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Introduction 
The professional knowledge and skills base is defined as being the set of skills and knowledge that an individual, whatever his job or professional sector, must master to 
be considered employable and to gain access to vocational training. 
It is has been granted legally registered certification on the inventory, and applies to all elements of vocational training, including the CPF (Personal Training Account). 
This certification relies on the terms of reference based on work carried out within COPANEF (National Inter-Branch Joint Committee for Employment and Vocational 
Training) by COC (Monitoring and Certification Committee), and applies to: 

• Article 160 of the ANI (Interprofessional National Agreement) of 5 October 2009, which states that the COC is to promote the definition of a skills base; 
• the appendix of 14 December 2013 to Article 12 of the ANI on training, which explains that the COC is to be responsible for defining the professional skills base 

before the end of the first half of 2014. It is also responsible for specifying the methods of delivering a certificate relating to the professional skills base as registered 
on the inventory; 

• Law No. 2014-288 of 5 March 2014, concerning vocational training, employment and social democracy, which stipulates that training courses eligible for the 
Personal Training Account are those which enable the acquisition of the knowledge and skills base, as defined by decree. 

The professional knowledge and skills base covers the following seven issues: 
1. communicating in French; 
2. using the basic rules of calculation and mathematical reasoning; 
3. using normal information and numerical communication techniques; 
4. the ability to work within the rules laid down by a working team; 
5. the ability to work autonomously, and to achieve an individual objective; 
6. the ability to undertake lifelong learning; 
7. the mastery of movements and positions, and respect for elementary health, safety and environmental rules. 

 
Main characteristics 
The professional knowledge and skills base is universal and generic. 
To validate the base, all seven of the knowledge and skills elements listed in the terms of reference must eventually be fully - and not partially - mastered by an individual, 
whatever his job or professional sector. 
By allowing him to reach the first level of professional skills, it promotes employability and access to vocational training. 
Those who are implementing the present base are invited to set up methodologies for the accreditation of prior learning and positioning, which will promote individual, 
modular paths, and so will allow each individual to take the training course best suited to help him attain the other elements of this knowledge base. 
Its content, as suggested by RCCSP (Terms of Reference for Key Skills in Professional Situations) developed by ANCLI (National Agency for the Struggle Against Illiteracy), 
were written in such a way that every branch and every professional domain can use the relevant adaptation and contextualisation with regard to the job concerned, or to 
the individual's professional environment. However, this necessary contextualisation work may not result in the modification of the contents of the knowledge base by 
adding or removing any element. 
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ELEMENT 1. COMMUNICATING IN FRENCH 

Anticipated results, observable and/or quantifiable  Evaluation criteria 

Listening and understanding  

 

Paying attention to what is being said. 

 

Knowing how to ask a question to aid understanding. 

 

 

 

Spoken remarks should be correctly rephrased (without repeating them word 

for word). 

 

Questions asked should elicit further information, useful for better 

understanding.  

 

 

Oral expression 

 

Explaining a subject by using the appropriate professional vocabulary. 

 

Answering a question which arises from a simple demonstration. 

 

 

 

Expressing a point of view and discussing it constructively. 

 

 

 

 

The appropriate professional vocabulary should be used to explain the subject. 

 

The answers to questions on a simple presentation should be correct; the type 

of language used appropriate; the meaning of the answer should be accurate, 

and should refer to the question asked. 

 

In a discussion, the argument should be well constructed (with suitable selection 

and ordering of the argument); communication techniques should be mastered: 

listening, reformulating, following up, questioning. 

  

Reading 

Reading and understanding a normal professional document (letter, 

instructions, notes, etc). 

 

Identifying the nature and purpose of a document. 

 

Verifying the accuracy of the information in a document, as compared with the 

original document. 

 

Using information in a double entry table. 

 

 

 

 

After reading a professional document, the information it contains should be 

understood. 

 

The nature and the function of each document should be correctly identified. 

 

Any anomalies between the original and the revised document should be noted. 

 

 

The answers given to questions concerning the reading and understanding of a 

double entry table should be correct. 

The information contained in a double entry table should be correctly used. 
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Writing 

 

Producing a message, respecting the construction of a simple sentence. 

 

 

Making a written report which reflects the topic concerned (completing a 

simple form, etc). 

 

 

Making a written list of any anomalies in a professional document. 

 

 

Capturing the gist of a message by taking notes. 

 

 

Writing a message, using professional vocabulary. 

 

 

Giving a written description of a professional situation, object or problem. 

 

 

 

 

The written construction of a message should respect the syntax (subject, verb, 

object) of a simple sentence. 

 

A report or simple form should be correctly completed, in accordance with its 

fixed objective. 

 

 

Anomalies within a professional document should be noted and shown as such 

in writing. 

 

The essentials of an orally transmitted message should be correctly committed 

to paper. 

 

The professional vocabulary used should correspond exactly to the professional 

situation. 

 

A written presentation of a professional situation, subject or problem should be 

expressed in simple terms, in a complete and comprehensible description, using 

correct spelling and grammar. 

 

Describing - Expressing 

 

Passing on information or instructions, using the appropriate vocabulary. 

 

 

Orally describing a professional situation, object or problem. 

 

Repeating information and instructions. 

 

 

Information or instructions should be passed on without being modified or re-

interpreted, using the appropriate vocabulary. 

 

The oral description of a professional situation, object or simple problem should 

be comprehensible and correctly constructed, using the appropriate vocabulary. 

 

Information and instructions should be correctly repeated. 
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ELEMENT 2: USING THE BASIC RULES OF CALCULATION AND MATHEMATICAL REASONING;  

Anticipated results, observable and/or quantifiable   Evaluation criteria 

Being familiar with the 
world of numbers 

 

Making a simple calculation mentally or using a calculator 

 

 

Counting, adding. 

 

 

Comparing, grouping, classifying. 

 

Estimating the order of size. 

 

Using elementary mental arithmetic techniques. 

 

 

Checking the consistency of the results obtained. 

 

 

 

Carrying out a simple proportional calculation. 

 

 

The results of a simple calculation carried out mentally or using a calculator 

should be correct. 

 

In a group of objects of variable type and quantity, the precise number of objects 

in each category is shown. 

 

A list of numbers shown in increasing or decreasing order should be correct. 

 

Examples in order of size should be understood and explained. 

 

Elementary mental arithmetic techniques should be used to carry out simple 

calculations and gain correct results. 

 

The results obtained should be logical in the context of the calculation, the 

original data and the context. The consistency of the results obtained should be 

verified. 

 

Proportionality (proportional size, the coefficient of proportionality) should be 

understood and applied in the context of a simple calculation. 

 

Problem-solving using one 
or more operations 

 

Problem-solving using, indiscriminately: 

- the four methods; 

- by combining the methods; 

- the “Rule of Three” (a form of cross-multiplication) 

 

 

Understanding and using percentages. 

 

 

The reasoning chosen to solve a problem uses one or more methods: addition, 

subtraction, division and/or multiplication as well as the Rule of Three. 

The calculation used should produce the correct result. 

 

 

 

The identification of a percentage and its meaning should be mastered; its use in 

calculations should be appropriate. The result should be correct. 

 

Reading and calculating 
units of measurement, 

time and quantity 

 

Using units of time. 

 

 

Reading and understanding a working schedule. 

 

Telling the time on a digital or analogue clock should be correct, and calculations 

(duration, conversion) should be precise. 

 

A working schedule should be read and understood.  
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Telling the time correctly. 

 

Using units of measurement as well as measuring instruments.  

 

 

 

 

Using and understanding tables, diagrams and graphs.  

 

 

 

Identifying errors.  

 

 

Making simple calculations of perimeter, surface and volume. 

 

 

 

Hours (eg of work) should be correctly transferred to forms or schedules.  

 

The three units of measurement (length, mass, volume) as well as their 

associated measuring instruments should be correctly identified. The placing of 

units of measurement in a conversion table should be correct; the conversions 

made should be precise. 

 

The direction of reading tables, diagrams, or graphs should be correctly 

identified; the meaning of the data should be understood. Answers to questions 

on these representations should be correct. 

 

Any errors should be noted and distinguished, according to their type (errors in 

entering units, operations, results, importance of the data, representation). 

 

Simple calculations of perimeters, surface and volume should be accurate. 

 

Being familiar with charts 

 

 

Reading a plan, a map or a diagram and extracting useful information from it. 

 

 

The answers to the questions arising from the reading and understanding of a 

plan, a map or a diagram should be correct. Any useful information should be 

extracted from them. 

 
 
 

Orally render 
mathematical reasoning 

 

Rephrasing a calculation made by somebody else. 

 

 

 

Passing on calculations, or calculations to be made. 

 
 
Using basic mathematical language. 

 

 

 

 

The reformulation of a calculation made by someone else should be carried out 

and should present the various stages of this calculation by reviewing the 

explanations given without re-interpreting or modifying them. 

 

Calculations to be passed on or made should be orally expressed in clear and 

accurate terms. 

 

Basic mathematical language should be understood and used in an appropriate 

way. 
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ELEMENT 3: USING NORMAL INFORMATION AND NUMERICAL COMMUNICATION TECHNIQUES 
  

Anticipated results, observable and/or quantifiable    Evaluation criteria 

Know the place and basic 
functions of a computer 

 

Identifying and naming the various elements of computers in the 

workplace: digital machines, computer alarm systems, etc. 

 

 

Starting up a computer, using a keyboard and a mouse. 

 

 

 

 

Accessing the basic functions: word processing, e-mail, internet browsing. 

 

 

The various items of computer hardware in the working environment should be 

identified and named. The different basic elements of the IT workstation should be 

identified and their functions described. 

 

The computer should be correctly started up. The mouse should be correctly used 

for each of its different functions (pointing, selecting, confirming, dragging and 

dropping). The keyboard and mouse should be correctly used for their respective 

functions. 

 

The basic features of the word processor, e-mail and internet browsing should be 

identified and used. 

Entering and formatting 
text 

Managing documents 

 

Understanding the structure of the document. 

 

Entering and amending a simple text. 

 

 

 

 

Creating, saving and moving simple files. 

 

 

Completing a numerical form. 

 

Knowing how to print a document. 

 

 

 

The structure of the document should be identified and understood. 

 

A simple text should be entered correctly with regard to upper/lower case letters, 

accents, figures and paragraphs. 

Amendments should be correctly made (insertions, deletions, copy/paste 

operations, formatting characters). 

 

Existing or new simple files should be correctly opened. They should be saved and 

placed in a consistent directory. 

 

The digital form should be correctly completed and registered. 

 

The printer should be identified; printing parameters should be adjusted to meet 

the requirements; the document should be correctly printed. 

 

Being familiar with the 
Internet and carrying out a 

Web search 

 

Using a browser to access the Internet. 

 

Being familiar with a web page. 

 

 

Using a search engine. 

 

The Internet browser should be opened and used correctly. 

 

Hypertext links and interactive zones in a web page should be correctly identified. 

 

 

The search engine should be correctly launched and used. 
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Making a request. 

 

 

Analysing the type of sites suggested by the search engine. 

 

 

Recording the information. 

 

 

Knowing how to find on-line services. 

 

 

Identifying practical or informative information sites relating to the 

professional environment. 

 

 

Keywords connected to the research theme should be used. The relevance of the 

information obtained should be evaluated. The request should be re-evaluated if 

necessary. 

 

The type (commercial, personal, institutional) of the sites proposed by the search 

engine should be correctly identified, understood and clarified. 

 

The selection, copying and saving of an image, a text or a document is correctly 

carried out. 

 

Appropriate on-line services should be identified. The relevance of the on-line 

service located should be evaluated. 

 

Practical sites or information relating to the professional environment should be 

identified and located 

 

Using the e-mail client 
function 

 

Using and managing an e-mail client and a contact list. 

 

 

 

 

Opening and closing e-mail or an attachment. 

 

Creating, writing and sending e-mail. 

 

 

Opening and attaching documents. 

 

 

 

Successfully connecting to and disconnecting from an e-mail client. The different 

mailbox files should be identified and understood (Inbox, Outbox, Sent, Deleted, 

Drafts, Trash, Spam). Finding contacts and creating new contacts should be 

correctly managed. 

 

An e-mail or attachment should be opened, read, then closed. 

 

A new message or the answer to a message should be correctly sent to one or 

more recipients. The message content should be correctly entered. 

 

An attachment received should be correctly opened. An attachment to be sent 

should be located and correctly attached to the message. 
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ELEMENT 4: THE ABILITY TO WORK WITHIN THE RULES LAID DOWN BY A WORKING TEAM   

Anticipated results, observable and/or quantifiable     Evaluation criteria 

Respecting the rules of 
life in society 

 

Identifying and applying rules (internal rules, procedures).  

 

 

 

Respecting schedules, working patterns. 

 

 

Putting the principles of politeness and respect for others into practice. 

 

Dressing to suit the occupation and the professional context. 

 

 

 

The rules involved should be identified and applied. Their rewording should meet 

expectations. 

 

Schedules and working patterns should be identified and respected. In the case 

of unexpected events, or the inability to meet them, a clear explanation should 

be given. 

 

The basic forms of politeness and good manners should be used. 

 

Working clothes should comply with health and safety regulations and should be 

suitable for the professional environment concerned. 

 

Working in a team 

 

Understanding the purpose of each group member's contribution. 

 

 

Carrying out activities in the awareness of their impact on the team. 

 

 

Each team member's activities should be identified and could be explained. 

 

The impact of each individual action on the team's activities should be identified, 

and should be appropriate. 

 

Contributing to a group 

 

Considering different points of view. 

 

Making a helpful contribution to the group, within the context of the task in hand. 

 

Getting involved in practical actions. 

 

 

Different points of view should be taken into account; their rewording proves it. 

 

The task's objectives should be integrated and shared. Each individual 

contribution should add to the anticipated joint results. 

 

Visible, measurable and quantifiable actions should be described and checked. 

Communicating 

 

Understanding other people's boundaries and position in the professional universe 

(colleagues, superiors, customers). 

 

 

Communicating, taking other people into account. 

 

 

 

 

The working context and its environment should be identified and clarified. 

Other people (colleagues, superiors, internal and external clients) should be 

identified according to their posts and tasks. 

 

Written and oral expression should be appropriate to the different people 

involved. 
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Absorbing and passing on the information and instructions necessary for the task. 

 

Rewritten information or records necessary for the activity should be understood 

and rephrased in an appropriate manner. 

 

 

ELEMENT 5: THE ABILITY TO WORK AUTONOMOUSLY, AND TO ACHIEVE AN INDIVIDUAL OBJECTIVE  

Anticipated results, observable and/or quantifiable     Evaluation criteria 

Understanding the 
working 

environment 

 

Analysing simple situations, relationships and the working environment 

 

 

Asking for help. 

 

 

Looking for, handling and passing on simple technical information. 

 

 

The nature of the working environment should be clearly explained. 

The analysis of situations should be relevant and complete. 
  

The people to be consulted should be identified, and should be used advisedly.  

 

 

All necessary information should be sought and found; the choice of the 

information handled should be appropriate. 

Messages should be clearly and accurately passed on. 

All relevant information should be passed on.  

Meeting individual 
objectives 

in the context of a simple 
activity 

or project 

 

Getting an activity under way: 

- organising a schedule and planning the activity; 

- identifying the main stages and the appropriate working methods to be 

used; 

- identifying the principal priorities, constraints and difficulties; 

- consulting those who can help. 

 

Presenting the results of the activity. 

 

 

The required objectives should be relevant. 
 
The action plan should be clear and realistic, and the deadline should be 
appropriate. 
 
The approach should be chosen to suit the type of activity or project. 
 
Any everyday difficulties should be correctly defined. 
 
The activity or project should be completed and a successful outcome reached, or 
any failures explained.  

Taking the initiative 
and proposing solutions 

 

 

Looking for information, consulting those who can help. 

 

 

Dealing with an unforeseen situation: 

- identifying a simple problem (malfunction); 

 
Information useful to the activity should be sought. Those who can help should be 
involved. Malfunctions or simple errors, if unforeseen, should be correctly 
identified, explained and corrected. 
 
Everyday problems should be identified, analysed and solved within the appropriate 
deadlines. Appropriate action should be taken (advise the right person, correct the 
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- establishing a solution which is suited to the situation. 

 

 Proposing improvements in the field of activity. 

 

malfunction). 
 

The possible areas of improvement should be identified. 
Practical improvements should be made to the activity. 

 
 

 

 

ELEMENT 6: THE ABILITY TO UNDERTAKE LIFELONG LEARNING  

Anticipated results, observable and/or quantifiable     Evaluation criteria 

Gaining experience and 
drawing appropriate 

lessons 

 

Identifying main assets, whether acquired formally or informally, and areas of 

improvement. 

 

Understanding the need for learning. 

 

 

Illustrating key points by positive achievements 

 

Creating and updating a CV. 

 

 

 

Formulating a realistic career objective. 

 

Assets and areas of improvement should be identified. 

 

 

The initiative's added value and the objective aimed at in this training process should be 

clearly understood and included. 

 

Key points should be identified and illustrated with practical demonstrations. 

 

The CV should be completed in line with a non-exhaustive list of pre-required 

information (professional and personal); additional information can be added as 

appropriate and it should be constantly updated. 

 

The career objective should be established. It should be consistent with the personal 

profile. 

 

Maintaining curiosity and 
eagerness to learn in the 

professional area 

 

Looking for available information sources within the professional 

environment. 

 

Inquiring about the activities and skills required to meet the career objective. 

 

 

 

A list of suitable websites should be produced, relevant to the project. Physical places 

and helpful people should be identified. 

 

Information relevant to the career objective should be identified and selected. The 

contact details of possible associates should be listed to establish an action plan: 

practical activities to be undertaken. 

 

 
 
 

Optimising training 
conditions 

 
(from theory to 

 

Making the link between training and professional objectives. 

 

 

 

 

The application of training in professional practices should be illustrated by practical 

examples. 

The possible need for training in connection with career objectives should be identified. 
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professional practice) 
 

Setting quality requirements. 

 

Concentrating over a period of time and stimulating the memory (knowing 

ways of helping with this). 

 

Identifying progress and knowledge gained 

 

The methods of attaining quality requirements should be understood and expressed. 

 

The rewording of a text, after listening to it, should show that the text has been fully 

understood and the key points identified. 

 

An inventory should retrace the route taken since the starting point, the knowledge and 

skills acquired to date and the remaining steps to be taken. Practical examples should 

be supplied. 

 

ELEMENT 7: THE MASTERY OF MOVEMENTS AND POSITIONS, AND RESPECT FOR ELEMENTARY HEALTH, 
SAFETY AND ENVIRONMENTAL RULES 

 

\Anticipated results, observable and/or quantifiable     Evaluation criteria 

Respecting health, safety 
and environmental rules; a 

quality process 

 

Knowing and explaining safety instructions and pictograms. 

 

 

Applying regulations or procedures relating to health, safety, quality and the 

environment. 

 

Applying safety regulations whenever necessary. 

 

 

Safety instructions should be known and understood. Safety pictograms should 

be pointed out, according to their meaning. 

 

Rules and procedures to be respected in the workplace relating to health, safety, 

quality and the environment should be known. 

 

Attitude and behaviour should be consistently appropriate. 

Having the right 
movements and reflexes, 

so as to avoid risks  

 

Mastering the automatic movements of the job. 

 

 

Adopting the movements and positions appropriate to different situations, to 

avoid discomfort and save straining the body. 

 

 

Protecting the body with the appropriate equipment, and in accordance with 

the rules in force. 

 

Knowing and applying the rules for moving loads. 

 

Identifying any malfunction in the area of activity, as well as associated risks, if 

necessary. 

 

 

The sequence of movements should be respected, and their description should 

comply with expectations. 

 

Movements and positions to be adopted should be known and followed, 

according to each situation, including the moving of loads. Risks and their physical 

consequences should be known. 

 

Protective equipment should be identified. Its use should be justified and in 

compliance with the rules in force. 

 

 

 

Malfunctions within the realm of activity should be observed and the risks 

incurred known. 
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Alert others who may be affected by malfunctions and associated risks. Those to be alerted in the case of malfunctions and risks observed should be 

identified.  

 The warning reflex should be developed. 

 

Being able to offer first aid 

 

Learn first aid 

 

 

Reacting to a dangerous situation in an appropriate way. 

 

 

Identifying the right person to alert in to most common situations. 

 

 

 

The different first aid procedures should be followed in typical situations. 

 

 

Dangerous situations relating to an activity should be identified, and the 

description of the procedures to be followed is appropriate. 

 

The most common situations should be listed. The appropriate person to alert 

should be identified and contacted. 

Contributing to 
environmental protection 

 and energy saving 

 

Applying the rules of waste management. 

Respecting the elementary rules of recycling. 

 

Making the best use of installations and equipment in terms of energy saving. 

 

 

Choosing and using everyday products (stationery, maintenance) in an 

appropriate way. 

 

Suggesting actions likely to contribute to sustainable development. 

 

 

 

The instructions required for an activity, relating to waste management and 

recycling, should be known and applied. 

 

Energy saving sources for equipment / installations relating to an activity should 

be known. The attitudes and behaviour expected should be observed. 

 

Products in current use should be identified, chosen and their use adopted. 

 

 

Examples of activities which benefit sustainable development should be given 

and justified. 

 

Traduction du français en anglais effectuée  
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