1) to the highest qualifications such as 

Doctorate (Level 8). See annex 3 for the full EQF framework. 

The EQF is convenient for the implementation of the training since it also includes qualifications 

awarded by the private sector and international sector organisations in non-formal and informal 

contexts. 

What is more, the EQF will benefit learners, employers and education and training providers alike 

since during the process of labour force mobility it helps to understand and compare qualifications 

acquired in different countries, through different education and training systems and different 

learning pathways. 

The training programme is aiming at level 3 of the EQF: 

 

 

In order to do so, partners have concluded that the training of final beneficiaries should consist of 

320 hours over the period of 5 months. 

 

The INforEX training model includes final beneficiaries – ex offenders or ex prisoners‘ – skills learnt 

during on the job training certification. In the certification process the following parties are involved 

– partner organisation / training provider, trainee (in this case ex offender) and trainer (employer). 

Job description is at the centre of skills certification and the close cooperation is necessary between 

employer (who knows what employee he/she needs) and a training provider (who can help to 

compose job description and divide them into skills, knowledge and comptences). 

 

The job description should be prepared during the training for trainers and if necessary afterwards. 

Job description included in the workbook of the trainee helps to keep the track of skills that he 

should learn, record them in weekly meetings. 

 

The detailed Job description is crucial when performing asessment by the employer (to make a 
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decision if the trainee obtained the required skill. 

These steps/stages are explained further in the text. 

 

12.1 Defining the skills to measure / What is going to be assessed/ evaluated? 

In order to define the skills that will be acquired and measured within the INforEX project, we 

start from the Job Description which will outline the tasks for the specific job and the skills 

required for that job. Each trainee will require a minimum amount of theoretical knowledge of 

the tasks to be performed, some practical and soft skills and work based competencies that will 

facilitate them to perform the task. All the trainees on each of the jobs will also require a general 

sense of responsibility and a certain grade of autonomy in order to perform the tasks and achieve 

a successful result.   

According to the European Qualification System (EQF) system, we use the following definitions:  

 

KNOWLEDGE: means the outcome of the assimilation of information through learning. Knowledge 

is the body of facts, principles, theories and practices that is related to a field of work or study. In 

the context of the European Qualifications Framework, knowledge is described as theoretical 

and/or factual.  

 

SKILLS:  means the ability to apply knowledge and use know-how to complete tasks and solve 

problems. In the context of the European Qualifications Framework, skills are described as 

cognitive (involving the use of logical, intuitive and creative thinking) or practical (involving 

manual dexterity and the use of methods, materials, tools and instruments).  

 

COMPETENCE: means the proven ability to use knowledge, skills and personal, social and/or 

methodological abilities, in work or study situations and in professional and personal 

development. In the context of the European Qualifications Framework, competence is described 

in terms of responsibility and autonomy.  

A filled Job description which might be used as a reference by the partner organization and 

employer is provided below. The empty form is also given. 
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Sample job description (example – Hospitality Kitchen Assistant)   

JOB DESCRIPTION & PERSON SPECIFICATION 

______________________________________________________________ 

COMPANY NAME: Hotel Europa Ltd. 

JOB TITLE: Kitchen Assistant  

NAME OF JOBHOLDER: Joe Bloggs   

TRAINEE ROLE:  

The purpose of this role is provide assistance to the chefs in the Hotel Kitchen to ensure successful 

service to customers. 

PRINCIPAL RESPONSIBILITIES 

Perform basic culinary exercises such as food preparation, chopping and garnishes. Cleaning duties 

and porter duties.  

PERSON SPECIFICATION 

Knowledge 

 Basic knowledge of food preparation 

 Good understanding of food hygiene standards 

 Knowledge of culinary recipes 
Skills  

 Good communication skills (written and oral) 

 Customer service 

 Food preparation skills, chopping, performing basic cooking tasks  

 Kitchen cleaning skills 

 Able to take orders from superiors 
Competences 

 Can work under pressure  

 Takes on responsibilities  

 Demonstrates organisational skills  

 Good attention to detail 

 Ability to manage multiple tasks at a time 

 Willing to take on new tasks 

 Can demonstrate self-discipline  

 Effective time management  
 

Agreed By: 

Job Holder: 

Date: 

Agreed By: 

Manager: 

Date: 

 

 



29 

 

 

 

Sample job description (blank)   

JOB DESCRIPTION & PERSON SPECIFICATION 

_________________________________________________________ 

 

COMPANY NAME:  

JOB TITLE:   

NAME OF JOBHOLDER:  

TRAINEE ROLE:  

The purpose of this role is: 

 

PRINCIPAL RESPONSIBILITIES: 

The main responsibilities for the role are: 

 

PERSON SPECIFICATION 

 

Knowledge 

 

 

Skills  

 

 

 

Competences 

 

 

 

 

Agreed By: 

 

Job Holder: 

 

Date: 

Agreed By: 

 

Manager: 

 

Date: 
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12.2 Defining the skills, knowledge and competences required for the job 

In order to support the certification process in the INforEX framework, the most important 

thing is to define each of the tasks to be performed and distinguish carefully between the 

knowledge, skills, competencies needed to perform each task.  

The definition of the competencies required for each job is very important and therefore 

great attention should be given to it. The more detailed the description of the single skills, 

knowledge and competencies, the easier the certification will be for the employer 

towards the end of the programme. 

To help the employer define the skills, each partner will work with the employer to ensure 

that the job description reflect the exact requirements for the job, and is appropriate for 

the trainees that will be doing that job. For example, we can ask questions such as:  

 What is the most important knowledge to have to be able to perform this task? 

 What do you have to do in order to perform this task? 

 What are the most important qualities needed to perform this task? 

 

12.3 The beneficiary’s responsibilities and tasks 

The responsibilities and task for each of the trainees will be determined by the employer, 

and will vary for each job and for each employer. Given that many of the trainees are likely 

to be low skilled and could potentially have minimal work experience, we recommend 

that the job and duties to be performed are of entry level standard and with a low amount 

of responsibility to begin with.  

The employer will be supported by the partner organisations in designing the most 

appropriate job description if required.  

 

10. Skills assessment - general overview 

The INforEX programme has a formal review process to assess the progress of the 

trainees, to support the development of the programme and to provide for evidence for 

the certification process.  

Skills, Competencies and Knowledge can be assessed according to a set of learning 

outcomes relent to the qualifications at the level of the system that you are aiming for. In 

this case we are aiming for level 3 which will require the following level of understanding: 

KNOWLEDGE: The trainee possesses knowledge of facts, principles, processes and general 

concepts, in a field of work  

SKILLS:  The trainee has developed a range of cognitive and practical skills required to 
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accomplish tasks and solve problems by selecting and applying basic methods, tools, 

materials and information. 

COMPETENCE: The trainee takes responsibility for completion of tasks in work; adapts 

own behaviour to circumstances in solving problems. 

 

13.1 Reviewing progress 

The review process consists of a weekly progress meeting between the trainee and the 

employer, a monthly review meeting between the trainee and employer and a monthly 

progress report from the employer to the partner organization in each country. 

 Throughout the whole process, the trainee keeps a record of attendance and completes 

a workbook as evidence of certification and to support the progress review meetings. 

 

13.1.1  Weekly progress meetings 

The trainee and employer conduct weekly progress meetings. These can be in person, or 

via telephone/video call as per business requirements.  The aims of this meeting are to 

ensure that the trainees are making progress, answer any concerns or queries that the 

trainees may have and to ensure that the trainees attendance is good and are contributing 

positively to the overall business.  

This is also a chance for the employers to provide positive feedback to the trainees and to 

raise any concerns directly with them. A weekly progress form is included in appendix 8.  

  

 

Progress 
meetings

•Between trainee and 
employer

•Occurs once a week

•Aim is to ensure trainees 
are making progress, 
answer any concerns

•Takes place in person or 
over phone/video call 

Review 
meetings

•Between trainee and 
employer

•Occurs once a month

•Aim is to ensure trainees 
develop skills, knowledge 
and competencies

•Takes place in person on 
employer premises 

Progress 
reports 

•Between employer and 
partner

•Occures once a month

•Aim is to provide partenrs 
with a summary of the 
review meetings, progress 
and to raise any concerns

•email  report document to 
partner once a month
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13.1.2 Monthly review meetings 

The trainee and employer conduct monthly progress meetings. These may be in person, 

on the employers premises. The purpose of these meetings is to assess how the trainee is 

performing against the skills, knowledge and competencies within the job description to 

ensure that they are on track for certification. If there are any concerns about progress, 

this is the trainees and employers chance to raise these concerns and plan how to 

overcome them by developing an action plan. A monthly review meeting form is included 

in appendix 9.  

 

13.1.3 Monthly progress reports  

Progress reports should be provided to the project partner from the employer at the end 

of each month. This will equate to 5 monthly reports in total, for the duration of the 

programme.  

The purpose of the monthly report is to summarise the weekly progress meetings and 

monthly review meetings between the trainees and employer. The monthly reports should 

identify and key challenges or concerns so that the partners can intervene if necessary, and 

to ensure that progress is being made. A monthly progress report template is provided in 

the appendices.  

 

13.1.4 Record of attendance  

The trainees are required to complete their record of attendance each day and to ensure 

that this is signed by an employee within the company. It is the trainee’s responsibility to 

keep this record up to date and to provide it as evidence at the weekly and monthly review 

meetings. A record of attendance template can be found in appendix 6 and trainee’s 

workbook. 

 

13.1.5 Trainee workbook 

Each trainee will be provided with a workbook for the duration of the training programme. 

The workbook is designed to provide guidance to the trainee and help them to develop 

the skills, knowledge and competencies required for the job.  

It can be tailored by the employer, however it is designed to be generic in order to allow 

for nuances between each job and industry across the programme. 

It is the trainee’s responsibility to keep the workbook up to date and in good order, and 

notes and evidence in the workbook can be used in discussion at the weekly and monthly 

progress meetings. The trainee workbook is provided as a separate document.  
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Important note: Copies of the record of attendance, workbook, weekly review meeting 

notes (if applicable) and monthly reports should be provided to the partner organisations. 

 

13.1.6 Evaluation methodology  

Within the INforEX project, the chosen evaluation methodology will be based on YES/NO; 

if we are specific in describing the skills then there will be no need for a numerical 

assessment score. Therefore, the cooperation between the partner organization/ training 

provider is essential to compose a detailed, corresponding to the field of industry job 

description. The training provider is at employers’ disposal to help them identify 

knowledge, skills and competences necessary for a particular job. 

This makes INforEX distinct to many training programmes, including the EQF system and 

makes INforEX especially useful when training low skilled people. 

INforEX does, however, map successfully on to EQF Level 3. Level 3 will be a realistic target 

for the beneficiaries. 

In some case it’s possible that a specific skill may not be reached and as a consequence, 

the skill cannot be certified. These are likely to be rare cases because if a skill is very basic, 

it will be hard to have much uncertainty over the decision. In these cases INforEX suggests 

that the employer or its representative focuses on whether progress has been made in 

the skill over time and if there has been clear progress then the decision is more likely to 

be ‘Yes’ than ‘No’. The employer or its representative might also consider how much help 

the beneficiary needs to perform the skill – if the beneficiary is very dependent on the 

tutor to perform the task even after training, then the decision is more likely to be ‘No’ 

and not ‘Yes’. 

13.1.7 Guidelines for testing knowledge, skills and competencies  

TESTING KNOWLEDGE 

In this section we consider testing and assessing skills in the context knowledge. 

In a staged approach (before, during and after), the employer can consider these 

points: 

 Before the task: s/he knows what he/she needs to perform a job (instruments, help, 

safety, …) 

 Before the task: s/he knows and understands what he/she will have to do and what 

the goals are 

 Before the task: s/he can estimate the time required for that specific task 

 During the task: s/he can explain what he/she is doing and why 
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 During the task: s/he can ask help, if it’s necessary 

 During the task: s/he can recognize mistakes 

 After the task: s/he can describe what he/she has done and why 

 After the task: s/he can evaluate the quality of his/her job objectively 

 After the task: s/he can explain and eventually teach the task to another person, that 

may doesn’t   know or have never seen it. 

To clarify these steps, an example of a waiter has been used: 

In a waiter’s job description, one skill, is ‘serve food and drinks’. If in the evaluation 

phase the Internal Tutor is not sure if to certify or not this skill, the Internal Trainer (IT) 

can think and divide in a temporal way. In practice, take the example of John, young 

man with no qualifications: 

 Before the task John shows he knows what he needs to perform his Job. (Y) 

 Before the task John understands what he will have to do (Y) 

 Before the task John can’t estimate the time required for his task (N) 

 During the task: he performs the job, but he’s not able to explain what he’s doing 

and why (N) 

 During the task he can ask help (Y) 

 During the task he can recognize mistakes (Y) 

 After the task he can describe what he has done, even if perfunctorily (Y) 

 After the task he’s not objective in evaluating his job (N) 

 He can perform the job, but he’s not able to teach it to other people (N) 

(Total: Y=5; N=4) 

Therefore, John, on the knowledge side, has reach 5 of 9 points and should be certified 

with the skill of ‘serve food and drinks’. 

 

TESTING SKILLS 

In addition to knowledge, trainees are required to possess the appropriate behavior 

and qualities. In the context of practical skills, the employer can focus the following 

points when considering the certification: 

 Before the task: s/he can collect and prepare the right instruments that will need for 

do the task 

 Before the task: s/he can listen and understand the instruction from tutors or 

colleagues 

 During the task: s/he can perform the task 
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 During the task: s/he does the task in the requested times 

 During the task: s/he can compensate for mistakes and solve problems 

 After the task: s/he tidies up the work place correctly 

 After the task: s/he is able to organize the next tasks autonomously 

The employer observes John while he’s performing the skill required (serve food and 

drinks), and they notice that: 

- He’s not able to prepare the instruments he need for the task without help (N) 

- He can listen and understand instructions from other people (Y) 

- He performs the task (Y) 

- He can perform the task in the requested times (Y) 

- He’s able to compensate mistakes, where they are (Y) 

- After the task he tidies out correctly (Y) 

- He can’t organize next tasks without help (N) 

In this case we have Y=5 and N=2 for the behavior/practical skills combined with the 

knowledge score of Y=5 and N=4. The total is: Y=10 and N=6. Therefore, the employer 

or its representative can assign and certify to John the skill we called serve food and 

drinks. 

 

TESTING COMPETENCIES 

The definition given in the EQF system states that ‘a competence is the proven ability to 

use knowledge, skills and personal, social and/or methodological abilities, in work or study 

situations and in professional and personal development.’ In the context of the European 

Qualifications Framework, competence is described in terms of responsibility and 

autonomy.  

Competencies are not strictly related to one single task or skill, but are requirements to 

be able in performing every kind of task or skill. Even if competencies are more related to 

the personality than professional skills and knowledge, they often make the difference 

between a successful and a less successful worker. The competencies need a careful 

definition by the employer and partner organization / training provider, because often 

they are characteristics very high regarded by employers and can make the difference 

between getting a job or not. 

Usually there are some general competencies, which are valid in all kind of jobs as the 

following ones, who can be assessed with Y/N system, going on with the same principles: 

 Communicating well and clearly 
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 Understanding  and applying the basic job and relational rules 

 Arriving in time at work 

 Working both alone and in team 

 Adapting one’s behaviors to circumstances 

 Decision making skills 

 Being able in motivating, resolving mistakes. 

 

Returning to the example of John’s training as a waiter: 

 He’s able to communicate (Y) 

 He understand and applies the rules (Y) 

 Usually he isn’t on time (N) 

 When someone gives a task to him, he can work alone or in a team (Y) 

 He can adapt his behavior to circumstances (Y) 

 He can’t take his own responsibility (N) 

 He can’t motivate his decisions and mistakes (N) 

 To carry on hard works (Y) 

 To be available in performing humble tasks (Y) 

 

In this case we can assess them with the Y/N system but can’t do the sum of competencies 

in order to assess them or not, because, as we said above, to be on time and respecting 

rules, for example, are very important things, across every skills we consider and they are 

often characteristics highly regarded by employers themselves, more than one single 

ability. 

Coming back to John’s example, even if John is able to perform the required tasks but he 

is always late, the employer won’t want to give him a job because the company needs 

people on time for that kind of job, and John is never on time. 

Therefore, John needs more training on the basic competencies. 

So we can consider competencies as the same as practical skills and knowledge, but we 

have to consider that a lack in this area is more critical than a lack in the other areas, and 

therefore a focus on competencies as a critical area for development in all trainees is 

important.  
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11. Certification 

The certification process should be / is based on the evidence provided in the 

monthly review meetings, trainee workbook and a final review. If trainees 

demonstrate that they possess the skills, knowledge and competencies within the 

job description, they are provided with a certificate at the end of the training.  

If a trainee, for whatever reason, is not able to complete the full 320 hours of 

training, then they are provided with a certificate for the job skills, knowledge and 

competences that they have demonstrated, and these will be included on the 

certificate as evidence. 

 

For each knowledge, skill or competency the trainee needs to provide written 

description that they have performed that task and this should be countersigned 

by the employer. Where the skill has been demonstrated practically, the employer 

can note this and sign they are confident the trainee can perform that task.  

 

As an example, here is the process to certify the competency of working under 

pressure in a kitchen as a kitchen assistant: 

 

 

 

 

  

Competence of working 
under pressure

Trainee carried out 
multiple tasks in a busy 

lunchtime period

Written evidence in the 
trainee workbook

Discussed at monthly 
review meeting, counter 

signed by employer 

Competence is certified 
and move onto the next 

task 
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At the end of the training programme, a final monthly review meeting should take place 

between the employer and the trainee. At this meeting, the trainee presents the completed 

workbook as evidence that they have developed the skills, knowledge and competencies 

required for the job description.  

The employer countersigns each where they believe that the trainee has successfully 

performed that task. 

If there are any gaps in the skills, knowledge and competencies required for the job then 

the employer identifies these and discusses whether the trainee can demonstrate, perhaps 

from outside of the workplace, in order to complete the evidence and to support the non-

formal learning methodology. 

Once the employer and the trainee agree that the trainee has achieved a certain level of 

skills, knowledge and competence, he/she 

signs the workbook as complete and pass this to the partner for review. The training 

provider / organizer checks if the documentation in fact supports the conclusions, the 

procedures, recommendation of the training model have been perfomed and   

then issues a certificate, signed by the partner legal representative and the employer.  

A template certificate is provided in appendix 10. 

 

Certification for trainees who part complete the training programme 

It is possible to receive certification of skills, even if trainees do not complete the full 320 

hour training programme, for whatever reason.  

The trainee receives a certificate when they/the employer terminates the training with the 

completed skills, knowledge and competencies to date included.  
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13. Appendices (used with trainers / employers) 

When partner organisation / training provider finds organisations willing to participate in 
the training, their representative should fill in the following form: 

 

Trainer Participation Form  

For Internal Use Only  Partner 

check: 

[name] 

Reference number:   Date  [Date |  

 

Company Information  

Name of organisation  

 Company registration  

Company address 
 

Main contact person (name)  

Job title   

Main contact e-mail  

Main contact phone  

Size of organisation  

Main Industry/Sector   

Has the company worked 

with/employed ex-offenders 

before? 

 

 Would you be willing to employ    

the ex-offenders in the future?   

(Subject to meeting eligibility 

criteria) 

 

Job information  

(area where a help is necessary 

in the organization) 

 

Job title/Area 1.  

Job title/Area  2.  

Job title/Area  3. 

A person responsible for the 

trainee within the organisation 
 

Contact phone  

Contact e-mail  

Signed  

 Signature  
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 Printed name  

 Date  

 
 

 

When organisations, companies, enterprises, etc. are identified, an agreement should be signed 
to state their intent to participate in the training and accept the conditions related to this. 

Trainer Agreement   

[Printed on Company letterhead] 

 

I [name and surname], legal representative/employee of [name of company] 

declare that I agree to participate in the European project 

‘Innovative ways of including low qualified ex offenders and ex 

prisoners to labour market’ (INforEX), Erasmus+ project No. 2016-1-

LT01-KA204-023242 and I am aware of the aims and activities of the 

project. 

 

As part of the implementation of the project I commit to:  

 Take part in 5 days training (40 hours) to understand the 

project requirements and training programme for ex-

offenders 

 Take on up to two ex prisoners/ex offenders and organise 

for them 320 hours (5 months) of work in my company 

 Agree to evaluate the effectiveness of the training and 

programme, according to the guidelines given by the 

project partners 

 To organise regular meetings with the trainee to help with 

issues raised, reflect on his/her work 

 Regular contact with the project partner on the progress of 

the beneficiary and to raise any problems or concerns if 

necessary 

 

Signature: 

 

 

 

Printed Name: 
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Job title: 

 

 

Date : 

 

 

 

After the selection process (with the help of prison representatives, Probation officers, 
etc.), identification of the possible suitable areas of work for the trainee and matching 
with the specific job description, the trainee fills in the participation form (or a partner 
organisation helps him to fill it in). 

14. Appendices (used with final beneficiaries) 

 

Trainee Participation Form  

For Internal Use Only  Partner 

check: 

[name] 

Reference number:   Date  [Date]  

 

Trainee Personal Information  

Full name   

 Date of Birth __ __ / __ __ / __ __  

Gender  Male / Female / Other / Prefer not to say  

Home address 
 

E-mail  

Phone  

Served a prison sentence or 

community sentence 
Prison / Community  

Length of sentence  

 Highest level of qualification  

Previous work experience (tick 

next to the suitable answer) 
 

 No prior work experience  

 0-12 months 

 1-3 years 

3 years or above 

Where have you worked before?  

Where would you like to work?  

Do you have access to 

transport? If so, what? 
 

Please indicate here any 

disabilities 
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Signed  

 Signature 

 
 

 Printed name  

 Date  

 
 

 

 

 

Trainee Agreement   

 

 

I [name and surname], declare that I agree to participate in the European 

project ‘Innovative ways of including low qualified ex offenders and 

ex prisoners to labour market’ (INforEX), Erasmus+ project No. 2016-1-

LT01-KA204-023242 and I am aware of the aims and activities of the 

project. 

 

As part of the project I commit to:  

 Taking part in up to 320 hours (5 months) of work based 

training  

 Agree to co-operate effectively with the project partners 

and employers of the programme  

 Agree to abide by the employers terms and conditions  

 Agree to evaluate the effectiveness of my training and 

development, according to the guidelines given by the 

project partners 

 To keep a good record of attendance and documentation 

up to date 
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 Have regular contact with the project partner on the my 

progress and to raise any issues or concerns I have with the 

project partners  

 

Signature: 

 

 

 

Printed Name: 

 

 

Address: 

 

 

Date : 
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Trainee Record of Attendance  

Please complete this record of attendance to log your punctuality and attendance. As the trainee, 
you will need to fill out the sections and ask your trainer to counter sign on each day.  You can 
copy the empty document as many time as necessary. 

 

Trainee Information  

Name   

 Employer  

Job title  

  

Week Day     Time start  Time finish  Trainee sign  Employer sign  Total hours 

1 1      

1 2      

 1 3      

1 4      

1 5      

2 1      

2 2      

2 3      

2 4      

2 5      

3 1      

3 2      

3 3      

3 4      

3 5      

4 1      

4 2      

4 3      

4 4      

4 5      

5 1      

5 2      

5 3      

5 4      

5 5      



46 

 

 

Employer Monthly Progress Report to Partners 

Month: ____________________________ 

Company Information  

 Organisation Name    

  Contact name  

 Contact email  

 Contact phone   

Trainee Information 

 Name   

 Job title   

Report Update 

Please comment on your 

satisfaction with the following: 
 

                  Trainee’s Attendance  

Trainee’s Behavior  

Trainee’s Progress (thinking of 

particular knowledge, skills and 

competence the trainee has 

demonstrated) 

 

 

 

 

 

Are there any issues or concerns you 

would like to raise? 

 

 

Are there any reasons to believe 

that the trainee may not 

successfully complete the training? 

 

 

Any other comments? 

 

 

 

Signed  

 Signature 

 
 

 Printed name  

 Date  
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Weekly Progress Form 

Date of week: ______________________  

 

Trainee Details   

 Name   

 Job title   

Trainee Information 

 Organisation Name    

 Contact name  

Weekly Report Update 

Please list 3 skills you have learnt this 

week (refer to the job description in 

your workbook) 

 

1. ________________________________________ 

 

2. ________________________________________ 

 

3. ________________________________________ 

 

 Please list 3 examples of  knowledge 

you have gained  (refer to the job 

description in your workbook) 

 

1. ________________________________________ 

 

2. ________________________________________ 

 

3. ________________________________________ 

 

Please indicate 3 competencies 

you have demonstrated this week? 

(refer to the job description in your 

workbook) 

 

1. ________________________________________ 

 

2. ________________________________________ 

 

3. ________________________________________ 

 

Description of the activities 

performed this week (in detail) 

 

 

 

 

 

 

Review of attendance this week  Excellent 

 Good 

 Poor 

Have there been any barriers or 

issues this week? 
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Are there any key achievements 

that you would like to celebrate this 

week? 

 

Any other comments? 

 

 

 

Signed  

 Signature (trainee) 

 
 

 Signature (employer)  

 Date 
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Monthly review meeting Form 

Month: ______________________  

 

Trainee Details   

 Name   

 Job title   

Trainee Information 

 Organisation Name    

 Contact name  

Monthly review (review of progress to date against the set of skills, knowledge 

and competencies outlined in the job description) 

Skills YES / NO 

1. Working with machinery   

  

  

  

 Knowledge  

1. Understanding the safety 

procedure to operate machinery 
 

  

  

  

Competencies  

1. Ability to work successfully in a 

team 
 

  

  

  

Review of attendance this month  Excellent 

 Good 

 Poor 

  

Have there been any barriers or 

issues this month? 

 

 

Key objectives/areas to work on 

next month: 

 

 

Any other comments? 
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Signed  

 Signature (trainee) 

 
 

 Signature (employer)  

 Date 
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The certificate is awarded to the employers after the completion of 40 hrs training. 

Certificate for trainers 

 

 

INFOREX TRAINING PROGRAMME 

 

CERTIFICATE FOR TRAINERS 
 

 

This certificate hereby certifies that: 

 

 

………………………………………………………………… 

 

successfully completed 40 hours of training during the period  

 

……………………. to ………………... 

 

The training took place at  

 

………………………………………….. 

 

During the training, they actively took part in workshops and sessions that enable them 

to deliver 320 hours of work based training to ex-offenders at their employers premises. 

 

 

This certificate is awarded by …….………..on behalf of the INFOREX Erasmus+ project 

 

 

 

 

Signed   ………………………………………… 

 

 

 

 

Date    ……………………………………….. 

 

 

 

(insert company logo) 

 

 

 

 

 

 

 

 

Please note that the certificate should list skills, knowledge and comptences 

that the trainee has accumulated during the period of his / her training. 
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The same certificate is given to trainees who have not completed the whole 

training but still managed to learn certain skills. 

 

Certificate for trainees 

 

 

INFOREX TRAINING PROGRAMME 

 

CERTIFICATE FOR TRAINEES 
 

This certificate hereby certifies that: 

 

 

………………………………………………………………… 

 

successfully completed training during the period  

 

…………………. to ………………... 

 

The training took place at  

 

………………………………………….. 

 

During the training they performed they gained the following knowledge, skills and 

competencies: 

 

- Knowledge of Gastronomy’s Elements 

- Choose Right Ingredients 

- Make a Recipe 

- Check Orders 

- Preserve Foods 

- Weight out Ingredients 

- Choose Right Ingredients 

- Use Cooking Equipments 

- Apply Hygiene and Safety Rules 

 

 

This certificate is awarded by the following organisations on behalf of the INFOREX 

Erasmus+ project 

 

 

Signed (employer)   ………………………           Signed (partner) ……………………….… 

 

Name (employer)    ………………………           Name (partner)    ……………………… 

 

Date                          ………………………            Date                    …………………………. 

    

 

(insert company logo) 
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EQF Framework 

Descriptors defining levels in the European Qualifications Framework (EQF) 

 Each of the 8 levels is defined by a set of descriptors indicating the learning outcomes relevant to qualifications at that level in any system of 
qualifications 

EQF Level Knowledge Skills Competence 

  
In the context of EQF, knowledge is 
described as theoretical and/or factual. 

In the context of EQF, skills are described as 

cognitive (involving the use of logical, intuitive and 
creative thinking), and 

practical (involving manual dexterity and the use of 
methods, materials, tools and instruments) 

In the context of EQF, competence is described in terms 
of responsibility and autonomy. 

Level 1 Basic general knowledge Basic skills required to carry out simple tasks 
Work or study under direct supervision in a structured 
context 

Level 2 
Basic factual knowledge of a field of 
work or study 

Basic cognitive and practical skills required to use 
relevant information in order to carry out tasks and 
to solve routine problems using simple rules and 
tools 

Work or study under supervision with some autonomy 

Level 3 
Knowledge of facts, principles, 
processes and general concepts, in a 
field of work or study 

A range of cognitive and practical skills required to 
accomplish tasks and solve problems by selecting and 
applying basic methods, tools, materials and 
information 

Take responsibility for completion of tasks in work or 
study; adapt own behaviour to circumstances in solving 
problems 

Level 4 
Factual and theoretical knowledge in 
broad contexts within a field of work or 
study 

A range of cognitive and practical skills required to 
generate solutions to specific problems in a field of 
work or study 

Exercise self-management within the guidelines of work 
or study contexts that are usually predictable, but are 
subject to change; supervise the routine work of others, 
taking some responsibility for the evaluation and 
improvement of work or study activities 

Level 5[1] 
Comprehensive, specialised, factual and 
theoretical knowledge within a field of 
work or study and an awareness of the 

A comprehensive range of cognitive and practical 
skills required to develop creative solutions to 
abstract problems 

Exercise management and supervision in contexts of 
work or study activities where there is unpredictable 
change; review and develop performance of self and 
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boundaries of that knowledge others 

Level 6[2] 

Advanced knowledge of a field of work 
or study, involving a critical 
understanding of theories and 
principles 

Advanced skills, demonstrating mastery and 
innovation, required to solve complex and 
unpredictable problems in a specialised field of work 
or study 

Manage complex technical or professional activities or 
projects, taking responsibility for decision-making in 
unpredictable work or study contexts; take 
responsibility for managing professional development of 
individuals and groups 

Level 7[3] 

Highly specialised knowledge, some of 
which is at the forefront of knowledge 
in a field of work or study, as the basis 
for original thinking and/or research 

Critical awareness of knowledge issues 
in a field and at the interface between 
different fields 

Specialised problem-solving skills required in 
research and/or innovation in order to develop new 
knowledge and procedures and to integrate 
knowledge from different fields 

Manage and transform work or study contexts that are 
complex, unpredictable and require new strategic 
approaches; take responsibility for contributing to 
professional knowledge and practice and/or for 
reviewing the strategic performance of teams 

Level 8[4] 
Knowledge at the most advanced 
frontier of a field of work or study and 
at the interface between fields 

The most advanced and specialised skills and 
techniques, including synthesis and evaluation, 
required to solve critical problems in research and/or 
innovation and to extend and redefine existing 
knowledge or professional practice 

Demonstrate substantial authority, innovation, 
autonomy, scholarly and professional integrity and 
sustained commitment to the development of new 
ideas or processes at the forefront of work or study 
contexts including research 

 

 

 

 

 

 

 


