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Summary of the Project and Introduction 

SMEs represent 99% of all entrepreneurs, provide approximately 70% of all jobs and 
create around 80% of all new jobs. The further development of SMEs is severely lim-
ited by a large, growing shortage of entrepreneurs, managers and skilled workforce. 
By 2030, the number of younger workers will decrease by as much as 25% in most 
member states. In addition to the quantitative problems, there are increasingly quali-
tative bottlenecks due to increasing, dynamically changing qualification requirements. 

In Germany, the dual vocational training proved itself to be of high value. In the par-
ticipating countries Poland, Lithuania, Latvia and Estonia, vocational training takes 
mostly place with complementary internships in companies. The participation in voca-
tional training is very low, the qualifications achieved are insufficient and the unem-
ployment rate is very high. Particularly in these countries with a predominantly 
school-based vocational training, the relevant skills and competencies must be signif-
icantly improved, and high-quality quality must be achieved. According to a survey 
96% of companies in Lithuania demand better practical and 74% better theoretical 
skills and abilities. 
In all the countries participating project countries, the participation in further training 
as well as the skills and competences conveyed therewith must strongly improve. Ac-
cording to EU's objectives, at least 15% of adults should participate in lifelong learn-
ing each year. This ratio was significantly exceeded by up to 29% in Scandinavian 
countries in 2016, compared with only 3.7% (PL) to 8.4% (DE) in the project coun-
tries. 
While there are solid vocational and inter-company training capacities in Germany, 
there is inadequate capacity in vocational education and training in the other partici-
pating countries.  Vocational schools and companies have no or little experience with 
dual vocational training, as well as with inter-company training or work-based learn-
ing.  
Against this backdrop, the project pursues the ambitious objectives of further devel-
oping future vocational training systems, improving qualifications, enhancing the at-
tractiveness of vocational education and training, and reducing the growing deficits of 
qualified skilled workers. 
The project is carried out by seven partners from Germany, Poland, Lithuania, Latvia 
and Estonia. The internationally active Lead Partner is particularly experienced in the 
training and support of SMEs as well as in the implementation of complex educa-
tional projects. Partners are three experienced vocational training centres and three 
chambers, which are responsible for vocational training and operate own inter-com-
pany training centres. 

The project is structured by seven work packages with the following main activities: 
1. Project management and implementation of six workshops and two international
multiple Events.
2. Development, establishment and operation of an industry-specific competence
centre with the realization of a dual vocational training in a country with previously
school education and preparation for implementations in two other countries.
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3. Development and implementation of further training for vocational school teachers,
for the implementation of dual training as well as training of instructors for a techni-
cian training.
4. Adaptation and implementation of training for trainers in SMEs in countries with
mainly vocational training to create supervisors for the training on the spot.
5. Development and implementation of a further training as a technician within the
framework of a dual training of two years with the possibility to allow for a following
study course at vocational colleges/polytechnics.
6. Development and coordination of concepts for the realization of dual bachelor
courses, combining a dual vocational training with a Bologna-compliant study course,
as well as realization plans for the expansion of the two-stage industry-specific com-
petence centres into a three-level system of vocational education (training, further ed-
ucation, study).
7. Transfer of the project results to 68 chambers and universities from 13 countries,
which are involved as associated project partners in the project implementation and
receive sustainable implementation advice, as well as implementation of further dis-
semination activities.

The following actions were planned in the application the project: 
a) development and coordination of curricula, teaching materials, examination regula-
tions etc. for the two-year technician training
b) qualification of teachers for technical training (see Output O2).
c) tests and evaluations of the two-year training in one country with 20 participants
d) on the basis of the evaluation results curriculum, teaching materials, examination
regulations, etc. which will be revised and completed application notes and recom-
mendations for future uses will be developed.
e) transfers and implementations.

The curriculum was developed according to the application, the chosen training 
course was the training as a construction technician. The curriculum consists of four 
parts, of which three parts are vocational field overlapping and one part vocational 
field specific. For other occupational fields, only the occupational field specific part 
has to be developed. 

The abundance of consecutive work has not allowed the complete training test to be 
carried out by one (or more) partners over a period of at least two years within the 
framework of a three-year project duration. For this reason, the individual parts and 
modules of the technician training have been tested in parallel by different partners in 
different countries during the project lifetime. This ensures that 

• all parts and modules of the technician training can be carefully tested and
evaluated within the limited project duration.

• experiences from different countries with different conditions can be gained,
which will be included into the completion of the curriculum, teaching materi-
als, examination regulations, etc.

• Subsequent transfers and implementations will be strongly encouraged, con-
sidering different national conditions.
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With this approach, the test was conducted not only in one country, but in five differ-
ent countries. In addition, not 20 people took part as planned, but more than 100 
people. 

The training as a technician integrate training modules Business Administration, 
which are also very important focuses of the master craftsman training. As these dis-
ciplines are largely uncharted territory for the majority of the project partners, addi-
tional measures were taken for teachers and consultants on the one hand and for the 
participants on the other hand. Extensive materials for teaching and counselling were 
prepared and translated into English in cooperation with the German initiative "Offen-
sive Mittelstand". This will provide new users of the technician training with additional 
help and documents for implementation. 

The training as a technician integrate modules for vocational and work pedagogy in 
Part IV. Completion of these modules leads to an official separate qualification 
"trainer", which entitles the holder to train young people in companies within the 
framework of dual vocational training. However, the legal conditions for the recog-
nised "trainer" qualification vary from country to country. Whereas in Poland, for ex-
ample, a comparatively small number of compulsory hours is prescribed for this quali-
fication, the number of compulsory hours in Latvia is twice as high. Therefore, two al-
ternative curricula with different numbers of compulsory hours have been developed. 
In Latvia both curricula were tested, whereas in Poland only the curriculum with the 
prescribed number of compulsory hours was tested. 
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1. Background 

SMEs represent 99% of all entrepreneurs, provide approximately 70% of all jobs and 

create around 80% of all new jobs. The further development of SMEs is severely limited 

by a large, growing shortage of entrepreneurs, managers and skilled workforce. By 

2030, the number of younger workers will decrease by as much as 25% in most mem-

ber states. In addition to the quantitative problems, there are increasingly qualitative 

bottlenecks due to increasing, dynamically changing qualification requirements. 

In Germany, the dual vocational education proved itself to be of high value. In the 

participating countries Poland, Lithuania, Latvia and Estonia, vocational education 

takes mostly place with complementary internships in companies. The participation in 

vocational education is very low, the qualifications achieved are insufficient and the 

unemployment rate is very high. Particularly in these countries with a predominantly 

school-based vocational education, the relevant skills and competencies must be sig-

nificantly improved and high-quality must be achieved. According to a survey 96% of 

companies in Lithuania demand better practical and 74% better theoretical skills and 

abilities. 
In all the participating project countries, the participation in further training as well as 

the skills and competences conveyed therewith must strongly improve. According to 

EU's objectives, at least 15% of adults should participate in lifelong learning each year. 

This ratio was significantly exceeded by up to 29% in Scandinavian countries in 2016, 

compared with only 3.7% (PL) to 8.4% (DE) in the project countries. 

While there are solid vocational and inter-company training capacities in Germany, 

there is inadequate capacity in vocational education and training in the other partici-

pating countries.  Vocational schools and companies have no or little experience with 

dual vocational education, as well as with inter-company training or work-based learn-

ing.  

Against this backdrop, the project pursues the ambitious objectives of further develop-

ing future vocational education systems, improving qualifications, enhancing the at-

tractiveness of vocational education and training, and reducing the growing deficits of 

qualified skilled workers. 

The project is carried out by 7 partners from Germany, Poland, Lithuania, Latvia and 

Estonia. The internationally active Lead Partner is particularly experienced in the train-

ing and support of SMEs as well as in the implementation of complex educational pro-

jects. Partners are three experienced vocational education centers and three cham-

bers, which are responsible for vocational education and operate own inter-company 

training centers. 

Specifically, the following are the objectives of the project: 
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• development, implementation and evaluation of an industry-specific compe-

tence centre for vocational education and training in Poland, as well as proper 

preparation of subsequent implementations in Lithuania and Estonia 

• drafting, implementation and evaluation of advanced trainings for vocational 

school teachers 

• development of a dual vocational education for a specific profession; its imple-

mentation and evaluation in a country with so far school-based vocational edu-

cation, as well as proper preparation of implementations in further countries 

• implementation and evaluation of training programmes for trainers in SME 

• development, implementation and evaluation of two-year dual advanced train-

ing courses to become a technician 

• drafting, coordinating and implementation preparation of concepts for future de-

velopment of dual Bachelor courses, in cooperation with universities 
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2. Establishment of a first level industry competence center

Starting September 1, 2017, project partner 3 Zespol Szkol Mechanicznych i 

Logistycznych im. inz. Tadeusza Tanskiego is a business sector school, according to 

the Polish reform programme. Zespol Szkol Mechanicznych i Logistycznych im. inz. 

Tadeusza Tanskiego will be realising a first level training (initial vocational education) 

by August 2020. From September 1, 2020, the second level (continuing education - 

training for technicians) is to follow. 

The project carries out the construction and development of the first level of the com-

petence centre by using the example of the “motor mechanic / mechatronics” profes-

sion. The design of the ongoing operation of the first level industry competence centre, 

and its evaluation, are based on this concept. 

Vocational education 

The following basics and guidelines are laid down for the development and implemen-

tation of the dual vocational education “motor mechanic / mechatronics”: 

• Curricula, training regulations, syllabi, and examination regulations of the Ger-

man dual vocational education as mechatronics engineer.

• Review and further development of the existing Polish curricula, syllabi, etc.

based on the German documents.

• Starting in September 2018, introduction and implementation of the dual voca-

tional education with approximately 30 participants and, if possible, approxi-

mately 20 SMEs as training partners. The goal, after a maximum of three years,

is that all students in the dual system will complete approximately 75% of their

total vocational education period in a company, and approximately 25% in the

industry competence centre.

• With the introduction of the dual vocational education, a sufficient number of

participating companies with qualified trainers does not yet exist. However, dur-

ing a three-year transitional period, the vocational education can be offered as

follows:

a) As far as possible, practical training in companies and theoretical training in

the industry competence centre or,

b) Practical training in an already existing inter-company training workshop,

with which project partner 3 already cooperates intensively, and theoretical

training in the industry competence centre.

• Inter-company instruction courses on new techniques which are part of the prac-

tical part of the vocational education, are held in the existing inter-company

training workshop.

• Interim and final examinations are hold according to Polish law.
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The conduct of the dual vocational education will be evaluated scientifically. Based on 

these results, the concept, curricula, teaching material etc. will be revised and com-

pleted. Furthermore, application notes and recommendations for future use are devel-

oped. 

Qualification of teachers 

Dual systems of vocational education and training inevitably require intensive and 

smooth cooperation between the two learning places "company" and "industry compe-

tence centre". Within the scope of this cooperation, teachers of the industry compe-

tence centre also have to complete continuing education courses and longer intern-

ships in the companies regularly to get to know the company's needs and to consoli-

date the cooperation. At the same time, this opens up new and additional opportunities 

for the teachers of the competence centres. They get to know the companies very well 

and can easily switch to full-time employment in these companies through direct con-

tact and then perhaps return to the teaching and advisory tasks of a competence centre 

after a few years. By 31 December 2018, a curriculum will be developed, tested, and 

evaluated for the continuing education courses of at least 15 existing teachers to carry 

out dual vocational education. Based on the evaluation results, the curriculum is re-

vised and completed as well as application notes, material etc. for future use are com-

plied. It is a declared goal to 

a) carry out these continuation education courses on a regular basis in the future

and offer them to teachers of other competence centres in the region as well.

b) develop and implement a comprehensive continuing education course for

teacher addressing all relevant questions in cooperation with other competence

centres and higher education institutions.

c) constantly carry out all continuing education courses for teachers and integrate

them into the education programme of the competence centre (level two) to en-

sure a sufficient number of qualified teachers to take on the demanding tasks at

the competence centres at all times.

Qualification of the company trainers 

In the context of dual vocational education and training, companies need qualified 

trainers. The necessary knowledge, skills, and competences are gained during the 

technician or master craftsman training. The majority of SMEs do not have personnel 

with these qualifications. 

On the basis of different curricula, examination regulations, experiences, etc. from dif-

ferent countries, a curriculum for the training of company trainers will be developed 

specifically for SMEs in countries with previous school-based vocational education. 

The Train the Trainer seminar will be tested and evaluated with 20 employees from 

various SMEs by 30 November 2018. Based on the evaluation results, the curriculum 
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is revised and completed as well as application notes, material etc. for future use are 

complied. 

The Train the Trainer seminars in SMEs shall be completed with an official instructor 

qualification examination, which is a mandatory requirement for carrying out in-com-

pany trainings. With this qualification, SMEs are well prepared to implement dual vo-

cational educations. It is therefore a declared aim to continuously carry out the Train 

the Trainer seminars and integrate them into the competence centre’s training pro-

gramme (level 2) in order to achieve superbly qualified trainers in the largest possible 

number of SMEs. With an intensive implementation of these trainings and a compre-

hensive information programme, the aim is to make an in-company vocational educa-

tion place available to all young people in the medium term. 

 

3. Establishment of a second level industry competence centre  
 

The Polish reform programme envisages the establishment of the second level of the 

industrial competence centre starting on September 1, 2020, when the first graduates 

of the first level have completed their vocational education and will be followed by a 

technician training course. The project pre-empts the work on setting up the second 

level.  All development tasks, tests, evaluations, and implementations are carried out 

during the course of the project in the Baltic countries, which also have a great interest 

in these trainings. This means that the second level is already fully implemented in 

Baltic countries during the project duration. With these results and experiences, it will 

be possible to implement level 2 of the industry competence centre in Poland from 

September 2020. 

 

The Polish reform programme for vocational education foresees a two-year technician 

training period in level 2, which can be linked to the acquisition of the higher education 

entrance qualification. The project realises this qualification but goes far beyond that 

and understands level 2 as a comprehensive programme of vocational education and 

diverse further training. The project also starts with an appropriate set-up of such struc-

tures. 

 

Implementation of two-year dual advanced training courses to be-come a technician 

 

While the "Motor mechanic / mechatronics" occupation was selected in the project for 

initial vocational education in level 1, the development of the technician training is 

based on an example from the construction industry, so that experience can be gained 

from various economic sectors and occupations. 

The training comprises a total of max. 2,450 lessons of teaching. The qualification is 

completed with an official state-approved examination as a technician of the respective 

department. In the case of the project, it is "construction technician".  
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Successfulcompletion of Part D "Vocational and occupational education" of the tech-

nician training entails the license to perform vocational educations (qualification as an 

instructor). The training “Construction Technician” consists of four parts: 

Part A Interdisciplinary general basics: 490 hours lessons 

• foreign language (English) 150 h lessons

• native language 90 h lessons

• State and society, environmental engineering 100 h lessons

• Energy Saving and House technic 150 h lessons

Part B Subject-specific part: 1,457 hours lessons and project work 120 hours lesson 

• Structural designing and engineering 315 h lessons

• Structural CAD drawing 130 h lessons

• Mathematics, Geometry, Physics 180 h lessons

• Materials science / Chemistry 200 h lessons

• Construction management 126 h lessons

• Technical mechanics 220 h lessons

• Construction machinery and equipment 16 h lessons

• Surveying technology 70 h lessons

• Interdisciplinary project work 120 h

Part C Interdisciplinary Business Administration and Management 378 hours lessons 

• Determining corporate competitiveness 82 h lessons

• Preparing, completing and evaluating start-up and takeover activities 86 h les-

sons

• Developing corporate management strategies 98 h lessons

• Basic computer skills, bookkeeping using commercial software 52 h lessons

• Innovation management 60 h lessons

Part D Interdisciplinary Vocational and occupational education 105 hours lessons 

• Review of training requirements and training planning 20 h lessons

• Training preparation and assisting in recruiting prospective trainees 18 h les-

sons

• Conducting trainings 52 h lessons

• Completion of training 15 h lessons

All four parts are divided into mainly compulsory and a few elective modules; each 

module is rated with credit points in relation to the learning outcomes. The entire train-

ing is located at EQF Level 6. 

A complete curriculum, teaching materials and standardized examination regulations 

are developed. Tests and scientific evaluations are carried out in Germany, Poland, 

Lithuania, Latvia, and Estonia. On the basis of the evaluation results, the concept, cur-

riculum, examination regulations, teaching materials, etc. are revised and completed 

and application notes and recommendations for future use are developed. 
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Building technician, discipline: structural and civil engineering, expansion, renewing/renovation, reinforced concrete steel construction

No. Module Emphasis Hours

B1 Structural design Structural designing and engineering 315

B2 Structural drawing Structural CAD drawing 130

B3 Mathematics, Geometry, Physics
Performing mathematical and building-

related physical calculations 
180

B4 Materials science / Chemistry Concrete and reinforced concrete 200

B5 Building law
Local building regulations, permits, 

contract law principles, warranty
80

B6 Construction management

Calculation and planning of construction 

costs, staff, equipment, materials, 

tendering, tender vetting, procurement, 

production, service specification for award 

procedures, building supervision, site 

accounting

126

B7 Technical mechanics Statics, materials strength, dynamics 220

B8 Construction machinery and equipment Overview 16

B9 Surveying technology Application of surveying equipment 70 1457

A1 Work-related English
Technical terms, business 

correspondence
150

A2 Native-tongue teaching
Speaking and listening, correspondence, 

arguing, interpreting, work-related skills
90

A3 State and society, environmental engineering
Labour and social order, technical 

progress, Europe, environment
100

A4 Energy consultancy and HVACR
Building control systems, ventilation 

systems, fire and burglar alarm systems
150

490

C1 Determining corporate competitiveness
Knowledge and skills to evaluate the 

competitiveness of a company
82

C2
Preparing, completing and evaluating 

business foundation and takeover activities

Preparing, conducting and evaluating 

company set-up/acquisition 
86

C3
Developing corporate management 

strategies

Corporate strengths and weaknesses, 

opportunities and risks to lead and 

develop a business

98

C4
Basic computer skills, bookkeeping using 

commercial software

Use of operating systems and ICT 

technology, implementing software-based 

accounting, EDP payroll accounting, 

business analysis

52

C5 Innovation management

Evaluating complex business issues and 

developing a solution design. Presenting a 

business-related strategy with implications 

for operational management

60

378

D1
Review of training requirements and training 

planning

Checking training requirements and  

vocational training planning 
20

D2
Training preparation and assisting in 

recruiting prospective trainees

Preparing vocational training, setting of 

selection criteria for recruitment and 

conducting recruitment procedures

18

D3 Conducting trainings

Action-oriented planning and monitoring of 

learning processes; promoting 

independent learning

52

D4 Completion of training

Successful completion of the training; 

pointing out perspectives for further 

education and qualification pathways

15
105

B10 Project work Interdisciplinary project 120

Total hours: 2430

Hours / week: 32

Weeks: 76

Subject-specific 

topics

General principles

 Interdisciplinary 

business 

administration and 

management 

Interdisciplinary 

vocational and 

occupational 

education
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Master craftsman Training 

The aim of the project is to carry out master craftsman trainings in the industry compe-

tence centre. Like the technician's training, the master craftsman training is directly 

connected to the 1st level when a journeyman's or skilled worker's qualification is ob-

tained. The master craftsman training comprises four parts as well: 

Part I: Subject-related practice 

Part II: Subject-related theory 

Part III: Business Administration and Management 

Part IV: Vocational and occupational education 

Each part of the master craftsman training concludes with an independent examina-

tion; upon successful completion of all four examinations, the master craftsman's title 

is awarded in the chosen profession. At the same time, the graduates are entitled to 

study at a university. The master craftsman training is also located at EQF level 6. 

The curriculum for the technician training of parts B, C and D includes all contents of 

the professional master qualification, so that it can be used directly for the master train-

ing. This means that participants in the technician training course can either obtain the 

technician's or master's degree or both degrees at the same time. 

Parts C "Interdisciplinary business administration and management" and D "Interdisci-

plinary vocational and occupational education" of the Technician Training Course are 

identical to Parts III "Business Administration and Management" and Part IV "Voca-

tional and occupational education" of the Master Training Course. In both cases, they 

are cross-occupational. In order to use the curriculum "Construction Technician" for 

technician and master craftsman training in other occupations, Part B 2 "Subject-spe-

cific topics" must be designed specifically for each occupation. 

Train the Trainer 

In order to be able to carry out the technician and master craftsman trainings at a high-

quality level, the teachers of the competence centres need comprehensive, targeted 

continuing education trainings. For this reason, a Train the Trainer programme will be 

developed, tested, and evaluated by 31 December 2018, which focuses on the content 

and pedagogical questions of technician and master craftsman trainings and teaches 

the independent use of curricula, teaching materials, and examination regulations. 

Based on the evaluation results, the Train the Trainer programme will be revised and 

completed, and application notes, materials, etc. will be developed for future use. It is 

a declared goal to 

a) carry out this continuing education training regularly in the future and to offer it to

teachers from other competence centres in the region as well.

b) develop and implement additional continuing education trainings on all relevant is-

sues for teachers of technician and master craftsman trainings in cooperation with

other competence centres and universities.
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c) integrate all teacher continuing education trainings into the competence centre’s

education programme (level 2) and carry them out on an ongoing basis in order to

provide at all times a sufficient number of highly qualified teachers for all demanding

tasks of the competence centres.

Continuing Education Course 

According to the analyses and recommendations, SMEs in the Baltic Sea countries 

need a variety of continuing education courses, which the industry competence centres 

have to develop and implement on an ongoing basis. Poland, Lithuania, Latvia, and 

Estonia have a particularly large need to develop and catch up in this area. On the one 

hand, there is a lack of corresponding inter-company continuing education capacities 

and, on the other hand, participation in continuing education is very low. For example, 

while in Denmark 39% of women and 26% of men undergo continuing education each 

year, in Poland these rates are at 5.9% (women) and 4.8% (men). Within the frame-

work of the project, the development of a continuing education course will begin: 

a) After a testing period, the Train the Trainer seminar developed during the project

for SMEs (qualification of company trainers) will be integrated into the continu-

ing education programme of the competence centres and implemented on a

permanent basis.

b) After a testing period, the continuing education courses for teachers and Train

the Trainer seminars developed during the project will be integrated into the

continuing education programme of the competence centres and implemented

on a permanent basis.

c) The individual modules of the technician and master craftsman training are of-

fered separately as continuing education courses, integrated into the continuing

education programme and carried out on a permanent basis.

d) In various other projects1, continuing education courses tailored specifically to

SMEs have been developed, tested and implemented. These successful quali-

fication measures are transferred to industry competence centres, integrated

into their continuing education programmes and implemented on an ongoing

basis.

e) It is a declared goal that within the framework of the competence centres, eco-

nomic chambers, former vocational school, and colleges/universities will

1 For example: 
- Further Vocational education in Energy Service Technicians (VESTE), 2015 – 2018
- Improvement of Skills in the Green Economy through an Advanced Training Program Cradle to Cradle

(C2C in SMEs), 2016
- Further vocational education: Corporate Social Responsibility for SMEs (CSR for SMEs), 2015
- Skills Alliance Energy saving and sustainable Construction in Baltic Sea Region, 2014
- Dual Vocational education for the Qualification and Integration of Young People and the Strengthening

of Innovation in SMEs (Work based Learning), 2017
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continuously develop and implement new continuing education courses specif-

ically for SMEs. 
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1. Background

SMEs represent 99% of all entrepreneurs, provide approximately 70% of all jobs and 

create around 80% of all new jobs. The further development of SMEs is severely lim-

ited by a large, growing shortage of entrepreneurs, managers and skilled workforce. 

By 2030, the number of younger workers will decrease by as much as 25% in most 

member states. In addition to the quantitative problems, there are increasingly quali-

tative bottlenecks due to increasing, dynamically changing qualification requirements. 

In Germany, the dual vocational education proved itself to be of high value. In the 

participating countries Poland, Lithuania, Latvia and Estonia, vocational education 

takes mostly place with complementary internships in companies. The participation in 

vocational education is very low, the qualifications achieved are insufficient and the 

unemployment rate is very high. Particularly in these countries with a predominantly 

school-based vocational education, the relevant skills and competencies must be sig-

nificantly improved and high-quality must be achieved. According to a survey 96% of 

companies in Lithuania demand better practical and 74% better theoretical skills and 

abilities. 
In all the participating project countries, the participation in further training as well as 

the skills and competences conveyed therewith must strongly improve. According to 

EU's objectives, at least 15% of adults should participate in lifelong learning each year. 

This ratio was significantly exceeded by up to 29% in Scandinavian countries in 2016, 

compared with only 3.7% (PL) to 8.4% (DE) in the project countries. 

While there are solid vocational and inter-company training capacities in Germany, 

there is inadequate capacity in vocational education and training in the other partici-

pating countries.  Vocational schools and companies have no or little experience with 

dual vocational education, as well as with inter-company training or work-based learn-

ing.  

Against this backdrop, the project pursues the ambitious objectives of further develop-

ing future vocational education systems, improving qualifications, enhancing the at-

tractiveness of vocational education and training, and reducing the growing deficits of 

qualified skilled workers. 

The project is carried out by 7 partners from Germany, Poland, Lithuania, Latvia and 

Estonia. The internationally active Lead Partner is particularly experienced in the train-

ing and support of SMEs as well as in the implementation of complex educational pro-

jects. Partners are three experienced vocational education centers and three cham-

bers, which are responsible for vocational education and operate own inter-company 

training centers. 

Specifically, the following are the objectives of the project: 
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• development, implementation and evaluation of an industry-specific compe-

tence centre for vocational education and training in Poland, as well as proper

preparation of subsequent implementations in Lithuania and Estonia

• drafting, implementation and evaluation of advanced trainings for vocational

school teachers

• development of a dual vocational education for a specific profession; its imple-

mentation and evaluation in a country with so far school-based vocational edu-

cation, as well as proper preparation of implementations in further countries

• implementation and evaluation of training programmes for trainers in SME

• development, implementation and evaluation of two-year dual advanced train-

ing courses to become a technician

• drafting, coordinating and implementation preparation of concepts for future de-

velopment of dual Bachelor courses, in cooperation with universities

The present draft includes a concept for the development, implementation and evalu-

ation of two-year dual advanced training courses to become a technician. 
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2. Implementation of two-year dual advanced training courses to

become a technician

The Polish reform programme envisages the establishment of the second level of the 

industrial competence centre starting on September 1, 2020, when the first graduates 

of the first level have completed their vocational education and will be followed by a 

technician training course. The project pre-empts the work on setting up the second 

level.  All development tasks, tests, evaluations, and implementations are carried out 

during the course of the project in the Baltic countries, which also have a great interest 

in these trainings. This means that the second level is already fully implemented in the 

Baltic countries during the project duration. With these results and experiences, it will 

be possible to implement level 2 of the industry competence centre in Poland from 

September 2020 without any further preparations. 

The Polish reform programme foresees a two-year technician training period in level 

2, which is linked to obtaining the right to enter a university of applied sciences. The 

project realises this qualification but goes far beyond that and understands level 2 as 

a comprehensive programme of vocational education and diverse further training. The 

project also starts with an appropriate set-up of such structures. 

While the "Motor mechanic / mechatronics" occupation was selected in the project for 

initial vocational education in level 1, the development of the technician training is 

based on an example from the construction industry, so that experience can be gained 

from various economic sectors and occupations. 

The training comprises a total of max. 2,450 lessons à 45 minutes of teaching. The 

qualification is completed with an official state-approved examination as a technician 

of the respective department. In the case of the project, it is "construction technician". 

The qualification is completed with an official state-approved examination as a techni-

cian of the respective department. In the case of the project, it is "construction techni-

cian". At the same time, students are granted the eligibility for subject-related studies 

at a university of applied sciences. Successful completion of Part IV "Vocational and 

occupational education" of the technician training entails the license to perform voca-

tional educations (qualification as an instructor). The training “Construction Technician” 

consists of four parts: 

Part A Interdisciplinary general basics: 480 hours lessons 

• native language 100 h lessons

• foreign language (English) 150 h lessons

• Policy & Society 50 h lessons

• Environment Technology 30 h lessons

• Energy Saving 30 h lessons

• House technic 120 h lessons

21



Establishment of two-stage industry competence centers 
    of vocational education and training” (ICC4VET) 

5 

 This project is co-funded by the European Union 

Part B subject-specific part: 1,400 hours lessons and project work 120 hours lesson 

Part C Interdisciplinary Business Administration and Management 350 hours lessons 

Part D Interdisciplinary Vocational and occupational education 80 hours lessons 

All four parts are divided into mainly compulsory and a few elective modules; each 

module is rated with credit points in relation to the learning outcomes. The entire train-

ing is located at EQF Level 6. 

A complete curriculum, teaching materials and standardized examination regulations 

are developed. Tests and scientific evaluations are carried out in Poland, Lithuania, 

Latvia, and Estonia. On the basis of the evaluation results, the concept, curriculum, 

examination regulations, teaching materials, etc. are revised and completed and appli-

cation notes and recommendations for future use are developed. 

The aim of the project is also to carry out master craftsman trainings in the industry 

competence centre. Like the technician's training, the master craftsman training is di-

rectly connected to the 1st level when a journeyman's or skilled worker's qualification 

is obtained. The master craftsman training comprises four parts as well: 

Part I: Subject-related practice 

Part II: Subject-related theory 

Part III: Business Administration and Management 

Part IV: Vocational and occupational education 

Each part of the master craftsman training concludes with an independent examina-

tion; upon successful completion of all four examinations, the master craftsman's title 

is awarded in the chosen profession. At the same time, the graduates are entitled to 

study at a university. The master craftsman training is also located at EQF level 6. 

Parts III and IV largely correspond to those of the technician training, so that Parts I 

and II must be developed for each specific profession for the individual master crafts-

man trainings. Part I “Subject-related practice” and Part II “Subject-related theory” mas-

ter craftsman training is largely identical to Part II “Construction Technology's” techni-

cian training. With the realization of the technician training "Construction" there are all 

documents for the master training "Construction". 

Within the context of another project1, a demanding master craftsman training course 

was developed, tested, evaluated, and successfully implemented in four countries in 

the Baltic Sea Region, using the example of "master craftsman electrician". These 

complete documents are transferred to the competence centres and their teachers are 

trained to apply them independently. It is the declared aim that the competence centres 

will develop and implement curricula, examination regulations, etc. for master 

1 Common Vocational education to Master in the Baltic Sea Region (Master BSR), Lead Partner Hanse-Parla-
ment, 2015 - 2018 
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craftsman trainings in other occupations based on the existing training for master 

craftsman electricians. 
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3. Plan for testing and implementation of technician training

The following actions will be realized in the framework of the project: 

a) development and coordination of curricula, teaching materials, examination regula-

tions etc. for the two-year technician training

b) qualification of teachers for technical training.

c) tests and evaluations of the two-year training

d) on the basis of the evaluation results curriculum, teaching materials, examination

regulations, etc. which will be revised and completed application notes and recommen-

dations for future uses will be developed.

e) transfers and implementations.

The abundance of consecutive work does not allow the complete training test to be 

carried out by one (or more) partners over a period of at least two years within the 

framework of a three-year project duration. For this reason, the individual parts and 

modules of the technician training will be tested in parallel by different partners in dif-

ferent countries during the project lifetime. 

This ensures that 

• all parts and modules of the technician training can be carefully tested and

evaluated within the limited project duration.

• experiences from different countries with different conditions can be gained,

which will be included into the completion of the curriculum, teaching materi-

als, examination regulations, etc.

• Subsequent transfers and implementations will be strongly encouraged, con-

sidering different national conditions.

3.1 Development of curriculum, teaching materials, examination 

regulations 

Partner 2 Vocational training and technology centre of the Chamber of Crafts Schwerin 

takes over the development of curriculum, teaching materials and examination regula-

tions technician training with advice from Partner 1 Baltic Sea Academy. A first draft 

will be comprehensively discussed in a workshop with all partners. This will be followed 

by consultation and coordination of all partners with experts and authorities in their 

respective countries. Based on the approvals and consultations Partner 2 Vocational 

training and technology center of the Chamber of Crafts Schwerin will complete the 

curriculum, teaching materials and examination regulations technician training. 
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In parallel different partners carrying out the training tests 

a) in their respective regions will provide SMEs with detailed information and be-

come in-company training partners.

b) inform and advertise the participants for the trainings.

The first step will be to develop curricula and prepare teachers for the training of 

technicians. Then the train-the-trainer program will be implemented and any addi-

tional external teachers that may be needed will be recruited. 

After the qualification of the teachers and the completion of the curriculum, the testing 

and evaluation of the technician training in the different countries will take place. 

3.2 Performing the tests 

In the framework of the project, the individual parts and modules of the technician 

training are tested in parallel by different partners in different countries. 

Part A “Interdisciplinary general basics” A.1 native language and A.2 foreign 

language (English) 

Testing in Latvia by Partner 6 Latvian Chamber of Crafts. 

• Total 250 hours full time lessons 6 weeks or full-time work in enterprise and

lessons on evenings/weekends with at least 20 participants.

• No official final exam; intern audit, own certificate and qualified certificate of

attendance.

• For later applications after the end of the project an independent examination

regulation will be developed.

Part A “Interdisciplinary general basics” A.2 foreign language (English) 

Testing in Lithuania by Partner 5  Panevezys Chamber of Commerce Industry and 

Crafts 

• Total 150 hours full time lessons 4 - 5 weeks or full-time work in enterprise

and lessons on evenings/weekends with at least 20 participants.

• No official final exam; intern audit, own certificate and qualified certificate of

attendance.

• For later applications after the end of the project an independent examination

regulation will be developed.
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Part A “Interdisciplinary general basics” A.3 Policy & Society, A.4 Environment 

Technology, A.5 Energy Saving and A.6 House technic 

Testing in Lithuania by partner 5 Panevezys Chamber of Commerce Industry and 

Crafts.  

• Total 230 hours full time lessons 6 weeks or full-time work in enterprise and

lessons on evenings/weekends with at least 20 participants.

• No official final exam; intern audit, own certificate and qualified certificate of

attendance.

• For later applications after the end of the project an independent examination

regulation will be developed.

Part B subject-specific part and project work  

Testing in Lithuania by Partner 4 Vilnius Builder Training center. 

• Total 1.400 hours full-time training and 120 hours project work with at least 20

participants.

• No official final exam; intern audit, own certificate and qualified certificate of at-

tendance.

• For later applications after the end of the project an independent examination

regulation will be developed.

Part C Interdisciplinary Business Administration and Management 

Testing in Lithuania by partner 5 Panevezys Chamber of Commerce Industry and 

Crafts and in Latvian by partner 8 Latvian chamber of crafts.  

• Total 350 hours full time lessons 11 weeks or full-time work in enterprise and

lessons on evenings/weekends or 20% lessons in school/college and 80%

work with at least 20 participants.

• No official final exam; intern audit, own certificate and qualified certificate of at-

tendance.

• For later applications after the end of the project an independent examination

regulation will be developed.

Part D Interdisciplinary Vocational and occupational education 

Testing in Estonia by partner 7 Võru County Vocational Training Centre, in Latvian by 

partner 8 Latvian chamber of crafts and in Poland by partner 3 Zespol Szkol 

Mechanicznych i Logistycznych im. inz. Tadeusza Tanskiego.  

• Total 80 hours full time lessons 2,5 – 3 weeks or full-time work in enterprise

and lessons on evenings/weekends with at least 20 participants.

• No official final exam; intern audit, own certificate and qualified certificate of at-

tendance.
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• For later applications after the end of the project an independent examination

regulation will be developed.

According to this procedure, all testing’s of the technician training will be completed in 

the project life time. 

3.3 Evaluations and implementations 

The evaluations of all test of the technician training will be carried out by partner 7 

Võru County Vocational Training Centre. To this end, the partner will present an eval-

uation concept, which will be discussed and agreed with all partners at a workshop. 

The following key points are planned for the concept: 
• A written survey of the participants after the completion of the first third of the

training and at the end of the training.

• A written survey of the teachers during the last third of the trainings.

• Personal interviews with at least three participants.

• Personal interviews with at least two lecturers

• In case SMEs are involved, personal interviews with at least three SMEs.

• Partner 7 Võru County Vocational Training Centre provides partners participat-

ing in the testing with questionnaires for written surveys as well as guidelines

for the personal interviews.

• The partners participating in the testing carry out the surveys and interviews

and send the results within 14 days after the completion of the respective sur-

vey to partner 7 Võru County Vocational Training Centre.

Based on the evaluation results, partner 7 Võru County Vocational Training Centre 

will revise the curriculum, teaching materials etc. and prepare a complete evaluation 

report. 

Finally partner 1 Baltic Sea Academy will carry out the following: 

• Final editing and completion of the curriculum and teaching materials.

• Development of application notes and recommendations for future use.

• Preparation of standardized examination regulations, which were discussed

with all partners at a workshop.

All documents for further implementations will then be ready. These concerns in par-

ticular: 

• Partner 3 Mechanical and Logistics School of Vocational Education of Tade-

usz Tanski for implementation of the technician training in the framework of

the second level of the industrial competence center starting on September 1,

2020.

• Partner 4 Vilnius Builder Training centre for the ongoing implementation of the

technician training ‘Construction’
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• Partner 6 Latvian Chamber of Crafts for the ongoing implementation of the en-

tire master craftsman trainings ‘Construction’

• Partner 2 Vocational training and technology centre of the Chamber of Crafts

Schwerin, partner 5 Panevezys Chamber of Commerce Industry and Crafts

and Partner 7 Võru County Vocational Training Centre, who can take up the

entire technician training or develop individual parts/modules in the framework

of further vocational training.

• Transfer of the project results to 68 chambers, vocational training centres and

universities from 13 countries, which are involved as associated project part-

ners in the project implementation and receive sustainable implementation ad-

vice.

28



Establishment of two-stage industry 
competence centers of vocational education and training 

CURRICULA FOR A TWO-YEAR 

ADVANCED TRAINING AS A 

CONSTRUCTION TECHNICIAN 

While the "Motor mechanic / mechatronics" occupation was selected in the 

project for initial vocational education in level 1, the development of the 

technician training is based on an example from the construction industry, so 

that experience can be gained from various economic sectors and occupations. 

The training “Construction Technician” consists of four parts: 

Part A Interdisciplinary general basics: 480 hours lessons 

• native language 100 h lessons

• foreign language (English) 150 h lessons

• Policy & Society 50 h lessons

• Environment Technology 30 h lessons

• Energy Saving 30 h lessons

• House technic 120 h lessons

Part B subject-specific part: 1,400 hours lessons and project work 120 hours 

lesson 

Part C Interdisciplinary Business Administration and Management 350 hours 

les-sons 

Part D Interdisciplinary Vocational and occupational education 80 hours 

lessons 

All four parts are divided into mainly compulsory and a few elective modules; 

each module is rated with credit points in relation to the learning outcomes. 

The entire training is located at EQF Level 6. 

Below are the currucula in German and English language. 
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Curriculum for career advancement: 

Building technician, discipline: structural and civil engineering, expansion, renewing/renovation, reinforced concrete steel construction 

No. Module Emphasis Hours 

B1 

Subject-specific 

topics 

Structural design 
Structural designing and 
engineering 

315 

B2 Structural drawing Structural CAD drawing 130 

B3 Mathematics, Geometry, Physics 
Performing mathematical and 
building-related physical 

calculations 

180 

B4 Materials science / Chemistry Concrete and reinforced concrete 200 

B5 Building law 
Local building regulations, permits, 
contract law principles, warranty 

80 

B6 Construction management 

Calculation and planning of 

construction costs, staff, 
equipment, materials, tendering, 

tender vetting, procurement, 
production, service specification for 
award procedures, building 

supervision, site accounting 

126 

B7 Technical mechanics 
Statics, materials strength, 
dynamics 

220 

B8 Construction machinery and equipment Overview 16 

B9 Surveying technology Application of surveying equipment 70 1457 

A1 
General 

principles 
Work-related English 

Technical terms, business 
correspondence 

150 
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A2 Native-tongue teaching 
Speaking and listening, 
correspondence, arguing, 
interpreting, work-related skills 

90 

A3 
State and society, environmental 
engineering 

Labour and social order, technical 
progress, Europe, environment 

100 

A4 Energy consultancy and HVACR 
Building control systems, ventilation 
systems, fire and burglar alarm 
systems 

150 

490 

C1 

 Interdisciplinary 
business 

administration 
and 

management 

Determining corporate competitiveness 
Knowledge and skills to evaluate 
the competitiveness of a company 

82 

C2 
Preparing, completing and evaluating 
business foundation and takeover 

activities 

Preparing, conducting and 
evaluating company set-
up/acquisition 

86 

C3 
Developing corporate management 

strategies 

Corporate strengths and 
weaknesses, opportunities and 
risks to lead and develop a 
business 

98 

C4 
Basic computer skills, bookkeeping using 

commercial software 

Use of operating systems and ICT 
technology, implementing software-

based accounting, EDP payroll 
accounting, business analysis 

52 

C5 Innovation management 

Evaluating complex business issues 
and developing a solution design. 

Presenting a business-related 
strategy with implications for 
operational management 

60 

378 

31



D1 

Interdisciplinary 

vocational and 
occupational 

education 

Review of training requirements and 

training planning 

Checking training requirements and  

vocational training planning  
20 

  

D2 
Training preparation and assisting in 

recruiting prospective trainees 

Preparing vocational training, 
setting of selection criteria for 

recruitment and conducting 
recruitment procedures 

18 

  

D3 Conducting trainings 
Action-oriented planning and 
monitoring of learning processes; 
promoting independent learning 

52 

  

D4 Completion of training 

Successful completion of the 
training; pointing out perspectives 
for further education and 

qualification pathways 

15 

105  
B10 

  

Project work Interdisciplinary project 120   
     

  
 

 
 Total hours: 2430   

 
 

 Hours / week: 32   
 

 
 Weeks: 76   

 

32



No. 
Subject 

Course contents Learning objectives Time 
guideline 

A1 Work-related 
English 

Grammar 

Understanding and formulating statements, questions 
and demands worded positively and negatively; 

40 

  
Identifying and reproducing actions, events and facts in 

present, past, future or timeless mode; identifying and 
reproducing several events as either simultaneous or 
consecutive, preceding or subsequent  

  

Identifying and establishing spatial, temporal and logical 

relationships   

Understanding and formulating action perspectives 

(active and passive tense)   

Identifying and describing the number, nature and 
affiliation of objects, living beings and facts   

Literal and mediated reproduction of information  
(direct/indirect speech)    

Formulating conditions and references   

Vocabulary 

Developing profound vocabulary 

30 

  

Understanding further lexical units by listening or 

reading (receptive vocabulary) or by independently 
deriving from texts (potential vocabulary)   

Pronunciation and intention 

Knowledge of different pronunciation variants in the 
target language 

10 

  

Mastering pronunciation to an extent to generally avoid 

misunderstandings, at word and at sentence level   

Ability to translate characters of phonetic spelling into 

words   
Text production   

20 

  
Notes   
Continuous test   
Business correspondence   
Stages in the writing process (drafting, writing, revising)   
Keywords, text divisions 

  
Presentation and media   20 
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Applying a writing technique   
New technologies for information collection   
Presentations   
Delivering a speech 

  
Occupation-relevant skills   

30 

  
Technical terms   
Making phone calls   
Business correspondence 

   

 

150 
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No. Subject Course contents Learning objectives Time guideline 

A2 Native-
tongue 
teaching 

Speaking and listening 

Identifying the relation between language, thought and 

reality; learning presentation techniques; writing and 
holding speeches 

30 

   
Spoken texts    
Perception and reflection on the effect of spoken text    
Forms of practical rhetoric    
Development of argumentative structures by listening and 
producing argumentative texts for oral contribution    
Presentations    
Organising a speech    
Correspondence 

DIN 5008; Business letter, Email; addressing authorities 25 

   
Occupational correspondence    
Citation guidelines    
Correct punctuation    
Theoretical basics of documentation and presentation    
Arguing Comprehending, describing and evaluating texts; 

method of text analysis; selection of adequate linguistic 
means for phrasing and sentence structure 

15 

   
Interpreting   

10 

   
Linguistic creative tools and their function    
Methods of interpretation    
Work-related skills 

Acquiring all necessary job-specific knowledge 20 

   
Making phone calls    
Technical terms    
Specialist literature      

 
     

 
 

    80  
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No. 
Subject 

Course contents Learning objectives Time 
guideline 

A3 State and 
society, 
environmental 
engineering 

Labour and social order 

The role of the individual in society; acknowledging the 
role of labour 

15 

  
Qualifications   
Progress of vocations   
Importance and value of labour   
Essence of labour and relevance of human effort   
Evolution of work ethics 

  
Industrialisation 

Brief historical overview; understanding the significance 
of industrialisation 

10 

  
Progress in social legislation   
Ensuring livelihood   
Equality of men and women   
Social equality and social security 

  
Significance and value of labour   

10 

  
Scientific-technical progress and changes in way of life   
Technological innovations   
Opportunities and risks of information and communication 
technology   
Power and responsibility 

  
Europe 

Insight into the foundations of the EU; understanding 
correlations; obtaining findings by statistics, forecasts, 

theory formation and comparison; use of print and 

electronic media 

35 

  
European integration   
European cooperation vs. historical development   
Common ground vs. diversity of European traditions   
Main EU Treaties   
Democracy in the EU   
Social dialogue in the EU 

  Environmental engineering 

Classifying energy sources according to environmental 

compatibility, availability and price 
30 

  

Evaluating properties and possibilities of different energy 
sources for heat generation 
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Evaluating different types of heat generation with 

respect to additional requirements, e.g. energy source 
storage, construction of waste gas ducts, residues 
disposal 

  

Describing alternative/regenerative heat/power 
generation systems; e.g. solar systems, heat recovery 

systems, heat pumps 

  

Assessing the effects of user behaviour on energy 
consumption, e.g. perceived temperature, comfort, 
surface temperatures of building components, room air 

temperature, room ventilation 

  Ecology 

  

Applying environment protection and energy saving 

laws, e.g. Energy Savings Act, Federal Emission Control 
Act 

     

    100 
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No. 
Subject 

Course contents Learning objectives Time 
guideline 

A4 Energy 
consultancy 
and HVACR 

Systems engineering - heating 

Distinguishing heating systems by design features, such 

as heat generation, heat transfer medium, heat 
distribution system and heat delivery system 

10 

  
Evaluating the effects of system temperatures and the 

type of heat release by co-active properties of the 
building structure, e.g. control response of the systems 
on storage capacity of the building components 

  

Evaluating properties of commonly used materials for 
heating system components and their application   

Explaining technical terms of the heat demand 
calculation and performing calculations according to DIN 

4701 and by using a computer program   

Describing different control options for central heating 

systems and their use options   

Systems engineering - ventilation 

Describing different types of ventilation systems of 

residential buildings and their design features (exhaust 
air systems, supply and exhaust air systems with and 
without heat recovery, single room ventilation) 

10 

  

Evaluating advantages and disadvantages of different 

systems with respect to different applications   

Describing the basics for determining size formats of 

ventilation systems for residential buildings, e.g. air 
exchange rates for different rooms, acc. to DIN 1946, 
DIN 4701   

Describing the influence of air volume, air speed and air 

temperature on comfort   

Indicating options for heat recovery from exhaust air, 

specifying different materials for air pipes and ducts and 
evaluating their potential applications   

Taking into consideration measures of fire and sound 
insulation with respect to ventilation systems in buildings   

Air tightness Describing the relevance and system requirements 5 
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Describing organisational requirements, e.g. air 

tightness concept, on-site responsibility, workflow 
scheduling, detailed planning   

Selecting air tightness  materials (compatibility, 
effectiveness, durability), and designing joints and 

connections   

Detecting weak points of a dense building envelope, e.g. 
quality of the building components (windows and doors), 

their connections and pipe lead-ins, installation areas 
(shafts, pre-wall installation, etc.)   

Modernisation planning   
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Applying laws and regulations to save energy in 
existing buildings 

Applying the Energy Saving Act, Energy Saving 
Ordinance and related regulations and DIN standards    
Describing requirements according to the German 
Energy Saving Ordinance in new buildings and existing 

buildings   

Describing retrofit obligations for existing building   

Including buildings and technical facilities and 
documenting them for the evaluation of building 
physics  

Collecting and clearly documenting data relevant for the 
physics assessment of an existing building with regard to 

drafting of a modernisation concept, e.g. exterior walls, 
exterior wall cladding, windows, boilers, radiators, 

exhaust ducts   

Drafting and presenting a concept for improvement 
of the energy balance of an existing building 

Drafting and verifying modernisation measures for a 
building and its technical systems with regard to 

comfort; e.g. insulation of the heat-transferring 
enclosing surfaces of a building, including effect on the 
systems, replacement of the heating system and the 

effect on the heat-transferring encapsulation areas, 
recycling of building materials and (systems) 

components   

Indicating modernisation measures for a building and its 

technical facilities, e.g. preparing reports and conducting 
consultations 
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Preparing a cost-benefit analysis of the planned 
modernisation measure 

Contrasting estimated costs of a modernisation measure 
with expected savings, calculated on the basis of the 

annual heating demand; e.g. insulation expenses for 
heat-transferring enclosure surfaces, including 
modifications of the heating system, with saved energy 

costs due to a reduced annual heating demand   

A realistic calculation, including explanation with regard 

to amortisation and profitability by computer-aided 
standardised calculation methods for partial measures or 
for the overall modernisation measure, e.g. insulation of 

the heat-transferring surrounding surfaces, modification 
of the heating system, etc.   

Drafting a disposal concept for a planned 
modernisation measure 

Producing a waste disposal concept during the 
modernisation measure, e.g. removal and disposal of 

materials, structural elements and equipment   

Considering in a modernisation planning legal 
provisions for construction works in existing 
buildings 

Taking into account building and environmental laws 
when planning modernisation, as well as the close 

surrounding property and marginal distances, e.g. when 
changing the shape of the roof or changing the heating 

energy source    

Characterising investor´s responsibility resulting from 

the consulting service   

Air tightness measurement with blower door 
and thermography 

Performing a blower door measurement and determining 

the n50 air tightness rate  

15 

  

Evaluating planning and execution of the air tightness 

class   

Creating an air tightness concept, taking into account 

adjacent construction elements   

Offering consultancy service for the investor and planner   

Defining deadlines for planning, execution as well as 
furnishing documentation on proof of air tightness   

Locating and assessing any leaks (by flowmeter, 

thermography) and indicating suggestions for further 
sealing 
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Fire alarm system 

Overview of the basics and on interworking with other 
construction elements 

25 

  

Fire variables   

Fire emergence   

Fire detectors   

Fire brigade control panel   

Key depot   

Cable network   

Switchboard technology   

Controllers for extinguishing system shutters   

Smoke and heat exhaust system   

Configuration and documentation   

Regulations and guidelines   
Building services engineering 

Overview of the basics and on interworking with other 
construction elements 

50 

  
Heating and air-conditioning technology   
Antennae and satellite technology   
Basics of receiving technology   
Antennae 

  Mounting of antennae 

  Satellite technology 

  Refrigeration, air conditioning and heating systems  

  Water-bearing pipe systems 

  Lightning protection systems 

  Earthing systems 

  Emergency power systems 

  Compensation systems 

  Regenerative energy technologies 

  Lighting technology 

  Communication technology 

  
Escape routes 

     

    150 
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No. B1 Subject Structural design  
Course contents Learning objectives Time 

guideline 

Principles of structural design   

25 

Overview of history of structural design Knowledge of chronological classification of 
architectural history 

Load exposure and building stability  

Promoting student´s competence to understand 

building constructions 

Dimensional coordination in structural engineering 

Masonry and bonds 

Timber and timber joints 

Formwork and reinforcement works in reinforced concrete 

constructions 

Moisture protection 

Local building regulations Ability to apply local building codes 

Basics of foundation engineering   

15 

Interactions between building and ground Insight into the area of foundation engineering 

Rock cycle Overview of solid and granular soils 

Cohesive, granular and organic soils Knowledge of soil types and soil classes 

Ground water, seepage water, capillary water, adhesive water, 
adsorption water 

Knowledge of water types in the soil 

Bearing capacity and settlements Overview of settlements and ground seepage 

Methods of soil exploration, drilling, probing Knowledge of the content of subsoil surveys and 
subsoil comments 

Site excavation and drainage   

8 

Soil pressure on vertical wall at departure angle Insight into securing of construction pits 

Excavation pit and excavation pit sheeting (embankments, horizontal 

construction, driven steel girders, sheet piling) 

Knowledge of excavations with arched and 

vertical walls 

Dewatering (open drainage, drilled well, vacuum process, electro-
osmosis) 

Overview of the procedures on lowering 
groundwater 

Foundations   

8 

Types of foundations (shallow foundations, deep foundations, single 
foundations, strip foundations, slab foundations, pile foundations, pile 
gratings) 

Overview of foundations 

Securing existing flat foundations next to a lower lying pit Knowledge of underpinning work on existing 
foundations 

42



Constructive measures for foundation levelling Attaining ability to create foundation plans 

Moisture protection   

8 

Сonstruсtive measures Knowledge of moisture types and moisture 
damage 

Construction examples (sealing of structures against soil moisture, 
sealing of structures against non-pressurised surface water and 
leachate, water-pressure-bearing bituminous waterproofing for 

structures) 

Knowledge of structures, options and principles 
of structure protection against soil moisture, 
groundwater and pressurised water, against 

precipitation moisture and condensation 

Steelwork   

40 

Introduction to steelwork, functions of steelwork, production areas, 
steel structures, standards 

Insight into different production areas of 
steelwork and steel structures 

Riveted connections in steel structures, standards, rivet types, tubular 
rivet diameter, rivet length, rivet materials,  symbols for riveted joints, 
strength, structural steels, rolled products, steel structures, 

dimensioning and verification 

Insight into rivet types, materials, strength; 
acquiring skills in design and verification of 
riveted joints 

Screw connections in steel structures, standards, types of screws, 

strength classes, symbols for bolted joints, strength, structural steels, 
rolled products, steel structures, dimensioning, verification 

Insight into screw types, strength classes, types 

of connection, strength 

Welded joints, standards, welding processes, structural steels 

according to their suitability for welding, filler metals, seam types, 
graphic representation of welds, welding specifications, weldable 

constructions, test methods, rolled products, steel structures, 
dimension, verification 

Insight into welding processes and ability to 

design and proof welds, knowledge of weldable 
designs and test methods 

Tension rods, constructions, steel profiles, design features, 

dimensioning, verification 

Insight into the construction of tension rods, 

acquiring the ability of dimensioning tension 
rods and to carrying out proof tensile strength 
tests 

Pressure rods, bar constructions, column constructions, steel profiles, 
dimensioning, verification 

Developing knowledge in construction of 
pressure bars, skills in designing pressure bars 

Column feet, constructive design, anchoring, dimensioning, verification Insight into the column construction with 

anchoring, ability to proof own work 

Column heads, constructive design   

Carrier positioning, types of positioning, verification   

Carrier systems, ceiling beams, beams, dimensioning, verification   

Timber construction   20 
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Basics of timber construction, historical development, timber, wood-
based materials 

Reliable knowledge of wood structure and of 
wood-based materials 

wood preservation technology, structural and chemical wood 
protection 

Knowledge in decision-making with regard to 
proper selection of wood preservation methods 

Timber joints, wooden carpenter joints (longitudinal, transverse and 
corner joints, off-setting), engineered timber joints (dowel and nail 
joints, joints with sheet steel mouldings) 

Knowledge of key wood joints, ability to read 
work drawings, including the ability to monitor 
project execution 

Building physics in timber construction, thermal insulation, climate-
related moisture protection, fire protection, sound insulation 

  

Rooftops, purlin roof, rafter and collar beam roof, special forms, 
selected roof construction parts 

Knowledge of key roof construction types, skills 
to graphically represent truss laying plans 

Wooden house constructions, panel construction, multi-storey 
buildings in skeletal construction 

  

Wall-building   

16 

Wall structures Insight into static effectiveness between walls 
and ceilings within the building structure 

Stiffening function of the walls Overview of the function of freestanding and 

inclined walls 

  Overview of the interaction of walls and ceilings 

  Knowledge of constructional and static 
effectiveness of solid structures with load-

bearing longitudinal and transverse walls 

Wall assembly   

8 

Walls made of prefabricated parts / supporting systems Insight into prefabrication systems of assembled 

wall constructions 

Load-bearing and non-load-bearing walls Overview of constructional structures, element 
sizes and production methods 

Upright wall panels   

Window and door lintels Overview of large and small panel construction 

Staircase walls   

Internal dividing Knowledge of module and measures 

coordination 

Partition walls Insight into manufacturing and installation 

tolerances 
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Firewalls Knowledge of static-constructive connections 
(thermal material movements, assembly joints, 

joints on exterior wall elements, dimensioning of 
joints, sealing measurements) 

Skeleton construction   

10 

Skeleton constructions and building functions Overview of the classification system of skeleton 
construction 

Anchors Insight into skeletons types 

Bracing   

Staff connection Insight into the static structure of structural 

systems 

Load-bearing structures material   

Load-bearing systems   

Supports and joints   

Outer wall constructions Insight into the outer wall formation 

Reinforced concrete, steel and wood frame construction (framework) Insight into skeleton structures determined by 
the selected material 

Architectural history   

26 

Antiquity (Egypt, Mesopotamia, Crete-Mycenae) Knowledge of architectural styles 

Antiquity (Greece, Rome-Byzantium) Identifying style elements, supporting systems, 
technology and materials as a function of the 

progress of respective production forces 

Middle Ages (Romanticism, Gothic period) Overview of technical possibilities, tools and 
procedures 

Modern era (Renaissance, Baroque / Rococo, Classicism) Identifying the relevance of ancient architectural 

ideas in European architecture 

20th century: historicism, art nouveau, functionalism Knowledge of predominantly used construction 
materials, recognition of the significance of form 

and content of selected architectural objects 

Preservation of monuments (tasks and examples) Competent determining of historical buildings in 
the home country with regard to the origin of 

individual details and ornaments and using them 
for monument preservation tasks 

Thermal insulation in buildings   

26 Calculating a double shell exterior wall Ability to arithmetically and constructionally 
solve simple heat protection problems  
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Calculating a back-ventilated cold roof Overview of issues of sound insulation, sound 
absorption, noise reduction and vibration 

isolation 

Sound insulation in buildings Overview of components with adequate sound 

insulation 

Fire protection in buildings Overview of the role of fire protection 

  

Knowledge of regulations and terms of building 
material and fire resistance classes 

  

Insight into fire protection measures (escape 

routes, horizontal and vertical fire sections) 

Ceiling construction   

10 

Ceiling function, ceiling types Insight into/overview of ceiling construction 
systems 

Static, functional, building physics, material requirements Knowledge of various materials used for ceiling 

structures 

Wood, steel, concrete, reinforced concrete ceilings Knowledge of the technological process 

Ceiling types and constructions Knowledge of static systems 

Detailing of ceiling systems Types of beamed ceilings, stone, concrete, 

reinforced concrete and steel ceilings 

Windows and doors   

12 

Types of construction of windows (frame, double box) Insight into the function of windows 

Window types and their installation Knowledge of the window design depending on: 

type of connection with the structure, type of 
glass surface, type of building material 

Window sizes   

Door structures Insight into functions and knowledge of the 
construction 

Exterior and interior doors   

Installation of doors   

Door sizes   

Stairwell   

25 
Regulations of the staircase Insight into stair forms - stairs as a function of 

the building size, relevance, available space, 
material and construction type 
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Offsetting methods Knowledge of the staircase - left and right 
stairs, running width, head height, platform 

length 

Stair structures made of wood, reinforced concrete and other 

materials 

Knowledge of rise-to-tread-ratio calculation, 

rules for sizing widths and slopes 

Chimneys   

14 

Function of heating and chimney Insight into the functional context 

Dimensioning Overview of the formation of the chimney 

Chimney construction Overview of the dimensioning of the chimney 

cross section and height 

Chimney positioning and constructing   

Roof constructions   

44 

Roof supporting structures for house and hall construction Overview of the correlation between roof skin, 
roof shape and the supporting structure 

Joining means Overview of the types of roof supporting 

structures 

Purlin and rafter roofs Knowledge of the construction of purlins and 

rafter roofs 

Roof cladding Overview of the shape of the roof skin (stress, 
types, installation) 

Flat roofs Knowledge of the construction of flat roofs as a 
warm/cold roof 

Roof drainage Knowledge of ecological construction 
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Subject didactics 

Presenting essential design principles for traditionally constructed buildings. Indicating relations between construction, statics and building physics. Pointing 

out fire protection principles. It is recommended to introduce under the guidance of the teacher a planning exercise for a concrete structure so that the 

participating students can autonomously acquire knowledge and deepen their proficiency level, as well as their acquired and existing skills. Students shall be 

able to read architectural drawings and to graphically depict components and structural elements. They shall have basic knowledge of traditional building 

constructions and be able to include structural and building physics aspects into building design. They shall assess existing building designs and, construction-

wise, decide on necessary renovation measures. In the field of architectural history, audio-visual teaching materials shall prevail. When interpreting selected 

architectural examples, excursions are of high methodological-didactic value. 
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No. 
Subject 

Course contents Learning objectives Time 
guideline 

B2 

Construction drawing aided 
by selected user programs 
(CAD) 

Basics of structural drawing 

  

12 
  

Purpose and types of architectural drawings Knowledge of the usual types of architectural 
drawings 

  

Standards governing construction drawings Proper selection of the scale depending on the 

representation 

  Line types and line widths, hatchings Knowledge of dimensioning principles 

  Standard fonts and scales   

  
Dimensioning of objects   

  Geometric basic constructions   

8   
Straight line, angle, circle and its divisions Command of basic geometric constructions 

  Triangle, square, polygon   

  
Arch structures   

  Displaying of objects   

6   

Oblique parallel projection (isometry, dimetry, 
trimetry) 

Performing development of lateral surfaces of 

simple architectural forms  

  

Right-angled parallel projection (two-panel 

projection, three-panel projection) 
Determination of roof bevels, including model 

making 

  Determination of true sizes   
8 

  
Projections, true lengths, true surfaces   

  Structural Design Drawing   

26 

  

Presentation rules (sections, hatchings and 

symbols, dimensional coordination) 
Knowledge of the arrangement of horizontal and 
vertical sections 

  

Dimensioning of floor plans, sections and 

components 
Knowledge of abbreviations and symbols for 
building materials, components and furnishings 

  Presentation of floor plans, sections and views   

  Layout plan representation    

  

Representation of components (installation and 

assembly plans, roof structures, stairs, chimneys, 
detail drawings)   

  
perspective drawings   
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Practice-oriented introduction to a CAD 
program   

18 

  

User interface Attaining skills and abilities to compose own 
drawings 

  

Loading and saving drawings Further deepening with the goal to compose 
complex drawings 

  Plotting and printing graphics   

  Drawing lines and polygons   

  Drawing objects   

  Drawing aids   

  Working with reference points   

  Entering and altering texts   

  

Presenting parts of a simple drawing in different 
layers Recognising the significance of the layer technology 

  

Executing complex editing functions with line styles 
and hatchings, modifying and querying object 
properties   

  Parameterising drawings   

  Using different dimension types   

  
Changing dimension settings   

  Drawing a floor plan   

12 

  

Composing a floor plan, and, additionally, practicing 
the following subtasks on other objects 

Developing and deepening skills to effectively 
compose drawings 

  Using Layers   

  
Drawing objects with different coordinate entries   

  Proper use of the command "chamfer"   

  Parameterising drawings   

  Adding text   

  Printing different layers Printing drawings to scale 

  
Plotting a drawing   

  Complex constructions   

20   Examples of building constructions   

  

Selected examples (by students) from practical 
work   
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  Data processing   

20 
  EDP fundamentals   

  Operating systems   

  
Word processing   
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Subject didactics 

The purpose of the training in the field of constructional drawing is to impart to students the basics of architectural drawing who thus shall acquire the ability to read 

constructional drawings. Priority hereby is placed on the achieved level of spatial sense by presentation of different bodies (hand drawing) and by observation of 

corresponding structures and components. General principles and functions are to be implemented with regard to CAD. Continuous practical relevance via corresponding 

constructions will support the learning process. In particular, the linkage with the learning area of structural design is best suited to this end. Basic skills are acquired by 

proper exercises on selected objects and components in the construction practice. 
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No. B3 Subject Mathematics, Geometry, Physics 

Course contents Learning objectives Time 
guideline 

   

Basic principles    

15 Computational laws, brackets and fractions, roots, powers, logarithms Safe knowledge in the use of real numbers operations 

Proportions, percentage calculation, interest calculation   

Functions   

10 

Linear, quadratic, exponential functions Mastery of the concept of function and safe handling of 
elementary functions 

Trigonometric functions Ability to safely solve equations 

Circle and ellipse as a function   

Linear and quadratic equations   

Equations systems   

Application: continuous carriers; moment surfaces   

Geometry and trigonometry   

21 

Intercept and similarity theorems Safe knowledge of the geometry of the triangle and polygons 

Pythagorean theorems   

Trigonometric functions, sine and cosine theorems   

Angle types and conversions   

Applications: resolution of forces, trusses, embankments, embankment 

sections, roofs, ramps   

Stereometry   

20 

Cylinders, cones, stumps 
Safe knowledge in the calculation of construction-relevant 
objects 

Prisms, pyramids, stumps   

Prismatoid, wedge, pontoon, ramp   

Spheres, spherical segments   

Applications: excavations, roofs, foundations   

Statistics   

15 Measurement series, averages, dispersion measures Safe knowledge in the application of statistical methods 

Distributions, diagrams   
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Linear correlation and regression   

Application: building physics, building materials   

infinitesimal calculus   

15 

Difference and differential quotient, geometric interpretation Insight into methods of higher mathematics, skills in solving 

simple problems with the help of calculus 

Derivatives of polynomial functions   

Differential relationship between internal forces   

Application: deflection, bending moment, lateral force, supporting 

forces of a beam under bending moment   

Introduction to building physics Insights 

4 
Application areas and functions   

Types of heat transfer   

Room air conditioning components   

Basics of Building Physics   

8 
Heat transfer Development of skills in the determination of K-values 

Heat storage capacity   

Temperature profile in components   

Thermal protection in winter   

32 

Heat balance method   

Simplified process   

Requirements for structural changes to existing buildings   

Verification on a residential building   

Thermal bridges   

Thermal insulation in summer Knowledge of heat storage capacity of interior components 

(total energy transmittance, reduction factors of sun protection 
devices) 

8 

Moisture protection   

10 
Protection against water vapour condensation   

Glaser diagram   

Verification   

Sound insulation   

16 Basic principles   

Protection against external noise   
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Structure-borne noise insulation and impact sound insulation in 
buildings   

Fire protection   

6 
Fire safety standards   

Fire protection requirements   

Fire-retardant and fire-resistant components   

  180 

Subject didactics 

The purpose of this subject is to empower students on the basis of reliable numeracy skills and mastery of mathematical procedures 

and algorithms, to safeguard mathematical penetration of other teaching areas, such as: N. Statics, reinforced concrete, surveying and 

building materials. Mathematical theories and derivations shall be applied only insofar as they are deemed necessary for the 

understanding of solution methods. When selecting exercise examples for the individual material areas, building-specific reference 

should always be sought for and the relevance of the teaching area is to be presented on the basis of construction-relevant tasks. Thus, 

the subject is an independent contribution to the student`s ability to solve emerging practical problems based on acquired knowledge. 

When designing the lesson, it should be emphasised that many solutions may be used to solve a mathematical problem. Frequently 

recurring calculations, such as the solving of equations and systems of equations, are to show the advantage of using algorithms, which 

can be proven especially by the use of computer technology. Special emphasis is placed on providing students with ready-to-use, 

constantly accessible skills supported by the use of formulary collections, spreadsheets and the use of the calculator. 

This subject allows students to gain expertise in construction planning and executing, and in conducting rehabilitation works for the 

partial areas of heat protection, moisture protection, sound insulation and fire protection. Students will be equipped with prerequisites 

to properly assess and evaluate building physics. They will be familiar with standards, regulations and guidelines of building physics. 

They will be able to provide evidence in the areas of thermal insulation, both, in the cold and warm season, moisture protection and 

sound insulation. The students will know about possibilities of influencing environmental protection. 
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No. B4 Subject Materials science, Chemistry 

Course contents Learning objectives Time 
guideline 

   

Substance composition Knowledge of the atomic structure 

10 Atomic structure Ability to describe chemical bonds and their structure 

Chemical bonding and structure 
Ability to read from PSE corresponding values of the 
atomic structure 

Chemical processes in aqueous solution   

7 

Electrolytic dissociation 
Understanding the relevance of electrolytic dissociation 
and the ability to draw architecture-related conclusions 

pH value 

Knowledge of the formation of the pH value and its 
measuring methods; ability to explain variable 

relevance of the pH value of different building 
materials 

Neutralisation 

Knowledge of the basics of neutralisation and its 

application in construction 

Chemical reaction  

7 

Essence of chemical reaction Recognition of the essence of a chemical reaction 

Energy conversions in chemical reactions 

The student can explain energy transformations in 
chemical reactions and relate these to essential 

building examples 

Reaction rate 

The student shall be able to interpret the significance 

of reaction rates on the properties of building materials 
and to apply this knowledge accordingly 

Chemical balance 
The student will understand the basics of chemical 
equilibrium and its effects 

Redox reactions 

Knowledge of the nature of a redox reaction and its 

application in building 

4 
Essence of redox reaction 

Knowledge of an electrochemical redox reaction and its 

relevance 

Electrochemical redox reactions   

Stoichiometry   14 
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Basic laws 
The student will learn about different basic laws of 
stoichiometry 

Stoichiometric calculations 

Ability to relate these basic laws to the construction 
industry and to perform and explain stoichiometric 

calculations 

Building material parameters and substance-specific test 
methods 

Overview of the most important building material 

parameters; ability to apply these building material 
parameters to all construction materials and to 

describe and evaluate their interactions with each 

other 

10 

Densities and porosities 

Moisture content 

Mechanical engineering parameters 

Resistiveness 

Impermeability 

Thermal transition characteristics 

Water Overview of the critical relevance of water to life and 

especially in construction engineering; the student shall 
explain the water cycle and its relevance; he shall 

knows the different types of water and be able to 
name their essential characteristics and their relation to 
construction engineering; ability to enumerate specific 

water constituents and to explain their impact on 
construction engineering; overview of some methods 

of water analysis 

8 

Water cycle 

Relevance of water 

Types of water 

Water properties 

Water components and their relevance 

Natural building blocks 

Overview of the origin of different natural stones 

(stone types, including examples) 

5 
Rock cycle   

Usage characteristics of natural stones Knowledge of the essential properties of natural stones 

Application in construction   

Damage to natural stone and its elimination Disposal options and prior explanation of the damage 

Artificially manufactured building blocks 

Overview of different types of man-made building 
blocks, their production, properties and respective 

fields of application 

6 Bricks   

Sand-lime brick   

Aerated concrete block   

Concrete and lightweight concrete block   
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Aggregates 

Presentation of different types of aggregates for the 

respective building material quantity 

15 Function and types 

Knowledge of individual functions of aggregates; ability 

to identify substance-specific properties of aggregates 
and to relate them for respective requirements with 
regard to their use 

Grain structure, assessment and improvement 
Ability to produce and assess required grain 
compositions 

Grain shape and surface condition 
Ability to perform required tests 

Hazardous elements 

Building material internships 

Ability to perform and evaluate essential building 

material tests independently, under supervision 
10 

Water testing 

Mass and void characteristics 

Aggregates 

Mineral binders Substantial knowledge of the general principles of 
binders (types, hardening behaviour, hydraulic 
factors); knowledge of all construction-relevant 

binders, their manufacture, performance characteristics 
and fields of application; ability to assign and evaluate 

binders in terms of their hardening behaviour; ability to 
perform and evaluate required building material tests 

5 

Building plasters 

Building limes 

Cements 

Other binders 

Mortar   

5 
Types, production and characteristics 

Knowledge of different mortar types, their production, 
properties and resulting application options (masonry 

mortar, plasters) 

Hazardous components 
Knowledge of relevant harmful mortar components 
that may significantly affect its properties 

Mortar tests 

Knowledge of key mortar tests and how to perform 

their evaluation 

Concrete (normal concrete)   

12 
Definition, composition, classification 

The student shall explain the term "concrete" with 

reference to its different types and be able to perform 
respective type classification 

Concrete properties 
Basic knowledge of functional properties and resulting 
application conditions 
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Factors influencing concrete properties  

Solid space calculation 
Ability to perform and evaluate solid space calculations 
of materials 

Concrete planning 

Competence to calculate and evaluate various concrete 
projects; competence to identify reference to building 

material topics related to concrete (water, aggregates, 
cements) 

Concrete tests 

Knowledge of concrete tests and the competence to 

autonomously perform and evaluate essential tests; 
competence to detect, avoid or correct basic concrete 
damage 

Other concrete types 
Special knowledge of other concrete types with regard 
to their production, properties and respective fields of 

application 
4 

Aerated concrete 

Heavy concrete 

Special concrete 

Construction metals   

6 

Basic fundamentals 
Overview of the general building metal structure and 
resulting properties 

Iron and steel 

Knowledge of key metals in construction engineering 

(Fe, Cu, Zn, Al), their production, substance-specific 
properties and fields of application 

Aluminium 

Zinc 

Copper 

Other construction metals 

Corrosion and corrosion protection 

Ability to identify and explain different types of 

corrosion; ability to name and apply active and passive 
corrosion protection measures 

Construction glass Knowledge of glassmaking; knowledge of key glass 

properties and the resulting application areas for 
construction engineering 

3 General glass properties 

Construction glass products 

Lumber   

7 
Structure of wood 

Overview of wood structure  (macro- and 

microstructure); wood species 

Wood properties   

Wood defects 
Ability to identify various wood defects and to draw 
conclusions on their application 
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Wood types   

Wood damage and wood preservation 

Ability to detect typical wood pests and to perform 
proper wood preservation; basic knowledge of main 

wood protection groups; overview of their 
environmental impact 

Lumber products Knowledge of resulting timber products 

Polymeric materials    

2 
Chemistry of polymeric materials  Basic knowledge of plastics (chemistry and production) 

Properties of polymeric materials  Explanation of resulting properties and applications for 

construction engineering Use of polymeric materials in construction 

Bituminous building materials   

2 

Origin of bituminous building materials Overview of the bitumen origin 

Properties and characteristics of bitumen Knowledge of key properties and ranges 

Bitumen range 
Knowledge about the application of bitumen ranges in 
construction 

Bitumen application in building protection   

Bituminous mixtures in road construction   

Insulation materials 
Overview of different types of insulation; presentation 
of different artificial and natural insulation materials; 

emphasizing the importance of natural insulation 
materials for the environment and construction 

engineering 

4 

Resilient lightweight construction materials 

Self-supporting lightweight construction materials 

Non-load-bearing fibre insulating materials 

Loose fillers 

Artificial and natural insulation materials 

Building material internships 

Ability to conduct and evaluate essential building 

material tests, independently under guidance 
14 

Building plasters 

Cements 

Concrete 

Construction steel  

Wood / wood protection 

Reinforced concrete construction   

40 

Introduction to reinforced concrete construction 
Knowledge of the properties of the composite material 
"reinforced concrete"; insight into the required civil 
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engineering documents for reinforced concrete 
structures 

Knowledge of reinforced steels Reinforcing bars and welded steel mesh 

Reinforcement of reinforced concrete components 

Acquisition of skills in the representation of 
reinforcements; ability to detect concrete coverages; 
knowledge of spacers and their distances 

Calculation of reinforced concrete components Knowledge of limiting crack width and deflection 

Bending stressed components 

Ability to determine the cross-section of reinforcement 
with the aid of dimensioning tables; knowledge of 
types of shear reinforcement 

Reinforced concrete slabs 
Ability to dimension uniaxially tensioned single-span 
slabs 

Reinforced concrete slabs and beams 
Ability to dimension reinforced concrete rectangular 
beams (single-span beams) 

Pressure-prone components, supports 
Knowledge of the arrangement of reinforcement on 
pressure-prone components 

Walls 
Knowledge about the use of reinforcement in walls; 
ability to calculate reinforcement 

Foundations 

Knowledge about the use of reinforcement in 
foundations; acquisition of the skill to calculate 

reinforcement 

  200 

Subject didactics 

Hereby, students shall gain insight into the structure and properties of materials as well as insight into essential chemical reactions and 

their resulting changes in properties. The subject shall indicate the essential functional properties of building materials and substance-

specific test methods. Students shall acquire the ability and skill to select proper building materials, taking into account substance-

specific, economic and environmental considerations. To this end, lessons in seminar form with a high practice share are especially 

suitable. The subject is supplemented by demonstration experiments, construction material internships and targeted excursions. The 

use of digital media will support student learning. 
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No. B5 Subject Building law 

Course contents Learning objectives Time 
guideline 

   

Functions of the construction industry 

Knowledge of the construction industry 5 
Construction volume 

System 

Business forms 

Main features of the execution of construction projects 
Knowledge of the complexity of 
construction preparation and 

implementation 

5 
Tasks of the participants in the construction process 

Planning preparation and implementation (land, financing, etc.) 

Public construction law 
Basic knowledge of building planning law 

10 

Construction planning law  

Building regulations Knowledge of the building code; safe 

handling of selected legal articles; ability 
to complete construction contracts; 

knowledge of urban land-use planning Bylaws 

Environmental legislation 

Knowledge of environmental protection 
in the construction of buildings and 

facilities 

Private building law 

Knowledge of selected legal terms 5 Contracts 

Legal dunning procedures 

Fee arrangement for architects and engineers Reliable knowledge of the performance 
areas (work stages) as a basis for the 

construction preparation and the 

construction process 

2 
Organisation 

Principles on the application 

Service sectors  

Types of costing as a service of the planner 

Ability to apply certain DIN standards 5 

Cost estimate 

Cost calculation 

Quotation 

Cost statement 
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Construction contracts as a basis for price determination 

Knowledge of legal bases; ability to 
handle German VOB, Part A 

15 

Legal basis of construction contracts 

Construction contracts according to the Civil Code (German BGB) 

Construction contracts according to the regulations for contracting terms for supplies 
(VOB) 

Bidding and tender procedure 

Evaluation of offers Ability to evaluate price comparisons 

Assignment of construction works Knowledge of bidding documents 

Performance description and quantity calculation Knowledge of different specifications; 
ability to set up a bill of quantities using 

a standard service book; ability to 

perform quantity calculations; 
knowledge of measurement provisions 

10 

Types of service description (specification of services, standard service catalog, functional 
description of services) 

Process engineering 

Ability to plan and monitor operations 
for individual construction work; ability 
to identify and coordinate equipment 

and machine performance and perform 
cost-benefit comparisons; knowledge of 

the principles of occupational safety 

10 

Construction machinery and equipment 

Earthworks (earth excavation, refilling) 

Formwork 

Reinforcements 

Concrete building 

Scaffolding 

Wall construction 

Prefabricated building 

Occupational safety, accident prevention 

Site setup   

5 
Elements of the construction site setup Competence to design a site plan 

Assignment of equipment parts   

Planning of the construction site setup   

Building sequence planning 

Ability to draft a construction schedule 4 

Setting up work directories 

Gantt chart 

Path-time diagram 

Critical path analysis 

Billing of construction works 2 
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Site measuring according to German VOB 

Knowledge of billing of construction 
works 

Financial reporting 

Budgeting 

Target-actual comparison 

Selected practical examples for a construction contract 

Deepening of knowledge 2 Approval 

Warranties 
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In red lettering: country-specific design required!   

Subject didactics 

Students learn major laws and regulations relevant for planning and building. Priority is given to the use of sample forms. Students are 

to achieve the ability to draft performance descriptions as well as to plan and monitor operations. It is especially essential to draw 

associations to subject C1 (Basics in business administration). 
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No. B6 Subject Construction management 

Course contents Learning objectives Time 
guideline 

   

Basics of business management   

10 

Basic technical terms Knowledge of basic concepts 

Standards in business management Knowledge of economic principles 

Cost-theoretical basics Ability to calculate the break-even-point 

Operational production factors Knowledge of operational production processes 

Business management operating principles   

10 
Object of business activity   

Legal forms of business Knowledge of key differences in legal forms 

Company concentration and cooperation Ability to characterise company mergers 

Operational business management 

Knowledge of management levels and managerial styles 10 
Management levels 

Management systems 

Operational planning 

Business structure and workflow of a construction 
company 

Knowledge of the structure of a construction company 10 
Work methods  

Structuring a business organisation 

Organisational chart of a construction company 

Entrepreneurial evaluation 

Use of human labour in business organisations   

10 Principles of business labour Knowledge of the basics of human labour 

Payroll accounting in the construction industry Knowledge of payrolling in the construction industry 

Resource deployment and engagement   

10 
Types of operating equipment 

Knowledge of the definition and types of operational resources 
Cost of used resources 

Depreciation methods Knowledge of different depreciation methods 

Overview of award procedures   16 
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National / international procedures, EU threshold amounts 
Knowledge of different procurement procedures for construction 
works 

Contents of service description, supplements Ability to enumerate and describe construction services 

Legal protection of the tenderer   

Materials management   

10 

Essence of materials management Overview of the areas of materials management 

Needs assessment Ability to perform materials requirements planning 

Procurement Knowledge of the nature of procurement 

Warehousing and storage Knowledge of types of warehousing and storage  

Transport Calculation of transport services 

Control system of materials management   

Costing   40 
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Subject didactics 

In conjunction with subject C1, students learn how to calculate construction costs, how to plan staff, machines and materials, and how 

to act economically in the area of procurement. The students shall know the correlation between production and business 

administration. Case studies, practical examples and problem solutions illustrate to the students procurement-, production-, and sales 

methods. By predetermined criteria, students shall be able to draft offers and to evaluate them. A sound mixture of classical lectures, 

group work and seminar classes will empower students in the area of action competence. 

64



No. B7 Subject Technical mechanics 

Course contents Learning objectives Time 
guideline 

 

 

 

Building structure from a static point of view 

Insight into functions of statics and strength theory 4 Load-bearing structures 

Tasks of the theory of statics and strength 

Dynamics 

Developing skills in graphic and mathematical determination of forces; 

ability to determine moments 
20 

Combining forces 

Decomposition of forces 

Balance of forces 

Moments 

Load assumptions 

Insight into the load types; performing load calculations 16 Classification of loads 

Standard DIN 1055 

Static-specific systems 

Insight into the types of support; ability to determine support forces and 
internal forces, and to represent the N, M, and Q area 

30 

Basics 

Internal forces  

Beam on two supports 

Beam with cantilever arm 

Cantilever beam 

Trussed rafter 

Basic knowledge of different constructions of trusses; ability to determine 
bar forces of trusses following the Cremona method 

16 

Rules for trussed frames 

Load conditions 

Rules for recognising zero bars 

Cremona diagram 

Introduction to strength theory 

Safe knowledge of the technical terms "tension", "deformation" and 

"strain" 
10 

Stress 

Deformation  

Tensile stress 
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Tensile stress 

Identifying aspects of a realistic calculation of components subject to 
tensile stress 

4 

Compressive stress, surface pressure Developing an understanding of proofs of compressive stress 10 

Shear stress Demonstrating the ability to conduct shear stress tests 4 

bending stress 

Knowledge of physical values and dependencies; ability to determine area 
moments and resistance moments; ability to provide evidence of flexural 

strength and flexural rigidity, including the ability to performing structural 
calculations 

30 

Reference stresses 

Safe knowledge of the conditions when determining reference stress and 
the ability to provide evidence of reference stress 

10 

Torsional stress 

Knowledge of torsion-stressed components and the ability of performing 
torsion stress tests 

16 

Buckling stress  

Detailed knowledge of components subject to buckling; insight into 
buckling according to Euler´s equation; acquiring the ability of performing 

measurements and conducting buckling proofs 
20 

Tensions at longitudinal force with bending 

Knowledge of components that are simultaneously subjected to a 

longitudinal force and to a bending moment; ability to perform stress 
proofs 

20 

Ground pressure on foundations 

Knowledge of off-centre pressure on foundations; ability to determine the 

existing footing pressure and to compare it with the permissible value 
10 

 
 220 

Subject didactics 

Imparting methods to allow an independent analysis of the task content. Students learn about solution algorithms that are used in 

exercises. The load effect on components is explained by visual and colour design. The students attain the ability to identify the type of 

stress of a component in the respective cross-section, and know how to perform dimensioning and verification. Following all exercises, 

the student will receive a result review. 
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No. B8 Subject Construction machinery and equipment 

Course contents Learning objectives Time 
guideline 

   

Concrete construction machinery   4 

Formwork   2 

Cranes   4 

Earth moving machines   4 

Cost calculation   2 

  16 
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No. B9 Subject Surveying technology 

Course contents Learning objectives Time 
guideline 

  
 

Introduction to construction surveying   

4 

Surveying tasks for the building technician 
Knowledge of the surveying work on the 
construction site 

Official documents 

Insight into the most common official documents in 

surveying 

Official maps Ability to read cards 

Measurement units and surveying elements Knowledge of length and angle measurement 

Position measurement   

15 

Marking of products Knowledge about marking points in the building 

Gauss-Krueger coordinates Insight into the Gauss-Krueger coordinate system 

Basics of length measurement Ability to measure length 

Stakeout and measuring of straight lines 

Knowledge of right-angle devices; ability to stake 

straight lines; ability to apply different procedures 

Indirect radiation measurement using helper lines, 
parallel shift, auxiliary triangles 

Knowledge of possibilities of indirect distance 

measurement; ability to apply direct and indirect 
distance measurement in a practical exercise 

Stakeout and recording procedure 

Knowledge of staking of building structures; ability 
to perform simple building stakeouts; overview of 

recording procedures 

Field accounting Competence of exact field accounting 

Official site plans 

Knowledge of mapping scales; knowledge of key 

information on an area map as well as the ability to 
draw diagrams of site plans 

Application of the Heronic formula Knowledge of area calculations 

Height measurement   

20 Ordnance survey directory 
Overview of the structure of the national elevation 
network 

Levelling instruments and devices 
Knowledge of height measuring devices and their 
use capabilities 
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Area levelling in the square grid process 

Ability to determine height differences of adjacent 

points 

Recording of longitudinal and transverse profiles 

Competent use of a levelling device in practical 

work; bookkeeping competence 

Fixed point levelling 

Staking out through-cuts and embankments 

Field accounting 

Angle measurement and stakeout 

Competence of staking buildings and structures 

using polar methods; competent handling of a 
construction theodolite 

15 

Scale readings on the theodolite 

Horizontal angle measurement and staking out 

required angles and distances 

Application of the polar method 

Road course measurement   6 

GPS + Total stations   5 

Location of building structures   5 
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Subject didactics 

Most suitable for this subject is the classic apprenticeship contract, which is well suited for explaining different work processes, 

including a device demonstration. Students receive practical training in exercises on proper devices, they can easily perform position 

and altitude measurements and execute stakeouts of buildings and structures, sketches, geodetic and area calculations. This subject is 

about deepening methodological competence and handling of industry-specific devices. 
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No. B10 Subject Project work 

Course contents Learning objectives Time 
guideline 

  
 

Processing a multidisciplinary 
technician-appropriate project 

Students shall analyse a defined sector-specific 
problem, independently develop solutions, 

document their work in an appropriate form, 
followed by presenting their results. Students will 

inform themselves about the project goals, analyse 
them and draft a solution strategy. In proper 
contact with their client or tutor, they will work out 

all required steps and, if necessary, carry out 
further studies. Students will independently search 
for essential specialist information, perform any 

needed calculations and drawings, and will offer 
potential solutions. 

Students shall prepare all necessary documents for 
the realization of the respective project, they shall 
document the work and present it in suitable 

written form. Students shall summarise their work 
and results, taking into account a pre-set target 

group, and present it. They shall be ready to face a 
critical discussion and to justify their solution 
approach. 120 
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No. C1 Subject Determining corporate competitiveness 

Course contents Learning objectives Time 
guideline 

  

 

Corporate goals 

Understanding key goals and target relationships; setting up 
a target system 

2 

Performance targets 

Financial targets 

Social goals 

Target relationships.  

Complementary goals 

Conflicting targets 

Indifferent goals 

Corporate culture Describing features of the corporate culture 

2 Symbols and rituals 
Pointing out the relevance of corporate culture via personal 
or social goals 

Norms and values 
Communicating social responsibility of the company in the 
corporate image 

Analysis of past and future development 
Understanding the relevance of process and areas of 

corporate planning 

8 

Planning 
Describing strengths and weaknesses of a company on the 
market with reference to the target system 

Planning areas and their harmonisation Estimating market opportunities and risks 

Planning stages Assessing business risks 

Risk assessment   

Subsystems of company accounting Ability to distinguish subsystems of business accounting; 
understanding their inter-action and assigning calculated 

values 

39   - Balance sheet processing Structuring the impact of typical business transactions in the 
subsystems 

  - Cost and revenue accounting Understanding the basic principles and concepts of double 
entry accounting 
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  - Financial statement Explaining the tasks of accounting and balance sheet 

  - Social balance sheet and calculation of potentials Explaining options and benefits and disadvantages of 
outsourcing accounting tasks based on quality criteria 

Bookkeeping Explaining the structure and relevance of financial 

statements and business evaluations (German BWA) and of 
further typical documents 

  - Tasks and legal regulations Recording and assessing key types of assets and liabilities 

  - Double entry system Considering valuation margins, value adjustments, provisions 
and hidden reserves in the analysis of external accounting 

indicators 

  - Inventory and completion of inventory Describing types of depreciation and considering them in the 
accounting subsystems 

  - Process techniques (e.g. EDP) Performing industry, period and target/actual comparisons 
and explaining findings 

Annual financial statement/period-end closing Determining corporate profit or loss also during the year 

  - Structure of the balance sheet and profit and loss statement Performing of simple periodic financial planning and 

understanding criteria for critical liquidity situations 

  -  Flexibilities with respect to recognition and measurement   

     + Accounting principles   

     + Stock valuation   

     + Depreciation   

     + Accruals   

Fundamentals of the evaluation of annual financial 

statements 

  

  - Balance sheet figures   

  - Performance indicators   

  - Forms of control    

     + Industry comparisons   

     + Time comparisons   

     + Target-actual comparisons   
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Costs and revenue accounting Characterising goals and tasks of cost type, cost center and 
cost unit accounting 

17 

  - Tasks and structure Illustrating the impact of cost and revenue changes on 
financial and accounting statements and considering them 

for decision-making 

  - Cost type accounting Making decisions with respect to new investments based on 
standard costing 

  - Cost center accounting Justifying the decision of accepting (additional) orders by 
means of standard costing 

  - Cost-unit accounting Determining bottom price using cost unit accounting 

determined on a partial cost basis 

     + Division calculation Calculating break-even thresholds and thus deriving pricing 

and conditions policy 

     + Surcharge calculation Justifying decisions based on the production program 

  - Profit and loss accounts 
 

     + Piece rate costing 
 

     + Calculation of loss or profit per period  
 

  - Cost accounting systems 
 

     + Actual and planned costs calculation 
 

     + Full and partial cost accounting 
 

     + Contribution margin calculation 
 

  - Application of cost accounting 
 

     + Cost planning and control 
 

     + Decision-making support 
 

     + Break-even analysis 
 

Craft and trade law 
Verifying legal requirements to carry on a craft 
autonomously.  

14 
- Craft as a special form of a trade Knowing about legal consequences of unauthorised practice 

and moonlighting 
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- Entry in the crafts register 
Knowing relevant contact points when founding, changing or 
taking over a craft business, as well as initiating and 

handling administrative procedures 

- Unauthorized practice of craft and moonlighting 

Considering regulations regarding the company name, 

merchant status, obligation to register and subsequent 
commercial legal consequences for drafting of concepts 

Commercial and corporate law 
Outlining impacts of special obligations of a proper merchant 

for the design of operational processes 

-  Qualification as a merchant 
Verifying feasibility / legal admissibility of market strategies 
against the background of competition rules 

- Company 
 

- Commercial register 
 

Competition law 
 

- Act against restraints of competition 
 

- Law against unfair competition 
 

- Quotation of prices act 
 

- Shop closing law 
 

- Copyright law   
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No. C2 Subject Preparing, completing and evaluating start-up and takeover activities 

Course contents Learning objectives Time guideline 

  

 

Requirements to be met by an entrepreneur 
Identifying relevant requirements for successful 
entrepreneurship 

2 Personal requirements 
Identifying and assessing own ability to independently 

manage a craft business 

Requirements with regard to families   

Functional requirements   

Role of crafts in economics 
Researching craft and industry-specific information on the 
development of the economy as a whole, presenting relevant 

data and comparing them with other sources 

2 

Economical 
Explaining the macroeconomic context in which a craft 

company operates 

Social relevance Establishing a self-image and personal affiliation to the craft 

Cultural relevance 
Structure of the craft organisation and tasks and services 
offered by individual organisations 

Craft organisations 
Understanding and evaluating the benefits of memberships 
in craft organisations 

- Tasks   

- Structures   

- Services   

Firm births consultation 
Addressing contact points of set-up consultation and 

evaluating their range of services 

8 

- Legal aspects 

Knowledge of public support programmes, justifying 

implementation of a certain form, and understanding key 
prerequisites thereof; knowledge of contact points 

- Conceptual aspects   

- Financial aspects   

Financing and funding support services   

- Offers for business start-ups   

- Special offers for crafts and SME   
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Market and location study Understanding the relevance of key location factors 

- Sales territories and sales opportunities Assessing suitability of sites for operational purposes 

- Customer structure 
Understanding the determining  factors with regard to 
personnel and company size 

- Location assessment (factors and comparison) Identifying optimum staffing needs 

Business foundation planning  Determining demand for fixed and current assets 

- Operating equipment   

Company size (turnover, personnel)   

Marketing Estimating the type and size of potential customer groups 

and needs, as well as potential order and turnover figures 

12 Concept of marketing 
Proposals on drafting of products, prices, means of 
communication and distribution channels when entering the 

market  

Sources of information to estimate the market 
potential 

Formulating the business model based on customer benefits 
and unique selling points 

Market entry marketing mix     

Social security systems 
Estimating the gap in old-age provision, comparing and 
evaluating alternative private provisioning instruments 

6 Private personal, property and damage insurance 
Planning protection against economic consequences of 
entrepreneurial problems 

Retirement provision for the self-employed craftsman 
Planning social protection in the event of accidents, illness 
and reduced earning capacity 

 Business concept 
Verifying and adapting consistency in plans and analyses for 
preparation of a business concept 

12 

- Mission statement/business objectives Summarising and presenting results in a business plan 

- Product and service program 
Developing concepts for founding or taking over a business, 
taking into account general framework conditions 

- Target groups 
Understanding the purpose and structure of a corporate 
mission statement 

Company takeover or participation Weighing up design options of an acquisition agreement 

- Company grandfathering 
Knowing legal obligations with respect to company takeovers 

Purchase price determination criteria Knowing important influencing factors on the purchase price 
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- Design of the acquisition or partnership agreement 

(purchase, lease, annuities, etc.) 

  

Financing   

10 

Determining capital requirements for business 
creation and for larger investments 

Determining capital requirements for business creation and 
for larger investments 

Creating and justifying a liquidity plan for the first 

five years based on possible scenarios 

Creating and justifying a liquidity plan for the first five years 

based on possible scenarios 

Use of forecasting and monitoring tools to avoid 
liquidity problems 

Use of forecasting and monitoring tools to avoid liquidity 
problems 

Formulating and justifying sales and profitability 

forecasts 
Formulating and justifying sales and profitability forecasts 

Justifying the financing structure Justifying the financing structure 

Preparing financing talks Preparing financing talks 

Legal forms   

10 

- Incorporated companies 
Familiarity with legal forms and their consequences for 
corporate management 

- Partnerships/private companies Justifying selection of a legal form 

- Individual company 
Verifying provisions in the articles of association and, if 
necessary, adapting them according to the corporate 
concept 

Criteria for choice of legal form   

Company agreement   

Statutory provisions   

24 

Classification of the legal system Explaining the fundamentals of the national legal system 

- Private and public law 
Distinguishing legal capacity, business ability and 

responsibility for civil wrongs 

- System of the Civil Code 

Explaining the legal meaning of a declaration of intent, of 

representation and mandating as well as "consent" and 
"approval" 

  Concluding contracts and assessing their legal validity 

General part of the Civil Code Considering options of contesting contracts 

Legal personality and capacity 
Understanding performance obligations and liability 
consequences (also for vicarious agents or assistants)  

Legal transactional capacity Creating legal documents of business transactions 
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Contract law 
Assessing rights and obligations pursuant to general terms 
and conditions and verifying the use thereof according to the 

corporate concept 

- General contract law Organising legal representation of the management 

- Sales contract 
Knowledge of basic concepts of property law and security 
rights 

- Service contract  and contract for labour and 
materials 

Setting up operating sites in compliance with legal 
regulations 

- Rental and lease contract Understanding key principles of taxation 

- Security Timely preparation of interim VAT return and income tax 
return 

- property law (property, ownership, security 

interests)   

Foundation-relevant legislation   

- Construction, environmental and waste regulations   

- Craft, commercial and tax law   

- Workplace ordinance   

Tax law   

- VAT   

- Trade tax   

- Assessed income tax   

- Corporate tax   

- Taxation procedure   
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No. C3 Subject Developing corporate government strategies 

Course contents Learning objectives Time 
guideline 

  

 

Organisation   

4 

Organisational structure Knowing areas, instruments and principles of business organization 

- Task analysis and synthesis 
Documenting business processes, taking into account the organisational 
structure and process organization 

- Job creation Creating organisational charts and job descriptions 

- Organisational forms (functional, divisional, project) 
Suggestions for adjustments to the organisational structure of business 
processes 

- Organisation development 
Identifying the effects of planned company development measures on the 

company organisation 

Process organisation   

- Process analysis and design   

- Logistics   

- Quality management   

- Work time models   

- Group organisation   

Administrative and office organisation   

- Document Management   

- Use of modern information and communication 
technologies 

  

- Organisation of accounting   

Product development   

8 

Analysis of the sales and procurement market 
Systematically exploring sources of information on product and service trends, 
evaluating and documenting them taking into consideration company and 

market conditions 

- Methods of market analysis and market research 
Weighing up and selecting methods of market research with regard to their 

potential application 

- Objects of market analysis and market research Evaluating customer data 

               + Customers Preparing and conducting customer surveys 
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               + Public Conducting SWOT analyses and deriving strategies 

               + Suppliers Conducting pro-contra analyses and value analysis and deriving decisions 

               + Competitors (benchmarking)   

               + Products   

Decision preparation and decision-making methods   

Marketing tools   

8 

Marketing functions and tools relevant to sales 
Presenting an overview of  marketing areas and marketing  instruments; 
outlining similarities and differences in marketing with respect to procurement 

and sales markets 

- Customer orientation and customer care 
Determining the consequences of sales policy decisions and justifying 
decisions for a marketing mix 

- Communication and advertising policy Explaining procurement processes and performing a weak points analysis  

              + Advertising   

              + Public relations   

              + Sales promotion   

            - Price and terms policy   

Procurement   

- Procurement planning (supplier selection and relationship)   

- Shipping and payment   

- Material and invoice control   

- stockpiling and warehouse scheduling   

Investment, financial and liquidity planning Distinguishing between various forms of payment transactions 

8 

Types of financing 
Deriving options of raising capital based on the financial standing of the 

company 

- Equity-financing Differentiating types of collateral and understanding their relevance 

- Self-financing   

- Debt financing (types of loans and collateral)   

- Alternative forms of financing   

Payment transactions   

Human resource planning 
Determining personnel requirements on the basis of corporate planning, 
including specifying job descriptions 

8 

- Staff demand analysis 
Assessing recruitment opportunities, advertising vacancies and conducting job 
interviews 

80



- Recruitment and selection 
Determining advanced training needs for employees and setting up concepts 
for needs-based qualification 

- Personnel placement and staffing Knowledge of employee motivation and staff loyalty 

- Work time models 
Evaluating possible applications of different work time and remuneration 
models 

- Personnel development Conducting feedback interviews with employees 

Personnel management  Motivating the significance of corporate climate 

- Personnel files   

- Archiving, data protection   

Remuneration   

- Time recording    

- Job assessment   

- Wage payment types   

- Corporate pension scheme   

Personnel management    

- Management styles and resources   

- Working atmosphere   

- Social relationships   

- Care (occupational, accident and health protection)   

Representing opportunities and risks of inter-
company cooperation 

  

6 
Inter-company cooperation 

Analysing value chains for prospective cooperations and weighing up 

opportunities and risks 

Value chains 
Selecting and addressing suitable cooperation partners, bearing in mind 
common goals 

Forms of cooperation   

Controlling   

16 

Controlling 
Describing controlling instruments and their use for situation analysis, for 

detecting undesirable developments as well as for uncovering future potentials 

- Tasks and goals The use of controlling tools to maintain liquidity and to ensure profitability 

- Weak point analysis  Monitoring the achievement of company goals, adjusting company goals, if 
necessary, and justifying measures for achieving them 

- Key figure and key figure target systems   
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- Budgeting   

- Scenario technique   

- Control and control of costs and revenues   

Labour and social security law   

24 

Labour law Setting up and terminating legally effective employment contracts 

- Employment contract Observing rights and obligations arising from employment contacts 

               + Contract types 
Considering in contracts and in work design SME-relevant regulations on 
collective bargaining, codetermination and occupational safety  

               + Contractual obligations of the employer and 
employee 

Analysing basic elements of the social security system with regard to 
company-related duties and options; characterising key regulations on 
statutory insurance, premiums, benefits and reporting obligations 

               + Termination of the employment relationship 
Exploring and assessing payroll accounting-relevant tax categories, the form of 
payment of income tax and the employer´s liability as well as allowances 

options and reimbursement of expenses 

             - Dismissal protection   

             - Collective labour agreement   

               + Collective bargaining parties   

               + Bargaining coverage   

             - Works constitution   

               + Works councils   

               + Works agreement    

             - Occupational safety   

               + Occupational health and safety regulations   

               + Maternity protection   

               + Severely disabled protection   

             - Labour jurisdiction   

Social security law (insurer, mandatory insurance, 

free choice of insurer, insurance premiums, benefits, 
reporting obligations)   

- Medical and nursing insurance   

- Unemployment insurance, employment promotion   

- Pension insurance   

- Statutory accident insurance   

Payroll tax   
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- Correct calculation and payment    

- Payroll tax liability   

Accounts receivable management   

6 

Receivables management and payment arrangements 
Assessing risks of defaults and providing options for monitoring incoming 
payments 

Dunning and lawsuit proceedings Considering measures to enforce claims and accelerate payments 

Debt collection and execution 
Knowledge of processes and costs of legal proceedings (especially judicial 

dunning and enforcement) 

Business succession   

10 

Family and inheritance law Knowledge and understanding of statutory inheritance regulations 

Matrimonial property rights  Weighing up design options given by an inheritance contract or testament 

Line of succession 
Knowledge of basic allowances and tax classes in inheritance and gift tax and 

legal design options 

Inheritance and gift tax  
Knowledge of differences between the "shared gains accrued" model and 
property separation 

Insolvency   

insolvency proceedings 
Understanding the duty to report insolvency proceedings pursuant to a legal 
form and representing consequences of corporate and private insolvency  

- Early indicators of pending insolvency 
Describing the process of insolvency proceedings and assessing options arising 
with respect to business continuation and liquidation 

- Insolvency code Knowledge of options and conditions for a residual debt discharge 

- Reorganisation and winding up    
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No. C4 Subject Basic computer skills, bookkeeping using commercial software 

Course contents Learning objectives Time guideline 

Operating systems, data organisation   

3 

Configuring basic settings in the EDP 
Command of operating systems, data organisation, data 
security and protection 

Familiarity with operating systems 
Use of information and communication technologies for 
business purposes 

Familiarity with data organisation, data security and protection Ability to carry out systematic searches 

Getting an overview of information and communication 

technologies and testing them 
  

Implementing accounting in a craft business using 
industry-standard software 

  

20 

Accounting system, chart of accounts, account categories, 
company codes 

Ability to record and check accounting transactions, both, 

manually and electronically 

Entering company data and bookkeeping vouchers in the EDP   

Processing, checking and assigning vouchers 
  

Creating, maintaining and verifying a cash ledger   

Organising payroll procedures   

Crediting/debiting of balance sheet and P&L accounts   

Posting business transactions   

Understanding the cash ledger structure and creating a cash 

ledger 

Understanding the cash register structure, recording all entries 

and performing checks 

7 

Familiarity with relevant software; testing alternative software Understanding basic legal requirements 

Entering all records 
Mastering relevant software and managing the cash journal 
directly and online 

Maintaining an online cash ledger   

Performing checks   

Payrolling and payroll accounting   
10 

Maintaining master data of employees Executing EDP-compliant payroll and payroll accounting 
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Recording of working hours 
Ability to assess advantages and disadvantages of alternative 

solutions and systems 

Creating gross and net payrolling 

Creating health insurance lists and PAYE tax notices 

Exchange of data volumes on salaries, asset accumulations and 

other transfers 

Registrations and cancellations of employees 

Simple wage booking 

- Proper wages and salaries account

- Recording of payroll bookings

Annual financial statement 

12 

Revaluation to the end-of-year procedure 
Ability to comprehensively prepare a financial statement and to 

be able to record closing entries 

- Preparation of the booking list of annual accounts Mastering all regulations and submit required reports 

- Rectification by general reversal
Carrying out well-founded business analyses, deriving 
consequences and developing conclusions for entrepreneurial 

strategies 

- Compilation of an asset schedule - depreciation

- Accrued income bookings and provisions

- Bad debt, general bad debt allowance

Evaluations: 

- Prima nota sales tax pre-announcement

- Summary statement

- further evaluations (movements balance)

Preparation of the financial statements 

- Updating balance sheet values

- Applying current official tax depreciation tables

Statistical analyses on the annual financial statements 

- Business evaluations

- Evaluations (balance sheet, profit and loss account)
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No. C5 Subject Innovation management 

Course contents Learning objectives Time guideline 

  
 

Definition of innovation Establishing references and effects on corporate strategy 

60 

Types of innovation Considering possibilities of operational management 

Role of the engineer in the innovation process 
Considering perspectives for developing business 

strategies 

Innovation management Ability to present own innovative ideas 

Protecting innovation (patents, trademark 

protection) 
  

Success factors and deficits   

Consultation and support services   

Innovation and promotion of technology   
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No. D1 Subject Review of training requirements and training planning 

Course contents Learning objectives Time guideline 

  

 

Advantages and benefits of in-company training 
Highlighting the objectives and tasks of vocational training, in 
particular, the relevance of vocational competence for industries 

and companies 

2 Objectives and tasks of vocational training 
Characterising advantages and benefits of education for young 

people, for the economy and society 

Relevance of education for young people, as well as 

for the economy and society 

Highlighting the benefits of training also with respect to the 

company´s expenses 

Corporate training - cost and benefits   

Corporate occupational training needs 
Identifying training needs based on company development and 
operational boundary conditions 

3 

Framework conditions of education 
Emphasising the relevance of training within the context of 
human resources development 

Personnel planning and training needs 
Considering framework conditions such as legal and collective 
wage agreements for training decisions 

Legal framework of education, especially the 
vocational training act 

  

Crafts code, youth health and safety at work act    

Structures and interfaces of the VET system 
Describing the integration of the VET system into the education 

system structure 

2 

Classification of the VET system in the national 
education system 

Outlining the requirements for VET education system. 

Key requirements for the education system, in 
particular: equal opportunities, permeability, 
transparency, equivalence  

Characterising the dual system of vocational education by 
structure, powers, responsibilities and control 

A dual system of vocational training: structure, 

responsibilities, areas of responsibility and control   

Selection of training professions 

Describing the emergence of state-recognised training 

professions 
2 
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Formation and list of officially recognised training 
professions 

Observing and presenting the structure and binding nature of 
training regulations 

Structure, functions, goals of training regulations Describing the functions and goals of training regulations 

Training opportunities in the company 

Defining company-relevant training professions in view of the 

training regulations via the flexible options given 

Company   

8 

Suitability for training 
Clarifying personal and professional aptitude for hiring and 

training, and identifying ways to eliminate training barriers 

Personal and professional qualification according to 

the Vocational Training Act and Craft Code, training 
obstacles 

Checking the suitability of the training facility with regard to 

proper conducting of the training and, if necessary, indicating 
necessary measures to restore proper suitability 

Suitability criteria of the training facility 
Identifying possible need for training outside the training facility 
and indicating appropriate opportunities 

Out-of-company training and combined training 
Characterising options of chambers and guilds to support 

companies in training matters 

Tasks of the craft organisations (chamber, guild) with 

respect to supporting the training 

Outlining the responsibilities of competent bodies to monitor 
training fitness, review the consequences of non-compliance and 

being aware of the reasons for a withdrawal of training 
authorisation 

Administrative offenses and withdrawal of the training 
authorisation   

Career preparation measures 
Outlining target group-specific pre-employment measures for 

training planning and justification of a certain choice 

2 

Target groups, requirements and legal basis for pre-

employment measures 

Evaluating the relevance of pre-employment measures for 
recruitment of young talents and indicating state funding 

opportunities 

Relevance of pre-employment measures and funding 
opportunities 

Clarifying possibilities of operational implementation of pre-
employment measures 

Content structuring of pre-employment measures 

(qualification modules)   

Tasks and responsibilities of the training participants Determining tasks and responsibilities of the training participants 

6 

Conceptual delineation: trainer, instructor, educational 

officer 

Functions and tasks of the instructor in view of differing 

expectations 

Function and tasks of the instructor 
Matching tasks of contributing invited specialists and 

harmonising their integration into the training 
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Function, tasks and requirements of the participating 

educational officer   

   

  25 
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No. D2 Subject Training preparation and assisting in recruiting prospective trainees 

Course contents Learning objectives Time guideline 

  

 

Company training plan 

Motivating the relevance, purpose and content of an in-
company training plan with respect to proper education 

5 

Legal basis, planning needs and training planning 

boundaries 

Highlighting the contents of the training-relevant regulations of 

the training planning 

Training regulations as the basis of the company training 

plan 

Establishing a context between a subject-specific and timely 

scheduled organisation of the training framework and the 
workflow and business processes of the company 

Significance of typical work and business processes and 
individual learning prerequisites for achieving the training 
goals 

Drafting a company training plan, taking into account specific 

business operational requirements and individual learning 
dispositions; observing schedule-related and organisational 
conditions of altering learning locations 

Drafting and adaptation criteria for of a company training 
plan 

Monitoring implementation of training plans and adjusting 
plans, if necessary 

Participation rights in VET Outlining possibilities of workplace representation in VET 

2 
Co-determination rights of the company workforce interest 
representation 

Outlining participation opportunities of youth and trainee 
representation in vocational training 

Participation possibilities of the youth and trainee 
representation   

Cooperating parties in training 

Presenting benefits of cooperation networks, in particular, with 
vocational schools, central training facilities, with advisers in 

chambers and guilds as well as with employment agencies 
4 

Network of key cooperating training partners 
Examining possibilities of cooperation with partners involved in 
the training 

Options of inter-centre cooperation   

Planning and implementation of recruitment procedures 

Presenting and evaluating opportunities for recruiting 
prospective trainees. 

4 

Recruitment options of prospective trainees 

Identifying  as selection criteria requirements and 

qualifications of the training profession 
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Selection criteria for candidates 

Applying proper procedures in selecting prospective trainees 
by taking into account different groups of applicants, and by 

observing legal rules 

Selection procedure for candidates 

Highlighting to prospective trainees vocational career 
perspectives associated with training 

Career path and career opportunities   

Conclusion of a training contract 

Illustrating essential contents items of a training contract; 
concluding a training contract 

6 

Legal basis and content of the training contract 

Representing rights and obligations of the trainer and trainee 
under the contract 

Rights and obligations of the trainer and trainee 

Explaining the prerequisites for entry of the training contract 
with the register of apprentices; applying for entry in the 
training register 

Enrolment in the apprentices' register Registering apprentices with the vocational school 

Registration with the vocational school 
Outlining legal options and boundaries regarding termination, 
in particular, termination of an apprenticeship relationship 

Legal options of termination and discontinuation of 
training   

Components of training spent abroad 

Checking benefits and possible risks regarding training sections 

abroad, both, for trainees and the company 

2 

Advantages, possible risks and legal basis for training 
abroad 

Use of legal foundations for decision-making regarding 

implementation of training sections abroad 

Vocational training in other European countries 

Paying attention to forms of vocational training in other 
European countries when planning a stay abroad 

Advice and support on the realisation of training 
components abroad 

Providing advice and support for implementation of stays 
abroad 

Documentation of stays abroad Understanding respective documentation of stays abroad 

   

  23 
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No. D3 Subject Conducting trainings 

Course contents Learning objectives Time guideline 

  

 

Learning preconditions, learning support and learning culture 
Considering individual requirements of trainees in the structuring of learning 
processes 

8 

Learning, learning competence, learning culture of self-driven 
learning 

Supporting a learning culture of self-driven learning and reflecting on the role 
of the trainer as a learning companion 

The instructor as learning companion Encouraging learning by observance of basic didactic principles 

Didactic principles of learning support   

Stages and opportunities of the learning process, agreeing 
upon learning objectives, strengthening motivation 

Supporting learning processes by goal-setting, by strengthening motivation 
and by ensuring knowledge transfer 

Learning and working techniques, framework conditions 

Encouraging learning by imparting proper learning and working techniques as 
well as by proper framework conditions 

Feedback 
Determining learning outcomes and showing the trainee his skills progress by 
proper feedback as well as by receiving feedback 

Arrangement of the probationary period 

Determining content and organisational structure of the probationary period 
and observing legal requirements 

4 
Familiarisation of the apprentice with the company 

Selecting learning tasks to determine the trainee´s suitability and disposition 
in the probationary period 

Relevance, arrangement and evaluation of the probationary 
period 

Planning the introduction of the trainee into the company 

  

Evaluating the trainee´s progress during the probationary period and 

exchanging the results with the trainee; evaluating the performance and 
results of the probationary period 

Training in job-typical order and business processes 
Emphasizing the relevance of learning with respect to order and business 
processes 

5 

Methodology of order and business process-driven training 

Analysis of the training plan and of the work and business processes and 
drafting suitable learning and work tasks following the analysis 

Selection of adequate work tasks and involvement of trainees Including trainees in work tasks, taking into account individual preconditions 

Setting of learning and work contracts   

Training methods and media Key training methods and their possible use 8 
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Overview of training methods and criteria for method 
selection 

Describing criteria for the selection of certain methods; justifying the selected 
methods 

Planning and implementation of doctrinal consultations and 
work instructions 

Planning and evaluating a tutorial dialogue and work instruction 

Presentation of a training situation 

Target group-tailored planning, implementing and evaluating of the 
methodological setup of the training content 

Functions and selection of training media 

Describing the function of educational media and resources and selecting 
them accordingly, based upon the chosen method 

E-learning in education Assessing the use of e-learning for training 

Learning difficulties and learning aids 

Identifying typical learning difficulties in the course of the training, 
determining possible causes, verifying learning dispositions 

4 
Manifestations as well as causes of learning difficulties; 

matched learning aids and support measures 

Individual assistance in case of learning difficulties followed by initiating 

support measures 

Training-accompanying aids 
Recognising the need for training-related assistance and organising measures 
accordingly 

Extension of the training period Possibility to extend the training period 

Promotion of outperforming trainees 

Recognising special dispositions and talents of trainees and providing them 

with adequate additional offers such as, e.g. additional qualifications 

4 
Funding programmes for outperforming trainees 

Verifying options to shorten the training period and for early admission to the 
final / journeyman's examination for these trainees, while rescheduling the 

remaining training period 

Shortening of the training period and early admission to the 
final / journeyman's examination   

Development of youth and handling of conflicts 

Describing developmental tasks of youth in training, considering in drafting of 

the training development-typical behaviour of trainees and significant social 
influences 

8 

development functions with regard to youth and 
development-typical behaviour of trainees, including social 
influences 

Describing the relevance of the company in terms of socialisation of trainees 

  

Designing communication processes during the training, promoting 

communicational skills of trainees 

Socialisation of the trainee in the company 

Recognising in due time conspicuous behaviour and typical conflict situations 
in training, analysing them and applying strategies for constructive conflict 

management 

Communication in education Recognising and avoiding intercultural causes of conflict 
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Behavioural problems and conflict situations in education 

Reflecting on common causes of pending trainee dropouts and implementing 
preventive measures 

Conflict avoidance and strategies for constructive conflict 

management Use of arbitration options for disputes during the training 

Avoiding intercultural conflicts   

Training dropouts: reasons and approaches for avoidance   

Conciliation mechanisms in trainee disputes   

Determining training success 

Selecting appropriate forms of performance assessment to identify and 
evaluate achievements in training, while adhering to basic training 

performance assessment requirements 

8 

Forms and functions of performance reviews in education 
Conducting of performance reviews and drawing conclusions on further 
education 

Core requirements for performance reviews 

Regular evaluation of trainees' behaviour based on suitable criteria, and 
conducting of assessment interviews 

Conducting of in-house performance reviews Evaluating the results of out-of-house performance reviews 

Evaluation sheet and evaluation discussion 
Use of training evidence for controlling and promoting and for aligning with 
the training plan 

Evaluation of external performance reviews   

Training certificate / record book   

Learning and working in a team Forming teams based on selected criteria 

3 

Criteria for the formation of teams Promoting teamwork in the team 

Team working 
Opening up to other cultures and positively addressing cultural differences 
(intercultural learning) 

Intercultural competences Specifically promoting trainees with migration background  

Basic cultural differences and intercultural competences   

Specific support for trainees with migration background   
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No. D4 Subject Completion of training 

Course contents Learning objectives Time guideline 

  

 

Preparation for the final / journeyman examination 

Highlighting essential requirements of the interim and final / 
journeyman examination in training regulations, and 
conveying particular aspects of an examination situation 

6 
Examination requirements and examination process Describing the relevance and course of the final exam 

Stretched final / journeyman examination 

Providing appropriate assistance for exam preparation and 
avoiding exam failure, as well as providing necessary exam 
aids 

Specific aids and techniques for exam preparation   

Avoidance / reduction of exam nerves   

Registration for the exam 

Observing legal requirements for the apprentices' 

registration for examination and for exemption; observing 
exam registration 

3 
Registration, exemption and admission to the exam 

Observing legal conditions for early admission to the 
examination 

Exam-relevant characteristics of trainees 

Informing the competent body of exam-specific 

characteristics affecting apprentices 

Retesting, supplementary examination and extension of the 
training relationship 

If the exam fails, taking into account legal requirements for 

repeat examination or supplementary examination and 
extension of the training period 

Issuing certificates 

Observing legal and operational requirements and 
emphasising labour law-specific relevance of certificates for 
the trainee 

3 
Relevance, types and content of certificates Identifying different types of certificates 

Formulation of a certificate 

Generating certificates, in particular, taking into account 
previous performance assessments and observing legal 
consequences 

Legal consequences to certificates   

Career and training opportunities Relevance of continuing vocational training 

3 
Advanced vocational education and training opportunities, 
master's examination 

Describing vocational and occupational promotion and 

advanced training opportunities, in particular with regard to 
the master's examination 
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Financial support of vocational education 

Pointing out funding possibilities for continuing professional 
vocational education as well as possibilities for outstanding 

trainees 

15 
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Examination Regulations 

Part I 

Uniform provisions

Article 1 

Admission requirements and exemption from examination parts 

(1) Admission to examination for a Technician grade is subject to uniform requirements pursuant to

successful completion of at least three years of vocational training in the field of structural

engineering or in a related profession. For shorter training periods, proof of professional activity over

one year is additionally required so that a total of at least three years can be proven in a specialist

field.

(2) Abilities and skills already acquired in other qualification measures that meet advanced training

standards are recognised for the Technician´s training. They may entitle to exemption from certain

parts of the examination, e.g.

a) Further education as Business Management Specialist; exemption from the module

examinations C1-C5 of the Technician´s training,

b) Completion of a recognised pedagogical qualification test; exemption from the module

examinations D1-D4 of the Technician´s training,

c) Similar content-related training; full or partial exemption from module exams C1-C5 and D1-

D4.

Article 2 

Standard study period 

The standard study period is two years. It includes theoretical knowledge transfer, module 

examinations and the processing time related to the final exam. 

Article 3 

Occupational profile of the Technician in the discipline of construction engineering 

(1) The Technician´s certificate proves that the participant is able to autonomously run a company, to

perform managerial tasks in the relevant areas of technology, corporate management, personnel

management and development, to carry out trainings and to independently contribute own

professional expertise, as well as to constantly adapt to new demands in the respective area.

(2) The Technician’s degree in construction engineering shall focus on building construction,

construction management, energy and building engineering and construction law. Under the module

examinations and the project work, following joint activities, competences and skills are categorised

as integral qualifications:

1. Identifying customer needs, advising customers, calculating services and generating quotes,

conducting contract negotiations, and determining contract goals.

2. Taking responsibility for technical and commercial business management, corporate

organisation, personnel planning and deployment, quality management, liability,

occupational safety, data and environmental protection.
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3. Executing orders taking into account technical rules and regulations, standards, labour laws

and personnel requirements, as well as order processing and execution, planning and

monitoring.

4. Processing documentation, specifically by means of computer-aided systems.

5. Considering material properties in planning, arrangement and execution of orders.

6. Planning and construction of buildings taking into account structural engineering and

physical aspects and, in particular, safety and health-relevant precautionary measures.

Review and implementation of remedial measures.

7. Application of testing techniques, assessment and recording of results.

8. Performing errors and error detection, initiating measures to eliminate errors, evaluating,

documenting and recording results.

Article 4 

Degree 

Upon passing the final exam, the title “Construction Technician” is awarded. 

Article 5 

Types of examination achievements 

(1) Subject to the module plan (Appendix 1), the following types of exam achievements are laid down:

1. Class exercises,

2. Oral exams,

3. Homework,

4. Oral presentations,

5. Participation in simulation games / conducting case studies

6. Project work,

7. The following are possible alternative examination achievements:

- Oral presentations,

- Computer programs,

- Discussion boards,

- Other written work,

- Construction or drawn drafts,

- Homework,

- Project work.

Alternative examination achievements may also be delivered as in-sessional examinations, outside the 

specified examination period. 

(2) In oral examinations, the examinee shall prove understanding of interrelations in the examination

area and the ability to classify specific context-related issues. Furthermore, the objective is to establish

whether the candidate has command of broad basic fundamental knowledge of the examination area.

(3) An oral presentation related to the teaching and learning context of the courses is to be delivered.

It shall include autonomous systematic processing of a respective course-related topic or a subject

area, including relevant source literature. Upon a brief, 15-30 minutes presentation, a discussion

focused around relevant topic is opened and deepened.

(4) The aim of project works is to demonstrate the ability to develop, implement and present problem

solutions, action instructions and concepts as well as, if necessary, collaboration in a team. The
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processing time for a project work is at least two weeks and a maximum of six months. Processing time 

and scope of a project work is determined by the respective teacher. 

(5) Experimental work includes theoretical preparation, structuring and delivering of an experiment,

as well as a written presentation of the process steps, the experiment setup and the experiment

results.

(7) The scope of exemption from one or more module examinations is equivalent to the passing of the

respective module examination.

Article 6 

Evaluation of individual examination achievements, forming grades 

(1) Examination achievements shall be graded as follows:

100-92 points = very good = outstanding achievement  

Below 92-81 points = good = performance significantly above average 

   requirements 

Below 81-67 points = satisfying = performance that meets average requirements 

Below 67-50 points = sufficient = performance that meets the requirements, despite 
   its deficiencies  

Below 50-30 points = inadequate = performance not meeting the requirements due to 

   its deficiencies, yet still manifesting some basic 

   knowledge 

Below 30-0 points = unsatisfactory = performance not meeting the requirements, 

   manifesting very poor or lacking basic knowledge 

(2) Evaluation of a written examination achievement is announced four weeks at the latest upon

delivery of the examination achievement.

(3) If a module examination consists of several examinations, the module grade is calculated as

weighted grade average of individual examinations. If a module examination consists of a class

exercise and an alternative examination achievement, the exam is weighted 70%, vs. 30% for the

alternative examination achievement.

(4) The final examination project and the technical discussion are weighted with a ratio of 3: 1, thus

forming the overall score.

(5) The grades of all module examinations and weighted overall grade of the final assignment are

included in the final grade. For the weighting, grades of the module examinations are multiplied by

respective credits, in accordance with Appendix 1. The credits for the final examination project and

the expert discussion are doubled for the weighting. The overall grade is calculated as the sum of

weighted grades divided by the sum of credits allocated to the corresponding modules and to the final

assignment.

Article 7 

Repetition of examinations 

(1) Module examinations that are not passed for the first time are deemed not to have taken place,

provided they were held within the standard study period at scheduled standard examination dates

(non-binding examination).

(2) A second repetition of a failed module examination is permitted in case:

99



 
 

1. of a particular hardship or 

2. if the examinee has passed at least half of all previous module examinations with at least 

“satisfying”, whereby no more than eight module examinations can be repeated a second 

time, or 

3. of only one failed module examination. 

The application shall be addressed in writing to the head of the proper examination board in the field 

of “structural engineering” and submitted to the proper examination office. 

(3) A failed final examination can be repeated once with a new topic. Assignment of the new topic 

shall be requested at the examination board, at the latest six weeks upon the announcement of the 

evaluation of the first final examination. 

 

Part II 

Examination requirements in the required general and subject-related 

theoretical knowledge 

Article 8 

Specific regulations concerning admission to examination 

Admission requirements to final examination as a Construction Technician are a successful 

completion of the modules 

a) A1-A4, containing knowledge required for the general part to obtain matriculation standard, 

as well as 

b) B1-B9, containing required knowledge in the field of structural engineering. 

 

Article 9 

 Objective, structuring and content of modules A1-A3 

 

(1) In the examinations in modules A1-A4, the examinee shall prove general and subject-related 

competence with regard to professional communication, political and creative competence, 

and to sustainable energy. 

(2) According to the module plan, in each of the modules at least one complex case-related 

exercise is to be carried out: 

1. Vocational English 

The examinee shall understand issues of complex texts on specific and abstract 

topics, as well as be able to lead discussions in his own area of expertise. He shall be 

able to communicate spontaneously and fluently, expressing precisely and in detail 

his point of view on a wide range of topics, and explaining a topical issue by outlining 

advantages and disadvantages of various possible options. 

2. Native-language teaching 

The examinee shall have the ability to apply business communication and business 

correspondence, in accordance with current regulations. Furthermore, he shall be 

able to offer to customers and clients different presentation techniques. 

3. Politics, social studies and environmental engineering 
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The examinee shall identify and evaluate relevant issues subject to attention of 

policy-makers, and forms in which politics occurs; he shall understand and analyse 

processes that take place between participants of a political process. Likewise, the 

examinee shall characterise the interplay between economic efficiency, 

environmental compatibility and social acceptability, by outlining own 

recommendations for a sustainable economic system. 

4. Energy counselling

The examinee shall determine and compare energy requirements of energy

converters in private households. Likewise, he shall identify technical and

constructive energy-saving measures, by calculating their saving potential.

 Article 10 

Objective, structuring and content of modules A1-A3 

(1) In examination in modules B1-B9, the examinee has to prove the required level of expertise in the

action fields, by demonstrating the ability to prepare, plan and execute construction projects, taking

into account economic and legal framework conditions and technical regulations, and he shall prove

how to best document the entire development process.

(2) According to the module plan, at least one complex case-related exercise in each module should

be conducted:

1. Structural design

The examinee shall be able to read architectural drawings and generate them by himself for

components and elements, by working in building design aspects of structural and building

physics. He may assess existing building structures, including a proposal of remedial

measures. The exercise comprises several qualification areas listed below under a) to p):

a) Basics of building construction

b) General information on foundation engineering

c) Construction pit and drainage

d) Foundation

e) Moisture protection

f) Steel construction

g) Wooden structure

f) Wall construction

h) Mounting wall elements

i) Frame construction

j) Architectural history

k) Thermal protection in structural engineering

l) Ceiling construction

m) Window and door construction

n) Staircase construction

o) Chimney construction

p) Roof structures

2. Structural drawing

The examinee shall be able to produce structural construction drawings by using a CAD

system. In doing so, knowledge of dimensions and tolerances should be taken into account.

Further, load-bearing and non-load-bearing walls, windows, ceilings, ceiling cladding and
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suspended ceilings, stairs and sloped roofs with roofing can be chosen. The exercise 

comprises several of the following qualification areas listed under a) to i): 

a) Fundamentals of structural drawing

b) Geometric basic construction

c) Representation of bodies

d) Determination of true sizes

e) Architectural drawing

f) Practical introduction to a CAD program

g) Drawing a layout

h) Complex construction

i) Data processing

3. Mathematics, geometry and physics

The examinee shall be able to apply mathematical procedures and algorithms and explore

further teaching areas such as statics and surveying by applying knowledge on the use of

formulas and tables.

4. Structural material science / Building material chemistry

The examinee shall prove knowledge of essential properties of building materials, and thus

select proper building materials for construction projects, according to substance-specific,

economic and ecological criteria, and he shall be able to apply substance-specific test

methods.

The exercise comprises several of the qualification areas listed below, under a) to d):

a) Chemical processes and reactions

b) Building material parameters and test methods

c) Natural and synthetic building materials

d) Reinforced concrete steel construction

5. Building law

The examinee shall have the ability to prepare marketable service descriptions for

construction projects as well as execution planning and billing of the service provided. The

exercise consists of the following qualification areas listed under a) to e):

a) Public and private building law

b) Allowances, service description and quantity calculation

c) Types of costing

d) Construction contracts and operations scheduling

e) Billing of construction services

6. Construction management

The examinee shall prove the ability to produce building calculations according to principles

of personnel, material and machine planning. Likewise, the examinee shall be able to

differentiate between different procurement procedures.

7. Engineering mathematics

The examinee shall prove the ability to recognise the proper type of stress of a component in

cross-section and to undertake the dimensioning, including verification. The exercise

comprises several of the qualification areas listed below under a) and b):

a) Physical strengths

b) Mechanics of materials

8. Machinery and construction equipment
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The examinee shall prove the ability to specifically select proper machinery and construction 

equipment for construction projects. 

9. Surveying 

The examinee shall prove the ability to stake out buildings and engineered structures and to 

execute survey planning, geodetic calculations and surface calculations. The exercise covers 

several of the qualification areas listed under a) to e): 

a) Position measurement  

b) Altimetry 

c) Angular measurement and stakeout 

d) Initial measurement of the building structure 

e) Road course measurement 

 

Article 11 

Duration of the Examination 

 

(1) The examination in modules A1-A4 and B1-B9 is in written form. Scope and duration of 

the individual module examinations depend on the amount of the credits to be earned, 

following the standard: 

1-3 Credits  = 90  minutes 

4-6 Credits  = 120  minutes 

7-9 Credits = 180  minutes 

10-12 Credits  = 240  minutes 

(2) If in the second attempt at least 30 points but less than 50 points were achieved, in at 

least two of the modules referred to in Art. 9 and 10, oral complementary examination may 

be carried out in the respective modules. 

(3) The module examinations are considered as failed if a module was awarded less than 30 

points or less than 50 points upon a complementary examination. 

 

Part III 

Provisions for examination in required managerial, commercial and legal 

knowledge 

Article 12 

Special provisions for admission to examination and exemptions 

 

(1) The admission requirement to the final examination as a “Construction Technician” is a successful 

completion of modules C1-C5 containing required knowledge in “Business Administration, Law and 

Management”. 

(2) Examination in modules C1-C5 is organised as an examination performance. 

(2) At the request of the examinee, exemption from examination in modules C1-C5 shall be granted if 

the candidate can prove an equivalent degree course with a recognised final examination, e.g.: 

a) applicable degree course with focus on corporate governance or SME management or 

b) applicable recognised advanced qualification, such as e.g. “Certified Business Administrator”. 
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Article 13 

 Objective, structuring and content of modules C1-C5 

(1) In examination in modules C1-C5, the candidate's professional capability as entrepreneur shall be

demonstrated in the relevant action fields by adequately proving and documenting competence in

analysing and duly assessing business, economic and legal issues, based on current market trends.

(2) According to the module plan, in each module at least one complex case-related exercise shall be

carried out:

1. Assessment of competitiveness of companies

The examinee shall demonstrate competent evaluation and decision-making with regard to

business, economic and legal requirements for a company's competitiveness. This includes

competent evaluation and decision-making in the area of personnel development planning.

The exercise consists of several qualifications listed below under a) to f):

a) analysis of business objectives and their classification in a business target system,

b) defending the significance of corporate culture and a company´s image for market

performance and competitiveness,

c) analysis of the market positioning of a company and argumentation of success potentials,

d) use of internal and external accounting, in particular, the balance sheet and the profit and

loss account, to analyse strengths and weaknesses of a company,

e) application of legal provisions in the analysis of corporate objectives and concepts, in

particular, taking into account the crafts and trade code, commercial, industrial and

competition law;

2. Preparation, implementation and evaluation of business setup and acquisition activities

The examinee shall prove expertise in preparation, execution and evaluation of tasks related

to a business setup and a takeover, taking into account personal, legal and business

conditions, and objectives, explaining their significance for a business concept. In this

exercise, several of the qualifications listed under a) to j) shall be combined:

a) supporting significance of personal qualification for successful self-employment,

b) presenting and considering the economic, social and cultural significance of craft, and the

benefits of memberships in craft organisations;

c) identifying and assessing opportunities to use advisory services, support and public

benefits in setting up and taking over a business;

d) making and justifying decisions with regard to location, size, personnel requirements,

structure and equipment of a business,

e) development and evaluation of a marketing concept for market launch,

f) preparing and arguing for investment planning and a financial concept; preparing a profit

forecast and implementing liquidity planning,

g) deriving and arguing for a certain legal form, attendant to a business idea,

h) application of legal provisions, in particular, civil law, corporate and tax law, in the context

of a company formation or takeover,

i) considering the need for private risk and retirement provision, pointing out options

j) cohesively explaining and supporting the significance of personal aspects as well as

business and legal components of a corporate concept;

3. Development of corporate governance strategies

The examinee shall demonstrate the ability to identify operational growth potential and to

develop business strategies, taking into account corporate strengths and weaknesses as well
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as market-related corporate governance opportunities and risks. For this exercise, several of 

the qualifications listed below under a) to k) shall be combined: 

a) assessment of the importance of organisational business structures and workflows;

introducing changes,

b) assessing trends in product and service innovation, as well as in general market conditions,

also in an international context, and deriving appropriate growth strategies;

c) arguing the use of marketing tools for sales and procurement of products and services;

recognising changes in capital requirement as a function of investment, financial and liquidity

planning; demonstrating alternative forms of capital raising,

e) development and evaluation of concepts for personnel planning, recruitment and

qualification measures,

f) taking account of labour and social security legislation in the formulation of a corporate

strategy,

g) presentation of opportunities and risks of inter-company cooperation,

h) use of controlling to develop, pursue, enforce and modify business objectives;

i) outlining instruments for the enforcement of claims and justifying their use,

j) describing and arguing the need for business succession planning, including inheritance

and family law and tax regulations,

k) examining the need to initiate insolvency proceedings based on company data; indicating

the consequences of insolvency law with respect to the continuation or liquidation of a

business company.

4. Implementing accounting in a craft business using industry-standard software

The examinee shall demonstrate the ability to record and check business transactions, both,

manually and electronically. In the task, several qualifications listed below under a) to d) shall

be combined.

a) generating documents, checking and allocating them to an account,

b) creating, maintaining and checking the cash journal,

c) preparing payroll accounting,

d) contributing to the preparation of the annual financial statements.

5. Innovation management

In the examination part “Innovation Management”, the examinee shall present evaluate and

devise in a draft solution a complex business problem of a company with operational

relevance. The examinee shall outline references to the corporate strategy that affect the

operational management of the company, by proposing a need for an innovation-based

solution as part of the corporate strategy. The topic of the project work is provided by the

examination board and the processing by the examinee is subject to supervision by a teacher

belonging to the specialist field.

Article 14. 

 Duration of the examination 

(1) Examination in modules C1-C4 lasts two hours each and is to be delivered in writing. In

the “Innovation management” module, the examinee shall prepare a written project work,

amounting to approx. 30 processing hours.

(2) The overall assessment of modules C1-C5 is calculated as arithmetic mean of the

respective individual assessments.

(3) If at least 30 points but less than 50 points were achieved in at most two of the
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examination modules referred to in Article 15, a complementary oral examination may be 

held in the respective modules, 

(4) Passing the module examinations C1-C5 requires a generally satisfactory examination. 

The module examination is considered as failed, if 

a) a module was awarded less than 30 points or 

b) a module was awarded less than 50 points even upon a complementary examination. 

(5) Passing of the module examinations C1-C5 leads to the recognised advanced training 

qualification “Certified specialist for commercial management”. 

 

Part IV 

Provisions for the examination of required skills in vocational pedagogy 

 
Article 15 

Special approval requirements and exceptions 

 

(1) The admission requirement for the final examination as a Construction Technician is a successful 

completion of modules D1-D4. 

(2) At the request of the examinee, exemption from examination may be granted, if the student can 

prove to have passed an equivalent course with a recognised final examination. 

 

Article 16 

Objective, Structure and Content 

 

(1) The examination in the modules D1-D4 is held in form of an examination and it shall prove the 

subject-related and work-pedagogical knowledge and skills of the examinee, which are required for 

autonomous planning, implementation and control of a proper vocational training of trainees. 

(2) Examination consists of a written and a practical part. 

(3) In the written part of the examination, the candidate has to solve case-related tasks in each of the 

following action fields: 

1. Checking the training requirements and planning of the training 

Module D1 includes the professional and pedagogical competence to scrutinise training 

requirements and to plan a training. The trainers shall be able 

a) to demonstrate and argue advantages and benefits of in-company training; 

b) to participate in planning and decision-making to bridge the needs of in-company 

training, based on the legal, collective agreement and the operational framework, 

c) to outline structures of the VET system and its interfaces; 

d) to choose and justify training occupations for a company, 

e) to examining the suitability of a business company with respect to a desired 

occupation, as well as, if and to what extent training content may be provided by 

measures outside the training centre, in particular, by training in a network, or as 

inter-company or off-company training, 

f) assessing options of using preparatory training measures; and 

g) coordinating the tasks of the involved participants in a training, taking into account 

their function and qualification. 
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2. Training preparation and recruitment of apprentices 

Module D2 includes a vocational and work-pedagogical competence to prepare a training 

taking into account organisational as well as legal aspects. The instructors and trainers shall 

hereby be able 

a) to draw up an in-company training plan, based on training regulations, in particular, 

dedicated to work and business-related work processes, 

b) to take into account VET-related participation and co-determination options of 

company interest groups  

c) to explore the need for cooperation and to coordinate its content and organisation in 

collaboration with partners, in particular, with vocational schools, 

d) to apply criteria and procedures for the selection of trainees, taking into account, 

amongst others, their diversity; 

e) to prepare a vocational training contract and to arrange for the registration of the 

contract with a competent authority; and 

f) to examine options whether parts of vocational training might be carried out abroad. 

 

3. Implementing training 

Module D3 includes vocational and work-pedagogical competence to endorse autonomous 

action-orientated learning in job-typical work and business processes. The trainers shall be 

able 

a) to establish learning-conducive conditions and a motivating learning culture, to give 

and receive feedback, 

b) to organise, design and evaluate the probation period, 

c) to develop and design company-oriented learning and work tasks, based on the 

company training plan and on typical work and company processes; 

d) to select adequate training methods and media, according to the target group and 

use them in a situation-specific manner, 

e) to assist trainees in learning difficulties by tailoring their training and learning 

guidance, and, if necessary, by providing training support and by exploring the 

possibility of extending the training period; 

f) to provide trainees with additional training opportunities, in particular, in the form of 

additional qualifications, and to examine the option of shortening the training 

duration, as well as a possible early admission to the final examination; 

g) to promote social and personal development of trainees, to opportunely recognise 

problems and conflicts in order to seek an amicable solution, 

h) to identify and assess performance; to evaluate third party performance assessments 

and examination results; to conduct assessment interviews; to draw conclusions for 

the remaining course of training, and 

i) to promote intercultural competences. 

 

4. Completing the training 

Module D4 includes vocational and work-pedagogical competence needed to lead the 

trainee to a successful end and it highlightes perspectives of a trainees's professional 

development. The trainers shall hereby be able 
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a) to prepare trainees for final or journeyman's examination, taking into account exam

dates, as well as to lead the training to a successful completion,

b) to ensure that trainees register for examinations at the competent authority by

explaining the trainees any implementation-relevant issues;

c) to participate in the preparation of a written certificate on the basis of performance

assessment; and

d) to inform and advise trainees on in-company career paths and further training

options.

Article 17 
Examination duration and organisation of Part IV 

(1) The written part of the examination shall last three hours.

(2) The practical part of the examination consists of a presentation of a training situation and a

technical discussion with a maximum duration of 30 minutes. Accordingly, the exam participant has

to choose a typical vocational training situation. The presentation should not exceed 15 minutes. The

selection and arrangement of the training situation are explained in the technical discussion. Instead

of the presentation, a training situation may be also accomplished practically.

(3) The assessment of the written part of the examination results from the arithmetic mean of the

equally weighted individual assessments of the individual modules. In the overall assessment, the

written and the practical part of the exam are weighted equally.

(4) If in at least two of the modules referred to in Article 16 at least 30 points but less than 50 points

were achieved, an oral complementary examination may be held in the respective modules.

(5) The prerequisite for passing the modules D1-D5 is the scoring of the written and practical part of

the examination, each with a total of at least 50 points.

(6) Passing of the modules D1-D5 leads to the separately recognised advanced training title “Trainer”.

Part V 

Provisions regarding the final thesis to acquire the recognised title 

“Construction technician” 

Article 18 

Objective, Structure and Content 

(1) Module B10 is a comprehensive qualifying final examination for the recognised title

“Construction technician”. The final examination comprises a project work and a

technical discussion to prove relevant theoretical knowledge.

a) Condition for admission to the final exam are at least 115 achieved credits, upon passing

the module examinations, according to the module plan (Appendix 1).

b) A proposal for the subject of the project work shall be submitted for approval by the

examinee to the examination board, alternatively the subject may be provided by the

examination board. The project work is to be carried out by the examinee, under the

supervision of a teacher belonging to the specialist field. The topic of the project work can

be changed only once and only within the first two weeks of the processing time. In such

case, within two weeks, the examinee is required to submit to the Examination Board for
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approval a proposal of a new topic, otherwise, within four weeks, the examination board 

will choose and assign a new topic. 

c) A technical discussion shall be conducted using the results of the project work, in which 

the examinee shall prove full understanding of the technical coherence of the project 

work. Furthermore, the examinee shall prove the sequencing of the project work process 

and the ability to identify subject-related issues in the project creation process, indicating 

respective solutions, always taking into account latest technological trends. 

 

Article 19 

Examination duration and organisation 

1) The processing time of the final thesis is seven weeks. Upon a reasoned request by the 

examinee, the examination board may extend the processing time. As a rule, the extension 

period granted should not exceed four weeks. In cases of particular hardship, if the candidate 

is prevented from completing the thesis on time due to reasons beyond his control, the 

examination board may extend the processing time by more than four weeks or suspend the 

process. 

2) Within two weeks upon submission of the final thesis, the examinee shall be notified in writing 

by the examination board of a date for the technical discussion. At the beginning of the 

technical discussion, the examinee presents to the examination board the process course and 

the results of the thesis by means of self-selected presentation media. 

3) The technical discussion should not exceed a maximum duration of 60 minutes. 

4) The grade for the final thesis and for the technical discussion is to be announced to the 

examinee immediately afterwards. 
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Appendix 1 – Module plan 

657 20,53 Weeks 639 19,97 Weeks 613 19,16 Weeks 521 16,28 Weeks

University study

Module h
Autonomous

learning

Assignment,

total
CR Module h

Autonomous

learning

Assignment,

total
CR Module h

Autonomous

learning

Assignment,

total
CR Module h

Autonomous

learning

Assignment,

total
CR

A2 Native-language teaching 45 20 65 2 45 20 65 2

A3 I State and society 70 25 95 4

A3 II Environmental engineering 30 8 38 1

B3 Mathematics, geometry and physics 90 20 110 4 90 20 110 4

B4 Material science 200 35 235 9

B7 I Engineering mechanics 110 30 140 5

B7 II Engineering mechanics 110 30 140 5

B1 I Structural design 90 20 110 4

B1 II Structural design 148 32 180 7

B1 III Structural design 77 35 112 4

A1 I Vocational English 80 25 105 2

A1 II Vocational English 70 50 120 2

B6 II Construction management 80 30 110 4

B6 II Construction management 46 15 61 2

B5 I Building law 32 30 62 2

B5 II Building law 48 50 98 4

C1 Determining corporate competitiveness 82 20 102 4

C4 Basic computer skills 52 10 62 2

D1 - D4 

Interdisciplinary vocational and occupational education
38 15 53 2 67 60 127 5

B8 Machinery and construction equipment 16 4 20 1

B9 Surveying 70 50 120 4

B2 I Structural drawing 80 25 105 4

B2 II Structural drawing 50 30 80 3

A4 I Energy counselling / Utilities management 75 50 125 5

A4 II Energy counselling / Utilities management 75 50 125 5

C2

Preparing, completing und evaluating business 

foundation and takeover activities
86 40 126 5

C3 Developing corporate government strategies 98 25 123 5

C5 Innovation management 60 50 110 3

B10 Project work 120 120 5

817 30 818 30 943 33 776 27

Full time academic year 1635 hours. Assignment/60 Credits Full time academic year  1719 hours. Assignment/60 Credits

Introductory modules

Semester One Semester Two Semester Three Semester Four
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of vocational education and training” (ICC4VET)     

1 

Guide and checklist for the implementation of vocational training 

courses to master’s or technician’s level 

Suggestions and recommendations Check 
A) Objectives of the training
a) Providing skills to independently lead a company, to assume managerial tasks in the ar-
eas of technology, business administration, human resource management and develop-
ment, to establish vocational training in companies and to independently make use of the
acquired enhanced professional competence by autonomously adapting to new needs in the
relevant areas.
…............................................................................................................................................. 
b) The master´s programme consists of four independent parts. Each part finishes with a
separate examination and a professional title, reflecting the enhanced skills.
Part A1: “Practical knowledge” – completion with the title “Recognised Technician”.
Obtaining crucial knowledge, abilities and skills to master and competently accomplish tasks
of the respective profession and to identify and manage job-related challenges and solu-
tions, by taking into account new developments.

Part A2: “Subject-specific theory” – completion with the title “Technical Specialist”. 
Acquiring necessary theoretical knowledge in the respective profession by imparting 
knowledge in the fields of technology, safety, process engineering, materials engineering, 
mathematics and economic knowledge to be able to analyse and assess challenges and to 
present, document and propose appropriate solutions for order processing and for the ad-
ministration and organization of a company. 

Part B1: Business Administration – completion with the title “Business Administrator”. 
Obtaining essential business and legal knowledge by situation-oriented introduction of com-
prehensive entrepreneurial competences - especially with regard to business, commercial 
and legal issues. Providing knowledge and skills for proper evaluation of companies´ com-
petitiveness; preparing, implementing and evaluating of start-up and take-over activities and 
development of corporate management strategies. 

Part B2: Occupational pedagogics – completion with the title “Instructor”. 
Obtaining necessary professional and work-pedagogical knowledge and the entitlement to 
conduct vocational training in companies. Transfer of knowledge and skills in the fields “sig-
nificance” and “legal framework”, training planning, recruitment of trainees, training in the 
workplace, promotion of learning processes, team building and completion of the training. 
….............................................................................................................................................. 
c) The technician training consists of the following parts, which are concluded with a closed
examination:
Part A: General basics (not included in the master craftsman training)
Part B: Subject-specific content (includes parts A1 and A2 of the master craftsman training

     and goes beyond that) 
Part C: Business Administration and Management (corresponds to Part B1 of the master 

     craftman training)  
Part D: Vocational and work pedagogy ((corresponds to part B2 of the master training) 

………. 

………. 

B) Participants and target groups
1. Persons with completed vocational training (journeyman, skilled workers) of all trades
….............................................................................................................................................. 
2. Persons without vocational training, but with long-term professional experience in their
profession (at least five years)
………………………………………………………………………………………………...……….. 

………. 

………. 
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3. Potential start-up candidates 
………………………………………………………………………………………………...............  
4. Students and graduates in the relevant disciplines 
………………………………………………………………………………………………............... 
5. Temporarily unemployed persons with appropriate educational/vocational background 

who under a master´s or technician`s programme wish to improve their chances of obtaining 
work or to enhance their professional career. 
.................................................................................................................................................. 
 
6. All persons who do not want to graduate from a master's or technician`s degree, but only 
want to pursue specific parts of the master´s or technician`s programme (particularly Part  
“Business administration” and Part “Occupational pedagogics”) as advanced vocational 
training 

………. 
 
………. 
 
 
………. 

C) Notices and Information for participants  
Emphasizing that these are four independent training courses that 
a) can be completed separately and with a separate professional title. 
b) successful completion of all four parts “automatically” leads to a master degree. 
………………………………………………………………………………………………................ 
Recommendation to consider the completion of each individual part of the master's pro-
gramme as an essential cornerstone of advanced education and – if the “master” title is pur-
sued – recommendation to start with the parts B1 “Business Management” and B2 “Occupa-
tional pedagogics”. 
………………………………………………………………………………………………................ 
Indicating target-group-specific significance, as well as the advantages and benefits from 
completing each individual training part as well as benefits from gaining the master or tech-
nician title, such as: 

• significant importance for the autonomous exercise of the chosen profession 

• very high success rates of business start-ups with completed training 

• great career opportunities to assume leadership functions 

• high attractiveness and personal image gains from the master or technician training 

• a master´s or technician`s degree is held in high regard by companies and custom-
ers, an excellent marketing element to underscore quality assurance by securing due 
qualification 

• outstanding significance of practical knowledge and skills in business administration, 
management and corporate governance 

• entitlement to conduct vocational training of young people, and thus decisive contri-
bution to attracting qualified junior staff  

• pivotal importance of acquired occupational and work-pedagogical knowledge for 
personnel development and promotion, for team development and for increasing mo-
tivation in companies 

………………………………………………………………………………………………................. 
Information about the significance of the master's or technician`s education, reaching be-
yond just acquiring professional qualification, such as full entitlement to a university degree 
in some countries, classification in the Qualifications Framework at “bachelor´s” level. 
………………………………………………………………………………………………………….. 
Special emphasis on 

a) cost estimation of the participants´ fees, e.g. not only indication of total cost but also 
cost per participant hour and; 

b) in particular, financial support and tax incentives. 
………………………………………………………………………………………………………….. 
Repeated dissemination of information via various media channels – in writing and particu-
larly active in face-to-face meetings, in form of individual consultations, at meetings, train-
ings, via consultants, etc. 

 
 
 
 
………. 
 
 
 
 
………. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
………. 
 
 
 
………. 
 
 
 
 
………. 
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D) Recruiting participants
Early and repeated announcement of courses on advanced education in professional jour-
nals, on websites, via newsletters, circulars, etc. 
………………………………………………………………………………………………................. 
Production of posters, hand-outs with invitations to advanced education training courses or 
related information on counselling events and information placement/introduction in educa-
tional establishments, chambers, universities, etc. 
…………………………………………………………………………………………………………... 
Sending personal invitation letters with indication of date, including a reply sheet by mail 
and/or by e-mail;  
address at least 50 times the number of potential participants than the desired number of 
participants 
………………………………………………………………………………………………………….. 
Repeated telephone follow-up activities to addressed potential participants 
………………………………………………………………………………………………………….. 
Conducting press conferences/discussions and issuing press releases to achieve publica-
tions in the daily press. At least one press release shall be issued within the framework of 
the master or technician training testing and at least one press conference must be held 
(see E). 
………………………………………………………………………………………………................. 
Involvement of propagators (e.g. consultants, teachers, etc.), who approach potential partici-
pants in person to submit invitation letters 
………………………………………………………………………………………………................. 
Use every opportunity for personal contact to pass on information and to advice potential 
participants about your measures 
………………………………………………………………………………………………................. 
At least 15 (ideally 25) participants per training 
………………………………………………………………………………………………................ 
The parts A1 “Practical knowledge” and A2 “Subject-specific theory” in the master training or 
part B in the training of technicians are each occupation-related. In principle, in parts “Busi-
ness administration” and “Occupational pedagogics”, participants can be persons from all 
trades and business segments. Participants from various areas and trades will promote the 
exchange of experience among themselves. 
………………………………………………………………………………………………………….. 
The advanced training courses can be conducted under a full-time scheme with daytime les-
sons or under a day-release scheme with evening lessons and at weekends. In order to 
meet all demands it is advisable to offer both forms of courses, according to the respective 
demand. Parts “Business administration“ and “Occupational pedagogics” are particularly 
suitable for a day-release scheme. 

………. 

………. 

………. 

………. 

………. 

………. 

………. 

………. 

………. 

E) Implementation of advanced training
Assuring timely and binding reservation of training rooms and training workshops and secur-
ing an adequate equipment 
…………………………………………………………………………………………………………. 
Timely recruitment of lecturers and organising a complete teaching timetable for each re-
spective complete advanced training block: 

a) At least one full-time lecturer shall be active in each educational block, a competent
specialist on the respective advanced training topic or profession.

b) Secondary qualified instructors who are generally particularly cost-effective.
In addition to professional qualification and experience, pedagogic abilities and teaching ex-
perience are of paramount importance. 
If necessary, follow-up trainings and/or train-the-trainer seminars shall be conducted. For 
this purpose, specific concepts, curricula and teaching materials were developed for the 
“Master BSR” project which are available free of charge. 
…………………………………………………………………………………………………………. 
Timely preparation and provision of documents, materials, etc. for 

……….

……….
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a) all teachers and staff;
b) all participants.

Provision in paper form as well as electronically (see internet platform). 
The following documents and materials have been designed and are available free of 
charge: 

• Analyses of the education and labour markets in the Baltic Sea Region

• Concepts for conducting programmes in Denmark, Germany, Poland, Lithuania and
Latvia

• A concept for a uniform master's or technician`s programme for the BSR

• Curricula and teaching materials for all parts of the master's and of the technician`s
programme

• Concept and documentation for the evaluation of all parts of the trainings

• Examination regulations for all parts of the programmes

• Concepts, curricula and teaching materials for a dedicated train-the-trainer seminar
………………………………………………………………………………………………………… 
For each continuing education – establishment and operation of an user-friendly Internet 
platform, including 

• setting all documents and materials for download

• links to textbooks, etc. for self- study

• existing e-learning systems for each training course

• announcement of appointments, classrooms etc.

• complete addresses of all lecturers and contact persons

• complete addresses of all participants for communication with one another

• interesting information, such as the announcement of further events, current publica-
tions, important links, etc.

……….

F. Evaluation of advance training programmes
Any advanced occupational educational measure is subject to evaluation in order to identify 
and implement further developments and improvements in future training programmes. 
For this purpose, at various times during implementation written and oral interviews with the 
participants and lecturers shall be conducted, together with an accompanying monitoring 
analysis. 
…………………………………………………………………………………………………………. 
The concepts, questionnaires, guides etc. developed are free of charge for all and any fu-
ture use. 
………………………………………………………………………………………………………… 
The advanced programme courses shall be first-class and cost-intensive to give the partici-
pants very significant added value. In this respect, it is advisable to follow on a random basis 
further career paths of individual graduates and to identify their benefits. The obtained re-
sults are ideal in terms of information and acquisition of new participants (see C and D). 

………. 

………. 

G) Evaluating and conducting examinations
The following procedures are required for the advanced programmes: 

• Grouping into level class 5 “Higher Vocational Training” or level class 6 “Bachelor
and other comparable trainings and competences” within the Qualifications Frame-
work.

• Assessment of obtained competencies and skills with credit points (CPs).

• Awarded CPs can be transferred across countries.

• The completed advanced courses as well as the title are recognised across the Bal-
tic Sea Region.

................................................................................................................................................ 

Concepts for conducting examinations, including quality assurance measures, as well as 
uniform examination rules were designed. The documentation is available free of charge for 
all and any use. 
……………………………………………………………………………………………….. 

………. 

114



Establishment of two-stage industry competence centers 
of vocational education and training” (ICC4VET)     

5 

In countries with a binding examination system in place, examination is subject to national 
law and thus leading to a “national degree title”. Further, an additional evaluation is to be 
carried out in these countries, based on the designed uniform examination regulations. In 
countries without any examination regulations in place, examinations are based on the de-
signed uniform examination regulations. 
Examinations or additional evaluations based on the designed uniform examination regula-
tions lead to the title “Master Baltic Sea Region” or “Technician Baltic Sea Region”. 
………………………………………………………………………………………………... 
Competences, knowledge and skills already acquired in other qualification measures that 
meet the trainings requirements, are recognized for the trainings and can lead to the exemp-
tion from examination of certain parts of the exam. 

...……. 

…….… 

H) Implementation report
Within four weeks of completion, each implementing partner shall provide a conclusive exe-
cution report on the implemented advanced training measures, including 
a) short description of the implemented measures on informing and attracting new partici-
pants and copies of the produced information material, press releases, press reports, etc.
b) short description of the implemented preparatory measures
c) the number of participants in each training part
d) covered trades and activity areas
e) eventual participant dropouts, specifying their reasons
f) very brief characterisation of the engaged teaching staff
g) examination results
h) own experience and assessment of the implementation
i) specific recommendations and information regarding future implementations of training
programmes
j) own plans regarding future implementations of training programmes by the implementation
partner after project completion
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The training as a technician integrate training modules 
Busi-ness Administration and Vocational and Work Ped-
agogy, which are also very important focuses of the 
master crafts-man training. As these disciplines are 
largely uncharted terri-tory for the majority of the project 
partners, additional measures were taken for teachers 
and consultants on the one hand and for the participants 
on the other hand. Extensive materials for teaching and 
counselling were  prepared and translated into English in 
cooperation with the German initiative "Offensive Mittel-
stand". This will provide new users of the technician 
training with additional help and docu-ments for imple-
mentation. 

TEACHING MATERIALS "OFFENSIVE MITTELSTAND" 
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"Guter Mittelstand" 

company control sheet by 

INQA 
Success is not a matter of chance. How to improve the form and organisation of work? 

117



The "Guter Mittelstand" company control sheet by INQA 

was created as a common standard and published by 

The "Offensive Mittelstand – Gut für Deutschland" initiative,

an independent network 

operating under the auspices of "Initiative Neue Qualität 

der Arbeit" (INQA). The brochure enables small and medium-sized enterprises 

to analyse their management potential 

and use it. The brochure covers 

all main topics related to operational management, 

corporate culture, and 

the value creation process. 

Initiative Neue Qualität der Arbeit is 

a joint initiative which brings together the federal government, federal states, 

employers' associations and chambers, trade unions, 

the Federal Employment Agency, enterprises, 

social security institutions and foundations. The aim is 

to boost the quality work, which is the key to innovation 

and competitiveness in Germany. 

The initiative was launched in 2002 and offers 

inspiring ideas from practice as well as 

comprehensive consultancy, information, 

opportunity to exchange experiences, 

and a support programme for projects related to 

employment policy. 

The Offensive Mittelstand – Gut für Deutschland initiative

promotes successful employee-oriented business management 

by creating 

modern standards and practical tools. It also offers 

various regional support structures 

developed in particular for middle sized enterprises. Currently 

the "Offensive Mittelstand – Gut für Deutschland" initiative comprises approx. 250 partners,

including the federal government, federal states, 

business associations, trade associations, guilds, 

craft chambers, trade unions, professional business organisations, 

health insurance companies, research institutes and 

service providers. 
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"Guter Mittelstand" 
company control sheet by 
INQA 

>> What is the purpose of this
brochure?

The INQA "Guter Mittelstand" company control sheet helps 

you to identify the potential for improvement in your 

company. This brochure supports you in actively dealing with 

the requirements of Work 4.0 (Industry 4.0, Service 4.0) and 

demographic changes. The brochure allows you to tap into 

the challenges of rapidly changing sales and labour markets 

to gain competitive advantage. The brochure features a 

summary of the experiences of successful companies as well 

as results of research. 

The brochure helps you primarily to motivate 

employees and create a sense of belonging. It is 

a key success factor given the shortage of 

qualified employees and an ageing population. 

The brochure promotes what has always made 

SMEs strong players: culture of trust and 

appreciation as a condition for commitment, 

creation of ideas and innovation. 

A successful and healthy organisation is not a matter 

of chance or short-term speculation. Good SMEs 

care about the quality of their products and services 

and the satisfaction of both customers and 

employees. The brochure will help you to achieve 

this and focus on the most important issues. 

>> How to use this
brochure?

The brochure comprises eleven thematic modules. It 

can be used like a toolbox. You can select individual 

modules or cover all of them from start to finish or in 

any order (it takes about 30 to 60 minutes). Once you 

have finished, you will know how you are doing in 

particular areas and where there are opportunities to 

improve your business. Further development within 

the scope of individual topics (for example "My 

actions") depends on the number of checkpoints 

where you see a need for action. 

With the Quick Start chapter "Where to 

start?" (p. 7) you will quickly identify which of 

the eleven topics requires special action. 

www.inqa-unternehmenscheck.de 

The "Guter Mittelstand" company control 
sheet by INQA is also available 

as an online tool featuring many  
additional interactive possibilities,  
as well as in the form  
of an application. 

>> Who is this brochure for?

The brochure will help in particular small companies 

to quickly check crucial aspects 

of good planning and organisation 

of work. Suggestions and ideas put forward 

in the brochure are also dedicated 

to larger companies. Furthermore, the brochure is suitable as 

an introductory manual for SME advisors. 
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>> What makes this
brochure special?

The "Guter Mittelstand – Erfolg ist kein Zufall"

(Successful SMEs. Success is not a matter of 

chance) brochure presents the standard for good 

employee-oriented business management that the 

partners have jointly subscribed to. It addresses all 

relevant subjects that are important within the 

"Initiative Neue Qualität der Arbeit" initiative and 

presents them in a practical manner for SMEs to 

benefit. This brochure is therefore a very important 

tool for the "Initiative Neue Qualität der Arbeit" 

initiative. 

The driving force behind the development of this 

brochure were primarily BC GmbH Forschungs- und 

Beratungsgesellschaft, Institut für 

Mittelstandsforschung (IfM) Bonn (Institute for SME 

Research), Institut für Technik der Betriebsführung 

(itb) im Deutschen Handwerksinstitut e. V. (Institute 

for Technique of Business Management at the 

German Skilled Crafts Institute), RKW Rationalisie-

rungs- und Innovationszentrum der Deutschen 

Wirtschaft e. V. (Rationalization and Innovation 

Center for the German Economy) and the Trade 

Association of Raw Materials and Chemical Industry 

(BG RCI). The brochure was adopted by all partners 

during a plenary session of the "Offensive Mittelstand 

– Gut für Deutschland" initiative as a common 

standard applicable in practice and a self-

assessment tool for small businesses. 

This brochure can also be used as an 

introduction to the part on organisation. 

Notes  

The term SME is used to refer to all companies, 

from micro-businesses to larger family 

businesses, where the owner or a member of the 

owner's family manages their business (see 

Institut für Mittelstandsforschung Bonn, 2006, 

www.ifm-bonn.de). 

The eleven modules of company 

control comprise an overall process 

taking place in each company; all 

elements are interconnected within 

the system. Therefore, it is not 

always possible to separate the 

elements and clearly assign specific 

content to particular topics. 

The eleven topics are based on the value 

creation process. All topics on integrated 

management have been included. 

In this brochure an effort was made to 

use concepts that are understandable to 

all SMEs. If, for example, 'management' 

is referred to in the context of a micro-

business, this means an employee in 

charge of a designated area of 

responsibility other than the owner (for 

example, journeyman, deputy). 
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How to use this 
brochure? 

> Stage 1
Cover the eleven topics in the brochure and determine the need 

for action for the checkpoints (pages 8 to 29).  

The brochure can be covered in its entirety. According to our  

experience it takes between 60 minutes and 1.5 hours.  

You can also select individual topics to start with.  

> Stage 2

Then, determine the specific actions you want to implement  

in your company. Write them down in the action plan (on the back cover). 

Go through all the checkpoints where you marked 

urgent action needed (red) or action needed (yellow).  

The ten most important control points in the action plan should then be  

introduced (column 1) and the activities appropriate for your company 

should be identified (column 2). You will find examples of actions in  

relevant checkpoints. 

Then establish the priorities for action 

(column 3) (e.g. priority 1 = start immediately; priority 

2 = start soon, priority 3 = start in a month). 

Then designate the persons responsible for implementing 

the actions (column 4), set the date of commencement 

(column 5) and the control of the implementation 

(column 6). 

It is also possible to specify multiple measures for one  

control point. 

> 3. Filling in the self-declaration
The self-assessment is complete after 

> covering all the eleven topics and all control points,

> recording, describing and prioritising all activities in the

action plan and

> designating the person in charge, the timing of implementation and its control.

Then proceed to filling in the self-declaration on page 32. 

The declaration is a document confirming the fact that you have carried out 

a thorough review of how you manage your company's staff based on 

the INQA "Human Resource Management" brochure. 

The declaration can be pinned to a bulletin board in your own company. 

However, you must document completion of the INQA "Guter Mittelstand"  

company control sheet and actions taken to prove the correctness of the declaration  

(e.g. in banks, insurance companies, labour protection authorities) in case of questions. 
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"Guter Mittelstand" company control sheet by 
INQA and INQA toolkit 

The "Guter Mittelstand" company control sheet by INQA is a part of INQA toolkit comprising practical 

standards and instruments for self-assessment. In addition to the INQA company control sheet used for 

analysis of good practices in integrated management, each thematic area is covered in a separate 

INQA brochure. Moreover, other tools for self-assessment are available on other specific topics. 

Special features of the tools: 

> They were developed as a common practical standard and a self-assessment tool for all partners

associated under the Offensive Mittelstand initiative and other partners active in a given thematic

area.

> They follow a uniform classification and methodology (based on the process of value creation,

continuous improvement, description of good practices/state of the work sciences, each topic

described on two pages, in print and online).

> They constitute a template for systematic assessment and an accessible introduction to the relevant topic 

(also an introduction to certified systems, such as the INQA, QM, AMS, ÖKO audit, and quality mark awarded by 

competent authorities).

> Specification of further practical assistance from INQA network partners.

The INQA "Guter Mittelstand" company control sheet and brochures on specific topics were developed 

by the "Offensive Mittelstand" initiative under the auspices of the Initiative Neue Qualität der Arbeit 

(INQA). The use of all tools is free of charge. 

INQA "Guter Mittelstand" Thematic 
brochures: company control sheet 

Creating and 
preserving 

(integrated management) 

General 

management 

INQA brochure INQA brochure INQA brochure INQA brochure 
Human 

Resource Diversity Health 
Knowledge 

and Main 

Management Skills 
thematic 
areas 

(soon) 

"Success through innovation" business potential analysis 
Further 

GDA-ORGAcheck brochure – occupational safety methods 

additional 
topics 

"Vocational education" business potential analysis 

124



"Guter Mittelstand" company control sheet by INQA 7 

Quick start: Where to start? 

11 company control topics by INQA Need for action 
Topic to 
consider 

The Quick Start module will help you determine which of the eleven control areas in the 
INQA company control sheet require action. You should start working on these topics 
immediately. as soon 
In addition, the brochure comes with a handbook which describes how to work with the 
brochure and gives an overview of the eleven topics. This should help you to implement 
specific actions. 

as 
possible 

No action currently needed Action needed Urgent action needed 

>>1. Strategy

We know where we have the best market opportunities and where we are better than our 

competitors. We have clear ideas about how to organize and plan our work within the company in 

order to take advantage of our opportunities.

>>2. Liquidity

We constantly control and monitor incoming and outgoing payments, as well as 

liquidity, so that sound financial management is possible at all times. 

>>3. Risk assessment

We systematically record the level of risk in our company and assess it (for example, risks in 

the areas of finance, customers, production/services, IT, labour and environment protection, 
health, staff). 

>>4. Management

We assign clear tasks, empower employees and support them in achieving 

results (motivation) in a targeted manner. 

>>5. Market and customer

By providing customer service and creating good rapport with customers, we know 

what their needs are and which of our strengths are particularly useful for a particular 

customer. We want society to perceive us as attractive. 

>>6. Organisation

We can say that our company is organized in such a way that every employee knows 

what to do, when to do it and whether the resources are used optimally. 

>>7. Corporate culture

Our employees identify themselves with our company, our products and services. We 

have a good atmosphere at work and our employees enjoy coming to work every day. 

>>8. Staff

Each of our employees has a clear perspective of working in our company, which has 

been agreed with them. We create the right conditions for them to enjoy efficient and 

safe work. 

>>9. Production process and efficiency

In order to develop our products and implement our services, we have defined our 

processes in a clear way so as not to waste resources (cost-effectiveness, efficiency, 

quality, safety, environment). We constantly monitor and improve effective process 

implementation. 

>>10. Purchases

We follow criteria for the purchase of equipment, materials and services that enable 

economic and trouble-free processes (examples of criteria: quality, safety, 

environmental protection, social standards). 

>>11. Innovation

We look for new trends, we use new information and communication technologies, and in 

particular we use all our employees' knowledge to create new products and services and to 

improve processes in the company. 
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1 Strategy 

Goal: 

We know where we have the best 

market opportunities and in what 

areas we are or want to be better 

than our competitors (external 

strategy). We have a clear idea of 

how to organize and plan our work 

in the company in order to take 

advantage of our opportunities 

(internal strategy). 

Successful practice  

Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 1.1 Competitiveness (external strategy)

We establish and implement clear and realistic goals for our company which translate 

into maintaining competitiveness in the future. 

Practical suggestions: 

>> Discovering needs and expectations of our (potential) customers

>> Deciding which customers are important in the short, medium and long term

>> Monitoring social trends and changes

>> Strengths in comparison to our competitors (special products/services, skills,

customer service, "cultural assets"), key skills

>> Economic situation and operational efficiency

>> Potential, skills and qualifications of our employees

>> New work processes, technologies, materials, digital processes

>> Lawfulness/legality of the product

Establishing targets in writing, for example in: 

>> corporate principles, corporate policy, in the Guter Mittelstand Der Businessplan,

Produkt-/Leistungspolitik, Kennzahlen brochure (Successful SMEs: business plan,

product/performance policy, key parameters)

>> 1.2 Internal corporate goals (internal strategy)

We describe the goals and processes applied in the company and the way we work with each other 

and we organise work so as to implement the strategy externally (internal strategy to 

implement external strategy). 

The goals include, among others: 

>> Customer-oriented approach

>> Continuous improvement

>> Quality awareness

>> Conscious work

>> Timeliness of work

>> Work carried out in a safe, healthy and environmentally friendly manner; few errors and faults

>> Mutual respect and assistance; operation and work in an employee- and team-oriented manner

>> Taking into account flexible working time requirements

>> Information and communication strategy, process digitisation

The above are described for example in: 

>> management principles, agreements, company visions, management systems
(QM, AMS, ÖKO audit)
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     Strategy 

Successful practice    Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities.   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 1.3 Information on company goals 
 

We discuss our goals and the manner of achieving them with our management and employees. 
 

Practical suggestions:  
>> Interviews with employees  
>> Establishing goals  
>> Staff meetings  
>> Company agreements  
>> Company information/news bulletins 

 

>> 1.4 Workforce planning 
 

We have specific ideas on how we can meet our current and future need for skilled staff 

to implement our strategy. 
 

Practical suggestions:  
>> Identifying demand taking into account demographic changes  
>> Considering age structure in the company (survey if necessary)  
>> Supporting qualified staff and creating a sense of belonging through attractive initiatives  
>> Acknowledging the diversity of employees (age, gender, cultural background)  
>> Purposeful implementation of recruitment procedures  
>> Provision of training/apprenticeship opportunities  
>> Offering training and further education  
>> Flexible forms of work (such as crowdworking / making sure agreements with employees are fair) 

 
➔ Use the "Vocational education" business potential analysis 

 

>> 1.5 Region 
 

We are committed to our region and support employees in their voluntary work. We take Corporate Social 

Responsibility seriously. 
 

Practical suggestions:  
>> Sponsoring events/clubs  

>> Cash or in-kind donations for social purposes  
>> Environmental protection measures  
>> Participation in local political life  
>> Involvement in the activities of chambers, guilds and associations  

>> Involvement in schools, kindergartens, social institutions, parishes, fire brigades, 

refugee camps, etc.  
>> Business environment (perceiving companies in the region not only as competitors, but as 

potential partners for cooperation)  
>> Activities aimed at professional development (e.g. internships, tutoring for students) 
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2 Liquidity 

Goal: 

We control and monitor incoming 

and outgoing payments, as well as 

the availability of capital, so that 

sound financial management is 

possible at all times. We strive to 

achieve a sufficient rate of return 

while ensuring liquidity. 

Successful practice  

Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 2.1 Financial and profitability planning and control

We plan our business success and draw up a financial plan taking into account 

expected sales, costs (liquidity, profitability) and required production capacity. We 

carry out regular comparisons of targets and current performance based on our 

business analyses and intermediate/final calculations of our orders and assess risks. 

Practical suggestions on financial planning and comparisons of targets and current results: 

>> Order planning, order portfolio 

>> Planning staff production capacity and production costs

>> Budget planning for overheads, products/services, investment planning 

>> Marketing plan and budget 

>> Use of goods/materials/employees and external services

>> Calculating and setting default values/price limits

>> Intermediate/final calculation and recording calculations and data on surcharges

>> Evaluation of ongoing and completed projects 

➔ Use the Offensive Mittelstand "Guter Mittelstand: der Businessplan" tool

(Successful SMEs: a business plan) and/or an Enterprise Resource Planning

(ERP) system (for capital, personnel, working equipment, materials, IT).

>> 2.2 Liquidity planning and control

We developed a process for planning and controlling liquidity. In addition to the direct financial risk, we 

also consider other internal and external risks. We use monthly financial analyses 

(betriebswirtschaftlichen Auswertungen, BWA). Securing liquidity is "a matter for the boss". 

The basis for planning and control is: 

>> Short-term (e.g. within a month) upcoming payments (including tax charges and advance

payments/overdue payments, insurance premiums and fees) 

>> Incoming payments expected in the same period 

>> Bank accounts and cash in hand 

>> (Secured!) availability of short-term credits and working capital 

>> Provisions for special payments (such as bonuses, claims, repayments and interest)

Examples of internal risks: 

>> Advances on orders 

>> Deductions under (statutory) warranty 

>> Failure to invoice timely, additional costs are not recorded and accounted for 

>> Disturbances due to improper preparation / organisation of work and work equipment and materials 128
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     Liquidity 

Successful practice    Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities.   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

 
>> Inefficient scheduling of employees, lack of qualifications, absence from work, staff turnover  
>> Problems arising from insufficient product/service quality  
>> Insufficient cooperation with suppliers  
>> Loss of information and profitability due to insufficient use of digital technologies 

 
Examples of external risks:  
>> Complaints about services and products  
>> Market changes (e.g. fluctuations and decreases in the number of orders)  
>> Amended terms of sale/new competitors  
>> Worse company image among customers, employer image  
>> Legislative changes, official requirements  
>> Third party attacks (such as sabotage, viruses/hackers), disasters (fire, floods, storms) 

 
In any case, annual liquidity planning is recommended. 

 

>> 2.3 Payment arrangements 
 

We define payment methods to prevent temporary insolvencies or at least to avoid consequences 

that can be anticipated in advance and controlled. 
 

For example:  
>> Contractually agreed payment terms with all business partners (customers, suppliers, 

subcontractors, banks)  
>> Agreeing on a binding payment schedule, including advance payments/partial payments  
>> Using discounts in a controlled manner 

 

>> 2.4 Securing claims 

 

 
 

We do not start performing an order without the order being placed in writing. We 

determine the scope of the order on the basis of which we verify the 

creditworthiness of the customer and, if necessary, we require appropriate 

guarantee. 
 

Practical suggestions:  
>> Creating a claim recovery system with clear rules in case of payment default or partial payment of 

an invoice  
>> Information on customers from credit agencies (e.g. Bürgel/Creditreform/Euler-Hermes/SCHUFA)  
>> Checking the register of debtors in the district court  
>> Contractual agreement on extended retention of ownership  
>> Purchase of factoring services (i.e. selling claims), bad debt insurance, credit insurance 

 

>> 2.5 Banking situation 
 

At all times we have sufficient credit lines in our banks, both in terms of the amount of available 

funds and the associated conditions. 
 

Practical suggestions:  
>> Current account transfers and withdrawals from the current account do not exceed 80%  

of our credit lines in the next three months.  
>> The remaining term of each of our agreed credit lines is at least six months.  
>> We regularly discuss positive rating and interest rate adjustments with our Corporate Account 

Managers.  
>> We know exactly what guaranties banks have and how they are valued.  
>> We regularly ask our banks about the possibility of using public funds as operational resources 

(sale of receivables). 
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3 Risk assessment 
 
 

 
Goal:  
We are aware of the internal and 

external risks our company faces. We 

carry out systematic risk assessment 

and use our resources in a productive, 

safe and economical manner to 

prevent possible harmful events. We 

act with caution. 
 
 
 
 
 
 

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities. 

 
No action currently needed 

 
Action needed 

 
Urgent action needed    

 

>> 3.1 Market and external developments 
 

We have procedures in place to identify external risks in a timely manner, assess them and take 

preventive measures to minimise risk. 
 

Examples of external risks:  
>> Unclear contractual terms and conditions and situations regarding individual orders  
>> Market changes (such as falling prices, decreasing number of orders, changes in competition 

conditions), new work processes, technologies, materials applied too late 

>> Reliability and efficiency of suppliers and partners  
>> Failure to use new digital technologies (such as RFID, Cyber Physical Systems)  

>> Emergencies, disasters, third-party hazards  
>> Non-compliance with new provisions 

 
Examples of procedures:  
>> Assessment of risks associated with a contract before submitting an offer, contract review  

>> Market research and observation, customer/supplier surveys  

>> Responsibility for keeping up with changes in technology, products, case law, etc. 
 

>> 3.2 Products and services 
 

We developed procedures to determine the quality of our products and services 

and quality assurance measures. 
 

Examples of procedures:  
>> Measurement method  
>> Surveys  
>> Quality control, complaint management, quality management system  
>> Digital reporting and warning systems 

 
Checking whether the use of a particular insurance offer is justified. 

 

>> 3.3 Customers 
 

We developed procedures to identify shortcomings in the area of contacts with 

customers and use information provided by customers to improve our products and 

services. 

Examples of procedures include:  
>> Complaints management  
>> Customer surveys  
>> Test orders and purchases 
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     Risk assessment 

Successful practice    Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities.   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 3.4 Working conditions 
 

We keep a record of the risks associated with hazards and stress at work. We take action for economical, safe 

and health-oriented work planning and monitor it regularly (risk assessment – use of internet tools). 
 

Suggestions from practice: when taking protective measures resulting from risk 

assessment, you should also take into account the following:  
>> Preference for technical and organisational measures  

>> Instructions/guidance on how to proceed  
>> Medical assistance in the workplace  

>> Personal protective equipment 
 

Further guidance on implementation:  
>> Encouraging employees to participate  
>> Use of preventive incentives (e.g. developed by professional associations, health insurance companies)  
>> Mobile, digital risk assessment  
>> Mobile, digital health and safety check lists and forms 

 
Involve the works council/employee committee if such body exists in the company structure. 

 
➔ Use the GDA-ORGAcheck brochure (www.gda-orgacheck.de). If you want to deal with 

occupational safety issues systematically, introduce a safety management system. 

Use offers of accident insurance companies / professional associations. 

 
 

>> 3.5 Permanent incapacity to perform the duties of an entrepreneur and management 
 

We have procedures in place in the event that an entrepreneur or members of management are  
unexpectedly unable to perform their duties on a permanent basis. 

 
Practical suggestions:  
>> Procedures for organising replacements  
>> Measures to be taken in the event of an employee's inability to perform their duties (including 

regulations concerning signatures, healthcare proxy, account access, access authorization)  
>> Folder or briefcase for emergency situations (use templates from financial service providers, guilds,  

associations)  
>> Last will and testament of the entrepreneur 

>> 3.6 Code of conduct (compliance) 
 

In our business relations, we pay attention to compliance with legal and social 

regulations, such as work and production conditions, as well as the corporate values 

and principles of our business partners. 
 

For example:  
>> Respect for human rights (including in the supply chain and when purchasing products)  
>> Compliance with minimum wage requirements  
>> Combating corruption and embezzlement  
>> Compliance with health, safety and environmental protection regulations  
>> Legal and fair subcontracting  
>> Avoiding child labour and complying with youth employment protection legislation  
>> Protection of personal rights, security and data 

 
Include the works council/employee committee if such body exists in the company structure. 
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4 Leadership 

Goal: 

We assign clear tasks, empower our 

employees and support them in 

achieving results (motivation) in a 

targeted manner. We understand good 

leadership as a process of motivation 

and learning. Good leadership in our 

company creates conditions conducive 

to achieving efficiency, maintaining 

good health and deriving pleasure from 

work. We trust our employees and 

empower them. 

Successful practice  

Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities 

No action currently needed Action needed Urgent action needed 

>> 4.1 Tasks and expectations

We make sure tasks and responsibilities are unambiguous 

Practical suggestions: 

>> Unambiguous instructions, procedures and job descriptions

>> Determining how management delegates tasks (e.g. team meetings, project kick-off

meetings, so-called 'OK points')

>> Making sure that employees understand their tasks

>> Criteria for performing a particular activity are defined and known or agreed on

>> Our employees have the opportunity to make direct suggestions in terms of tasks, for example

using a digital mobile reporting and optimisation management system.

➔See also the INQA "Human Resource Management" brochure (www.inqa-check-personalfuehrung.de)

>> 4.2 Exemplary behaviour and recognition

We consider ourselves a positive role model and act accordingly in order to be authentic in pursuing our 

goals. We recognize and praise our employees' achievements. 

Practical suggestions: 

>> Respecting each other every day 

>> Setting an example in observing requirements in the long term (for example, wearing a safety helmet if it is

expected of employees) 

>> Owning up to mistakes

>> Creating a stress-free atmosphere in which imperfection is accepted, where we are allowed to err and search
for solutions and ideas 

>> Managers point out problematic behaviours to each other

>> Praise, recognition, regular and constructive feedback

>> Incentive systems 

>> Diversity of employees is perceived as an asset (e.g. age, gender, migrant background, religion)

Procedure to be followed: 

>> Exchange of experience

>> Expressions used in the corporate vision

>> Agreements with the management 

>> Agreements with employees
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Leadership 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 4.3 Staff inclusion

We include employees in work planning and organisation and we use their knowledge 

and experience in implementing our plans. 

Practical suggestions: 

>> Meetings concerning work planning and processes

>> Conducting risk assessments

>> Purchase of work equipment 

>> Workstation rotation 

>> Procedure to be followed in the event of problems in the work organisation system 

>> Fault reporting and optimisation using a digital, mobile information system (written

notes, voice notes, photos) 

Include the works council/employee committee if such body exists in the company structure. 

>> 4.4 Discretion

We create conditions so that employees can act independently, take responsibility and apply their 

qualifications, skills and experience. 

Practical suggestions: 

>> Freedom in decision making thanks to clearly defined objectives and limits

>> The possibility of expressing opinions on management methods without fear and

making suggestions for optimisation, for example a complaint box, team meetings,

continuous (short) employee surveys

>> 4.5 Performance control and evaluation

We check and evaluate our performance within the company, in teams and 

individually, as well as the agreements with employees. We described the criteria of 

the controls and communicated them in advance. 

Practical suggestions: 

>> Verification of objectives and the degree of their fulfilment

>> Verification of the implementation of agreements 

>> Evaluation of performance 

>> Performance review and implementation of follow-up measures 

>> Management assessment (assessment of management methods during management

meetings, employee feedback, employee survey) 

>> Determining which data can be used for control purposes (data protection) 

>> 4.6 My health

I consciously think about my health, implement certain measures and set an example for 

the team. 

For example: 

>> Help with time management and organization skills

>> Implementation of binding sports/exercise/nutrition plans

>> Implementation of binding leisure time/holidays/break plans

➔Use offers of health and accident/occupational accident insurance companies/professional associations.

➔www.psyGA.info
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5 Market and customer 
 
 

 
Goal:  
We strive to create the most stable 

customer base possible. We can tell our 

customers exactly what our strengths are 

and what makes us different from our 

competitors. Thanks to our customer 

service and customer engagement we 

know what customers need and which of 

our strengths are particularly useful for 

specific customers. We want society to 

perceive us as attractive. 
 
 

 

Successful practice    

Need to take 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities. 

 
No action currently needed 

 
Action needed 

 
Urgent action needed    

 

>> 5.1 Customer needs 
 

We developed a procedure which helps us notice customers' needs and wishes. 
 

Practical suggestions:  
>> Customer research  
>> Regular interviews with customers (or surveys)  
>> Verifying complaints  
>> Systematic use of employees' knowledge about customers  
>> Information from guilds/chambers/associations  
>> Information from suppliers  

>> Social media  
>> Engaging customers in production and service provision processes with digital tools  

>> Using a Customer Relationship Management (CRM) system to document and manage 

customer relations 

 

>> 5.2 Customer satisfaction 
 

We developed procedures to determine customer satisfaction and take suitable 

measures if necessary 
 

Practical suggestions:  
>> Arrangements with employees on how to use information acquired from customers  
>> Measuring customer satisfaction (survey, rating system, complaints ratio)  
>> Targeted interviews with customers  
>> Customer research  
>> Maintaining contact with customers after completion of an order and offering them after-sale services.  
>> Systematic evaluation: Customer research, customer interviews, complaints, additional orders 

completed, rejected offers/no orders received, use of CRM (customer relationship management) 

system 
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     Market and customer 

Successful practice    
 
Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities.   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 5.3 Behaviour towards customers 
 

Our employees know that each contact with a customer has impact on our company's image. 

They know how to behave to increase customer satisfaction and loyalty. Our employees talk 

with customers about our strengths and strive to find opportunities to improve our results 

and create new products or services. 
 

For example:  
>> Corporate rules/arrangements should include matters such as the following:  
>> Training/role playing games and other training measures organised by associations, chambers and guilds  
>> Qualifications acquired by trainees (e.g. the Botschafter im Blaumann (Ambassador in Overalls) initiative)  
>> Rules concerning politeness and good manners in contacts with customers  
>> Jointly developing a method of how to use each contact with a customer to acquire new orders  
>> Exchange of experiences within the company  
>> Drawing up NOT to-do lists / list of taboo subjects 

 
 

>> 5.4 Marketing 
 

We follow a strategy when presenting our products and services to target groups (who, when, where, what). We 

verify which measures prove effective in the case of particular groups of customers. We pay attention to 

attractive external perception of the company's image 
 

Practical suggestions concerning marketing strategy:  
>> Agreeing on the main message / basic offer (purpose of communication)  
>> Defining the target group  
>> Identifying suitable materials and advertising media  

>> Defining the advertising message or benefit resulting from the use of a product from the  
customer's perspective  

>> Customer file with key information  
>> Unique selling proposition (advantage over competitors) 

 
Practical suggestions on implementation:  
>> Attractive external presentation (attractive logo, well-designed and clean company cars, 

uniform clothing with a logo, clean workstations)  
>> Targeted interviews with customers  
>> Enabling employees to use each contact with customers to acquire future orders  
>> Recommendation-based marketing (make customer reviews public, present reference projects)  

>> Print media (brochures, flyers, announcements, press reports)  
>> Website, social media  
>> Fairs, events  
>> Sponsorship and social engagement  
>> Promotional articles  
>> Cooperation with other companies  
>> Consciously creating the company's image and contacting public contracting authorities 
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6 Organisation 

Goal: 

Our company is organised so that 

each employee knows what to do 

and when to do it and whether 

resources are used optimally. We 

create transparent structures that 

encourage learning towards a 

healthy company. 

Successful practice  

Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 6.1 Giving instructions and scope of responsibility

In our company, everyone knows what is expected of them and what decision-making powers 

they have. Everyone is responsible for efficiency, quality, safety and health, environmental 

protection and data security. 

Practical suggestions: 

>> Clear authorisations to assign tasks/scopes of responsibility (without overlapping)

>> Transfer of duties, procedure for determining replacements, job descriptions/tasks

>> Operating procedures, operating instructions and work instructions 

>> Organisation chart 

>> Data protection and security provisions

>> 6.2 Organisation and flexibility

We take a critical look at what needs to be regulated in a binding way and what can 

be approached flexibly depending on the situation. 

Practical suggestions: 

>> Creating regulations only when necessary for quality, performance or safety reasons

>> Creating regulations that enable employees to act independently according to their
qualifications and promoting self-organisation of work 

>> Addressing spontaneous wishes of customers

>> 6.3 Information and communication

We make sure that managers and employees have all the information they need to perform their 

work. We made clear arrangements on who informs who, how and about what. 

Practical suggestions: 

>> Information and materials for performing tasks are complete, ready to use and

available for everyone (in a mobile and digital form) 

>> Regular employee meetings, exchange of experiences and feedback

>> Instructions and guidance for new tasks, equipment/materials 

>> Special information on behaviour at work and in official situations

>> Online access authorisations/identity management/data security/employee data protection

>> Using digital means of communication (such as a smartphone, tablet, SmartWatch, SmartGlass) 

>> Digital support systems (e.g. for machine operation, instructions, orders) 

➔ Use the INQA "Knowledge and Skills" brochure (www.inqa-check-wissen.de)
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Organisation 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 6.4 Work organisation

We plan and design our workplaces so that our employees feel comfortable and can work efficiently. 

We take risk assessment into account (see 3.4) 

Practical suggestions: 

>> Ergonomic design of workplaces, equipment and working spaces

>> Software ergonomics (also for mobile devices)

>> Room climate, lighting, noise 

>> Break rooms, bathrooms 

>> Communication options

>> Digital control of ergonomic and safe working conditions

Include the works council and the employee committee, if any. 

➔ Use the INQA "Health" brochure (www.inqa-check-gesundheit.de) and

the GDA-ORGAcheck brochure (www.gda-orgacheck.de).

>> 6.5 Using equipment

We use appropriate, safe and functional equipment to enable trouble-free work. 

We take risk assessment into account (see 3.4) 

Practical suggestions: 

>> Using only reliable work equipment 

>> Designating auditors and dates for controlling equipment 

>> Planning maintenance intervals and taking them into account in ongoing operations

>> Digital control of wear and defects

>> 6.6 Emergency preparedness

We are prepared for any emergencies. Our employees are regularly trained and know 

how to proceed in the event of emergencies. 

Practical suggestions: 

>> First aid (material, marking), first-aider

>> Fire and explosion protection plan, emergency and rescue plan

>> Regulations and information on procedures to be followed in the event of accidents and
incidents of environmental concern, training

>> Access rights/access control, IT security

>> Action plan in case of increased disease incidence, epidemic (pandemic plan)

>> 6.7 Sustainability, recycling, disposal

We established how materials, equipment, products and residues are recycled or disposed of in 

an environmentally friendly manner. We checked whether other environmental requirements 

(ambient concentration, air pollution protection, water, soil/nature) must be met. We keep energy 

and material consumption as low as possible in all operating activities. 

Suggestions from disposal practice: 

>> Check which materials and equipment can be recycled and how to do this; advice can be

obtained, for example, from environmental centres, chambers and guilds

>> Provide information/guidance to employees on utilities consumption (e.g. energy, water) 

>> Provide customers with information on the environmental compliance of products and services

>> Appoint a person responsible for reuse and disposal

>> Verify quality and reliability of the disposal company
>> Keep a register of hazardous waste; see Abfallverzeichnis-Verordnung (Regulation on the list of wastes)

If you want to deal with environmental issues systematically, introduce an environmental 

management system according to the DIN EN 14001 standard. 
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7 Corporate culture 

Goal: 

We perceive our corporate culture as 

the "personality" of our company. Our 

employees identify with our company, 

our products and services. Our good 

corporate culture helps us to boost the 

efficiency and innovation potential of our 

company and to be an attractive partner 

for our customers. 

Successful practice  

Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 7.1 Work culture and values

We have a clear idea of how we work and how we interact with each other. This has been discussed 

and written down. We treat our suppliers with respect. 

Examples of arrangements made: 

>> Mutual tolerance 

>> Respect and trust

>> A stress-free atmosphere in which imperfection is accepted, where we are allowed to err and 
search for solutions and ideas 

>> Safety and health 

>> Constructive criticism from employees, customers and suppliers

>> Customer-centric approach 

>> Quality requirements 

>> Competitive behaviour

>> Corporate responsibility 

>> Order cancellation criteria 

>> Personal data processing (Work 4.0) 

Described as part of the corporate vision. Include the works council/employee committee if such body  
exists in the company structure. 

>> 7.2 Transparency and honesty

We have clear rules on how decisions are communicated in an understandable way 

and how we deal with each other in the company. 

Examples of arrangements made: 

>> Interpersonal relationships based on honesty and respect 

>> The same standards apply to everyone 

>> Clear rules for dealing with conflicts

>> Procedures to be followed in case of behaviour perceived as disrespectful and unfair 

>> Procedures to be followed in case of mobbing 

Described as part of the corporate vision. 

138



21 

 
 
 
 
 
 
 
 

 

     Corporate culture 

Successful practice    Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities.   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 7.3 Information exchange and discussion culture 
 

We regularly communicate our vision of work culture and values to our employees in an understandable way; 

employees participate in further developing our vision of work culture and values. Everyone has the opportunity 

to address issues based on the agreed values without fear of sanctions. 
 

Practical suggestions:  
>> Employee meetings  
>> Team meetings  
>> Intranet (discussion forums)  
>> Posters/bulletin boards, leaflets, employee newsletter 

 
>> 7.4 Acting with caution and learning from mistakes (culture of error prevention and resolution) 

 
We make decisions and act with caution to avoid foreseeable danger, damage and failure and to make sure our 

employees remain healthy and motivated. We approach mistakes in a constructive way and see them as an 

opportunity for improvement. 
 

Practical suggestions:  
>> Motivating managers and employees to identify risks in behaviour and work processes  
>> Motivating managers and employees to identify risks at work and in official situations  
>> Motivating people to tackle errors without having to face the consequences  

>> The possibility of reporting errors ("confessional"), positive approach to admitting to errors, 

"Every error is an opportunity to improve!"  
>> Analysing causes of errors together  
>> Agreeing on how to avoid mistakes: "We are looking for solutions, not scapegoats".  

>> Communicating the causes of errors in the developed solution to other employees so 

they can draw conclusions. 
 

 

>> 7.5 Image 
 

We create a credible, distinctive image of our company, our products and services 

(Corporate Identity). 
 

Practical suggestions:  
>> Uniform image (Corporate Design), i.e. logo, website, letterhead, working clothes, 

cars  
>> Publicly announcing successes and product launches and celebrating them in the company  

>> Publishing information about company events in regional press, magazines, Internet 

and social media 

 

>> 7.6 Nurturing relationships 
 

We organize events to promote a sense of belonging. 
 

Practical suggestions:  
>> Opportunities for informal conversations: kitchenette, communication corner, break room  
>> Company events  
>> Company trips  
>> Leisure activities: sport, culture, entertainment  
>> Health promotion courses, sports in the company  

>> Making employees aware of the importance of their diversity and learning what is special 

about everyone 
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8 Staff 
 
 

 
Goal:  
Our employees contribute to creating added 

value in our company. We create conditions 

conducive to efficient and safe work. 

Each employee has a clear perspective of 

working in our company. We want to ensure 

employee retention. We want to be an 

attractive employer for our employees. 

 
➔ Use the INQA "Human Resource 

Management" brochure  (www.inqa-

check-personalfuehrung.de). 
 

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities. 

 
No action currently needed 

 
Action needed 

 
Urgent action needed    

 

>> 8.1 Work conditions and resources 
 

Regardless of individual projects, our managers are responsible for ensuring that the 

professional, organisational and technical requirements are met, so that employees can work 

productively and with full motivation. Managers can use the necessary resources (such as 

skills, time, budget) to do so. 
 

For example:  
>> Basic information and instructions for safe and healthy behaviour at work and in official 

situations  
>> Suitable, ergonomic and functional tools and vehicles  
>> A safe and healthy working environment  

>> Data handling  
>> Activities of internship mentors   
>> Crowdworking agreements (fair agreements with employees) 

 

>> 8.2 Diversity 
 

We make sure that our employees do not always perform the same activities, but that they are entrusted with a 

variety of tasks (also helpful in the case of regulations on replacement of employees). 
 

For example:  
>> Working in different areas, job rotation  
>> Qualification to perform various activities 

 

>> 8.3 Development opportunities 
 

We hold regular discussions with each employee about their results, ideas and 

development opportunities. 
 

Practical suggestions on the content of such conversations:  
>> Establishing goals  
>> Delegation of responsibility and powers  
>> Qualification and further training opportunities  
>> Health promotion (safeguarding employability)  
>> Career development prospects  
>> Discussions with employees after recovering from an illness (company integration management  

(Betriebliches Eingliederungsmanagement, BEM) 
 

➔Use the INQA "Vocational Education" business potential analysis (www.check-betriebliche-bildung.de). 
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Staff 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 8.4 Employee retention

We introduce specific measures to ensure loyalty on the part of managers and 

employees. 

Practical suggestions: 

>> Offering specific personal perspectives

>> Interpersonal relationships based on respect 

>> Creating a learning-friendly, good working atmosphere 

>> Promoting participation in training and educational events

>> Performance-related remuneration 

>> Concepts of family friendly work organisation 

>> Offering trainees attractive job prospects

>> Employee pension schemes

>> Year-round employment, i.e. working time accounts, training and further education in less

busy seasons 

>> Incentive systems (such as bonuses, insurance schemes) 

>> Company offers (such as health promotion, sport activities, events)

>> 8.5 Acquiring employees

We have ideas and take specific measures to find suitable managers and employees. We position ourselves 

as an attractive employer (particularly in the region). 

Practical suggestions: 

>> Positive presentation of the company in the region

>> Possibility to complete apprenticeship or internship 

>> Social involvement / sponsorship (activity) in the region

>> Special measures for refugees 

>> Analysis of requirements/qualifications (including demographic changes)

>> Information on good working conditions on the website

>> Press articles 

>> Open day/Boys-Girls-Day 

>> Cooperation or events organised together with vocational schools, training

centres, universities, chambers or guilds. 

>> Participation in regional fairs

>> Online recruitment (via Gute-Bauunternehmen.de, social media) 

>> Membership in real-life and virtual networks 

>> Initial support offer (e.g. language courses, reading and writing courses) 

>> Culture of openness to foreign specialists and new employees

>> 8.6 Work and family

We put emphasis on the possibility of combining family life with professional life and we take measures to achieve it. 

Practical suggestions: 

>> Individual and flexible working time 

>> Flexible workstations (workplaces at home, "parent-child office", also taking into account

religious and cultural specificities) 

>> Assistance in finding childcare facilities 

>> Supporting workers in caring for family members at home

>> Family events in the company / open day for family members

>> Supporting the fulfilment of technical requirements (e.g. smartphone, laptop)
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9 Production process and efficiency

Goal: 

When creating our products and 

implementing our services, we pay 

attention to the quality and cost-

effectiveness. Working conditions 

for our employees are safe, healthy 

and environmentally friendly. Our 

customers receive the best 

products and performance within 

their budget. 

Successful practice  

Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities 

No action currently needed Action needed Urgent action needed 

>> 9.1 Drafting offers and making arrangements with customers

We create offers in which we describe services, quality, prices and lead times in a 

comprehensive and understandable way for the customer. We make detailed arrangements 

with the customer to ensure that their expectations and (financial) capabilities correspond 

to our production capabilities (if necessary, we make contractual arrangements). 

Practical suggestions: 
>> Asking specific questions about the customer's wishes and ideas and addressing them in the offer

>> Carrying out a preliminary diagnosis in order to assess the situation and risk and making

individual arrangements with the customer 

>> Detailed explanation of the advantages of the offer and individual customer benefits,

documentation of quality (based on certificates, awards) and references (customer

reviews, website www.gute.bauunternehmen.de). 

>> Providing advice if the customer does not have full knowledge of the scope of services.

Identification of potential risks arising from the offered services. Pointing out possible need

to comply with state regulations and those of trade associations

>> Performing a calculation based on business economics, taking into account e.g.

overheads, costs of materials and personnel, financing (own funds, external capital),

profitability (working/production time, unit costs), return on investment (income) 

>> Describing payment schedule and methods

>> 9.2 Process planning / work preparation

When planning products and services, we take into account, to the extent possible, all factors affecting the 

process in order to avoid quality defects, unproductive periods, faults, delays, downtime, alterations and risks 

to employees and the environment. 

Practical suggestions for systematic process planning: 

>> Clear definition of product/performance requirements – purpose, benefit, function 

>> Verification of feasibility, process risk and economic viability – procedures, regulations, know-how 

>> Detailed definition of required stages and work processes (work planning) 

>> Creating risk assessment concerning working conditions or using an existing assessment 

>> Establishing the scope of responsibility for the process

>> Description of key processes – management, finance, human resources, quality

assurance, procurement, logistics, production, sales

>> Defining/describing qualification requirements for those involved in the process

>> Determination of resources, material supply/flow, vehicles/means of transport
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Production process and efficiency 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> Description of required outsourced and preceding services

>> Taking into account supporting processes (such as energy supply, transport,

maintenance, waste disposal, IT) 

>> Definition and creation of interfaces between different departments (transfer points, so-

called "OK points") (processes do not know the concept of "departmental barriers")

>> Defining the flow and content of information (internal and external) 

>> Drawing up working documents, work instructions and procedures

>> Coordinating changes in plans with customers, employees and other process participants

>> 9.3 Suitability of employees

The use of employees in specific work processes that are suitable for the tasks. 

For example: 

>> Qualifications (evidence of education, evidence of qualifications such as a

driving licence, welding qualifications, evidence of completion of training, ...)

>> Skills (if possible, the employee should not be over- or under-challenged) 

>> Physical fitness and health aspects (medical assistance in the workplace)

>> Knowledge of processes (information, manuals, instructions) and onboarding

>> Setting working hours, shifts, field work, holidays, etc. well in advance.

>> 9.4 Coordination with other companies

Working with other companies or placing orders with other companies, we define tasks, quality criteria, 

designate the person authorised to give instructions, specify the use of equipment, information and guidance, 

points of contact between different departments, lead times and, if necessary, we coordinate activities. 

Other companies may include: 

>> Subcontractors 

>> Partners 

>> Temporary employment agencies, companies operating under a work contract

>> Customers with own employees, services provided by the company for its own needs

>> 9.5 Process control and improvement

We verify the conformity of the works performed with the offer. We constantly and systematically check our 

production/service provision processes in terms of optimization possibilities. We developed procedures to 

identify and eliminate process errors before continuing to work with errors. 

Practical suggestions: 

>> Establishing process evaluation criteria (such as frequency of errors, waste,

complaints, improvements, performance measurements, absence of employees,

periods when orders are not fulfilled) 

>> Verifying the effectiveness of risk assessment 

>> Process review in terms of the necessity and completeness of sub-stages 

>> Reporting, registering and recording faults and deviations

>> Rules on how to deal with delays and insufficient quality

>> Repair, maintenance and cleaning plans

>> Systematic quality control of initial and final deliverables

>> Taking into account the experience of employees (meetings, error logs, surveys) 

>> Taking into account the experience of customers and suppliers (questionnaires)
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 10 Purchases

Goal: 

Purchasing high quality equipment, 

materials and services contributes to 

economical and trouble-free processes 

in our company. Our goal is to achieve 

a high standard of quality, safety and 

environmental protection. We also pay 

attention to social standards. 

Work equipment = tools, devices, 

machines, installations, vehicles, 

computers, software, etc. 

Successful practice  

Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 10.1 Criteria

We established clear criteria for purchasing equipment, materials and services. 

Price is not the only criterion. 

Practical suggestions: 

>> The criteria for purchasing may be the following: economy, quality, safety, health, risk

minimization, environmental friendliness, social standards

>> Definition of specifications for the purchasing process (e.g. material properties, product

properties) 

>> Equipment and personal protective equipment (PPE) with appropriate marking

(GS, BGPRÜFZERT, VDE if possible or similar marking)

>> Paying attention to the need for incurring further costs (cost-effectiveness) 

>> No cheap, low quality goods that lead to faults and the need for improvisation

>> Preference for regional suppliers

>> 10.2 Knowledge of buyers

We make sure that our employees entrusted with purchasing tasks have all the 

information and qualifications needed to complete the purchase. 

For example: 

>> Trainings 

>> Participation in fairs 

>> Systematic observation of the market 

>> Searching for information published on the Internet

>> 10.3 Suppliers and subcontractors

We only employ suppliers, subcontractors and temporary work agencies that meet 

our quality, safety and health requirements. 

Practical suggestions: 

>> Clear requirements for suppliers, subcontractors and temporary work agencies based on

our criteria 

>> Requesting and verifying the validity of the required certificates and licenses

>> Establishing criteria for assessing product quality, supplier reliability, complaints, prices 

>> Keeping a register of suppliers
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     Purchases 

Successful practice    Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities.   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 10.4 Contracts 
 

We specify clear quality, safety and health requirements in contracts concluded with 

our suppliers, subcontractors and temporary work agencies. 
 

Practical suggestions:  
>> Scope, quality and delivery time  

>> Authorisations to give instructions  
>> Providing the required guidance  

>> Provision of good quality equipment and protective equipment 
 

>> 10.5 Dangerous substances 
 

When ordering products containing dangerous substances, we check whether we can use 

alternative products containing less dangerous substances (substitutes). We make sure that the 

variety and quantity of hazardous substances is as low as possible. 
 

Practical suggestions:  
>> Using only labelled substances  

>> Requesting Safety Data Sheets and creating instructions (use of templates 

provided by professional associations)  
>> Requesting specific information in specialist shops  
>> Searching databases  
>> Remaining inventory which is no longer needed is disposed of in an environmentally friendly way  
>> Inquiries to professional associations / accident insurance funds 

 

>> 10.6 Use of experience 
 

When purchasing equipment, materials and products, we tap into the experience of 

managers, employees and customers. 
 

Practical suggestions:  
>> Developing procedures to ensure that products, equipment and materials with which 

employees had bad experience are not re-purchased 
 

>> When outsourcing to sub-contractors/suppliers and temporary work agencies, we 

collect the opinions of customers and employees, analyse them and take them 

into consideration 
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11 Innovation

Goal: 

Thanks to innovations and 

continuous improvement, we are 

competitive and ranked among 

the best. 

Innovation = product innovation, 

process innovation and social 

innovation 

➔ Use the INQA  "Success through 

innovation" business potential 

analysis (www.inqa-innovation.de). 

Successful practice  

Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean the scope of responsibilities 

No action currently needed Action needed Urgent action needed 

>> 11.1 Monitoring trends

We agreed on how to record developments and current trends in the areas of market, technology, work 

organisation, work processes, materials, customer and society requirements. This constitutes the basis for 

developing new products and services (based on our corporate strategy). In the case of new offers we also 

consider digitisation (e.g. intelligent products / intelligent services). 

Practical suggestions: 

>> Reading specialist magazines

>> Searching for information published on the Internet, social media

>> Participating in fairs, congresses and professional conferences 

>> Inter-industry exchange of experience 

>> Customer forums, customer research 

>> Exchange of information with other companies 

>> Use of external advisors, e.g. advisors of chambers/associations, occupational health

and safety specialists, occupational physicians, environmental protection workers

➔Use the INQA "Innovation through success" business potential analysis

>> 11.2 New information technologies

We use new information technologies to communicate and increase the efficiency of procedures and processes. We 

established the principles to be followed when using information and communication technologies. 

Practical suggestions on applications and technology: 

>> Company website, social media (e.g. blogs, Facebook, Twitter) 

>> Electronic records of working time and remuneration for work performed at hourly rates

>> Cloud Computing 

>> Digital document management, digital and mobile project documentation

>> Digital support systems (smartphone/tablet/SmartWatch/SmartGlasses) 

>> Digital reporting from the place of work/workstation to management/administration

(text, voice and photographic notes) 

>> Smart Grid/Smart Home as new service offers

>> Electronic signature, encryption 

>> Electronic information on components and equipment (bar codes, QR codes, RFID/AR codes)

>> Exchange of information and data between all parties involved

>> Technical data protection and security 
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Innovation 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. In larger entities, the word "company" may also mean 

the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

Processes: 

>> Digital and mobile management of information, tasks and meetings

>> Regulations on access, organisation, processes, data backup, data

protection, GPS applications

>> Electronic procurement 

>> Electronic process control (EPC) – workflow management system 

>> Digital and mobile material and device management (bar codes, QR codes, RFID/AR codes)

➔Use the INQA "Knowledge and Skills" brochure (www.inqa-check-wissen.de)

>> 11.3 Stimuli and motivation

We motivate our employees to constantly think about better/new opportunities at work and new products and 

services. We encourage and motivate them to share their ideas. 

Practical suggestions: 

>> Regular team meetings to discuss potential innovations

>> Books of proposals/ideas competition/financial incentives

>> Complaint box/management of ideas

>> Further vocational education, training courses

>> Participation in fairs 

>> Specialised press 

>> Cooperation 

>> Participation in research projects

>> 11.4 Focus on practical application and customer centricity

We make sure that our innovations are practical and appropriate for us and our 

customers. Not every trend should be followed. 

For example: 

>> Focusing on benefits resulting from our products, services and processes

>> Considering viability/results of the cost-benefit analysis 

>> 11.5 Innovation-oriented cooperation (partnerships and cooperation)

We work with other companies, associations, technical universities or colleges to 

learn, develop and implement new products/services, processes and concepts. 

For example: 

>> Bonuses/financing programmes

>> Financing research projects 

>> Dissertations/student theses

>> Teaching assignments 

>> Cooperation with regional businesses and crafts 

On-line control sheet | Practical help on the topic | Personalised analysis | Consultant in your area www.inqa-unternehmenscheck.de 
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SME sector: 
The driving force for Germany 
– Ideas for Germany

www.offensive-mittelstand.de 

The SME sector is the driving force behind ideas 

in Germany. More than 3 million small and 

medium-sized companies operating in the field of 

crafts, trade, industry and services drive growth, 

innovation and employment. Around 70 percent 

of jobs and more than 80 percent of all 

apprenticeships are offered by small and 

medium-sized enterprises. 

Offensive Mittelstand – 
Gut für Deutschland 

We are working together under the "Offensive 

Mittelstand – Gut für Deutschland" initiative to 

increase the odds of SMEs succeeding and to better 

coordinate our activities. We are social partners, 

professional bodies, ministries, accident insurance 

companies, health insurance companies and 

institutes. The total number of partners amounts to 

approximately 250. With the "Offensive Mittelstand – 

Gut für Deutschland" initiative and INQA practical 

standards, we contribute to the "Fachkräfteoffensive" 

(Skilled Workers Offensive) initiative launched by the 

federal government (www.fachkraefteoffensive.de) 

and Mittelstandsinitiative (SME Initiative) by the 

Federal Government (www.bmwi.de). 

Objectives 

Successful small and medium-sized enterprises are 

healthy and innovative We strive to ensure that as 

many SMEs as possible are successful. We help as 

many SMEs as possible to take advantage of 

demographic changes and the digital transformation 

(Work 4.0) and turn it into an opportunity. 

 Successful SMEs show us how to do this: The 

(new) quality of work in these companies is based 

on systematic and preventive management, 

continuous employee development and retention, 

good corporate culture and innovation. As 

"Offensive Mittelstand" we are guided by the 

following goals: 

> New quality of cooperation – Offensive

Mittelstand partners try to coordinate support

for SMEs more effectively.

> New quality of practical support for SMEs – 

Offensive Mittelstand partners develop common 

standards and INQA practical standards in which 

they present their conclusions. 

> New quality of advice – Offensive Mittelstand

partners organise coordinated advice for

SMEs, based on common standards/control

sheets and work together in regional networks.

Our Way 

Basic assumption: Successful medium-sized 

companies take care of good general framework 

conditions in the company – consultants help 

companies, if necessary, based on common basic 

assumptions. 

Showing similarities 
and achieving synergies 

INQA practical 
standards and 

company 
control sheets 

Authorised  
advisors to our 

partners 

Regional 
networks 

Business value creation process 
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The "Offensive Mittelstand" initiative pursues 

its objectives in the following ways: 
>> Practical standards and company control sheets by 

INQA (see also page 6) – the result of our effort to 

describe standards in the form of specific self-assessment 

tools for SMEs presented in a compact and accessible 

form SMEs can benefit. First of all, we developed a joint 

analysis tool (comparison of the target situation and the 

current situation), which allows each SME to quickly and 

easily identify its potential for improvement. We do not 

reinvent the wheel. Our standards and brochures the 

best practical help on the most important topics. We 

simplify access to these support options and provide 

necessary information in an organised way. 

>> Authorised advisors to our partners – many 

Offensive Mittelstand partners are entitled to 

authorise their advisors to apply the INQA 

practical standards and company control sheets. 

Offensive Mittelstand advisors specialising in 

different fields use these tools in their work and 

increasingly often cooperate with advisors from 

other fields. This enables providing more effective 

support for SMEs. We do not compete with 

recognised and reliable advisory structures, but 

we support a common understanding of the basic 

principles on a common platform according to the 

motto "Better together". Our database of advisors 

features all the advisors we have authorised to 

offer consultations based on practical standards 

and company control sheets by INQA.

>> Regional networks – our basic principles 

applicable at "Offensive Mittelstand – Gut für 

Deutschland" are transferred to regional networks. 

Our practical standards and company control 

sheets foster the idea of working together in the 

regions towards a new quality of work in the SME 

sector. We make sure that as many different 

advisory areas as possible work together in the 

regions. 

For more information go to: 

www.offensive-mittelstand.de 

Offensive Mittelstand 31 

Join us! 

Help and support SMEs,  
which are the driving force behind ideas in Germany.  
Become a partner of "Offensive Mittelstand". 

Our partners include (in alphabetical order):  
>> Bundesvereinigung der Deutschen Arbeitgeberverbände,

BDA (German Employers' Confederation)

>> Bundesagentur für Arbeit (Federal Employment Agency)  

>> Bundesministerium für Arbeit und Soziales, BMAS (Federal Ministry for
Labour and Social Affairs) 

>> Bundesnetzwerk Bürgerschaftliches Engagement,

BBE (National Network for Civil Society) 

>> Bundessteuerberaterkammer (Federal Tax Advisor Chamber) 

>> Deutsche Gesellschaft für Qualität, DGQ (German Association for Quality)  

>> Deutsche Gesetzliche Unfallversicherung, DGUV (German Social Accident
Insurance) 

>> Deutscher Steuerberaterverband (German Association of Tax Advisers)  

>> Deutscher Verkehrssicherheitsrat, DVR (German Transport Safety Council)  

>> Fortbildungsakademie der Wirtschaft, FAW (Business Development Academy)

>> IG BCE Industriegewerkschaft Bergbau, Chemie, Energie

(IG BCE – Trade Union for mining, chemicals and energy industries) 

>> Institut für Mittelstandsforschung Bonn (Institute for SME Research) 

>> Chambers, guilds, business associations 
>> Health insurance companies > IKK, BKKK, AOK

>> RKW Rationalisierungs- und Innovationszentrum der Deutschen Wirtschaft e. V.

(Rationalization and Innovation Center for the German Economy) 

>> Universities, colleges, institutes 

>> Business advisors  

>> Zentralverband des Deutschen Handwerks (German Confederation of Skilled
Crafts) 

... more than 250 partners in total. 

Contact details: 

Offensive Mittelstand  
Theodor-Heuss-Straße 160  
30853 Langenhagen  
Phone 06221 5108-22612 (Ms. Hilpert)  
Fax 06221 5108-22599  
E-mail: info@offensive-mittelstand.de 

On-line control sheet | Practical help on the topic | Personalised analysis | Consultant in your area www.inqa-unternehmenscheck.de 
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Self-declaration 

INQA "Guter Mittelstand" 

company control sheet 

Company name 

Address 

declares, after an audit based on the INQA "Guter Mittelstand" brochure 

and related information about the system and structure of the company, 

that it operates according to the principles specified therein. 

The self-declaration is based on self-assessment carried out on 

bearing document number 

The self-assessment was carried out by the management based on 

the INQA "Guter Mittelstand" company control sheet. 

Place, date Signature of the President 

The self-declaration is only valid with self-assessment for a maximum of 2 years. 

150



 

INQA "Guter Mittelstand" company control sheet and toolkit 
 

Control point Action Priority Implementation 
      

   Person Beginning Control 
   responsible date date 
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DISCLAIMER 

INQA "Guter Mittelstand" company control sheet 

Success is not a matter of chance. How to improve the form and organisation of work? 
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Offensive Mittelstand – Gut für Deutschland 
 
Dipl.-Ing. Helmut Ehnes 

(Chairman of the "Offensive Mittelstand – Gut für Deutschland" initiative, Head of the accident prevention team of the Professional 

Association of Raw Materials and Chemical Industry)
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Print: DRUCKEREI KETTLER, Bönen 
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The "Offensive Mittelstand – Gut für Deutschland" initiative is part of the national Neue Qualität der Arbeit initiative: 

Initiative Neue Qualität der Arbeit 

Office 

Bundesanstalt für Arbeitsschutz und Arbeitsmedizin 

Nöldnerstraße 40–42, 10317 Berlin

Phone 

E-mail

Internet 

030 51548-4000  
info@inqa.de  
www.inqa.de 

The "Guter Mittelstand" company control sheet by INQA can be ordered on the website www.inqa.de/Publikationen. 
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"Success through innovation" business potential analysis  
was created and published by „Offensive Mittelstand – Gut für  
Deutschland“, which is an independent network  
operating under the auspices of „Initiative Neue Qualität der  
Arbeit“ (INQA)  
(New Quality of Work Initiative). 

 
Initiative Neue Qualität der Arbeit is  
a joint initiative which brings together the federal government, 
federal states, employers' associations and chambers, trade unions, 
the Federal Employment Agency, enterprises, social security 
institutions and foundations with the aim to boost the quality work, 
which is the key to innovation and competitiveness in Germany.  
  
  
  
  
  
The initiative was launched in 2002 and offers inspiring examples from 
practice, as well as the possibility of obtaining advice and information,   
exchange of experiences and a support programme for projects related to 
employment policy.  
  
  
  
  
  
  
 

 
The Offensive Mittelstand – Gut für Deutschland initiative  
promotes an effective and employee-oriented model of running a 
company.  
It is carried out by creating  
modern standards and practical tools. It also offers  
diversified regional support structures  
created especially with medium enterprises in mind. At the moment, 
there are about 200 partners involved in the "Offensive Mittelstand – Gut 
für Deutschland" initiative. They include the federal government, 
federals states, entrepreneurs associations, specialised agencies, 
guilds, craft chambers, trade unions, professional associations, health 
insurance companies, research institutes and service providers.    
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The development of the "Success through innovation" business potential analysis was financed by the Federal Ministry for 

Labour and Social Affairs (BMAS) (project "generIK – building an innovation culture suitable for generations in SMEs” - ZdA-

00153.11).  
The "Success through innovation" business potential analysis an effort was made to use gender-neutral language. We wish to emphasise 

that in cases where this was not possible, all genders are addressed irrespective of the form used. 
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"Success through innovation" business potential analysis 3 

>> Innovation – key
to your company's success

Products and services must meet the changing 

requirements of the evolving market. They are 

refined through day-to-day activity of companies, 

often in response to feedback from clients. Further 

development happens in a controlled process of 

modernization in which companies develop new 

products and services in targeted and systematic 

way. . 

Both methods can be described as "innovation". Many 

companies are highly innovative without being aware of it. On 

the other hand, a number of companies think their practices 

are innovative, while in fact they are not.  "Innovation" has 

become a fashionable word with a vague meaning. 

No matter what term is used, it is crucial that companies 

continuously improve their products, services and processes 

in order to appeal to their clients. Innovation and its meaning 

used in this business potential analysis - see the table -  is 

necessary for companies to be successful. 

In order to understand innovation it is crucial be 

aware that: No machine, computer or modern 

infrastructure will guarantee innovation. Innovation is 

driven by people's creativity in responding to 

customers' feedback and drawing conclusions from 

the company's own mistakes. This way companies 

can improve existing products, services and 

processes or create new ones. Computer 

technologies may help with that, while a properly 

designed work environment can stimulate creative 

processes. However, it is the staff's will and 

capability to come up with new ideas that lie at the 

basis of innovation.  

Understanding innovation as part of the business potential analysis 

Term "innovation" has several definitions. The following criteria describe the concept of 

innovation that has been established in relation to the circumstances that SMEs operate in. 

The employed definition states that: 

1. Innovation is a directed development and implementation of new solutions to problems,

which increases the value and effectiveness of the products, services and processes.

2. These solutions differ markedly from the ones used previously.

3. "Novelty" is about solving problems from the perspective of a given company and/or

its clients.

4. Mere coming up with an idea is not enough to be considered innovation. An idea

becomes innovation once it starts bringing benefits to the company and/or its clients.
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4 "Success through innovation" business potential analysis 

>> Innovation gaining importance

The capability to innovate will become even 

more important in the future due to: 

>> demographic changes that will force companies 

to create added value and new solutions through 

aging/older staff; an increased importance of the 

ability to make use of advantages and strongest 

skills of all age groups in the innovation-

generating processes; 

>> the growing importance of services and the

possibility of quickly gaining advantage over

competitors through new ideas; 

>> challenges and opportunities related with the 

transformation of the job market that results from the 

adoption of computer technologies in all work process. 

The ability to continuously learn, adapt and utilize various 

new possibilities is vital for any company's success. 

This kind of development especially requires 

>> a system-oriented strategy, 

>> engaged employees who can generate new

ideas and 

>> a stimulating work environment that

encourages innovative approaches. 

>> What are the benefits of the
business potential analysis?

The "Success through innovation" business potential analysis 

contains a number of suggestions on how to facilitate 

innovative processes at a company. The potential analysis 

helps to stimulate and empower employees to bring forward 

their ideas. It also increases the awareness of new, 

successful products, services and processes. Also, it enables 

a more systematic approach to using opportunities for 

innovation. 

The business potential analysis describes good 

innovation practices of successful companies. The 

examples are meant to encourage the reader to 

reflect on the shape of their company's day-to-day 

operations, to find suitable solutions and implement 

them into the company's workflow. The business 

potential analysis allows companies to determine 

whether action is needed and can suggest suitable 

measures if necessary. 

You can write them down in the action plan on 

the last page of this publication. 

Using good solutions to some issues described in 

this business potential analysis may translate into an 

increased attractiveness of a company. 

The business potential analysis can help you 

recognize your company's innovative potential, 

appreciate and make use of the staff's ideas and 

suggestions.  
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"Success through innovation" business potential analysis 5 

>> Who is the analysis
aimed at?

The intention of the analysis is especially to help 

owners of small enterprises systematically assess 

their innovation processes and capabilities. The 

business potential analysis is also suitable for team 

or department managers at bigger companies. 

Completing the analysis takes between 30 and 60 

minutes. An interactive version of the analysis is 

available online at www.inqa-innovation.de (since 

autumn 2014). 

The business potential analysis has been 

created from the perspective of entrepreneurs 

and managers. Not all check points are 

relevant for all enterprises. 

The authors of the concept of the business potential 

analysis are: Dresden University of Technology – 

Centre of Production Engineering and Management 

(CIMTT), RWTH Aachen University – IAW Chair and 

Institute of Industrial Engineering and Ergonomics, 

BC GmbH Research and Management Consulting 

company. The analysis has been discussed by all 

partners of the "Offensive Mittelstand" initiative and 

has been jointly accepted as a quality standard. 

The creation of the "Success through 

innovation" business potential analysis was 

financed by the Federal Ministry for Labour 

and Social Affairs (BMAS). 

>> Who is involved?

The business potential analysis has been 

created and published by "Offensive 

Mittelstand – Gut für Deutschland", which is an 

independent network operating under the 

auspices of Initiative Neue Qualität der Arbeit 

(INQA) (New Quality of Work Initiative). 

It is a joint initiative which brings together the federal 

government, federal states, employers' associations and 

chambers, trade unions, the Federal Employment Agency, 

enterprises, social security institutions and foundations, with 

the aim to boost the quality work, which is key to innovation 

and competitiveness in Germany. The initiative was launched 

in 2002 and offers inspiring examples from practice, as well 

as the possibility of obtaining advice and information,  

exchange of experiences and a support programme for 

projects related to employment policy.   

The Offensive Mittelstand – Gut für Deutschland initiative  

promotes successful employee-oriented business 

management by creating modern standards and practical 

tools. It also offers various regional support structures 

developed in particular for small and medium-sized 

enterprises.   Currently the "Offensive Mittelstand – Gut für 

Deutschland" initiative   comprises approx. 250 partners, 

including the federal government, federal states, business 

associations, trade associations, guilds, craft chambers, 

trade unions, professional business organisations, health 

insurance companies, research institutes and service 

providers.   

INQA "Guter Mittelstand" company control sheet  

The "Success through 
innovation" business 
potential analysis 
supplements the INQA "Guter 
Mittelstand" company control 
sheet applicable to the 
processes in a company. The 
"Success through innovation" 
business potential analysis 
focuses on innovation.  

Anybody who becomes 
interested in the topic of 
innovation in the course of 
doing the INQA company 
check may use this tool to 
continue improving the 
company's processes. An 
opposite situation is also 
possible: 

The "Offensive Mittelstand" initiative has also contributed to the 

INQA "Guter Mittelstand" company control sheet Both tools can 

be used free of charge. 
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6 Success through innovation" business potential analysis 

1 Creating general 
conditions for innovation 

Goal: 

To create conditions in the form 

of relevant structures and a work 

environment that is open to new 

ideas in order to increase the 

competitiveness of the 

company's products, services 

and processes. 

Successful practice 

Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

>> 1.1 Significance of innovation for our company
We held discussions with our employees to explain the importance of innovation to 

our company. 

Examples of innovative activities: 

>> Implementation of a corporate strategy (new products, new services and new market

segments to secure the company's future) 

>> Responding to customers' feedback in order to maintain customers and create new
products 

>> Continuous improvement of our products, services and processes

>> Securing competitiveness

>> Securing jobs 

>> Increasing the attractiveness of the employer to lure the best specialists
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This is one of our strengths which we want to highlight in our marketing in order to lure customers as well as the best workforce. 

➔See also INQA "Guter Mittelstand" company control sheet, module 1.1 "Strategy – Competitiveness"

>> 1.2 Leadership that promotes innovation

The management at all levels in our company creates conditions encouraging our 

employees to come up with new solutions. 

For example: 

>> Company's goals and policy clearly state that innovative concepts are welcome and will

be supported. 

>> Employees participate in shaping the work processes, while their ideas are always

taken into considerations. 

>> We take care that the entire staff have the necessary freedom to act in the area of

innovation. 

>> All employees are requested to report their ideas for novel solutions or approaches.

>> The silo mentality present in some domains is being replaced with collaborative work

towards new ideas in various spheres. 
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"Success through innovation" business potential analysis 7 

 
 
 
 
 
 
 
 

 

General conditions for innovation  

 

Successful practice  
Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

 

>> Ideas which are not immediately doable are also considered useful and can help the 

company develop in a longer perspective. 
 

>> An incentive system encourages employees to develop and implement innovative 

solutions. 
 

>> Each idea is evaluated. 
 

>> The managers assess their previous innovation-promoting activities and determine how to 

improve in this respect. 

 

Need for 

action 
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This is one of our strengths which we want to highlight in our marketing in order to lure customers as well as the best workforce. 

 
➔See also the INQA "Guter Mittelstand" company control sheet , module 4 "Leadership” 

 

>> 1.3 Innovation-friendly approach to obstacles 
 

We are aware that mistakes, setbacks and failures are inevitable in the process of creating innovative solutions. 

We consistently and systematically evaluate them to avoid repeating mistakes and to find areas for 

optimization. We don't assign blame. 

For example:  
>> Regular team discussions in which employees exchange feedback and opinions, e.g.: "Which 

processes are effective and which ones are not?” 
 

>> Reporting issues and failures during employee meetings, which the company can use to identify 

areas for improvement ("Failure of the month/year") 

>> Encouraging employees (seeing mistakes as opportunities)  
>> Mistakes are seen as part of the shared learning process. 

 

>> Encouraging employees to develop non-standard solutions that may be risky at first 

 
➔See also the INQA "Guter Mittelstand" company control sheet, module 7.4 "Acting with caution and learning from 
mistakes " 

 

>> 1.4 The image of an innovative company 
 

We show ourselves to clients and suppliers as an innovative company in the region and our 

market segment. It helps our company to meet clients' needs for innovative products and 

achieve the set goals. 
 

For example:  
>> The information about the spectrum of innovation (products, services, processes) 

distributed through flyers, internet, social media 
 

>> Cooperation with other companies and experts  

>> Cooperation with universities and institutions 
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This is one of our strengths which we want to highlight in our marketing in order to lure customers as well as the best workforce. 
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8 Success through innovation" business potential analysis 

2 Promotion of internal innovation 

capability 
 

 
 
 
 

 

Goal:  
To get the employees to generate 

good ideas frequently. To create 

space for formulating them. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Successful practice  
Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 
 

In larger entities, the word "company" may also mean the scope of responsibilities.  

 

>> 2.1 Employees' ideas 
 

We have a procedure which helps us keep record of employees' ideas to 

include them in company's further development. 
 

For example:  
>> An idea board/intranet  

>> Agenda for every team meeting  
>> A continuous improvement process including a "New ideas" item  
>> Individual meetings with employees. 

 
 
 
 
 
 
 
 
 
 
 
 

 
Need for  

action 
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This is one of our strengths which we want to highlight in our marketing in order to lure customers as well as the best workforce. 

 

>> 2.2 Undiscovered abilities of the staff 
 

We try to find out about our employees' skills to harness them for generating new 

solutions. 
 

Examples of such skills:  
>> Previous work experience  
>> Special qualifications 

 

>> Skills learned from outside-of-work activities, such as participation in various initiatives 

and associations, involvement in political, cultural and social work. 
 

>> Special interests, such as environmental activity, involvement in technologies, writing blogs  
>> Computer science skills 
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"Success through innovation" business potential analysis 9 

Promotion of internal innovation capability 

Successful practice 

Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 

In larger entities, the word "company" may also mean the scope of responsibilities.  

Discovering abilities through: 

>> Information included in the CV or other data regarding special qualifications, experience, skills

>> Employee discussions 

>> Team meetings 

>> Word-of-mouth 

>> Everyday conversation 

>> Break chatter 
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➔Tip: Make sure to protect sensitive data

>> 2.3 Strengths of employees in the process of innovation

We know the strengths of all our employees relevant in the context of the innovation-

generating process and we know how to assign particular tasks. 

The strengths might include: 

>> Creative thinking 

>> Running meetings (a mediating role between various interests and perspectives at the company)

>> Expert knowledge 

>> Experience regarding processes present at the company

>> Knowledge about network and cooperation partners

>> Knowledge of the market 

>> Economy-oriented perspective 

>> Good project managing skills 

>> Age group 

>> Professional group and qualifications

>> Social and cultural background 

➔See also the INQA " Human Resource Management " brochure , module 7 "Targeted involvement 
of different people”

>> 2.4 Satisfaction from new ideas

Good work atmosphere promotes the development of new ideas among employees 

and their consistent implementation. 

For example: 

>> The possibilities of informal information exchange - lounge, kitchen, staff room. 

>> Openness to unusual ideas and further work on their development 

>> Freedom to come forward with ideas and space to discuss ways for development.

>> External workshops on innovating. 

>> Satisfaction derived from an out-of-the-box way of thinking (not clinging to the usual methods)

>> Employees from different areas think together about new products, services and

processes. 

A
c

ti
o

n
 

n
e

e
d

e
d 

U
r

g
e

n
t 

a
c

ti
o

n
 

n
e

e
d

e
d 

N o
 

a
c

ti
o

n
 

c
u

rr e
n

tl
y 

n
e

e
d

e
d 

A
c

ti
o

n
 

n
e

e
d

e
d 

U
r

g
e

n
t 

a
c

ti
o

n
 

n
e

e
d

e
d 

N o
 

a
c

ti
o

n
 

c
u

rr e
n

tl
y 

n
e

e
d

e
d 

This is one of our strengths which we want to highlight in our marketing in order to lure customers as well as the best workforce. 
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10 "Success through innovation" business potential analysis 

3 Using external innovation potential 

Goal: 

To find incentives to innovate 

among our clients and partners as 

well. To systematically use their 

ideas or suggestions for self-

development. 

Successful practice 

Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 

In larger entities, the word "company" may also mean the scope of responsibilities.

>> 3.1 Using client relations

We use all contacts with clients to come up with ideas for new products, 

services and processes. 

For example: 

>> Using surveys to study customer satisfaction 

>> Doing maintenance work 

>> Participating in fairs 

>> Handling complaints 

>> Attending work meeting with customers

➔See also the INQA "Guter Mittelstand" company control sheet, module 5 "Market and customer"
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>> 3.2 Active engagement of customers

We systematically include customers in further development of products and 

services. 

For example: 

>> We request customers to give their suggestions, which we use to achieve further
optimization 

>> Meetings with customers / workshops for customers

>> Contests for ideas 

>> Participation of customers in development activities

>> Developing products and services together with clients (simultaneous engineering)

io n
 

n
e

e
d

e
d 

U
r

g
e

n
t 

a
c

ti
o

n
 

n
e

e
d

e
d 

N o
 

a
c

ti
o

n
 

c
u

rr e
n

tl
y 

n
e

e
d

e
d 

This is one of our strengths which we want to highlight in our marketing in order to lure customers as well as the best workforce. 
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Using external innovation potential  

 

Successful practice  
Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 
 

In larger entities, the word "company" may also mean the scope of responsibilities. 

 
 

>> 3.3 Using the knowledge of suppliers 
 

We systematically include suppliers in further development of products and services. We 

see suppliers as potential partners in cooperation towards the development of shared 

products and services. 
 

For example:  
>> Meetings with suppliers on how to improve current processes  

>> Meetings with suppliers on new products/services  

>> Joint-brainstorming  

>> Collaborative research projects 

 

>> 3.4 Using networks, institutions and social contexts 
 

We use our contacts and our participation in networks and institutions as well as our 

involvement in other social contexts to generate ideas and collect suggestions 

regarding products and services. 
 

For example:  
>> Corporate networks  

>> Participation in standardization committees  
>> Cooperation within guilds, chambers, professional associations 

 
>> Social innovation, such as collective childcare and promoting health in the workplace  

>> Neighbourhood events, such as open days  
>> Sponsoring, which leads to new contacts and space for new ideas 

 

>> Cooperation with schools and associations aimed at drawing interest of young people 

who contribute new ideas and knowledge 
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12 "Success through innovation" business potential analysis 

 

4 Creating incentives for 
innovation 

  
 
 

 

Goal:  
We value systematic support for 

innovative ideas. We use tools and 

procedures to systematically 

develop and implement good 

ideas within the organization. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Successful practice  
Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 
 

In larger entities, the word "company" may also mean the scope of responsibilities. 

 
 

>> 4.1 Incentives to create new products and services 
 

We systematically use suggestions and current technologies, especially IT-related 

ones, to develop new products and services. 
 

For example:  
>> Suggestions and enquiries from clients  

>> Idea-exchanging sessions / cooperation with other companies 
 

>> Cooperation with academic experts for various areas and branches  

>> Online research on new technologies, materials, work methodologies 
 

>> Researching competitors' offers for new products/services ideas and for a 

comparison with innovative market leaders 
 

>> Using open online innovation platforms (Open Innovation, social media)  
>> Specialist publications and journals  
>> Participation in conferences, fairs and events 

 

>> Information from associations, guilds, chambers, such as market research, 

comparative analysis and others) 
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                                  This is one of our strengths which we want to highlight in our marketing in order to lure customers as well as the best workforce. 
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"Success through innovation" business potential analysis 13 

Creating incentives for innovation 

Successful practice 

Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

>> 4.2 Incentives to create new internal processes

We systematically use suggestions and current technologies, especially IT-related 

ones, to develop new products and services. 

For example: 

>> Employee surveys 

>> Team meetings 

>> Specialist publications, the internet 

>> Using services of IT, corporate, personal, health and academic consultants

>> 4.3 Identifying good ideas

We make sure that even small innovations in everyday processes are identified and 

systematically considered by the whole organization. 

For example: 

>> Presentation of the methods and ideas of individual employees to the entire staff

>> Exchange of experiences between employees who perform similar roles in order to

identify differences in approaches

>> Openness to entirely new ideas and young employees
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This is one of our strengths which we want to highlight in our marketing in order to lure customers as well as the best workforce. 

➔See also the INQA "Human Resource Management " brochure , module 9.4 " General attitude towards employees - inclusion (participation)" 

>> 4.4 Systemic tools for generating ideas

We use processes to develop ideas for new products, services and procedures. 

For example: 

>> A regular agenda item for team meetings

>> Brainstorming sessions, internal Spinner-type workshops 

>> Internal agreements to promote new ideas, such as company suggestion programs

>> Bonus system for new ideas 

>> Checklists that systematically record experiences, ideas and advice

>> Team-hopping, where employees join different teams for a period of time

>> Training on innovative approaches

>> External meetings in a relaxing environment to make employees leave the usual framework

and stimulate them to create new ideas and opportunities for exchanging experiences
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14 "Success through innovation" business potential analysis 

5
Involving generations 

into the innovation process 

Goal: 

Both life- and work-related factors 

as well as age have an influence on 

the contribution of employees to the 

innovation process. We appreciate 

the strengths of different age 

groups and use them to innovate. 

Successful practice 

Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

➔See also the INQA "Guter Mittelstand" company control sheet, module 4.3 "Leadership – Staff inclusion”

➔See also the INQA " Human Resource Management" brochure, module 5.3 "Good work atmosphere - Promoting team 

spirit"

>> 5.1 Finding out the strengths of individuals and generations

We are aware of the factors which influence the efficiency and readiness to make 

effort, some of which are age-related. 

Life-factors which influence efficiency, e.g.: 

>> Lifestyle (eating habits, physical activity, smoking, alcohol consumption)

>> Social life, education 

>> Corporate culture 

>> One's own concepts, external concepts

>> Previous activity (stress, training)

>> Motivation and efficiency at work and in free time

>> Stimulating learning through work and hobbies

Factors which may differ between various age groups: 

>> Quality awareness 

>> Flexibility 

>> Ability to work in a team 

>> Work ethic, loyalty 

>> Willingness and ability to learn 

>> Awareness of social responsibility, problem-solving abilities 

>> Know-how 

>> Creativity 

>> Mental strength 

>> Expert knowledge 

>> Physical strength 

➔See: practical guidelines "Using the strengths of generations"
➔See also the INQA "Human Resource Management" brochure, module 7 " Targeted involvement 
of different people "
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"Success through innovation" business potential analysis 15 

Integrating generations into the innovation process 

Successful practice 

Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

>> 5.2 Using strengths of a generation in the process of innovation

We consciously use the strengths of various generations in the innovation process. 

For example: 

>> "Power position” of older workers

>> Greater networking 

>> Knowledge about customers gathered over many years

>> Knowledge about processes

>> Length of employment in a given company (which could be a negative factor due to

routine or an advantage due to the knowledge of company processes) 

>> Knowledge of new methods and technologies

>> Computer skills 

>> Curiosity 

>> Neutrality 

➔See: practical guidelines "Using the strengths of generations"
➔See also the INQA " Human Resource Management" brochure, module 7 "Using people's diversity in a systematic way"

>> 5.3 Overcoming prejudice

We don't accept prejudice against any age group because it hinders the process 

of generating new ideas. 

For example: 

>> Discussing the topic in meetings and working together to find solutions

>> Building teams consisting of people of different ages, if needed

➔See Practical guidelines "Condition for the success of mixed-age teams"
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16 "Success through innovation" business potential analysis 

 
 
 

6 Managing innovation processes 
 
 

 
Goal:  
We guarantee the efficiency and 

quality of our innovation processes 

by systematically controlling the 

parameters that drive success. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Successful practice 
Need for  
action  

Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 
 

In larger entities, the word "company" may also mean the scope of responsibilities. 

 
 

>> 6.1 Practical application 
 

We make sure that each idea is practical as well as suitable and beneficial to the company in order to be 

innovative. Not every trend should be adopted. The risk has been analysed and assessed. 

For example, benefits for our  
>> products,  

>> services,  

>> processes  
are of paramount importance. 
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This is one of our strengths which we want to highlight in our marketing in order to lure customers as well as the best workforce. 

 

>> 6.2 Ensuring usability 
 

We developed and accepted criteria that determine the usability of the results. 
 

For example:  
>> Added value for existing products and services - benefits for the clients 

 
>> Economic efficiency of the product/service - cost-benefit aspect  

>> Added value/benefits for processes 
 

>> Possible integration into our product portfolio (strategy, key skills, image) 
 

>> Saving resources (energy, production process, environment)  

>> Financial feasibility of the innovation process  
>> Protection of patents and utility models 
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Managing innovation processes  
 

Successful practice 
 
  

Analyse the described practical examples with relation to your own situation and assess whether you see 

a need for action. The examples should prompt you to reflect on your day-to-day work and find solutions 

that are suitable for your company. 
 

In larger entities, the word "company" may also mean the scope of responsibilities. 

 
 

>> 6.3 Time, staff and financial budget 
 

You should determine what resources are available for the innovation process (staff, 

time, finances). 
 

For example:  
>> Set a timeframe for the innovation process, define milestones  
>> Time budget for internal staff  
>> Budget earmarked for internal and external expenses (such as reports, remuneration for 

experts)  

>> Implementation workgroup  
>> Using finances for innovative projects 
 

 
 

>> 6.4 Scope of responsibility 
 

We have defined the scope of responsibility as well as authorizations to give instructions 
regarding the innovation process. 

 
It is not only managers who must be responsible for the innovation process, but also individual 

workers, such as the author of the idea or other workers. 

 
 
 
 
 
 

>> 6.5 Criteria for stopping the innovation process 
 

We have developed and accepted the criteria for stopping the process of innovation. 

We have also determined how the decision about stopping the process should be 

made. 
 

For example:  
>> Milestones have not been reached  

>> No possibility of meeting the set deadlines  
>> Financial efficiency is not certain  

>> Development of new technologies or market changes 

 
 
 

 

>> 6.6 Inspection and further development 
 

We have decided how the process of innovation is assessed and further executed. 
 

For example:  
>> Managing a project (structured division of work, monitoring of points where various work 

areas meet, etc.)  
>> Regular monitoring of success criteria, e.g. based on a success criteria matrix  
>> Periodical review of milestones 
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INQA "Knowledge and Skills" brochure was created and published by 

 
Offensive Mittelstand – Gut für Deutschland,  
an independent network  
operating under the auspices of Initiative Neue Qualität der Arbeit (INQA)  
(New Quality of Work Initiative). 

 

Initiative Neue Qualität der Arbeit is  
a joint initiative which brings together the federal government, federal states,  
employers' associations and chambers, trade unions,  
the Federal Employment Agency, enterprises, 

 
social security institutions and foundations  
with the aim to boost the quality work, which is the key to innovation  
and competitiveness in  
Germany. The initiative was launched in 2002 and offers 

 
inspiring examples from 

 
practice, as well as the possibility of obtaining advice and information,  
exchange of experiences and a support programme  
for projects related to employment policy.  
 

 

The Offensive Mittelstand – Gut für Deutschland initiative  
promotes successful employee-oriented business management  
by creating modern standards and practical tools.  
It also offers various regional support structures 

 
developed in particular for small and medium-sized enterprises.  

Currently the "Offensive Mittelstand – Gut für Deutschland" initiative  

comprises approx. 250 partners,  
including the federal government, federal sates, 

 
business associations, trade associations, guilds,  
craft chambers, trade unions, professional business organisations,  
health insurance companies, research institutes and 

 
service providers.  
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INQA "Knowledge and Skills" brochure 3 

Knowledge and skills: success 

factors for competitiveness 

Have you encountered a 
situation in which 

key information cannot be found due 

to data overload? 

Searching for the right information in our 

database is becoming more and more 

difficult due to many outdated and 

unsorted pieces of information. 

The expectations towards our industry 

are changing at an ever increasing pace. 

Sometimes it is difficult for us to follow the 

development of technology, work 

procedures, product development and 

customer needs and to keep up with them. 

We do not always know what skills our 

company will need tomorrow. In fact, until 

now we have never systematically defined 

the skills of all our employees and we do not 

know exactly what skills we will need 

tomorrow. 

One team always works faster and 

better than the other. 

I often wonder why the results of one team 

are much better than the other. 

Apparently, they do not exchange 

experiences. 

If an employee retires, we will no 

longer be able to benefit from their 

knowledge. 

If an employee retired, so did a large portion 

of their knowledge, which gave us a hard 

time. 

The shelf-life of knowledge has been significantly 

reduced due to rapid development in IT. The 

increasing digitisation of work (i.e. Industry 4.0) will 

make such changes proceed even faster. Companies 

need to acquire or develop new knowledge at an 

increasing pace. At the same time, given 

demographic developments in Germany, it is 

increasingly difficult, particularly for small and 

medium-sized enterprises, to quickly acquire 

competent specialists with future-oriented knowledge 

and skills required in the company. 

Given the fact that knowledge and skills account for 

more than half of the added value of a company, 

SMEs are faced with the following tasks: they must 

be able to acquire new knowledge and skills in a 

professional and timely manner and at an 

increasingly fast pace. Furthermore, they have to 

organise their knowledge and skills intelligently in 

order to be able to use them in an optimal and 

efficient way. The companies that master this ability 

enjoy a competitive advantage. 

Therefore, effective business management with 
regard to the main and at the same time incredibly 
important resources, 

i.e. knowledge and skills, entails:

>> considering what knowledge and skills are needed 

to implement the corporate strategy and future 

products and services in the company;

>> finding and/or making long-term use of the 

sources of these resources;

>> organising the company in such a way that the 

necessary knowledge and skills are available in 

the right form and at the right time, safeguarded 

and constantly updated;

>> creating working conditions for employees where 

they will be willing to transfer their knowledge and 

skills and learn constantly; 

>> creating a corporate culture that fosters lifelong 

learning. 
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>> Systematically safeguarding  
knowledge and skills  

 
The INQA "Knowledge and Skills" brochure helps 

companies to systematically create, control and 

develop their knowledge and skills. It is based on 

basic modules of organising knowledge and skills 

(see the chart below). These modules correspond 

to the elements of good knowledge and skills 

management. 

 

>> About the authors 

 
The INQA "Knowledge and Skills" brochure was 

created and published by "Offensive Mittelstand – 

Gut für Deutschland", an independent network 

operating under the auspices of Initiative Neue 

Qualität der Arbeit (INQA) (see inside the title 

page). 
 

The INQA "Knowledge and Skills" brochure 

presents a standard for systematically addressing 

topics concerning knowledge and skills, which is 

implemented by all partners of "Offensive 

Mittelstand – Gut für Deutschland". 

 

 

Modular model for systematic organisation of knowledge and skills 

 

Establishing goals in 
terms of  

 
Identifying knowledge 

and skills 

knowledge and skills   
    

 
 

 
Assessment of 

knowledge and skills  
Acquiring knowledge 

and skills 

   
   

 
INQA  

"Knowledge and Skills"  
brochure 

 

Development of 
knowledge and skills 

 
Preserving knowledge 

and skills 
 

within the 
 

 

 
company   

   

 
 

 

Appropriate use of 
knowledge and skills  Disseminating 

knowledge 
 

 

  

   

 
Source: Based on: Probst, Gilbert; Raub, Steffen; Romhardt, Kai: Wissen managen, 1999, p 58. 
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Authors of the idea behind the brochure: Dresden 

University of Technology – CIMTT Centre for Production 

Engineering and Organisation, RWTH University of 

Aachen – IAW Department and Institute of Work 

Sciences; BC GmbH Forschungs- und 

Beratungsgesellschaft consulting company and conpara 

Gesellschaft für Unternehmensberatung mbH. The 

brochure was discussed by all partners of the “Offensive 

Mittelstand” initiative and adopted as a common 

standard applicable in practice. 
 

The brochure was financed by the Federal Ministry 

for Labour and Social Affairs (BMAS). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

>> Who is this brochure for? 

 
This brochure allows entrepreneurs, primarily SMEs, 

to systematically assess their processes and to make 

better, i.e. more efficient, use of their knowledge and 

skills. Moreover, the brochure helps department or 

team managers in larger companies to increase the 

efficiency of the way in which knowledge is used and 

skills are developed. 
 

The INQA "Knowledge and Skills" brochure can be 

used to define optimisation measures for your 

company. 

 

>> What are the advantages of the 
INQA "Knowledge and Skills" 

brochure? 

 
The brochure entitled "Knowledge and Skills" 

contains many suggestions on how to foster 

knowledge and skills in your company. The INQA 

brochure 

 
 
 
 
 
 
 
 

 
helps to identify, develop and preserve important 

areas of knowledge and skills, adapt them to the 

changing requirements and update them. The 

brochure allows you to systematically learn and 

develop the potential of knowledge and skills for your 

company. 
 
This brochure describes how successful companies 

deal with knowledge and skills, so you can find many 

ideas, suggestions and examples to implement in 

your company. Reading the brochure will motivate 

you to reflect on your daily work, identify 

development needs and specify actions to be taken. 

The brochure encourages the reader to look for 

solutions for their company to strike a balance 

between future-oriented development of new projects 

and the necessary preservation of those that have 

proved successful, which is not always easy. 

 

>> How to use this brochure? 

 
This brochure contains eight topics. It can be used 

like a modular toolbox. You can select particular 

modules or cover all of them from start to finish (time 

required: 40 to 60 minutes). First of all, it is necessary 

to define the future skill profile of your employees and 

teams and to compare them with the current skill 

profiles. For this purpose use the "Skills in my 

company" section on page 9. 
 
Further use of the brochure takes place in two stages: 
  
 
Stage 1: Conduct analysis of the actual situation by 

assessing the need for action in individual topics 

using colours (green, yellow, red). This will give you a 

good overview of the company's structure in various 

areas and suggest where improvements can be 

made. 
 
Stage 2: Then identify the measures to be taken, 

designate the person responsible for their 

implementation and define the methods of controlling 

the effectiveness of implementation. All information 

should be recorded in the action plan on the back 

cover. 
 
An interactive version of the brochure is available on the 

Internet at www.inqa-check-wissen.de. 
 
The brochure was written from the perspective of 

entrepreneurs and managers (hence the "we" form). Not 

all checkpoints are relevant for each and every company. 
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"Guter Mittelstand" company control sheet by 
INQA and INQA toolkit 

 
The "Guter Mittelstand" company control sheet by INQA is a part of INQA toolkit comprising practical 

standards and instruments for self-assessment. In addition to the INQA company control sheet used for 

analysis of good practices in integrated management, each thematic area is covered in a separate INQA 

brochure. Moreover, other tools for self-assessment are available on other specific topics. 
 

Characteristic features of the tools: 
 

>> >> They were developed as a common practical standard and a self-assessment tool for all partners 

associated under the Offensive Mittelstand initiative and other partners active in a given thematic area. 
 

>> >> They follow a uniform classification and methodology (based on the process of value creation, 

continuous improvement, description of good practices/state of the work sciences, each topic described on 

two pages, in print and online). 
 

>> >> They constitute a template for systematic assessment and an accessible introduction to the 

relevant topic (also an introduction to certified systems, such as the INQA, QM, AMS, ÖKO audit, and 

quality mark awarded by competent authorities). 
 

>> >> Specification of further practical assistance from INQA network partners. 
 

The "Guter Mittelstand" company control sheet by INQA and brochures on specific topics were developed by 

the “Offensive Mittelstand” initiative under the auspices of the Initiative Neue Qualität der Arbeit (INQA). The 

use of all tools is free of charge. 

 
 

 

INQA "Guter Mittelstand" 
company control sheet 

Thematic 
brochures: 

(integrated management) Creating and 
preserving 

  

  

 
 
 
 
 

General 

management 

 

INQA 
brochure  

INQA 
brochure  

INQA 
brochure  

INQA 
brochure  

Human 
Resource  Diversity  Health  

 
Knowledge 
and Skills Main 

Management  (soon)     
thematic 
areas 

        
        

"Success through innovation" business potential analysis  
Further 

GDA-ORGAcheck brochure – occupational safety methods 

 

 

additional 

topics 

"Vocational education" business potential analysis  
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Definitions 

"Knowledge" and "skills" as well as many related 

terms are often understood in very different ways. 

Therefore, the definition of these terms is given in 

the context in which they are used in the INQA 

"Knowledge and Skills" brochure. 

Term Description 

Knowledge 
Knowledge means inter-related pieces of information that enable making decisions in a specific 
context and taking action in a target-oriented manner. Knowledge may be implicit or explicit. 

>> Explicit
knowledge 

Explicit knowledge is the knowledge that can be consciously acquired. It may 
be represented in the form of documents, statements, it may be impersonal 
and generally applicable (e.g. work instructions, contracts, books). 

>> Implicit
knowledge 

Implicit knowledge is the knowledge that a person derives from their 
experience, practice 

and studies. It is difficult or impossible to describe implicit knowledge. 
However, such knowledge is effective (for example a child who knows how to 
ride a bike, 

but doesn't know how he or she does it.) 

>> Organisational
knowledge Organisational knowledge is the sum total of all knowledge in a company. 

It provides insight into how decisions are made and what actions are taken 
within the organisation. Entire body of knowledge is greater and different than 
the sum of the knowledge of individual persons within the organisation. 
Organisational knowledge may also be explicit (e.g. textbooks, patents) and 
implicit (e.g. corporate culture, working procedures). 

Skill A skill is the ability and readiness to use knowledge to solve problems. 
It depends on personal characteristics (predispositions such as motivation, knowledge, physical and 
mental conditions). 

Skills are applied only on the basis of existing organisational requirements (for example 

corporate culture, management, scope of responsibilities). 

Skills include: professional skills, experience and the so-called 

"key skills" (methodological skills, social communication skills, personal skills). 

Qualification Qualification is a formal confirmation of skills and/or knowledge. 

Information 
Information is characters, symbols, language/text, images, sensory impressions to which a person 
assigns some meaning (interpretation). The meaning perceived by each person depends on individual 
ideas, expectations and requirements. There is therefore no "objective" information which would be 
immune to interpretation by individuals. This means that: "the same" piece of information can mean 
something different to different people (it's even typical). 

Skill for change 
Ability to perceive and implement changes and adapt to work-related changes using one's own 
existing skills (professional skills, experience, key skills). 

Digitisation of work The future of work will be shaped by the miniaturisation of computer technology, 

(Industry 4.0) 
communication between different types of software and increasingly fast network connections. This 
will enable 

connecting machines, equipment, products and people with the use of software (Internet of 
things, Internet of Services). This, in turn, will translate into acceleration and changes in work 
processes and will create links between the reality and the virtual world. This development is often 
referred to as Industry 4.0 although it concerns all areas of work and life. 
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Skills in my company: first assessment 
 
 
 

The main skills from the perspective of the company are presented below. The following matrix is helpful in identifying 

existing and required skills in your company. Before you start working with the matrix, you should determine which 

position/area of work and which employees or teams you would like to analyse. The use of matrices can be equally 

interesting for company managers.  

 

Position/area of work:     

Employee/team     

Skills What knowledge and What knowledge and 

 
Need for  

 skills are required to skills are used to action 

 perform tasks at work? perform tasks at work?  

 (Desired state / future (Current state / present  

 skills profile) skills profile)  
 
No action currently needed Action needed Urgent action needed   

 

>> Professional skills 
 

Knowledge and skills in  
a particular area 

 
>> Personal skills 

 
Ability to assess and reflect  
upon one's skills and values  
(e.g. loyalty, personal  

responsibility, 

ability to express and accept  
criticism) 
    

 
>> Social communication skills 

Ability to communicate   
and cooperate with others  
and understand others' point  
of view (for example 
openness, assertiveness,  
empathy) 
  
   

 
>> Methodological skill 

 
ability to deal with problems  
based on methodological  
knowledge (e.g.  
process-oriented thinking,  
identifying complex causes  
that give rise to a particular  
situation and finding solutions) 
  
 

Individuals who combine and systematically use different skills increase the likelihood of responding quickly and 

appropriately to change (skill for change). 
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1 
Establishing goals 
concerning knowledge and 
skills 

 

  
 
 
 

 

Goal:  
We know the level of knowledge and 

skills necessary to effectively 

implement our corporate strategy. 

We create conditions conducive to 

effective development of knowledge 

and skills in the company in order to 

achieve corporate goals. 
 
 
 
 
 

 
Successful practice 

 
 
 
 

 
Need for action 

 
Compare the described practice and examples with your own situation and decide whether  
you see a need for action.  
In larger entities, the word "company" may also mean the scope of responsibilities. 

   

 

 

>> 1.1 Knowledge and skills for achieving corporate goals (external 
strategy) 

 
We are able to define the level of knowledge and skills necessary to effectively 

implement our corporate strategy. 
 

For example:  
>> We are able to define the essential knowledge that distinguishes us from our competitors 

(key skills) and/or makes us stand out on the market. 
 

>> We are able to define the skills required to achieve our corporate goals (see "Skills in 

my company" on page 9). 
 

>> We know our customers, markets and suppliers.  
>> We have knowledge on technology, development and trends.  
>> We can describe our knowledge advantage over our competitors. 

 

>> We have knowledge on the specificity of the industry (clusters, entrepreneurial networks, 

regional specificity). 
 

>> We know the legal requirements (such as occupational and environmental safety, product safety). 

 
➔ See also INQA "Guter Mittelstand" company control sheet (www.inqa-unternehmenscheck.de) 

 

>> 1.2 Knowledge and skills for achieving corporate goals in the 
company (internal strategy) 

 
We are able to define the level of knowledge and skills necessary to effectively 

implement our corporate strategy within the company. 
 

For example:  
>> Employees' knowledge and skills  

>> Knowledge on basic processes and management  
>> Knowledge on management methods  
>> Knowledge on efficiency and readiness to achieve results  

>> Knowledge on relevant laws, regulations and standards  
>> Knowledge on processes in a "learning organisation" 
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Establishing goals concerning knowledge and skills  

 

Successful practice Need for action  
Compare the described practice and examples with your own situation and decide whether  
you see a need for action.  
In larger entities, the word "company" may also mean  
the scope of responsibilities. 

 
No action currently needed Action needed Urgent action needed 

 

>> 1.3 Establishing goals concerning knowledge and skills of individual employees 
 

We regularly explain personal goals and perspectives of each employee in terms of the 

development of knowledge and skills. 
 

Opportunities to improve the process of establishing goals in terms of knowledge and skills:  
>> Communication skills  
>> Strategic knowledge  

>> Problem solving skills  
>> Planning skills  

>> Professional skills  

>> Project management skills  

>> Advisory skills  

>> Computer literacy 
 

For example:  
>> Regular interviews with employees 

 

>> Individual development plans / establishing goals (for example on the basis of 

perspective coaching, skill balances) 
 

>> Definition of education and training activities  

>> Formal qualifications, qualifications enabling professional advancement  
>> Team meetings 

 
➔ See also the INQA "Good office work" brochure, module 2.4 

"Development and further training opportunities". 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
On-line control sheet | Practical help on the topic | Personalised analysis | Consultant in your area www.inqa-check-wissen.de 188
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2
Identifying 

knowledge and skills 

Goal: 

We know the level of internal and 

external knowledge and the skills we 

can use. 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. 

In larger entities, the word "company" may also mean 

the scope of responsibilities. 

>> 2.1 Identifying employee knowledge and skills

We have an established procedure (measures, methods, system) allowing us to identify our 

employees' current level of knowledge or skills. 

For example: 

>> Qualification needs analysis

>> Qualification/skill matrix taking into account different age groups and functions

>> Interviews with employees 

➔ See "Skills in my company" on page 9.

>> 2.2 Identifying company knowledge

We identify the organisational knowledge (see glossary) in our company and record it. 

Examples of organisational knowledge: 

>> Vision 

>> Quality management instructions

>> Established working procedures

>> Work instructions 

>> Establishing goals 

>> Patents 

>> Occupational health and safety instructions

>> Balancing knowledge and skills

>> Company success stories
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Identifying knowledge and skills 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. 

In larger entities, the word "company" may also mean 

the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 2.3 Establishing goals concerning knowledge and skills

We are able to tap into unused knowledge and hidden skills of our employees to the 

benefit of our company and make them useful. 

Examples of undeveloped knowledge and hidden skills: 

>> Previous work experience 

>> Special qualifications

>> Experience from different cultures 

>> Skills resulting from leisure activities (such as associations, politics, initiatives, culture, social engagement)

>> Special interests (such as environment protection, technology, blogging) 

>> IT skills 

>> Knowledge about work safety (first aider, health and safety officer, fire fighter) 

Identifying skills, for example through: 

>> A system of information derived from curriculum vitae / personal information

>> Interviews with employees

>> Rumours 

>> Private conversations 

>> Conversations during breaks 

➔ Tip: Data protection regulations must be observed

>> 2.4 Awareness of knowledge deficits

We know where our knowledge deficits are and where there is a need to deepen our knowledge given our 

current and future development needs (e.g. new technologies, work procedures, customer needs). 

For example: 

>> Analysis of customer feedback

>> Analysis of customer requirements

>> Exchange of ideas with other companies

>> Knowledge on competitors' offer 

On-line control sheet | Practical help on the topic | Personalised analysis | Consultant in your area www.inqa-check-wissen.de 190
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3 Acquiring knowledge and 
skills for the company  

Goal: 

We know the areas of knowledge and 

skills that we need to acquire and use 

to achieve our corporate goals. 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

>> 3.1 Acquiring external knowledge and skills

We have a systematic procedure (measures, methods, strategy) to acquire the necessary 

knowledge. We also know external sources that have the necessary knowledge and required 

skills. 

For example: 

>> Searching for information published on the Internet, blogs

>> Analysis of customer contacts (customer requests, customer complaints, complaint

management) 

>> Fairs and congresses 

>> Using training institutions' offers

>> Acquisition of knowledge from expert groups, suppliers, partners, network members,

service providers, expert bodies

>> Acquisition of knowledge products such as patents, licenses (e.g. software, ERP system,

product licenses) 

>> Specialist journals 

One of our strengths that we consciously want to communicate in our marketing activities is the desire to be attractive in the 
eyes of customers and/or employees. 
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Acquisition of knowledge and skills for the company 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 3.2 Cooperation with external entities

We identify the organisational knowledge (see glossary) in our company and preserve it. 

Examples of organisational knowledge: 

>> Vision 

>> Quality management instructions

>> Established working procedures

>> Work instructions 

>> Setting targets 

>> Patents 

>> Occupational health and safety instructions

>> Balancing knowledge and skills

>> Company success stories

One of our strengths that we consciously want to communicate in our marketing activities is the desire to be attractive in the  
eyes of customers and/or employees. 

>> 3.3 Project-related staff recruitment

In order to broaden our knowledge and/or skills, we recruit specialists for specific 

areas/individual projects. 

For example: 

>> Engaging specialists for specific projects

>> Use of part-time workers 

>> Temporary work 

>> Staff exchange for a specific project 

>> Retired employees 

➔ Your potential for systematic recruitment of trainees and new employees can be analysed using the INQA
"Human Resource Management" brochure. (www.inqa-check-personalfuehrung.de). 
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4 Development of knowledge and 
skills in the company 

Goal: 

We create new knowledge and 

skills based on the knowledge and 

skills we already have in order to 

remain competitive. 

Successful practice Need for action

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

>> 4.1 Integrating employees' existing knowledge

We give employees the opportunity to pitch their ideas. 

For example: 

>> Item on the agenda at team meetings 

>> Composition of teams which is conducive to knowledge exchange (e.g. young and older

workers, culture, gender) 

>> Project groups (e.g. health circle, working groups) 

>> Book of proposals, continuous improvement process (CIP) 

>> Employee survey 

>> Time (freedom to develop ideas) 

>> Rooms (e.g. coffee corner) 

>> A positive error culture 

➔ See also INQA "Guter Mittelstand" company control sheet (www.inqa-unternehmenscheck.de) 

➔ See also the INQA "Human Resource Management" brochure (www.inqa-check-personalfuehrung.de) 

>> 4.2 Employee education and training

We take care of the skills of employees of all ages (skills, key skills, knowledge). We value the personal 

responsibility of our employees. 

Examples of methods used: 

>> Learning while working (learning in tandem, training on the job) 

>> Workshops 

>> Seminars 

>> Fostering self-study 

>> E-learning, on-line seminars (webinars) 

>> Participation in seminars offered by organisations (such as chambers, guilds, accident

insurance companies/professional associations, health insurance companies) 
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Development of knowledge and skills in the company  
 
 

Successful practice Need for action  
Compare the described practice and examples with your own situation and decide whether 

 
you see a need for action. 

 
In larger entities, the word "company" may also mean the scope of responsibilities. 
  

 
No action currently needed Action needed Urgent action needed 

 

 
Examples of content:  
>> IT skills  

>> Languages  
>> Communication skills 

>> Ability to operate specialised machines 

>> Safe and healthy behaviour 

 
One of our strengths that we consciously want to communicate in our marketing activities is the desire to be attractive in  
the eyes of customers and/or employees. 

 

>> 4.3 Culture of questions and gaps 
 

We support our employees and managers in gaining knowledge by asking 

questions. We do not see this as an admission of weakness or incompetence, but 

as openness and productive curiosity. 
 

Support is expressed for example through:  
>> Taking the 'openness to questions' approach during meetings  
>> Accepting and encouraging questions and expressions of concern  
>> "Asking questions actively": discussions on issues which may be unclear  
>> Joint agreement within the team that asking additional questions will be perceived in a positive way  

>> Developing a procedure for dealing with annoying questions that are asked at the 

wrong time 

 
➔ See also INQA "Guter Mittelstand" company control sheet (www.inqa-unternehmenscheck.de) 

 

>> 4.4 Continuous development of knowledge and skills 
 

We make sure that the development of knowledge for the company and the development of 

skills for each employee takes place in a continuous and systematic way (it is integrated 

with the process of continuous improvement of the company). 
 

For example:  
>> Regular assessment of the skills matrix  
>> Interviews with employees  

>> Establishing goals  
>> Mentoring (experienced employees as contact persons for inexperienced employees)  
>> Subject discussed during team meetings  

>> Subject discussed by the management  
>> Subject discussed by the Occupational Health and Safety committee 
 
 

The desire to be perceived as attractive by customers and/or employees is one of our strengths that we  
consciously want to communicate in our marketing activities. 
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5 
Disseminating knowledge 

  
 
 

 

Goal:  
We provide information to the 

places in the company where it is 

needed. Not everyone needs to 

know everything, but everyone 

needs to know what they need to 

know to do their job in a productive 

and rewarding way. 
 
 
 
 
 
 
 

 
Successful practice 

 
 
 
 
 
 

 
Need for action 

 
Compare the described practice and examples with your own situation and decide whether  
you see a need for action.  
In larger entities, the word "company" may also mean the scope of responsibilities. 
  

 
 

  

 

>> 5.1 Sufficient information about work tasks 
 

We make sure that our managers actively provide employees with all the information 

they need to perform their tasks at work. Our employees know where to find such 

information. 
 

For example:  
>> Familiarising employees with new work tasks – work instructions and guidance  

>> Instructions for safe and healthy work, procedures 
 

>> Clear rules on how to behave and how information is to be communicated at interface 

points (e.g. between work areas, teams and shifts) 
 

>> Descriptions of activities  

>> Manuals 

 

>> 5.2 Disseminating information about news in the company 
 

We have a procedure which enables providing our employees with new information 

and/or sharing experiences. We know who we can reach, which channels of 

communication to use and who should receive relevant information. 
 

For example:  
>> Wiki platforms available on the Intranet  
>> Databases  

>> Groupware systems  
>> E-mail distribution list  
>> Bulletin/notice board 
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Disseminating knowledge 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 5.3 Fostering knowledge sharing

We developed methods to promote the exchange of knowledge and experience between our employees and 

teams (for example between different levels in hierarchy, departments, cultures, age groups). 

For example: 

>> Educational tandems

>> Workplace rotation 

>> Creating opportunities to get to know each other in person (e.g. company trips, company sports groups)

>> Introductory seminars for new employees 

➔ See also INQA "Human Resource Management" brochure, module 7

(www.inqa-check-personalfuehrung.de)

>> 5.4 Creating a knowledge promoting corporate culture

In our company there is an atmosphere in which employees like to look for new solutions and ideas to use 

them to achieve our corporate goals. 

For example: 

>> Opportunities for informal knowledge sharing 

>> Our premises are conducive to communication

>> Openness to (unusual) ideas 

>> Organising the so-called "silent hour", consciously taking time to concentrate 

>> Taking breaks 

>> Planning time buffers to react to unforeseen events

The desire to be perceived as attractive by customers and/or employees is one of our strengths that we 
consciously want to communicate in our marketing activities. 

>> 5.5 Avoiding information overload

We make sure not to flood each other with information. 

For example: 

>> Together with the employees, we determine which information is collected and

which information is communicated 

>> Possibilities of using the software (e.g. anti-spam filters, sorting functions, special

search and filtering functions) 

>> Further training on software, time management and employee self-organisation skills 

>> Creating the company's own email culture/ etiquette (meaningful subject lines, avoiding

unnecessary attachments, not using the CC function too often, email-free days/hours) 

>> No unnecessary newsletters and information

>> 5.6 Too much information may be distracting

We made it clear that too much information can distract and hinder action ("all knowledge creates 

ignorance"). We focus on knowledge which is conducive to achieving our goals and we accept the 

fact that we cannot know everything. 
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6 Appropriate use of 
knowledge and skills 

Goal: 

We create conditions where our 

knowledge and skills can be used to 

the fullest extent possible, where they 

effectively translate into productivity, 

satisfaction and quality for our 

company. 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

>> 6.1 Avoiding barriers to the organisation's knowledge and skills

We make sure that the use and promotion of knowledge and skills is not hindered by 

barriers in the organization and corporate culture. 

Examples of organisational barriers that may prevent the use of knowledge and skills: 

>> Habits in the company ("We always did it this way"), blindness of individual departments

to what is happening around, rigid thinking patterns

>> Secret rules of the game (e.g. informal hierarchies) 

>> Wrong role models/behaviour of managers 

>> Difficulties in accessing information 

>> Use of unintelligible language 

>> User-unfriendly software (attention to software ergonomics) 

>> Fear of losing the job 

>> 6.2 Preventing barriers to employee knowledge and skills

We make sure that the use and promotion of individual employees' knowledge and 

skills is not hindered by personal barriers. We try to overcome employees' personal 

barriers through good Human Resource Management. 

Examples of personal barriers that may prevent the use of knowledge and skills: 

>> Fixed work routine 

>> Forgetting how to learn 

>> Convenience 

>> Lack of trust 

>> Self-complacency 

>> Lack of motivation 

>> Prejudices 

>> Fear of change 

>> "Lone wolf strategy" 

>> Defending an alleged monopoly of knowledge 

>> Professional aspirations (using your advantage to make a career)

➔ Methods of good Human Resource Management are presented in the INQA "Human

Resource Management" brochure (www.inqa-check-personalfuehrung.de).
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Appropriate use of knowledge and skills 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 6.3 User-friendly software

We make sure that the software used in everyday work is user-friendly (good 

ergonomics of software). 

Examples of software usability criteria: 

>> Intuitiveness 

>> Controllability 

>> Tolerance of mistakes

>> Compliance with expectations

>> Customisability 

>> Encouragement to learn 

>> Information is presented in a structured form (navigation through menus/dialogue boxes)

>> Visual design 

>> User-friendly system information and messages 

Examples of ways to increase user-friendliness are the following: 

>> Define criteria the software should meet 

>> Consider the criteria when purchasing the software; if necessary, consult a software

specialist 

>> Regularly ask employees if there are any problems related to software operation 

>> Regularly seek information on new software 

>> 6.4 Work organisation conducive to learning

Workplaces for our employees are created so as to encourage the use of work-related 

knowledge and learning and effectively contribute to skills development (freedom in 

the working environment). 

For example: 

>> Ergonomic organisation of the working environment (e.g. noise, light, air, temperature,

workplace equipment, sufficient space) 

>> Areas of communication 

>> Possibilities of applying new knowledge 

>> Comprehensive task assignment (e.g. transfer and assumption of responsibility, planning,

organisation) 

The desire to be perceived as attractive by customers and/or employees is one of our strengths that we 
consciously want to communicate in our marketing activities. 

On-line control sheet | Practical help on the topic | Personalised analysis | Consultant in your area www.inqa-check-wissen.de 198



22 

 
 
 

7 Preserving knowledge and skills 
 
 

 
Goal:  
We preserve what has been noticed, 

learned and experienced beyond a 

particular moment and beyond 

individual people. We maintain this 

information within the company so that 

it can be used in the process of 

creating value regardless of time or 

people. 
 
 
 
 
 
 
 

 

Successful practice 
Need for 
action  

Compare the described practice and examples with your own situation and decide whether  
you see a need for action.  
In larger entities, the word "company" may also mean the scope of responsibilities.  

 
➔ Preservation and safeguarding the necessary skills is further guaranteed by good Human 

Resource Management. You will find detailed information on this topic in the INQA "Human 

Resource Management" brochure (www.inqa-check-personalfuehrung.de) 

 
No action currently needed Action needed Urgent action needed 

 

>> 7.1 Knowledge preservation criteria 
 

We developed criteria to define what knowledge should be preserved and what 

information is no longer needed. 
 

Examples of criteria:  
>> Suitability / documentation for processes  
>> Suitability / documentation for customers  
>> Statutory storage periods 

 

Substantive (strategic) criteria for the information to be stored are, for example, the following:  
>> Success/profit/viability/liquidity  
>> Market/customer needs  
>> Ideas for new products and/or processes  
>> Patents, industrial property rights, recipes, procedures and other important confidential information  
>> Improving productivity  
>> Attractiveness in the eyes of recognised specialists  
>> Trouble-free and safe processes 

 
 
 

>> 7.2 Documenting the level of knowledge 
 

We document the existing level of knowledge. The documentation is available in a structured form 

and is accessible to any employee if necessary (the need to respect data protection regulations 

and rights of use). 
 

Examples of documentation:  
>> Management instructions  
>> Instructions/descriptions of procedures  
>> Job descriptions  
>> Customer data  
>> Supplier data  
>> Occupational health and safety manuals (such as risk assessments, training certificates)  
>> Case descriptions 199
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Preserving knowledge and skills 

Successful practice 
Need for 
action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

➔ Preservation and safeguarding the necessary skills is further guaranteed by good Human

Resource Management. You will find detailed information on this topic in the INQA "Human

Resource Management" brochure (www.inqa-check-personalfuehrung.de)

No action currently needed Action needed Urgent action needed 

>> 7.3 Preserving knowledge in the company independently of the employees

We make sure that the existing knowledge, even in case of change or loss of 

individual employees in the company, is preserved. 

For example: 

>> Checking which people have the critical knowledge and/or necessary knowledge for the

company 

>> Written record of individual employees' knowledge of particular processes/contact persons

in their area of work and updating it regularly 

>> Mentoring (experienced employees act as contact persons for inexperienced employees) 

>> Making entries concerning individual employee's knowledge in company records (in the

form of check-lists, instructions for use, operating instructions, contact lists, risk

assessments) 

>> Ensuring that alternates can take over work at any time (replacement procedures) 

>> Implementation of new employees in good time before employees leave the company

>> 7.4 Safeguarding hidden knowledge of employees leaving the company

We try to act in advance to safeguard the hidden knowledge (implicit knowledge) 

and skills of employees leaving our company. 

Some examples of hidden knowledge: 

>> Special approach for specific customers

>> Individual routines within work procedures and processes

>> Individual filing/storage systems 

>> Detailed agreements with customers and suppliers

>> Problem solving strategies (advice and guidance) 

Examples of how to discover hidden knowledge: 

>> Temporarily accompanying an employee who is about to leave the company (tandem work)

>> A meeting to discuss the transfer of knowledge in detail

>> Requesting employees to document processes (knowledge map, work map) 

>> Continuous rotation of work tasks to keep hidden knowledge as low as possible

>> Mentoring (experienced employees as contact persons for inexperienced employees)

>> 7.5 Safeguarding documented knowledge

Documents in which we gathered the company's knowledge are sufficiently secured. 

For example: 

>> From unauthorized access (firewall) 

>> From data loss, e.g. due to fire, flooding (backup) 

>> Through fire protection 

On-line control sheet | Practical help on the topic | Personalised analysis | Consultant in your area www.inqa-check-wissen.de 
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8 Assessment of knowledge and skills 

Goal: 

We check and evaluate the 

knowledge and skills in the company 

in order to introduce improvements 

and effectively implement the 

appropriate strategy for the company. 

Successful practice Need for action 

Compare the described practice and examples with your own situation and decide whether 

you see a need for action. 

In larger entities, the word "company" may also mean the scope of responsibilities. 

>> 8.1 Assessment and development of our employees' skill profiles

We review existing skill profiles and determine required actions to be taken 

➔ Go to "Skills in my company" on page 9.

>> 8.2 Evaluation of the achievement of knowledge-related objectives in the company

We check and evaluate the achievement of objectives to see if there is a need 

to introduce modifications/changes. 

For example: 

>> By consistently and systematically applying the information in this brochure

>> At management meetings

>> At team meetings with employees

>> At meetings of the Health and Safety Committee 

>> Using system-based analytical tools such as knowledge measurement (knowledge

balance), skill portfolio update or the so-called Balanced Scorecard 

➔ See also Module 1 "Establishing goals concerning knowledge and skills" on page 10.
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Assessment of knowledge and skills  
 
 

Successful practice Need for action  
Compare the described practice and examples with your own situation and decide whether  
you see a need for action.  
In larger entities, the word "company" may also mean the scope of responsibilities. 
  

 
No action currently needed Action needed Urgent action needed 

 

>> 8.3 Continuous updating and development of knowledge 
 

We developed procedures for continuous evaluation, update and development of our knowledge resources. We 

make sure that the knowledge resources required to implement our corporate strategy are further developed and 

improved. 

For example:  
>> Appointing a person responsible for managing the process and controlling its results  
>> A process whereby our knowledge resources can expand to create a more extensive network 

and new knowledge resources can be combined with existing resources (e.g. certification, 

INQA "Human Resource Management" brochure, "Success through innovation" business 

potential analysis, customer files, service barometer, GDA-ORGAcheck brochure) 

>> Where necessary, set up working groups with representatives of different generations to 

combine the existing knowledge potential 

➔ The procedure consists, for example, in consistent implementation of modules 1-4 of 

this brochure from the point of view of further development and improvement. 
 

 

The desire to be perceived as attractive by customers and/or employees is one of our strengths that we  
consciously want to communicate in our marketing activities. 

 

>> 8.4 Data input and evaluation 
 

We established a procedure for entering new data and deleting outdated data, taking 

into account criteria on obsolete knowledge. 
 

What to consider when planning:  
>> Defining the scope of responsibilities and dates for checking the relevance of data  
>> Allocating time resources for data input and maintenance  
>> Creating opportunities for appropriate data disposal 

 
➔ See also module 7.1 "Knowledge preservation criteria" on page 22. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
On-line control sheet | Practical help on the topic | Personalised analysis | Consultant in your area www.inqa-check-wissen.de 202
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INQA "Human Resource Management" brochure 3 

> Good staff – necessary for the
success of your business

Employees 

>> manufacture your company’s products and

provide your services,

>> maintain contact with your customers and

suppliers,

>> bring in ideas about new products and services 

and provide suggestions for optimization,

>> often know how to improve work processes,

>> are the decisive factor in operational

efficiency.

In short: Your success depends largely on 

your employees. 

Whether people bring in their ideas and skills to the 

company depends largely on the quality of staff 

management. The belief that good staff management 

is an innate trait is a myth. Good staff management 

requires conscious observation of people and their 

cooperation as well as some forward-looking 

measures. 

Good staff management will become even 

more important in the future: 

>> As a result of demographic changes,

companies of the future will need to create

added value and develop innovative solutions

while working with much older staff. What is

more, acquiring qualified employees,

especially for smaller companies, is becoming

increasingly difficult.

>> Services are becoming more and more

important. The ability to quickly achieve

competitive advantage with good ideas is

gaining importance. This requires commitment

among employees.

Key challenges for good human resource 

management include: 

>> Increasing employer attractiveness

>> Finding, supporting, and retaining good
employees

> What are the benefits provided
by the INQA "Human Resource
Management" brochure?

The INQA "Human Resource Management" brochure 

contains many suggestions for good staff 

management. It helps motivate employees and give 

them opportunities to achieve good results. The 

brochure also helps support employees, so that they 

can work for the company in a healthy and enjoyable 

manner. 

The control points describe good practices in 

human resource management for successful 

companies. They help determine the need for 

action. The actions to be taken according to the 

control points can be recorded in the action plan 

(on the back cover). 

Some actions concerning certain control points 

are also suitable for demonstrating employer 

attractiveness in the area of marketing. 

> Who is the addressee of the brochure?

The brochure allows especially small business 

owners to systematically check the quality of human 

resource management. It is also addressed to team 

or department managers in larger companies. 

Performing a complete analysis based on the 

contents of the brochure takes 60 to 90 minutes. 

An interactive version of the brochure is available 

online at  

www.inqa-check-personalfuehrung.de. 

The control points were formulated from the 

perspective of entrepreneurs and managers 

(hence the "we" form). 
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> Who is behind it?

The INQA "Human Resource Management" 

brochure was created and published by 

„Offensive Mittelstand – Gut für Deutschland”, 

which is an independent network operating under 

the auspices of "Initiative Neue Qualität der 

Arbeit" (INQA). 

"Initiative Neue Qualität der Arbeit" is a joint initiative 

bringing together federal and state entities, business 

associations and institutions, trade unions, 

companies, social security institutions, and 

foundations, whose goal is to create a higher quality 

of work, which is the key to innovation and 

competitiveness in Germany. 

 Established in 2002, the initiative offers 

comprehensive consulting and information services, 

extensive opportunities to exchange experiences, 

inspirational examples from practice, as well as a 

support program for projects related to employment 

policy. 

„Offensive Mittelstand – Gut für Deutschland” promotes 

successful and employee-oriented company management. 

This is achieved through the establishment of modern 

standards and practical tools. It also offers diverse regional 

support structures, especially developed for medium-sized 

enterprises. Approximately 200 partners are currently 

involved in the „Offensive Mittelstand – Gut für Deutschland” 

initiative, including the federal government, federal states, 

corporate associations, specialist bodies, guilds, chambers of 

commerce, trade unions, industry organizations, health 

insurance companies, research institutes, and service 

providers. 

The authors of the brochure concept are: BC GmbH 

Forschungs- und Beratungsgesellschaft, 

Berufsgenossenschaft Rohstoffe und chemische 

Industrie (BG RCI) (German Social Accident 

Insurance Institution for the raw materials and 

chemical industry), Bundesanstalt für Arbeitsschutz 

und Arbeitsmedizin (BAuA) (Federal Office for Labor 

Protection and Occupational Medicine), 

Bundesministerium für Arbeit und Soziales (BMAS) 

(Federal Ministry for Labor and Social Affairs), 

registered association Demografie-Experten e. V. 

(DEx), Fachhochschule für den Mittelstand 

(University of Applied Sciences for SMEs), Great 

Place to Work® Deutschland, Institut für 

Mittelstandsforschung (IfM) Bonn (Institute for SME 

Research), Institut für Technik der Betriebsführung 

(itb) im Deutschen Handwerksinstitut e. V. (Institute 

for Technique of Business Management at the 

German Skilled Crafts Institute), as well as the 

company AS(S) Unternehmensberatung. The 

brochure was discussed by all partners of the 

„Offensive Mittelstand” initiative and adopted as a 

common quality standard. 

The development of the INQA "Human Resource 

Management" brochure was financed by the Federal 

Ministry for Labor and Social Affairs (BMAS) (Project 

00095.11). 

INQA "Guter Mittelstand" company control sheet 

The INQA "Human Resource Management" brochure complements the INQA "Guter Mittelstand" 

company control sheet. The INQA "Guter Mittelstand" company control sheet is an analysis of the 

potential of all company processes. Anyone who becomes interested in the subject of human resource 

management during the INQA "Guter Mittelstand" company control sheet can use this tool. The reverse 

situation is of course also possible: If you are initially interested in the overall optimization potential of 

your company, you can take advantage of INQA "Guter Mittelstand" company control sheet. 

INQA "Guter Mittelstand" company control sheet was also developed by the "Offensive 

Mittelstand" initiative. Both tools can be used free of charge. 
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INQA "Human Resource Management" brochure 5 

How to use the brochure? 

>> Quick start:
"Quick start" (p. 7) includes an overview of the subjects

discussed in the brochure and helps determine the areas

with the greatest need for action.

>> Working with the brochure
It takes about 60-90 minutes to go through the entire

content of the brochure. You can also choose individual

modules and go through them step by step. An

interactive version of the brochure is available online at

www.inqa-check-personalfuehrung.de.

Please go through the eleven topics in the brochure and

assign levels of need for action to the control points, by

checking the appropriate box (in green, orange, red).

Then open the action plan (located on the back cover)

and determine the specific actions you want to

implement in your company.

Suggestions and examples of appropriate actions can be

found on the lists in the relevant control points. It is also

possible to establish several actions for a single control

point.

The next column is used to set the priority for each
action.

Priority 1 = short-term;

Priority 2 = mid-term;

Priority 3 = long-term.

Next, specify the persons responsible for implementing

the actions, the date of their commencement, and the

control measures for their implementation.

>> Completing the self-declaration

Action plan of the INQA "Human Resource Management" Brochure 

After 

>> going through all eleven topics and all control points,

>> registering, describing, and prioritizing all actions in the action plan, and

>> determining the responsible person, implementation time, and control measures,

the self-assessment is complete. You can then complete your self-

declaration on page 32. 

Using the declaration you document the fact that you have thoroughly 

reviewed the method of managing staff in your company based on the INQA 

"Human Resource Management" brochure. The statement can be placed on 

a bulletin board in your company. However, it is necessary to document the 

completed INQA "Human Resource Management" brochure and the actions 

to prove the correctness of the declaration in the event of questions (for 

example for banks, insurance companies). 
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The INQA toolkit included in the self-assessment 
brochure 

The INQA "Human Resource Management" brochure is part of the INQA toolkit consisting of practical standards 

and instruments for self-assessment that help companies discover their potential in relevant thematic areas. 

Characteristic features of the tools: 

>> They were developed as a common practical standard and a self-assessment tool for all partners associated under 

the Offensive Mittelstand initiative and other partners active in a given thematic area.

>> They follow a uniform classification and methodology (based on the process of value creation, continuous 

improvement, description of good practices/state of the work sciences, each topic described on two pages, 

in print and online).

>> They constitute a template for systematic assessment and an accessible introduction to the relevant topic (also an

introduction to certified systems, such as the INQA, QM, AMS, ÖKO audit, and quality mark awarded by

competent authorities).

>> After going through the individual self-assessment brochures and practical standards, each company can complete 

its self-declaration, thus documenting the systematic organization of its activity in the relevant thematic area ("CE 

compliance certificate on management").

>> Specification of further practical assistance from INQA network partners.

The INQA "Human Resource Management" brochure as well as other self-assessment brochures and practical 

standards were developed by the Offensive Mittelstand initiative under Initiative Neue Qualität der Arbeit (INQA). All 

tools can be used free of charge. 

INQA "Guter Mittelstand" company control sheet

INQA 
brochure 

INQA 
brochure 

INQA 
brochure 

INQA 
brochure 

"Human 
Resource "Diversity" "Health" 

"Knowledge 
and 

management"  skills" 

(soon) 

"Success through innovation" business potential analysis 

GDA-ORGAcheck brochure – occupational safety methods 

"Vocational training" business potential analysis 

"Working time" business potential analysis 

General 
management 

Main INQA thematic 
areas of 
demographic 
change 
management and 
Work 4.0 

Further additional 
topics for 
successful business 
development 

213



INQA "Human Resource Management" brochure 7

Quick start: Where to begin 

working with the brochure? 
Quick start will help determine in which of the eleven thematic areas of the INQA "Human Resource Management" brochure 

actions need to be taken. You should start working on these topics immediately. We encourage you to use the introductory 

questions and then assess the need to take action with the help of colors (green, yellow, red). Depending on your needs, you 

can use the analysis of potential as a toolbox and directly explore the thematic areas that are particularly important to you. 

Eleven subjects of the INQA "Human Resource Management" Brochure 
Need for 
action 

Start with 
these 

subjects 

>>1. Staff planning

We made sure that our competitiveness is guaranteed by the number and competence of our 

employees – today and in the future. That is why we observe the reality around us in a long-term 

perspective and focus on proper staff planning. 

>>2. Staff development

The knowledge and skills of our employees are our key success factors. That is why we offer our 
employees individual development opportunities and perspectives. This enables us to use the 
potential of all our employees and keep them at our company. 

>>3. Staff recruitment

We consciously use various recruitment channels to find the right employees. We also focus on 

new target groups. 

>>4. Methods of motivating staff

We use various tools to compare the different needs and life situations of employees against our 

company’s requirements (such as special models of working time and forms of remuneration, 

health promotion). 

>>5. Good work atmosphere

We create a work atmosphere that promotes efficiency, so that employees can enjoy going to 
work and develop commitment, for example by using their strengths – we accept limitations, 
formulate expectations and set goals, take into account personal living conditions, and promote 
team spirit. 

>>6. Internal communication as a management task

We consider internal communication an important management task. The type of communication 

has a direct impact on the work and productivity of employees. We communicate in an open and 

goal-oriented manner, so that employees are well-informed, feel that they are treated seriously, 

and remain committed to their job. 

>>7. Targeted involvement of different people

We take into account the different life situations of our employees. We put ourselves in their 
position and respect their personality. We see opportunities for our company in the diversity of 
our employees. 

>>8. Employer attractiveness

Good employees come to attractive employers. Therefore, we consciously and systematically 
develop our image of a good employer. 

>>9. General attitude towards employees

We agree with our employees that work is more than just making a living. We respect and trust 

each other. We help employees understand the importance of their contribution to our work. 

>>10. Explaining and communicating values and principles

We know the meaning of our work. We formulated binding values and principles that guide us 
and we passed them to all employees. We set an example by actively practicing these values and 
principles. 

>>11. Knowledge of own strengths and weaknesses as a manager

I increase my awareness of myself and the influence I have on others. I invest in personal 

development. This helps me use my strengths in a targeted way and not let my own weaknesses 

become an obstacle. It is key for success on a managerial position, without having to make 

changes. 
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1 Staff planning 

Goal: 

Our competitiveness is guaranteed 

by the number and competence of 

our employees today and in the 

future. That is why we observe the 

reality around us in a long-term 

perspective and focus on proper 

staff planning. 

Successful practice  

Need for 
action 

Compare the described practice and examples with your own situation and assess whether 
any actions are required. 

In larger facilities, the word "company" may also mean the scope of responsibilities. 

>> 1.1 Demand for employees and staff planning

We know the structure of our employees and their competences. We determine the 

demand for employees depending on market requirements and our strategy. We 

develop an appropriate employment plan. 

Typical procedure for small businesses may be as follows: 

>> Determining the actual staff headcount in the form of a list of all employees with their date

of birth/age, qualifications, performed activities/work position, division of physical and 

mental stress into three levels of severity, qualification requirements, functions, key

employees 

>> Determining the target staff headcount with a list of all the groups of employees/people (age, 

gender, ...), qualifications, activities required in the future

>> Analyzing the data from both lists and establishing the actions required

>> Establishing a staff development plan and discussing it with the employees included in the 

plan

>> Components of activity areas (recruitment, load reduction, increasing work attractiveness, 

qualifications, succession planning, ...)

If necessary, use tools for age structure analysis and offers of consultants in the field of demography. 

➔See also "Staff recruitment"
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Staff planning 

Successful practice 
Compare the described practice and examples with your own situation and assess whether 

any actions are required. 

In larger facilities, the word "company" may also mean the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 1.2 Flexible forms of employment

We verify whether we use flexible forms of employment in short- and medium-term staff 

planning to be able to implement projects that generate permanent job financing 

requirements. We make sure that these employees are integrated with corporate processes 

and are treated as equally as possible. 

Flexible forms of employment, such as temporary work, fixed-term contracts, cooperation 

Integration with corporate processes means, for example: 

>> Information on tasks at work

>> Conducting OHS training 

>> Introduction to the working group 

>> 1.3 Preserving important knowledge in the company

We make sure that the existing knowledge, even in the event of a change or loss of 

individual employees, is preserved in the company. 

For example: 

>> Checking which people have knowledge resources important for the company

>> Written documentation of relevant processes – in the form of checklists, instructions for

use, operating instructions, lists of contact persons, risk assessments; regular

documentation updates

>> Keeping documents in a specified place 

>> Procedures for determining replacements; ensuring that assistants can take over the job at any time

>> In the event of employees leaving the company: onboarding new or other

employees in advance 

One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

>> 1.4 Reintegration planning

In the case of longer employee absences (such as parental leave, illness) we keep in touch with them. 

 Together we establish how to reintegrate them into the work process. 

For example: 

>> Conversations before and during the planned absence 

>> Forwarding information about significant events in the company to the absent employees

>> Inviting the absent employees to company meetings, celebrations, or trips

>> Establishing contact with the employee in advance before their return to work

>> Joint planning of activities – adaptation of the workplace, implementation, transfer

of knowledge, qualifications

>> If necessary, including employee representatives and employees with severe disabilities

>> Statutory management of occupational integration after sick leave
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2 Staff development 

Goal: 

The knowledge and skills of our 

employees are our key success 

factors. This is why we offer our 

employees individual development 

opportunities and perspectives. This 

enables us to use the potential of all 

our employees and tie them to the 

company. 

Successful practice  

Need for 
action 

Compare the described practice and examples with your own situation and assess whether 

any actions are required. 

In larger facilities, the word "company" may also mean the scope of responsibilities. 

>> 2.1 Discussing development perspectives with each employee

Once a year we talk with each employee about their perspectives within the company. 

We set specific stages of development for each employee. 

Topics to discuss together: 

>> Asking employees about their satisfaction, personal expectations, and goals (interest in

new tasks, independent work on some projects, work on identified weaknesses,

behavior,...) 

>> Providing employees with opinions on the results of their work and behavior 

>> Questions asked to the employees: "What is fine and what could be improved?"

>> Upcoming projects and tasks 

>> Joint reflection on how employee health can be improved and which health

promotion measures are justified 

>> Taking into account the needs, interests, and expectations concerning further education; learning on the job

>> Forward-looking consideration of the changing performance of older employees and

preparation for alternative activities – including redistribution/mixing of tasks; creating a to-do

list related to change activities

>> Shaping the workplace (ergonomic means of work; technical aids to facilitate work)

>> If necessary, including employees with their future work as manager/successor in mind

>> Clarification of personal matters – such as free time for partners, children, relatives

>> Hobbies, volunteering, which is also helpful for the company and through which the

company can offer support 

  One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 
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Staff development 

Successful practice 
Compare the described practice and examples with your own situation and assess whether 

any actions are required. 

In larger facilities, the word "company" may also mean the scope of responsibilities. 

No action currently needed Action needed Urgent action needed 

>> 2.2 Further training and quality of qualifications

We care about the implementation of further training. Together with individual 

employees, we check the quality and benefits of further training. 

Examples include: 

>> Identifying appropriate offers for further training; taking advantage of free further training 

offers provided by guilds, chambers, professional associations, health insurance companies

>> Active use of training opportunities in the company; for example, exchange of knowledge 

between employees, training carried out by colleagues, time to practice new work

procedures and technologies 

>> Organization of further training: booking, trainers, rooms, announcements, technology

>> Verification of the financing agreement, consideration of working time (educational

leave), accommodation costs, financing options, ...

>> Inquiries about the quality of further training – addressing the topic of deficits and possible 

disappointments related to further training

>> Inquiries about the use and benefits of newly acquired skills 

One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

>> 2.3 Using the skills of older workers and retirees

Together with older employees, we think how we can use their skills at the last stage of their 

employment or after leaving work. 

For example: 

>> Role of godfather or mentor for new or younger employees

>> Conducting work introductions/instructions

>> Responsibility further education and trainings, or conducting them 

>> Role of working team consultant 

>> Organization of work preparation 

>> Procurement 

>> Customer service 

>> Market observation 

>> Keeping up with change processes

One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 
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3 Staff recruitment 
 
 

 
Goal:  
We consciously use various 

recruitment channels to find the 

right employees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

 

 

>> 3.1 Various recruitment channels 
 

We think about the type of recruitment channels that we can use to recruit staff, and 

we are open to new opportunities. 

 
For example:  
>> Employees recruit employees  
>> Online social networks  

>> Online job market exchanges  
>> Presentation of our company in schools – together with our apprentices 

 

>> Using the Girls- & Boys-Days initiative and internships to raise interest in working for our 

company and understand its importance 
 

>> Cooperation with vocational colleges and universities; internships, diploma theses, dual 

studies 
 

>> Acquiring specialists from abroad – for example, placing ads in foreign newspapers in 

Europe; use of job exchanges/fairs organized abroad 

 

>> 3.2 Vocational training 
 

We use internal trainings to secure the future demand for qualified staff in our company. 

 
For example:  
>> Establishing contact with schools and educational institutions within the company in advance 

 

>> Showing young people the prospects of working in our company and profession – 

presenting further education and development opportunities 
 

>> Establishing partnership cooperation in the field of education with many companies 

 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

219



13 

 
 
 
 
 
 
 
 

 

     Staff recruitment 

Successful practice     
Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 3.3 Including new target groups 
 

During recruitment, we think about how we can contact new target groups. 

 
Examples of new target groups may include:  
>> People changing their profession  
>> People without diplomas certifying the completion of education, persons who discontinued education  
>> Long-term unemployed  

>> People with limitations  
>> Women in "male professions" (such as excavator operators)  

>> Men of "female professions" (such as beauticians)  

>> Elderly people as apprentices  
>> Immigrants 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

 

>> 3.4 Staff selection 
 

We carefully prepare job offers and describe what makes us different as an 

employer. During interviews we make sure that the conversation on our 

expectations and offer is conducted in an open manner. 

 
From the company's perspective, this includes for example:  
>> Honest and reliable presentation of the company  
>> Detailed list of tasks and activities 

 

>> Realistic picture of the scope of responsibilities; presentation of the workplace and 

potential employees 
 

>> Formulation of requirements for individual readiness to achieve results 

 
From the candidate's perspective, this includes for example:  
>> Professional and life goals  

>> Expectations concerning work, workplace, and cooperation  
>> Hobbies and interests  

>> Importance of social bonds (family, friends, acquaintances)  
>> Financial expectations 

 
Systematic preparation of interviews – for example, recording conversation topics, preparing questions 

based on application documents.  
When choosing an employee, make sure that he or she will also fit into the company as a human being. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
On-line control sheet | Practical help on the topic | Personalized analysis | Consultant in your area www.inqa-check-personalfuehrung.de 220



14 

 
 
 

4 Methods of motivating staff 
 
 

 
Goal:  
We use various tools to meet different 

needs and life situations of employees 

as well as company requirements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

 

 

>> 4.1 Special working time models 
 

We offer our employees individual arrangements regarding working time. Working time 

arrangements are clearly established with employees in writing. 

 
For example:  
>> Working time accounts  
>> Transparency of working time records  
>> Task-based working time  

>> Work sharing  
>> Telecommuting  

>> Part-time work, job sharing 
 

>> Working time models adapted to life phases – for example, raising children before and 

after retirement (partial retirement) 
 

>> Sabbatical year (break from work for private interests or further education)  
>> Coordinated vacation planning 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

221



15 

 
 
 
 
 
 
 
 

 

     Methods of motivating staff 

Successful practice     
Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 4.2 Healthy employees 
 

We create appropriate working conditions, so that our employees can work efficiently and remain healthy.  
We encourage our employees to lead a healthy lifestyle. 

 
For example:  
>> Determining occupational burdens (risk assessment) and appropriate job design  
>> Absence records and finding the root cause  
>> Taking advantage of the offers of health insurance companies, ordering the preparation  

of health reports by health insurance companies  
>> Paying attention to healthy eating; ensuring access to fruit and water  
>> Planning health days in cooperation with health insurance companies,  

professional associations, gyms, associations  
>> Smoke-free work, addiction prevention offers  
>> Active breaks, sport in the company 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

 

>> 4.3 Special forms of remuneration 
 

We offer special forms of remuneration for exceptional achievements and life situations. 

The criteria for granting special remuneration are known. 

 
For example:  
>> Share in profits  
>> Benefits under retirement programs  

>> Bonuses (for results, loyalty, anniversaries)  
>> Variable remuneration based on the performance of a team/company as a whole  
>> Employer loans for special occasions – such as establishing a new household, marriage, children  

>> Subsidies in special situations (children, care for family members, education)  
>> Company car, mobile phone, laptop  

>> Insurance 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

 
 

>> 4.4 New employees 
 

We make sure that new employees are onboarded in an orderly manner and 

receive all the necessary equipment for work and information on time. 

 
For example:  
>> Clear description of tasks and work processes  
>> Onboarding and instruction  
>> Godfather to help and advise in case of any questions  

>> Personal presentation of colleagues  

>> Welcome speech (small gift)  
>> Workplace ready on time  

>> Appropriate personal protection equipment 
 

>> Recording issues that are important at the onboarding stage and ensuring that they are 

implemented – ways to meet customers, gain insight into neighboring work areas, meet 

suppliers and service providers, and record work time 
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5 Good work atmosphere 
 
 

 
Goal:  
We create a work atmosphere that 

stimulates efficiency, so that 

employees enjoy coming to work and 

their level of commitment can grow. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

 

 

>> 5.1 Presenting company activity to employees 
 

We inform employees about our expectations regarding the tasks performed. At the same 

time we make sure that there is agreement between managers and employees regarding 

the established goals. 

 
For example:  
>> Specific and detailed expectations usually translate into better results than misleading or 

unclear ones 
 

>> Making an agreement/setting a goal with the work team ensuring that employees are 

neither underloaded nor overwhelmed with work 
 

>> Regular feedback on the degree of goal achievement and quick information in case of 

deviations 
 

>> Encouraging employees to report problems as soon as possible 
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     Good work atmosphere 

Successful practice     
Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 5.2 Using strengths – accepting limitations – balancing weaknesses 
 

We know that each of our employees has their strengths, limitations, and weaknesses.  
We take them into account when we allocate work to our employees. 

 
For example:  
>> Determining strengths, limitations, and weaknesses during joint discussions 

 

>> Making binding agreements with employees on how their strengths and ideas can 

be taken into account during work 
 

>> Conscious selection of areas of activity for given employees – what do employees like to 

do, which employees are suitable for which customers or functions? 
 

>> Accepting employees’ limitations and not overloading those affected in a negative way  

>> Defining and agreeing jointly on how to overcome the identified weaknesses 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

 

>> 5.3 Promoting team spirit 
 

We care about good team spirit in the company. We connect individual teams in such a way that they work 

well on a professional and human level ("chemistry" must match). 

 
For example:  
>> Planning and conducting regular team meetings  
>> Directly facing conflicts (after they occur) and resolving them  

>> Organizing community activities – celebrating together, playing sports 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

 
 

>> 5.4 Consideration for personal living conditions 
 

We take into account the particular personal situation and living conditions of 

individual employees, so that the personal situation has the least impact on the 

effectiveness of their work. 

 
Examples:  
>> Working hours providing employees with some flexibility  
>> Reintegration after illness 

 

>> In special cases, allowing employees to take a day off without notice (for example, due to 

a visit to a children's doctor, care for family members) 
 

>> Providing time and crisis support for family members  
>> Assistance in finding childcare options  
>> Assistance in finding care options for people in need 

 
>> Cooperation with family service offices/social facilities in areas such as care, childcare, social 

counseling (partners, children, debts), health counseling, addiction counseling 

>> Retirement, shortening working hours, continuing employment; retirement and insurance 

counseling 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 
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6 
Internal communication 

 

 as a management task 
 
 
 

 

Goal:  
Internal communication is an 

important management task. The 

type of communication has a direct 

impact on the work and productivity 

of employees. We communicate in 

an open and goal-oriented manner 

so that employees are well-

informed, feel that they are treated 

seriously, and remain committed to 

their job. 
 
 
 
 
 
 
 

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

 

 

>> 6.1 Good conversations and conversation techniques 
 

We are aware that during conversations our interlocutor often may not understand things the same way as we 

do. We know effective communication techniques. We know how to use them. 

 
For example:  
>> Preparation for conversation and, if necessary, writing down key points in advance  
>> Explaining how important the success of the conversation will be for us and for employees  

>> Focusing on the most important things  
>> Clear and unambiguous language  
>> Simple, understandable, and respectful choice of words  

>> Examples explaining statements  
>> Active listening and showing interest  

>> Asking questions  

>> Allowing the other party to speak  

>> Paying attention to equal participation in a conversation  
>> Asking if employees understood the statements they heard  

>> Focused preparation for conversations on conflict issues and use of appropriate techniques  
>> If necessary, using the offer of seminars in the field of conducting conversations 
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   Internal communication as a management task 

Successful practice   
Compare the described practice and examples with your own situation and assess whether. 

any actions are required   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 6.2 General conditions for good conversations 
 

The general conditions for conversations are adapted to the occasion and purpose. 
 

For example:  
>> Number and composition of participants  
>> Location, room, internal atmosphere  
>> Time guidelines  

>> Media used  
>> Stating the purpose of the conversation  
>> Guidelines for conduct during conversation  

>> Clearly structured conversation  
>> Summary of the results of the conversation after it is completed, documenting them in writing if necessary  

>> Clear guidelines on behavior in the event of conflicts 

 

>> 6.3 Creating various communication options 
 

We promote a wide range of opportunities for employees in the company to talk 

about topics that affect them. 
 

For example:  
>> Communication areas, relaxation area, tea and coffee making facilities  
>> Breaks spent together  

>> "Open door" principle  

>> Regular meetings in permanent groups / jour fixe  
>> Wishes and complaints box  

>> Billiard table / table football / sport in the company 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

 

>> 6.4 Regular communication and personal exchange of information 
 

We regularly inform employees about important events in the company. We are available for 

employee questions and answer them immediately. We organize regular meetings during 

which employees can exchange experiences about work. 

 
For example:  
>> Exchange of information / knowledge on new products, projects, and clients  

>> Information about the company's development and strategies  
>> Information on changing responsibilities, new employees  

>> Exchange of experience on the results of risk assessment  
>> Customer survey and discussion of results  
>> Employee survey and discussion of results 
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7 
Targeted involvement  
of different people 

 
 
 

 
Goal:  
We take into account the different 

life situations of our employees. We 

put ourselves in their position and 

respect their personality. We see 

opportunities for our company in the 

diversity of our employees. 
 
 
 
 
 
 
 
 
 
 

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

 

 

>> 7.1 Awareness of diversity 
 

We are aware of the various life situations in which our employees find themselves and their impact on our 

work. We know that involving people undergoing extraordinary life situations in everyday business activities 

can be problematic. But in the end it promotes performance and translates into loyalty, commitment, and 

motivation. 

 
Examples of different life situations:  
>> Employees with family responsibilities (children, care)  

>> Employees in different age groups with their individual strengths and weaknesses  

>> Employees from various social and cultural backgrounds  

>> Various religious denominations  

>> Physical, mental, psychological, or social limitations or diseases 

 

>> 7.2 Using diversity 
 

We involve employees who face different life situations and come from different social 

and cultural contexts in those areas where they can best apply their special 

characteristics to the benefit of the company. 

 
For example:  
>> Making sure that women hold management positions 

 

>> Employees from various social and cultural environments help in the implementation of 

new approaches and acquisition of customers from their environment 
 

>> Using the competences of employees with family responsibilities (children, care)  
to the benefit of the company 

 

>> Involvement of employees with limitations and specific skills and creating appropriate 

working conditions for them 

 
               One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 
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Targeted involvement of different people  

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 
 

No action currently needed 
 

Action needed 
 

Urgent action needed    

 

>> 7.3 Using the strengths of older employees 
 

We know the strengths of our older employees. Together with them we wonder how to best use their 

potential in our work and contacts with customers. 

 
Older employees more often than young people have skills such as:  
>> Reliability, quality awareness  
>> Customer focus  

>> Assertiveness  
>> Careful work with a low error rate  

>> Sense of responsibility and duty, loyalty  

>> Extensive practical knowledge and experience  

>> Calmness in critical situations  

>> Social competences, realistic self-assessment 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 

 

>> 7.4 Paying attention to the situation of young people with problems 
 

We conduct targeted actions to support young people who have problems finding their way in 

professional life. We know that it may take some more time for some young people and interns to 

find their place in their professional careers and the company. 

 
For example:  
>> Special support programs for trainees  

>> Appointment of a "godfather" for trainees 
 

>> Teaching basic skills (ability to learn, talking to other people, kindness, punctuality) 
 

>> Individual support and assistance (including the competence of teachers and educators) 
 

>> Help in preparation for exams  
>> Project work to acquire independent work skills 

 

>> If necessary, using or organizing an offer that goes beyond the area of the company 

itself (cooperation) 
 

>> Asking and learning about the special strengths of young employees and considering together how 

they can best be involved in our work and customer relations 
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8 Employer attractiveness 
 
 

 
Goal:  
Good employees come to 

attractive employers. Therefore, 

we consciously and systematically 

develop our image of a good 

employer.  
 
 
 
 
 
 
 
 
 
 
 
 

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 
 

No action currently needed 
 

Action needed 
 

Urgent action needed    

 

>> 8.1 Increasing employer attractiveness 
 

We are aware of our strengths as an employer, we can name them, and work on their further development. 

 
Employer attractiveness affects such areas as:  
>> Good work atmosphere  
>> Respectful leadership  

>> Adequate remuneration  
>> Flexible working time models  
>> Well-designed workplaces  

>> Help in family and personal matters  
>> Customer focus  
>> Good quality of services and products  

>> Regional involvement 
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     Employer attractiveness 

Successful practice     
Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 8.2 Make employer attractiveness visible on the outside 
 

In order to attract good employees on the market, we actively present ourselves to the outside 

world as a good employer. Managers and employees are our company's ambassadors. 

 
Employer attractiveness can be demonstrated to the outside world, for example, by:  
>> Conversations with customers  
>> Well-groomed appearance and friendly behavior in contact with customers  

>> Corporate identity  
>> Internet, brochures  

>> Social media  

>> Regional fairs  
>> Sponsorship  
>> Articles in regional press  

>> Participation in industry events and fairs  
>> Quality mark  

>> Awards in work or product quality competitions  
>> Open days 

 
We also use the results of this brochure to present employer attractiveness:  
"We want to consciously present our strengths in marketing activities." 

 

>> 8.3 Regional involvement 
 

We support social, ecological, or cultural projects taking place in our region.  

We communicate this to the public. "Do good things and talk about them." 

 
For example:  
>> Long-term support for regional associations and aid organizations  
>> Support for employees in their activities in associations  

>> Organizing events to raise funds for specific purposes  
>> Voluntary actions aimed at protecting consumers  
>> Environmentally friendly production  

>> Cooperation with regional partners  

>> Donations made in consultation with employees 
 

>> Organizing "Company community days" with employees – e.g. renovation of 

playgrounds, association headquarters 

 
One of our strengths, that we consciously want to communicate in marketing activities, is the desire to become an attractive employer. 
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9 General attitude towards 
employees 

 

  
 
 
 

 

Goal:  
We agree with our employees that 

work is more than just making a 

living. We respect and trust each 

other. We help employees 

understand the importance of their 

contribution to our work. 
 
 
 
 
 
 
 
 
 
 

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 
 

No action currently needed 
 

Action needed 
 

Urgent action needed    

 

>> 9.1 Trust and independence 
 

We trust employees to successfully deal with specific tasks on their own. We encourage 

them to work independently. 

 
For example:  
>> Motivating employees to independently acquire competences and professional experience  

>> Openness to new and unusual employee solutions  
>> Motivating employees to deal with errors openly and learn from mistakes together  

>> Asking about the frequency and level of detail of the controls carried out 
 

>> As a manager, realizing that you cannot do everything (better), and thinking about 

sharing leadership 
 

>> Establishing control criteria and making the criteria and results transparent 
 

>> 9.2 Respect 
 

We make sure that our approach towards each other is characterized by respect and 

courtesy. We give praise for good results. We make every employee aware that they are 

important to us as human beings. 

 
For example:  
>> We actively collect employee opinions and take them seriously 

 

>> All people are treated equally, regardless of their position, gender, age, ethnicity or  views 
 

>> We reward exceptional achievements  

>> We are open to employees' personal situation 
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   General attitude towards employees 

Successful practice   
Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 9.3 Reliability 
 

We communicate our expectations towards employees in a clear and unambiguous 

way. We keep our word to employees. 
 

For example:  
>> Clear formulation of work tasks 

 

>> Employees receive information about new tasks and working conditions in advance. 

Solutions are developed through joint efforts. 
 

>> Change processes and crisis situations are discussed with employees in an open and 

timely manner 
 

>> 9.4 Inclusion (participation) 
 

We involve our employees in the creation of our processes. We want to use their knowledge and 

skills. We value them as experts working for our company. 

 
For example:  
>> Involving employees in the development of products and services  
>> Evaluating the experience of employees with customers  

>> Involving employees in the planning of their own workspace 
 

>> Asking questions about experience with working conditions and agreeing on 

improvements together 
 

>> Delegating management tasks to relevant employees / teams (shared management) 
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10Explaining and communicating values 

    and principles 
 
 
 

 

Goal:  
We know the meaning of our work. 

We formulated binding values and 

principles that guide us. We set an 

example by actively practicing these 

values and principles. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 
 

No action currently needed 
 

Action needed 
 

Urgent action needed    

 

>> 10.1 Communicating the importance of work in a company 
 

We communicate to our employees how the society and customers benefit 

from our work. 
 

For example:  
>> In conversations with our employees, we often pay attention to the basic benefits that 

we want to create 
 

>> The benefits that we want to create are defined in writing  

>> The benefits that we want to create are also communicated outside 

 

>> 10.2 Recognition of basic values and principles 
 

We have a clear view of the values that contribute to the success of our company. We formulated the values 

and principles that are key for us as a company. 

 
For example:  
>> Values and principles, such as: recognition, honesty, courage, team spirit, reliability, security, 

health, punctuality, hard work, ambition, quality, customer satisfaction, tradition (company, 

industry, region), sustainable development, innovation 

>> Everyone in the company can answer the question: Which factors are responsible for our success? 
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Explaining and communicating values  
and principles 

Successful practice   
Compare the described practice and examples with your own situation and assess whether. 

any actions are required   

In larger facilities, the word "company" may also mean the scope of responsibilities. 

   
 

No action currently needed 
 

Action needed 
 

Urgent action needed     
 

>> 10.3 Communicating values and principles 
 

Our values are visible to all employees. We make sure that the values remain "alive". 

That is why we always explain in which areas the values are important for our work 

and how to follow them in everyday life. 

 
For example:  
>> Our values and principles can be found on the Intranet, in brochures, or in 

company announcements. Everyone has access to them. 
 

>> We cite examples that document the implementation of our values by employees 
 

>> In conversations with employees and customers, we pay attention to the 

importance of values 
 

>> We organize conversations or workshops during which we talk to employees 

about implementing our values (e.g. once a year) 
 

>> We do not accept violations of our values and principles 
 

>> We honor exceptional commitment to the values that are particularly important for the 

company 
 

>> In the onboarding phase, new employees learn the values and principles 

 

>> 10.4 Setting an example of following values and principles in daily life 
 

As managers, we set a good example. We show how our values are 

implemented in practice. 

 
For example:  
>> Regular conversations with managers about how we implement values in everyday life 

 

>> Based on specific examples from our work, we show how customer orientation, 

meeting delivery deadlines, or recognition are practiced 
 

>> Employees express feedback on how we implement these values 

 

>> 10.5 Further development of values and principles 
 

We subject our values and principles to continuous verification. At regular intervals, we 

talk with employees and customers about whether previous values and principles still 

determine the success of our company. 

 
For example:  
>> Review of external company image (questions addressed to customers, suppliers)  
>> Adaptation to changes in social values 

 

>> Conversations with customers about which values are important to them (e.g. high 

quality versus delivery dates / prices) 
 

>> Involving other external individuals to learn about new perspectives 
 

>> Exchange of experiences and values with other companies; using experience in 

cooperation with other entities 
 

>> Including industry and quality standards, for example associations 
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11Knowledge of own strengths and 

weaknesses as a manager  
 
 

 
Goal:  
I increase my awareness of myself and the 

influence I have on others. I invest in 

personal development. This helps me use 

my strengths in a targeted way and not let 

my own weaknesses become an obstacle. 

It is key for success on a managerial 

position, without having to make changes.  
The following control points were 

written in the first person because 

they relate to the personal 

characteristics of the manager.  
 
 
 
 

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 
 

No action currently needed 
 

Action needed 
 

Urgent action needed    

 

>> 11.1 Awareness of own strengths and weaknesses 
 

As a manager, I know my strengths and weaknesses. I try to be aware of my individual 

character. 

 
For example:  
>> I know what others value in me and what they do not like 

 

>> I talk to others about my strengths and weaknesses – for example with a life partner, 

acquaintances, friends 
 

>> I use tests, coaching discussions, or seminars to get a clearer picture of my strengths and 

weaknesses 

 

>> 11.2 Acquiring and accepting feedback 
 

I collect specific opinions on my behavior from my employees. I am aware that pointing out my 

weaknesses will help me grow. 

 
For example:  
>> I regularly collect (anonymous) feedback on the management  

>> I approach feedback in a constructive way and do not make excuses  
>> I admit my mistakes; it is not a sign of weakness but strength 
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Knowledge of own strengths and weaknesses as a manager  

 

Successful practice    

Need for 
action 

Compare the described practice and examples with your own situation and assess whether  

any actions are required.   

In larger facilities, the word "company" may also mean the scope of responsibilities. 
 

No action currently needed 
 

Action needed 
 

Urgent action needed    

 

>> 11.3 Authenticity towards employees 
 

In the long run, I will not be able to succeed if I act against my will. I try to be authentic and  
do not play roles or put on masks.  I can deal with personal weaknesses.  
 

 
For example:  
>> Conducting discussions with employees about the atmosphere and interactions within 

the company, without the employees having to fear the consequences 
 

>> Actively seeking contact with employees and talking to them about private 

experiences 

 

>> 11.4 Further development of leadership skills 
 

I wonder how I can develop my skills further. I use the help of friends, colleagues, 

consultants, and trainers. 

 
For example:  
>> I set goals, think about actions, and check if these goals have been achieved  

>> I participate in trainings to develop my strengths  
>> I see coaching as an instrument to support development  
>> I use literature, I conduct self-tests 

 
➔INQA "Guter Mittelstand" company control sheet – "Leadership" 
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Offensive Mittelstand 
– Gut für Deutschland 

 

 

SME sector: 
Flywheel for Germany – 
Ideas for Germany 

 
The SME sector is the driving force of ideas in 

Germany. Over three million small and medium-

sized enterprises in the areas of craft, trade, 

industry, and services drive growth, innovation, 

and employment. Approximately 70 percent of 

jobs and over 80 percent of all apprenticeship 

positions are offered by small and medium-sized 

enterprises. During the financial crisis, the 

stabilizing role of small and medium-sized 

enterprises became clear again. 

 

Offensive Mittelstand – 
Gut für Deutschland 

 
We work as part of the "Offensive Mittelstand – Gut 

für Deutschland" initiative to increase the chances of 

SME success. We are social partners, specialist 

bodies, ministries, accident insurance companies, 

health insurance companies, and businesses. The 

total number of partners is approx. 200. Thanks to 

the "Offensive Mittelstand – Gut für Deutschland" 

initiative and this brochure, we are contributing to the 

following initiatives: "Fachkräfteoffensive" by the 

federal government (Offensive of qualified 

employees) (www.fachkraefte-offensive.de) and 

Mittelstandsinitiative by the federal government 

(SME Initiative) (www.bmwi.de). 

 

Our Goals 
 

Successful small and medium-sized enterprises are 

innovative companies in good condition. We help 

ensure that as many SMEs as possible are 

successful. Good medium-sized companies show us 

how it’s done: The (new) quality of work in these 

companies is based on systematic and preventive 

management, consistent development and retention 

of staff, good corporate culture, and innovation. As 

"Offensive Mittelstand – Gut für Deutschland" we are 

guided by the following goals: 

>> We promote favorable operating conditions for 

good small and medium-sized enterprises and 

help as many companies as possible remain 

competitive. 

>> We help companies create processes in a 

precautious and innovative way as well as 

acquire and retain the best employees (and 

prepare for demographic changes). 

>> We want to pool our energy to successfully 

support SMEs. 

>> We promote the image of SMEs as a driver of 

innovation in Germany. 

 
 

Our Way 

 
Main assumption: Good small and medium 

enterprises care for good general framework 

conditions in the company – consultants help 

companies, if necessary, based on common basic 

assumptions. 

 
The "Offensive Mittelstand – Gut für Deutschland" 

initiative realizes its goals as follows: 

>> Common INQA "Guter Mittelstand" company 

control sheet – First we developed a tool for joint 

analysis (comparison of target vs. current 

situation), thanks to which each SME can quickly 

and easily identify its potential for improvement. 

>> Structured access to existing practices – We 

do not reinvent the wheel. Our standard and 

content of the brochure offer the most 

important and best practical help. We simplify 

and systematize access to these support 

offers. 

>> Regional promotion networks for companies 

located in the region– we transfer our basic 

assumptions regarding "Offensive Mittelstand – 

Gut für Deutschland" to regional networks. Our 

tools promote the idea of joint action in the 

regions – for a new quality of work in the area of 

SMEs. We can rely on many existing networks 

and promote the creation of new ones. 

>> Training for consultants – We share our basic 

assumptions with consultants for SMEs. We do not 

compete with recognized and proven consultancy 

structures, but support a common understanding of 

basic assumptions on a common ground in line with 

the motto "Together is better". In our consultant 

database you can find all the consultants we 

authorized to conduct consultations based on INQA 

"Guter Mittelstand" company control sheet 

(www.offensive-mittelstand.de) 

 
>> Image campaigns for SMEs – We support the 

competitiveness of SMEs through campaigns and 

events.  

 
You can find more information about us on the 
Internet:  
www.offensive-mittelstand.de 
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We are looking forward  
to cooperating with you! 

Help and support SMEs which drive 
ideas in Germany. 

Become a partner of  
"Offensive Mittelstand – Gut für Deutschland". 

Our members include: 

>> BDA Bundesvereinigung der Deutschen

Arbeitgeberverbände e. V. (Confederation of

German Employers' Associations)

>> Zentralverband des Deutschen Handwerks

e. V.   (German Confederation of Skilled

      Crafts (ZDH)) 

>> Bundesagentur für Arbeit (Federal

Employment Agency)

>> Bundesverband Mittelständischer

Wirtschaft (BVMW) (The German

Association for Small and Medium-sized

Businesses)

>> Bundessteuerberaterkammer (Federal Tax

Advisor Chamber) / Deutscher

Steuerberaterverband (German Association of

Tax Advisers)

>> Business networks 

>> Chambers and guilds

>> IG BCE Industriegewerkschaft Bergbau,

Chemie, Energie (IG BCE - Trade Union for

mining, chemicals and energy industries)

>> Institut für Mittelstandsforschung

Bonn (Institute for SME Research)

>> BC Forschung, Wiesbaden

>> RKW Rationalisierungs- und Innovationszentrum

der Deutschen Wirtschaft e. V. (Rationalization

and Innovation Center for the German Economy)

>> Fachhochschule des Mittelstands
(University of Applied Sciences for SMEs (FHM))

>> Deutsche Gesetzliche Unfallversicherung (DGUV) 

(German Social Accident Insurance)

>> Berufsgenossenschaft Rohstoffe und chemische 

Industrie (BG RCI) (office)
(German Social Accident Insurance Institution
for the raw materials and chemical industry)

>> Health insurance companies (AOK / BKK / IKK)

… We have approx. 200 partners. 

Contact details: 

Offensive Mittelstand – Gut für Deutschland  

Theodor-Heuss-Straße 160  

30853 Langenhagen 

Phone 06221 5108-22612 (Ms. Hilpert) 

Fax 06221 5108-22198 

E-mail: info@offensive-mittelstand.de 
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Self-declaration 
 
 
 
 

 

INQA "Human Resource Management" brochure 
 
 

Company  
 
 
 
 
 
 
 

 
Name/address 

 

 

declares, after an audit based on the INQA "Human Resource Management" brochure  
and related information about the system and structure of the company,  

that it properly manages human resources. 
 

 
 

 
 

 
 
 
 
 

The self-declaration is based on self-assessment carried out on  
 
 

 

bearing document number  
 
 
 
 
 

 

The self-assessment was carried out by the management based 

on the INQA "Human Resource Management" brochure. 
 
 
 
 
 

 
Place, date  Signature of the President 

 
The self-declaration is only valid with self-assessment for a maximum of 2 years. 
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Our strengths as an attractive employer 

Control point Strengths Internal communication External communication 
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I  INQA-Check „Health“1/36 

[LOGO] 

INQA-Check "Human re-
sources management” 
Self-assessment on leadership quality and on preparedness for the demographic change 

HUMAN RESOURCES MANAGEMENT

The INQA-Check "Human resources management" was developed and published by the "Offensive medium-sized enterprises – 
Good for Germany", an independent network under the umbrella of the "Initiative new quality of work" (Initiative Neue Qualität der 
Arbeit, INQA). 

As joint initiative of federal, state and business association organizations and institutions from the economy, unions, companies, 
social insurance agencies and foundations, the Initiative new quality of work follows the objective of implementing higher work 
quality as key for innovative capacity and competitiveness in Germany as location for business and industry. For this the initiative, 
founded in the year 2002, offers comprehensive advisory and information services, extensive possibilities for exchanges of experi-
ences, inspiring examples from practice, as well as a support program for projects that initiate new personnel and employment policy 
approaches. 

The Offensive medium-sized enterprises – Good for Germany promotes successful, employee-oriented company leadership 
through the development of modern standards and practical instruments and offers diverse regional support structures specifically 
for medium-sized enterprises. At present roughly 350 partners cooperate in the "Offensive medium-size enterprises – Good for 
Germany", amongst others federal and state organizations, corporate associations, professional associations, guilds, chambers of 
handicrafts, trade unions, mutual indemnity associations, health insurance providers, research institutes and service providers.
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   I                      INQA-Check „Health“2/36 
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 INQA-Check "Human resources management" 3 

 How can the check be used? 5 

 Starting assistance: Which topic of the check to start with? 7 

1 Personnel planning 8 

2 Personnel development 10 
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4 Motivating personnel measures 14 

5 Good working atmosphere 16 

6 Internal communication as leadership task 18 

7 Specifically deploying diversity of different people 20 
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 Plan of measures  

 Imprint  

 
 
The development of the INQA-Check "Human resources management" was promoted by the Federal Ministry for Labor and Social Affairs 
(Bundesministerium für Arbeit und Soziales, BMAS) (Project 00095.11). 
In the INQA-Check "Human resources management" attention is given to a gender-neutral notation. Where this is not possible, to favor 
improved readability the original grammatical gender is used for the classification of words (male, female, neuter and others). It is specifically 
noted here that the respectively different gender is also thereby addressed. 
 
 
 

INQA-Check "Human resources 
management" 
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INQA-Check "Human resources management" 

 

 Good personnel – indispensable for your company success 

 
The employees 
 manufacture the products of your company and provide your services, 
 maintain the contact with your customers and suppliers, 
 have the ideas for new products and services and ensure improvement suggestions, 
 often know how working processes can be improved, 
 are the decisive factor for the company productivity. 
 
In short: your success largely depends on the employees. 
 
Whether people introduce their ideas and abilities in the company largely depends on the quality of their human resources manage-
ment. It is a myth to believe that good human resources management is inborn. Good human resources management requires a 
conscious regard for the people and their work together, as well as foresighted action. 
 
In future human resources management will become even more important: 
 In accord with the demographic change, in future you will need to implement value creation and innovations with significantly 

older employees. In addition, it will become increasingly more difficult for smaller companies to acquire good qualified personnel. 
 Services will become increasingly more important. The ability to achieve an advantage in competition as soon as possible 

through good ideas is gaining importance. This requires committed employees. 
 
Decisive challenges for good human resources management are: 
 Increasing the attractiveness as employer 
 Finding, promoting and binding good employees 

 
 
 What is the benefit of the INQA-Check "Human resources management"? 
 
In the INQA-Check "Human resources management" you will find many suggestions for good human resources management. The 
check helps you to enable and motivate the employees to provide good performance. It also helps you to support the employees to 
work healthily and enjoyably in the company. 
 
The check points describe the good practice of human resources management of successful companies. They help you to ascertain 
your need for action. You can record measures on the check points in the plan of measures (rear side of the cover). 
 
In addition, the measures of several check points are suitable to represent your employer attractiveness in marketing. 
 
 

 Who is the check for? 
 
With the check above all smaller companies can systematically assess the quality of their human resources management. In addi-
tion to this, the check is also suitable for managers of departments or teams in larger companies. 
 
The complete processing of the check takes 60 minutes to 1.5 hours. On the Internet under www.inqa-check-
personalfuehrung.de you will find an interactive version of the check. 
 
The check points are worded from the perspective of the company and the managers (we-form). 
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INQA-Check "Human resources management" 

 Who is behind it?

The INQA-Check "Human resources management" was developed and published by the "Offensive medium-sized business – Good 
for Germany", an independent network under the umbrella of the "Initiative new quality of work" (Initiative Neue Qualität der Arbeit, 
INQA). 

As joint initiative of federal, state and business association organizations and institutions from the economy, unions, companies, 
social insurance agencies and foundations, the "Initiative quality of work" follows the objective of implementing higher work quality as 
key for innovative capacity and competitiveness in Germany as location for business and industry. For this the initiative founded in 
the year 2002 offers comprehensive advisory and information services, extensive possibilities for exchanges of experiences, inspir-
ing examples from practice, as well as a support program for projects that initiate new personnel and employment policy approaches. 

The "Offensive medium-sized enterprises – good for Germany" promotes successful, employee-oriented company leadership 
through the development of modern standards and practical instruments and offers diverse regional support structures specifically 
for medium-sized enterprises. At present roughly 200 partners cooperate in the "Offensive medium-size enterprises – good for Ger-
many", amongst others federal and state organizations, corporate associations, professional associations, guilds, chambers of hand-
icrafts, trade unions, mutual indemnity associations, health insurance providers, research institutes and service providers.  

The concept of the check originates from the company BC GmbH Forschungs- und Beratungsgesellschaft (research and consulting 
company), the Berufsgenossenschaft Rohstoffe und chemische Industrie (Professional association raw materials and chemical 
industry, BG RCI), the Bundesanstalt für Arbeitsschutz und Arbeitsmedizin (Federal Agency for labor protection and occupational 
medicine, BAuA), dem Bundesministerium für Arbeit und Soziales (Federal Ministry for Labor and Social Affairs, BMAS), the Demo-
grafie-Experten e. V. (demographic experts, DEx), the Fachhochschule für den Mittelstand (college for medium-sized enterprises, 
FHM), Great Place to Work® Germany, the Institut für Mittelstandsforschung (Institute for medium-sized enterprises research, IfM) 
Bonn, the Institut für Technik der Betriebsführung (itb) im Deutschen Handwerksinstitut e. V., (Institute for the technique of company 
management in the German handcrafts Institute), as well as the AS(S) business consultancy. The check has been discussed by all 
partners of the Offensive medium-sized enterprises and has been adopted as mutual quality standard. 

The development of the INQA-Check "Human resources management" was promoted by the Federal Ministry for Labor and Social 
Affairs (Bundesministerium für Arbeit und Soziales, BMAS) (Project 00095.11).

INQA company check "Good medium-sized enterprises" 

The INQA-Check "Human resources management" supplements the INQA company check "Good medium-sized enterprises". The 
INQA company check "Good medium-sized enterprises" is a potential analysis of all processes in a company. Anyone who in the 
processing of the INQA company check "Good medium-sized enterprises" has interest in the topic of personnel management can 
utilize the available instrument. This is of course also possible the other way round: Anyone who initially has an interest in the gen-
eral optimization potential in his company can make use of the INQA company check "Good medium-sized enterprises". 

The INQA company check "Good medium-sized enterprises" has also been compiled by the Offensive medium-sized enterprises. 
The use of both instruments is free of charge. 
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INQA-Check "Human resources management" 

How can the check be used? 
 Starting assistance
The "Starting assistance" (page 7) provides an overview of the topic areas of the check and allows you to ascertain in which area 
you have the greatest need for action.  

 Processing the check
For the processing of the entire check you require approximately 60 to 90 minutes time. You can also select individual modules and 
process the topics step by step. Under www.inqa-check-personalfuehrung.de you will alternatively find an interactive version of 
the check. 

Process the eleven topics of the check and determine the need for action on the check points by ticking the corresponding field 
(green, orange, red). Unfold the plan of measures (rear cover page) and determine the specific measures that you wish to implement 
in your company.  

You will find suggestions and examples for suitable measures in the lists below the respective check points. You can also determine 
several measures for a check point. 

In the next column you prioritize your measures 

Priority 1 = short-term; Priority 2 = medium-term; Priority 3 = long-term. 

Finally you should determine who is responsible for the implementation of the measures, when the measure will be started and when 
the implementation of the measure will be verified. 

 Complete self-declaration

When you 
 have completely processed all eleven topics and all points of the check
 have included, described and assigned the priority of all measures in the plan of measures and
 have specified the responsible person, time and control,
then you have undertaken a complete self-assessment. You can then complete the self-declaration on page 32.

With this self-declaration you document that with the INQA-Check "Human resources management" you have undertaken a thor-
ough verification of your personnel management in the company. You can utilize the self-declaration as bulletin notice. You should 
then, however, document the completed INQA-Check "Human resources management" and the measures so that on request you 
can substantiate the correctness of the self-declaration (for example towards banks, insurance companies).
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INQA-Check "Human resources management" 

The INQA instrument family of self-assessment checks 

The INQA-Check "Human resources management" is a part of the INQA instrument family consisting of self-assessment checks and 
practice standards with which companies can develop their potentials regarding the respective topics. 

The special feature of all these instruments: 

 They were developed as practice standard and as self-assessment check in consensus with all partners in the Offensive medi-
um-sized enterprises, as well as other relevant partners relating to the respective topic.

 They follow the same system and methodology (oriented towards the value creation process, continuous improvement, descrip-
tion of good practice/status of occupational science, every topic on two pages, print and online)

 They are a systematic assessment system and a low threshold entry into the respective topic (also an entry into certified sys-
tems such as INQA-Audit, QM, AMS, ECO-Audit and quality certificates from institutes).

 After complete processing of the respective self-assessment checks and practice standards every company can complete their
own self-declaration and thereby document that they systematically organize their company according to the respective topic
("CE-certification for the management").

 Further practical support is available from the partners of the INQA networks.

The INQA-Check "Human resources management" as well as all other self-assessment checks and practice standards were com-
piled by the Offensive medium-sized enterprises within the scope of the Initiative new quality of work. The use of all instruments is 
free of charge. 

INQA company check "Good medium-sized enterprises” Overall management 

INQA-Check 
"Human re-

sources man-
agement” 

INQA-Check 
"Diversity”

(in preparation) 

INQA-Check 
"Health” 

INQA-Check 
"Knowledge & 
competence” 

Central INQA topics for 
the overcoming of the 
demographic change 
and on work 4.0 

Potential analysis "Innovation secures success” 

GDA-ORGAcheck – Occupational safety with method 

Potential analysis "Company education” 

Potential analysis "Working time" 

Further more detailed 
topics for successful 
company development 
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INQA-Check "Human resources management" 

Starting assistance: Which topic of the check 
to start with? 

With this starting assistance you will find out in which of the eleven topics of the INQA-Check "Human resources management" you 
above all have need for action. These are the topics you should immediately start with. Utilize the introductory questions and then 
assess your need for action according to the traffic light principle. Depending on the requirement you can then utilize the potential 
analysis like a toolbox and directly identify a topic area that is especially relevant for you. 

The eleven topics of the INQA-Check "Human resources management" Need for 
action 

Start with 
these topics 

At present no need for action Need for action Urgent need for action

 1. Personnel planning
We have ensured that our competitive ability is secured today and in future through the number 
and the competences of our employees. For this reason we see the world somewhat more over the 
longer term and place value on a corresponding human resources planning. 

 2. Personnel development
The knowledge and competence of our employees are our most significant success factors. There-
fore, we offer our employees individual development possibilities and perspectives. We thereby 
unlock the potentials of all our employees and bind them to the company. 

 3. Personnel acquisition
We specifically use various recruiting channels to find the employees that fit for us. We thereby 
also take new target groups into consideration. 

 4. Motivating personnel measures
We utilize diverse instruments to harmonize the needs and different life situations of the employees 
with the requirements of the company (such as special working time models and remuneration 
forms, promotion of health). 

 5. Good working atmosphere
We create a performance-promoting working atmosphere so that employees enjoy coming to work 
and can unfold their commitment, for example utilize strengths – accept boundaries, formulate 
expectations and agree on goals, consider personal life conditions, promote team spirit. 

 6. Internal communication as leadership task
With us the internal communication is an important leadership task. The type of the communication 
has an immediate effect on the working and performance ability of the employees. We communicate 
openly and goal-oriented so that the employees are informed, feel they are being taken seriously 
and can become involved. 

 7. Specifically utilizing the diversity of the different people
We take the different life situations of our employees into account. We put ourselves in their place 
and respect their personality. We see opportunities in the diversity of our employees. 

 8. Employer attractiveness
Good employees come to attractive employers. Therefore, we specifically and systematically de-
velop our image as good employer. 

 9. Basic attitude towards employees
We agree with our employees that working is more than purely making a living. We maintain re-
spectful and trusting modes of interaction. We make it clear to the employees how important the 
contribution is that they make for our work. 

 10. Clarify and communicate values and principles
We know the importance of our work. We have formulated binding values and principles towards 
which we orientate ourselves and have communicated these to all employees. We actively live 
these values and principles by example. 

 11. Knowing one's own strengths and weaknesses as executive
I sharpen my perception for my own person and for my effect on others. I invest in my own devel-
opment. This allows me to specifically utilize my strengths and prevents my own weaknesses from 
becoming inhibiting factors. This is the basis for me being successful as management executive, 
without having to engage in pretense. 
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Online-Check | Practical assistance on the topic | Individually adapted assessment | Consultants near to you www.inqa-check-
personalfuehrung.de

1 Personnel planning 

Objective: 
Our competitive ability is secured today and in future through the number and the competence of our employees. For this 
reason we see the world somewhat more over the longer term and place value on a corresponding human resources plan-
ning. 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

 1.1 Personnel requirement and personnel plan

We know our employee structure and competence. We determine our human resources requirement 
depending on the requirements of the market, as well as our strategy. We develop a corresponding 
human resources planning. 

For example for small companies a corresponding procedure can look like this: 
 Record the actual personnel status as list of all employees with date of birth/age, qualifications, activi-

ties/workplace, physical and psychological burdens divided into three levels of severity, qualification re-
quirement, functions, high performer

 Determine target personnel requirement as a list with employees/groups of individuals (age, gender, ...),
qualifications, activities required in future

 Analyze the data from both lists and determine measures
 Prepare personnel development plan and discuss/come to agreement with the concerned employees
 Derivation of action areas (recruiting, reduction of burdens, increase of the workplace attractiveness,

qualification, succession planning, ...)

If required also utilize the instruments for age structure analysis and the offers of the demographic consult-
ants. 

 Also see point "Personnel acquisition"

 1.2 Flexible forms of employment

We verify whether in our short- and medium-term personnel planning we also utilize flexible em-
ployment forms to be able to start projects that do not finance any fixed positions. We thereby en-
sure that these employees are involved in the company processes and are treated equally as far as 
possible. 

Flexible employment forms such as temporary employment, fixed-term employment contracts, cooperations 

Involvement in the company processes for example means: 
 Information about the work task
 Occupational safety and health briefing
 Introduction to the work group

 1.3 Maintaining important knowledge in the company
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

We ensure that the available knowledge also remains preserved in the company with a change or 
with a drop-out of individual persons.  
 
For example: 
 Which individuals have knowledge that is important for the company 
 Written documentation of the most important procedures – checklists, instructions for use, operating 

instructions, contact partners, risk assessment; regularly update documentation 
 Collection of the documents at an agreed location  
 Substitution arrangement; ensure that deputies are able to undertake the work at any time  
 With withdrawal of individuals: early training of new, respectively of other employees  

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
 

 

 1.4 Reintegration planning 
 

 

With longer absences of employees (such as for example parental leave, illness) we maintain contact 
with them. We jointly arrange with them how reintegration in the working process can take place. 
 
For example: 
 Meetings before the planned absence and also during the absence 
 Provide the absentee information about important developments in the company  
 Invite the absentee to company meetings, celebrations or outings  
 For reintegration take up early contact with the employee  
 Jointly plan measures – such as workplace adaptation, implementation, working resources, qualification 
 If applicable, involve employee representatives and also representatives for handicapped/disabled per-

sons  
 Legislative company reintegration management after illness  
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2 Personnel development 

Objective: 
The knowledge and competence of our employees are our most significant success factors. Therefore, we offer our employ-
ees individual development possibilities and perspectives. We thereby unlock the potentials of all our employees and bind 
them to the company. 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

 2.1 Discuss development perspectives with each employee

We talk with each employee once a year about her or his perspectives in the company. We agree to 
specific development steps with each employee. 

Topics that should be jointly discussed: 
 Enquire about satisfaction, personal expectations and goals of the employee (interest in new tasks,

independent processing of certain projects, addressing of self-identified weaknesses, behavior, ...)
 Provide feedback about the performance and the behavior of the employee
 Ask the employee: what is going well, what could be improved?
 Pending projects and work tasks
 Jointly consider how the health of the employee can be improved and which measures for health promo-

tion are helpful
 Further training requirement, interest, wishes; also take learning in the company into account
 Forward-looking consideration of the changing performance ability of older employees and preparation

for alternative activities – also include task redistribution/task mixing; prepare a to-do list of change
measures

 Work place design (ergonomic working resources; technical working resources for facilitation of the
work)

 If applicable, perspective as executive/successor
 Clarification of personal affairs – such as free time for partner, children, next-of-kin
 Hobbies, voluntary commitment that is also helpful for the company and with which the company can

become active in a supporting role

One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 

 2.2 Further training and quality of the qualification

We take care of the implementation of the further training. We verify the quality and the benefit of the 
further training together with the respective employee. 

For example clarify: 
 Determine appropriate further training offers; utilize free further training through guilds, chambers, pro-

fessional associations, health insurance providers...
 Actively utilizing the possibilities for learning in the company; for example exchange with colleagues,

training through colleagues, time for practicing new working procedures and technologies
 Organization of the further training: booking, trainer, rooms, announcements, technical matters
 Agreement about financing, inclusion of working time (education leave), accommodation costs, check

support possibilities,...
 Enquire about the quality of the further training measure – also address deficits and disappointed expec-

tations
 Enquire about the utilization and benefit of the newly acquired abilities

One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

 2.3 Utilizing competences of older employees and retirees  
 

 

We consider together with older employees how we can utilize their competences in the last phase 
as employee or after their retirement from working life. 
 
For example: 
 Being mentor for newly employed or younger employees 
 Performance of work instruction and/or training  
 Responsibility for, respectively performance of training and advanced training  
 Adviser for work teams  
 Organization of the work preparation 
 Procurement  
 Customer care  
 Market observation 
 Accompaniment of change processes  

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
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3 Personnel acquisition 

 
 

Objective: 
We specifically utilize various recruiting channels to find the employees that fit for us.  
 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

 3.1 Diverse recruiting channels 
 

 

We consider through which recruiting channels we can acquire personnel and thereby also use new 
means. 
 
For example: 
 Employees recruit employees 
 Social networks on the Internet 
 Apprenticeship portals on the Internet 
 Presentation of our company in schools – also together with our own trainees  
 Utilize Girls & Boys Days and internships to generate interest in the work in our company and to under-

stand the meaning of it 
 Cooperate with colleges of higher education and universities; internships, diploma theses, dual study 

program 
 Acquire qualified personnel from abroad – for example advertising in foreign newspapers in Europe; 

personnel exchanges/trade fairs overseas 
 

 

 3.2 Training 
 

 

We undertake our own vocational training so we can also in future secure the specialist personnel 
requirements for our company. 
 
For example: 
 Early contacting of schools and vocational training facilities 
 Make the perspectives in the company and profession clear to teenagers – show further training and 

development possibilities  
 Form training cooperations with several companies  

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
 

 

  3.3 Open the perception for new target groups 
 

 

In personnel acquisition we consider how we can also address new target groups. 
 
New target groups can for example be:  
 Profession changers 
 People without training graduation, university dropouts  
 Long-term unemployed 
 People with restrictions 
 Women in "men's jobs" (such as excavator operator)  
 Men in "women's jobs" (such as beautician)  
 Older people as trainees 
 Immigrants 

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

 3.4 Personnel selection

We phrase job postings very specifically and describe what distinguishes us as an employer. In the 
job interview we make sure that expectations and offers are openly addressed. 

From the perspective of the company for example: 
 Honest and credible representation of the company
 Specific listing of the tasks and activities
 Relaying of a realistic picture of the task area; show workplace and introduce possible colleagues
 Define requirements towards the individual performance willingness

From the perspective of the applicant for example: 
 Professional and life goals
 Expectations towards the work, the workplace and the cooperation
 Hobbies and interests
 The importance of social bonds (family, friends, acquaintances)
 Financial expectations

Systematically prepare job interviews – for example write down discussion topics, prepare questions on the 
basis of the application documents. 
In the selection of the individuals make sure that they also fit from the human perspective. 
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4 Motivating personnel measures

Objective: 
We utilize diverse instruments to harmonize the needs and different life situations of the employees with the requirements of 
the company. 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

 4.1 Special working time models

We offer our employees individual working time arrangements. The working time arrangements are 
clearly defined with the employee and agreed in writing. 

For example: 
 Working time accounts
 Transparency of the time recording
 Trust working time
 Work place sharing
 Teleworking
 Part-time work, job sharing
 Working time models adjusted to life phases – for example child-rearing, before and after retirement

(part-time employment prior to retirement)
 Sabbaticals (professional leave for private interests or further education)
 Coordinated vacation planning

One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 

 4.2 Healthy employees

We create working conditions so that our employees can work productively and healthily. 
We encourage our employees to maintain a healthy lifestyle. 

For example: 
 Determine stressful working conditions (risk assessment) and organize the work appropriately
 Record absences and clarify the reason
 Utilize offers from the health insurance providers, have health reports prepared by health insurance

providers
 Give attention to health-promoting nutrition; make fruit, water available
 Plan health day events with health insurance providers, professional associations, gyms, clubs
 Smoke-free company, offers for addiction prevention
 Active breaks, company-facilitated sports activities

One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 

 4.3 Special forms of remuneration
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

We offer special forms of remuneration for special attainments and life situations. The criteria for the 
awarding of the special remuneration are known. 
 
For example: 
 Profit sharing 
 Support with retirement provisions 
 Bonuses (performance, loyalty, anniversaries) 
 Variable remuneration on the basis of results of the work team/the company as a whole 
 Employee loan for special events – such as establishment of a household, marriage, children  
 Grants in special life situations (children, nursing care of next-of-kin, education) 
 Company vehicle, cell phone, laptop  
 Insurance 

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
 

 

 4.4 New employees 
 

 

We ensure that new employees are given structured work introduction and receive all necessary 
working resources and information in good time. 
 
For example: 
 Clear description of the work tasks and the procedures 
 Instruction and training  
 Sponsor for accompaniment and clarification of open questions  
 Personal introduction of the colleagues  
 Welcoming gift 
 Workplace is equipped in good time  
 Appropriate personal protective equipment 
 Define items that are important in the training phase and organize so that these are implemented – such 

as meeting customers, insight into neighboring work areas, meeting suppliers and service providers, 
time recording  
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5 Good working atmosphere 

 
 

Objective: 
We create a performance-promoting working atmosphere so that employees enjoy coming to work and so that their commit-
ment can unfold. 
 
 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

  5.1 Give employees orientation 
 

 

We inform the employees regarding the expectations we have towards the execution of tasks. We 
thereby make sure that between the management staff and the employees there is a mutual under-
standing about the objectives. 
 
For example: 
 Specific and defined expectations are more likely to lead to a higher performance than unclear, vague or 

even missing expectations 
 Undertake an agreement/goal agreement with the work team that ensures that the employees are nei-

ther underchallenged or overchallenged 
 Regular feedback about the degree of the goal achievement and immediate information with deviation  
 Encourage employees to report problems in good time  
 

 

 5.2 Utilize strengths – accept limits – compensate weaknesses  
 

 

We understand that each of our employees has specific strengths, limits and weaknesses. 
We deploy our employees accordingly. 
 
For example: 
 Elaborate on the strengths, limits and weaknesses in joint meetings 
 Agree bindingly with the employee how her or his strengths and ideas can be taken into account with 

the work assignment  
 Specifically select assignment areas – what do the employees enjoy doing, which employee fits to which 

customer and in what function? 
 Accept limits of employee and do not blame the concerned person for the limitations  
 Jointly specify and agree how ascertained weaknesses can be addressed  

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
 

 

 5.3 Promote team spirit 
 

 

In our company we make sure that a good team spirit prevails. We compile individual teams  
so that they function well professionally and personally (the "chemistry" must be right). 
 
For example: 
 Plan and conduct regular team meetings 
 Conflicts are directly addressed and clarified 
 Organize joint activities – celebrate together, engage in sports activities  

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
 

 

 5.4 Attend to personal life situations 
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

We take the special personal situation and the life conditions of individual employees into account, 
so that influences from the personal environment impair the work results as little as possible. 
 
This for example includes: 
 Working hours that allow the employee a certain flexibility 
 Reintegration after illness  
 In special cases also grant employees leave at short notice (for example visit of the child to the doctor, 

nursing care of next-of-kin)  
 Provide time and support for emergencies of next-of-kin  
 Support in the search for childcare facilities  
 Support in the search for care facilities in the event of nursing care  
 Cooperation with family services/social services for areas such as nursing care, childcare, social coun-

selling service (partner, children, debts), health counselling, addiction counselling  
 Transition to retirement, working time reduction, further employment; pension and insurance counselling  

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
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6 Internal communication as leadership 
task

Objective: 
The internal communication is an important leadership task. The type of the communication directly affects the work and 
performance ability of the employees. An open and goal-oriented communication ensures that employees are informed, feel 
they are taken seriously and can become involved. 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

 6.1 Techniques for good conversation and moderation

We are aware that in discussions our counterpart often does not have the same understanding as we 
do. We are aware of the techniques for good communication. We know how to implement these. 

For example: 
 Prepare for the meeting and if necessary make notes of keywords
 Make it clear what defines the success of the meeting for us and the employee
 Concentrate on what is most important
 Clear and unambiguous language
 Simple, understandable and respectful choice of wording
 Examples to clarify the statements
 Listen actively and show interest
 Ask questions
 Allow the conversation partner to have their say
 Maintain a balanced share of talking
 Enquire whether the employees have understood the statements
 Specifically prepare for conflict discussions and apply corresponding techniques
 If applicable, utilize workshops for discussion techniques

 6.2 General conditions for good meetings

The general conditions of the meeting are adjusted to the occasion and the purpose. 

For example: 
 Number and composition of the participants
 Location, room, atmosphere
 Time requirements
 Applied media
 Specify the goals of the meeting
 Rules for meeting behavior
 Clearly structure the procedure of the meeting
 Summarize the meeting results at the end, if applicable record in writing
 Clear specifications also on conflict behavior

 6.3 Create diverse communication possibilities
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

We promote diverse possibilities so that employees in the company can express themselves about 
topics that are important to them. 
 
For example: 
 Communication areas, lounge areas, tea/coffee kitchen  
 Joint breaks 
 Open door 
 Regular get-together/Jour fixe 
 "Suggestion box" 
 Billiard table/table soccer/company sports 

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
 

 

 6.4 Regular information and personal exchange 
 

 

We regularly inform the employees about important developments. We are available for the ques-
tions of the employees and respond to them at short notice. We organize the regular exchange with 
the employees about their experiences during work. 
 
For example: 
 Information/exchange about new products, projects and customers 
 Information about business development and strategies  
 Information about changed responsibilities, new employees  
 Exchange of experiences about the results of the risk assessment  
 Customer survey and discussion of the results  
 Employee survey and discussion of the results  
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7 Specifically utilize the diversity of the 
different people 

 
 

Objective: 
We take the different life situations of our employees into account. We put ourselves in their place and respect their personal-
ity. We see opportunities in the diversity of our employees. 
 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

 7.1 Being aware of the diversity 
 

 

We are aware in which different life situations our employees are and how this affects our work. We 
are aware that it may sometimes be difficult to involve people in special life situations in the every-
day work of the company. But in the final instance this promotes the performance ability and leads 
to loyalty, binding and motivation. 
 
Examples for different life situations: 
 Employees with family obligations (children, nursing care) 
 Employees of different age groups with their individual strengths and weaknesses  
 Employees of different social and cultural origin  
 Different religions 
 Physical, cognitive, mental or social restrictions or illnesses 
 

 

 7.2 Utilize diversity 
 

 

We deploy people from different life situations as well as from different social and cultural back-
grounds where they can best implement their special features for the company. 
 
For example: 
 Ensure that women occupy leadership positions 
 Employees from different social and cultural origin contribute towards incorporating new intellectual 

approaches and acquiring customers from their environment 
 Preserving competences of employees with family obligations for the company  
 Deploy employees with restrictions and specific abilities and create appropriate working conditions for 

them  

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
 

 

 7.3 Utilize strengths of older employees 
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

We are aware of the specific strengths of our older employees. We consider together with them how 
these strengths can best be used for our work and the customer contacts. 

In comparison to younger employees, older employees are more likely to have abilities such as for 
example: 
 Reliability, quality consciousness
 Customer orientation
 Assertiveness
 Careful working with low error rate
 Sense of responsibility and conscientiousness, loyalty
 Large degree of practical and experiential knowledge
 Calm in critical situations
 Social competence, realistic self-assessment

One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 

 7.4 Address the situation of young people with problems

We conduct specific measures to promote young people that have problems so that they can find 
their way into the work life. We are aware that it can take somewhat longer for some young people 
and trainees to accommodate to the work life in the company. 

For example: 
 Special development programs for trainees
 Specify mentors for trainees
 Imparting of basic abilities (learning to learn, conducting discussions with others, politeness, punctuality)
 Individual support and promotion (also incorporate competences of teachers and educators)
 Support with exam preparation
 Project work, to learn independent working
 If applicable, utilize or organize cross company offers (cooperations)
 Enquire and get to know the specific strengths of the young employees, and jointly consider how the

strengths can be best used for our work and the customer contacts
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8 Employer attractiveness

Objective: 
Good employees move to attractive employers. Therefore, we specifically and systematically develop our image as a good 
employer. 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

 8.1 Develop employer attractiveness

We make ourselves aware of our strengths as employer, can name them and develop them further. 

Employer attractiveness can for example be experienced in: 
 Good company atmosphere
 Appreciative management
 Appropriate remuneration
 Flexible work time models
 Well-designed workplaces
 Support with family and personal matters
 Customer orientation
 Good quality of the services and products
 Commitment in the region

 8.2 Represent employer attractiveness externally

To acquire good employees in the market we actively present ourselves externally as good employ-
er. Management staff and employees act as ambassadors of our company. 

Represent employer attractiveness externally for example through: 
 Customer meetings
 Well-groomed appearance and friendly demeanor in contact with customers
 Corporate design
 Internet, flyers
 Social media
 Regional trade fairs
 Sponsoring
 Articles in the regional press
 Appearances at events and trade fairs
 Quality seals
 Awards in competitions for work or product quality
 Open house day

To represent the employer attractiveness we also use the results of this check: 
"Our strengths that we specifically want to communicate in marketing" 

 8.3 Commitment in the region
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

In our regional environment we support social, ecological or cultural projects. We communicate this 
to the general public.  
 
For example: 
 Long-term support of regional clubs, relief organizations 
 Support employees who are active in clubs  
 Organization of donation collections  
 Voluntary measures for consumer protection  
 Environmentally friendly production  
 Cooperation with regional partners  
 Donations in coordination with the employees  
 Organize social get-togethers of the company with the employees – such as for example renovation of 

playgrounds, club buildings  

 
One of our strengths that we specifically want to communicate in marketing to be visible as attractive em-
ployee. 
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9 Basic attitude towards employees 

 
 

Objective: 
We agree with our employees that working is more than purely making a living. We maintain a respectful and trusting mode 
of interaction. We make it clear to the employees about the important contribution they make for our work. 
 
 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

 9.1 Trust and independence 
 

 

We trust that the employees will complete the specified work tasks well in their own way. We en-
courage them to work independently. 
 
For example: 
 Motivate to independently incorporate specialized competence and experience 
 Be open for new and unusual solutions of the employees  
 Motivate employees to openly handle mistakes and mutually learn from mistakes  
 Enquire about the frequency and degree of detail of checks  
 As management staff be aware that one is not always able to do everything (better), and also consider 

sharing leadership  
 Create criteria for checks and make criteria as well as results transparent  
 

 

 9.2 Respect 
 

 

We maintain an appreciative and polite mode of interaction. We praise good performances. We make 
it apparent to every employee that he is important to us as a person. 
 
For example: 
 Actively enquire the opinion of the employee and take it seriously 
 Treat everyone equally independent from their position, their gender, their age, their origin, their point of 

view  
 Especially honor special performances 
 Be open towards the private situation of the employees  
 

 

 9.3 Reliability 
 

 

We clearly and unambiguously state what we expect from the employees. We keep our word towards 
the employees. 
 
For example: 
 Clearly define work tasks 
 Before changes in the work tasks and conditions the employee is informed and a solution is found to-

gether 
 Change processes and crisis situations are discussed openly and in good time with the employee  
 

 

 9.4 Involvement (participation) 
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

We involve our employees in the development of our processes. We want to benefit from their exper-
tise and abilities. We hold them in esteem as experts for the work in our company. 

For example: 
 Involve employees in the development of products and services
 Jointly assess the experiences of the employees with customers
 Involve the employee in the planning of the own work area
 Enquire experiences with the working conditions and jointly agree on improvements
 Delegate management tasks to suitable employees/teams (shared management)
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10 Clarify and communicate values and 
principles 

 
 

Objective: 
We know the importance of our work. We have formulated binding values and principles towards which we orientate our-
selves. We actively live by the values and principles. 
 
 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

 10.1 Communicate the significance of the work in the company 
 

 

We communicate to the employees the benefit that we wish to create with our work towards custom-
ers and society. 
 
For example: 
 In our meetings with our employees we repeatedly address the general benefit that we wish to create 
 The benefit that we wish to create is specified in writing  
 The benefit that we wish to create is also formulated visibly towards the outside  
 

 

 10.2 Identifying fundamental values and principles 
 

 

We have a clear perception of the values that contribute to our company success. We have formulat-
ed the values and principles that are indispensable for us as a company. 
 
For example: 
 Values, respectively principles, amongst others appreciation, fairness, courage, team spirit, reliability, 

safety, health, adherence to deadlines, diligence, ambition, quality, customer satisfaction, tradition 
(company, sector, region), sustainability, innovation 

 Everyone in the company can answer the question: What makes us successful? 
 

 

 10.3 Communicating values and principles 
 

 

We make our values apparent for all employees. We ensure that the values remain alive. We there-
fore repeatedly make it apparent where the values are important for our work and how they should 
be lived in everyday work. 
 
For example: 
 Our values and principles are easily visible for everyone in the company on the intranet, in brochures or 

on notice boards 
 We pick up on examples where the employees have implemented our values  
 In our meetings with employees and customers we address the significance of the values  
 We organize a meeting or a workshop in which we discuss the implementation of the values (for exam-

ple annually) with the employees  
 We do not accept any transgression of our values and principles  
 We honor the special commitment to values that are especially important for the company  
 The values and principles are communicated to new employees during the training period  
 

 

 10.4 Living the values and principles by example 
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

As management staff we set a good example. We show how the values are implemented in practice. 
 
For example: 
 Regular discussions of the management staff how we implement the values in everyday life 
 In specific examples from our work we show how customer orientation, adherence to deadlines or ap-

preciation are put into practice  
 The employees give feedback how we are implementing the values  
 

 

 10.5 Further developing values and principles 
 

 

We repeatedly verify our values and principles. We discuss with the employees and customers at 
regular intervals whether the previous values and principles are still decisive for our company for 
the company's success. 
 
For example: 
 Verification of the external perception (ask customers, suppliers) 
 Adaptation to societal value changes  
 Discussion with customers, about which values are important to them (for example high quality versus 

adherence to deadlines/pricing)  
 Involvement of further external persons to become familiar with new perspectives  
 Exchange with other companies about their experiences and values; also utilize experiences in coopera-

tions  
 Consideration of sector and quality standards, for example from associations  
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11 Knowing one's own strengths and
weaknesses as executive

Objective: 
I sharpen my perception for my own person and for my effect on others. I invest in my own development. This allows me to 
specifically utilize my strengths and prevents my own weaknesses from becoming inhibiting factors. This is the basis for me 
being successful as management executive, without having to engage in pretense. 
The following check points are written in the I-form, as they involve personal characteristics of the respective executive. 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

 11.1 Clarity about my strengths and weaknesses

I create clarity about my own strengths and weaknesses as executive. I aspire to become aware of 
my personal peculiarities. 

For example: 
 I become aware what others appreciate in me and what they do not like
 I talk with others about my strengths and weaknesses – for example with my partner, acquaintances,

friends
 I utilize tests, coaching or workshops to acquire a clear picture of my strengths and weaknesses

 11.2 Request and accept feedback

I specifically obtain feedback on my behavior from my employees. I make it clear to myself that 
comments on my weaknesses help me to develop myself further. 

For example: 
 I regularly acquire (anonymized) management feedback
 I handle feedback constructively and do not justify myself
 I own up to mistakes; this is not a sign of weakness, but is regarded as strength

 11.3 Authentically engage with employees

I cannot be continuously successful if I do not do what fits for me. I aspire to be authentic and do not 
hide behind a role or mask. I can handle my personal weaknesses with self-confidence. 

For example: 
 Conduct conversations with employees about the atmosphere and the mode of interaction in the com-

pany without the employees having to be anxious about sanctions
 Actively seek the contact with the employees and also talk with them about private experiences

 11.4 Develop leadership competences further
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. 
In larger companies the term "company" used here can also be related to an area of responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

I consider how I can develop my competences further. I thereby utilize support, for example from 
friends, colleagues, advisers, coaches. 

For example: 
 I set myself goals, I conceive of measures and verify whether these goals have been achieved
 I participate in training courses for the development of my strengths
 I perceive coaching as being development support
 I utilize literature, self-tests

 INQA company check "Good medium-sized enterprises" – Point "Leadership"
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Offensive medium-sized enter-
prises – Good for Germany 

 
 
Medium-sized enterprises:  
Motor for Germany – Ideas for Germany 
 
Medium-size enterprises are the motor for ideas in Germany. More than three million small and medium-sized enterprises 
from handcraft, trade, industry and services are the driving force for growth, innovation and employment. Roughly 70 percent 
of the jobs and more than 80 percent of all training positions are offered by small and medium-sized companies. The stabiliz-
ing importance of medium-sized enterprises was even more apparent during the financial crisis. 

 
Offensive medium-sized enterprises – Good for Germany  
 
In the "Offensive medium-sized enterprises – Good for Germany" we work together to improve the success perspectives of 
medium-sized enterprises. We are social partners, professional associations, ministries, accident insurance carriers, health 
insurance providers and companies – in total roughly 200 partners. With the "Offensive medium-sized enterprises – Good for 
Germany" and with this check we make our contribution towards the skilled personnel offensive of the Federal Government 
(www.fachkraefteoffensive.de), as well as towards the medium-sized enterprises offensive of the Federal Government 
(www.bmwi.de). 

 
The goals 
 
Successful medium-size enterprises are healthy and innovative companies. We help to make as many medium-sized enter-
prises as possible successful. Good medium-sized enterprises demonstrate how to do it: in these companies the (new) quali-
ty of work is based on systematic and preventive management, consistent personnel development and binding, good com-
pany culture and innovation ability. As "Offensive medium-sized enterprises – Good for Germany" we have the following 
goals: 
 We promote the action conditions for good medium-sized enterprises and help as many enterprises as possible to re-

main competitive. 
 We help companies to preventively and innovatively structure their processes and to acquire and bind the best heads 

(and to be prepared for the demographic developments). 
 We want to bundle our energies for an effective support of medium-sized enterprises. 
 We promote the image of medium-size enterprises as motor for innovations in Germany. 

 
 
The path 
 
Our basic idea: good medium-sized enterprises take care of the good overall conditions in the company themselves – con-
sultants help the companies as required on the basis of mutual basic convictions and principles. 
 
The goals of the "Offensive medium-sized enterprises – Good for Germany" are implemented as follows: 
 Joint analysis instrument INQA company check "Good medium-sized enterprises" – For the first time we have 

compiled a joint analysis instrument (TARGET-ACTUAL comparison), with which every medium-sized business can 
quickly and easily identify their improvement potentials. 

 Structured access to available practical support – We are not reinventing the world. Our standards and our check 
lead to the most important and best practical support measures. We simplify and systematize the access to these sup-
porting offers. 

 Regional networks for regional location promotion – We transfer our basic convictions in the "Offensive medium-size 
enterprises – Good for Germany" to regional networks. Our tools promote joint action in the regions – for a new quality of 
work in medium-sized enterprises. We have access to many existing networks and promote the formation of new ones. 

 Training for consultants – we share our basic convictions with consultants for medium-sized enterprises. We do not 
stand in competition with established and well-proven consulting structures, but promote a joint basic understanding on a 
mutual basis according to the motto "better together". In our consultant database you will find all consultants who we 
have authorized to provide the consultation with the INQA company check "Good medium-sized enterprises" 
(www.offensivemittelstand.de) 
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 Image actions for medium-sized enterprises – through campaigns and events we support the competitiveness for 
medium-sized enterprises. 

 
Here you will find more about us: 
On the Internet: www.offensive-mittelstand.de 
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Participate! 
Help to support medium-size enterprises as decisive motor for ideas in Germany. Become a partner of the Offensive medi-
um-sized enterprises – Good for Germany". 

We are amongst others: 
 BDA Bundesvereinigung der Deutschen Arbeitgeberverbände e. V. (Federal Association of the German employer asso-

ciations)
 Zentralverband des Deutschen Handwerks e. V. (Central Association of the German handcraft)
 German Federal Employment Agency
 Bundesverband Mittelständischer Wirtschaft (BVMW, Federal Association of the medium-sized enterprises economy)
 Bundessteuerberaterkammer/ Deutscher Steuerberaterverband (Federal Chamber of tax consultants/ German tax con-

sultant association
 Networks of companies
 Chambers and guilds
 IG BCE Industriegewerkschaft Bergbau, Chemie, Energie (industrial union mining, chemicals, energy)
 Institut für Mittelstandsforschung Bonn (Institute for medium-sized enterprises research)
 BC Forschung (research company), Wiesbaden
 RKW Rationalisierungs- und Innovationszentrum der Deutschen Wirtschaft e. V. (Rationalisation and innovation center

of the German economy)
 Fachhochschule des Mittelstands (medium-sized enterprises technical college)
 Deutsche Gesetzliche Unfallversicherung (DGUV, German statutory accident insurance)
 Berufsgenossenschaft Rohstoffe und chemische Industrie (BG RCI, professional association raw materials and chemical

industry) (business office)
 Health insurance providers (AOK/BKK/IKK)
… In total roughly 200 partners.

You can contact us here: 

Offensive medium-sized enterprises – Good for Germany 
Theodor-Heuss-Straße 160 
30853 Langenhagen 
Telephone  06221 5108-22612 (Ms Hilbert) 
Fax 06221 5108-22198 
E-mail: info@offensive-mittelstand.de 
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SELF DECLARATION 

 
INQA-Check "Human resources management" 

 
The company 

 ___________________________  
 ___________________________  
 ___________________________  

Name / Address 

 
declares that good human resources management is implemented according to 

the INQA-Check "Human resources management" and the associated systematic 
and structured methodology. 

 
 

The self-declaration is based on the self-assessment dated 
 

 ___________________________  
with the document number 

 

 ___________________________  
 

The self-assessment was performed by the management on the basis of the 
INQA-Check "Human resources management". 

 
 

 ____________________________________   ___________________________________________  
Place / Date  Signature Managing Director 
 

The self-declaration is only valid together with the self-assessment and is limited to maximally 2 years. 
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Plan of measures INQA-Check "Human resources management" 

Check point Measure Priority Implementation   

   Responsible 
person 

Start: 

Date 

Control: 

Date 
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Our strengths as attractive employer 
Check point Strengths Internal communi-

cation 
External commu-
nication 
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[LOGO] 

INQA-Check "Health" 
Utilising the potentials for a healthy enterprise – self-assessment for 
enterprises 

HEALTH 

The INQA-Check "Health" was developed as self-assessment check and joint practice standard. The INQA-Check is 
published by the "Initiative medium-sized businesses – Good for Germany", an independent network under the umbrella 
of the "Initiative new quality of work" (INQA). It allows small and medium-sized enterprises to verify and utilise the 
potential of their health promotion and health management. The INQA-Check "Health" addresses all important areas in 
health promotion and health management. 

The Initiative new quality of work is a joint initiative of federal and state authorities, employer associations and 
chambers, trade unions, the German Federal employment agency, companies, social insurance carriers and trusts. Its 
objective: greater quality of work as key for innovative force and competitiveness at the economic location Germany. For 
this the initiative founded in the year 2002 offers inspiring examples from practice, advice and information offers, 
exchange possibilities, as well as a promotion program for projects that address the new personnel and employment 
policy approaches. 

The Initiative medium-sized businesses – Good for Germany promotes a successful, employee-oriented enterprise 
management through the development of modern medium-sized businesses and offers diverse regional support 
structures specifically for small and medium-sized companies. At present more than 250 partners cooperate in the 
"Initiative medium-sized businesses – good for Germany", amongst others federal and state organisations, corporate 
associations, professional associations, guilds, chambers of handicrafts, trade unions, mutual indemnity associations, 
health insurance providers, research institutes and service providers. 
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Contents 

INQA-Check "Health" 3 

How can the check be used? 5 

Starting assistance: Which topic of the check to start with? 7 

1 Healthy company (Strategy) 8 

2 Healthy working environment 10 

3 Healthy organisation 12 

4 Healthy management 14 

5 Healthy togetherness (company culture) 16 

6 Healthy behaviour 18 

Self-declaration 20 

Plan of measures 

Impress 

In the INQA-Check "Health" attention is given to a gender neutral notation. Where this is not possible, to favour improved 
readability the original grammatical gender is used for the classification of words. It is specifically noted here that the 
respectively different gender is also thereby addressed. 

INQA-Check "Health" 

281



INQA-Check "Health" 

 

INQA-Check "Health" – practice standard and self-
assessment for enterprises 
 
 
The health of the employees is the basis for a healthy company. This is substantiated by many good and successful 
companies. The INQA-Check "Health" shows how good companies promote and utilise the health of their employees for 
the company success. It summarises the experiences of these successful and innovative companies for you, as well as 
the understanding from scientific research. It was developed as self-assessment check and mutual practice standard of 
all partners of the Initiative medium-sized businesses. 
 
With the INQA-Check "Health" you can systematically develop the potentials of "Health" for your company: 
 
 A higher productivity and quality of the work 
 A greater job satisfaction and motivation 
 The preservation of the working ability of the employees 
 An improved working atmosphere and more cooperation amongst colleagues 
 A more pronounced identification of the employees with the company 
 A greater binding of the employees to the company 
 Lower number of ill employees 
 A better company image and more satisfied customers 
 A greater employer attractiveness for the acquisition of qualified professionals 

 
 The basic idea of the INQA-Check "Health" 
 
Through the processing of the INQA-Check "Health" you can obtain ideas for optimising your structures and 
processes in such a way that healthier working becomes possible. As component of the company culture, health is 
understood to be a topic that is taken into account in everyday decisions and actions by all parties involved in the 
company. 
 
With the development of the INQA-Check "Health" decisive quality standards were taken into account for the 
development of a systematic company health management (BGM, Betriebliches Gesundheitsmanagement). 1 The 
instrument can be utilised as systematic, low-threshold entry in the topic "Health". 
 
According to the prevention legislation, many measures of the company health promotion in the companies can acquire 
financial support (see point 1.3). 

 
 
Additional benefit: Verify legislative obligations 
 
The INQA-Check "Health" also helps you to verify the fulfilment of legislative obligations, for example in the area of 
company reintegration management (BEM) and several areas of occupational protection. The most important foundation 
of the company work protection is the performance of a risk assessment (ArbSchG § 5). The INQA-Check "Health" can 
be used as entry in the risk assessment on the topic of health. It makes the areas of action apparent in which you should 
become active together with your employees. The specific references to the statutory provisions are recorded in the 
online tool. 
 
 
 
 
1
 Deutsches Institut für Normung (German Institute for Standardisation, 2012). DIN SPEC 91020 Betriebliches 

Gesundheitsmanagement (company health management), Berlin; Leading Association of the statutory health insurance (GKV-
Spitzenverband) (Internet: May 27, 2013): Keyword "Betriebliche Gesundheitsförderung" (company health promotion), 
http://www.gkv-spitzenverband.de, Berlin; Leading Association of the statutory health insurance (publisher) (2014): Guidelines 
on prevention – fields of action and criteria of the leading association of the statutory health insurance for implementation of the 
§§ 20 and 20a SGB V (social security code), Berlin; DGUV (2011): Mutual understanding on the development of the prevention 
field "health in the company" through the carriers of the legislative accident insurance and the German legislative accident 
insurance (Deutsche Gesetzliche Unfallversicherung (DGUV)), Sankt Augustin; DGUV (2014) quality criteria in the prevention 
field GiB of the UV, DGUV (2014): Leadership and psychological health – professional concept, Sankt Augustin; Europäisches 
Netzwerk für Betriebliche Gesundheitsförderung (European network for company health promotion 2011): Luxemburg 
declaration on company health promotion in the European Union, Essen 
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 Who is the check for?
With the check above, mainly small companies can specifically verify how they are situated in relation to health. Larger 
companies will also find suggestions and ideas in the check. In addition, it is suitable for a guideline-supported 
consultation in small and medium-sized enterprises. 

 Who is behind the check?
The INQA-Check "Health" was developed by the Initiative medium-sized businesses – Good for Germany, an 
independent national network under the umbrella of the Initiative new quality of work (INQA) and passed by the plenum 
(the inside page of the title). 

The concept development and the moderation of the coordination process were performed through the Institute for 
company health promotion of the AOK Rheinland/Hamburg in Cologne together with the company BC Forschung in 
Wiesbaden. 

The development of the check was promoted by the Bundesministerium für Arbeit und Soziales (BMAS, Federal Ministry 
for labour and social affairs) and professionally accompanied by the Bundesanstalt für Arbeitsschutz und Arbeitsmedizin 
(BAuA, Federal Institute for work protection and occupational medicine). 

How can the check be used? 

 Starting assistance

The "Starting assistance" (page 7) provides an overview of the topic fields of the check and allows you to ascertain in 
which area you have the greatest need for action. 

 Processing the check

For the processing of the entire check you require approximately 45 minutes time. You can also select individual 
modules and process the topics step-by-step. Under www.inqa-check-gesundheit.de you will alternatively find an 
interactive version of the check. 

Process the six topics of the check and determine the need for action on the check points by ticking the corresponding 
field (green, orange, red). Unfold the plan of measures (rear cover page) and determine the specific measures that you 
wish to implement in your company. 

You will find suggestions and examples for suitable measures in the lists below the respective check points. You can 
also determine several measures for a check point. 

In the next column you prioritise your measures 

Priority 1 = short-term; 

Priority 2 = medium-term; 

Priority 3 = long-term. 

Finally you should determine who is responsible for the implementation of the measures, when the measure will be 
started and when the implementation of the measure will be verified. 

 Complete self-declaration

When you 

 have completely processed all six topics and all points of the cheque,

 have included, described and assigned the priority of ten measures in the plan of measures and

 have specified the responsible person, time and control,

then you have undertaken a complete self-assessment. You can then complete the self-declaration on page 20. 

With this self-declaration you document that with the INQA-Check "Health" you have undertaken a thorough assessment 
of your health management in the company. You can utilise the self-declaration as bulletin notice in the company. You 
should then, however, document the completed INQA-Check "Health" and the measures so that on request you can 
substantiate the correctness of the self-declaration (for example towards banks, insurance companies). 

The INQA instrument family of the self-assessment 
checks 
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The INQA-Check "Health" is a part of the INQA instrument family consisting of self-assessment checks and practice 
standards with which companies can develop their potential regarding the respective topics. 

The special features of all these instruments: 

 They were developed in consensus with all partners in the Initiative medium-sized businesses, as well as other 
relevant partners relating to the respective topic as practice standard and as self-assessment check. 

 They follow the same system and methodology (oriented towards the value creation process, continuous 
improvement, and description of good practice/status of occupational science, every topic on two pages, print and 
online). 

 They are a systematic assessment scheme and a low-threshold entry in the respective topic (also an entry in 
certified systems such as QM, AMS, ECO-Audit, quality certificates from institutes). 

 After complete processing of the respective self-assessment checks and practice standards every company can 
complete their self-declaration and thereby document that they systematically organise their company according to 
the respective topic ("CE-certification for the management"). 

 Further practical support from the partners of the INQA networks is available. 

The INQA-Check "Health" as well as all other self-assessment checks and practice standards were compiled by the 
Initiative medium-sized businesses within the scope of the Initiative new quality of work. The use of all instruments is 
free of charge. 

 
INQA company check "Good medium-sized businesses" 

 

Overall management 

INQA-Check 
"Human resources 

management" 

INQA-Check 
"Diversity" 

 
(in preparation) 

INQA-Check 
"Health" 

INQA-Check 
"Knowledge 

& 
competence" 

Central INQA topics 
for the overcoming of 
the demographic 
change and on work 
4.0 

Potential analysis "Innovation secures success" 
GDA-ORGAcheck – Occupational safety with method 
Potential analysis "Company education" 

Further more detailed 
topics for a 
successful company 
development 
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Starting assistance: Which topic of the check to start with? 

With this starting assistance you will discover in which of the six topics areas of the INQA-Check "Health" you above all 
have special need for action. These are the topics you should start with. 

The eleven topics of the INQA-Check "Health" Need for action Start with 
these topics 

At present no need for action Need for action Urgent need for action

 1. Healthy company (Strategy)

We are an economically successful and health-oriented company. 

We preserve and promote the health of our employees and ensure safe, healthy 
and motivating working conditions. 

With our customers, with investors, in the region and with potential employees we 
are perceived as an attractive and healthy company. 

 2. Healthy working environment

We value a working environment that preserves and promotes the health and 
performance ability of the employees. We attend to a corresponding work 
organisation and provide suitable working resources. 

 3. Healthy organisation

We ensure that health is taken into account in all relevant company decisions and 
is lived in everyday actions (culture of prevention). In the work planning and 
organisation we take the knowledge and the diversity of the employees into 
account. 

 4. Healthy management

We offer our employees a requirement-oriented further training so that they can 
accommodate to the requirements of our company. For this we utilise appropriate 
support and promotion possibilities. 

 5. Healthy togetherness (company culture)

We know that an appreciative and respectful interaction with each other promotes 
the health as well as the performance ability and willingness of the employees. We 
specify measures for the promotion of a good working atmosphere and verify their 
effectiveness. 

 6. Healthy behaviour

We know that the health of our employees significantly contributes to our 
economic success. We specifically support the own responsibility of the 
employees through offers for a healthy working and living style. 
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1 Healthy company (Strategy) 
 

 
Objective: 
We are an economically successful and health-oriented company. We preserve and promote the health of our employees and 
ensure safe, healthy and motivated working conditions. With our customers, with investors, in the region and with potential 
employees we are perceived as being an attractive and healthy company. 
 
 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. In larger companies the term "company" used here can also relate to a specific area of 
responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

  1.1 Health and employer attractiveness 
 

 

It is important for us that with our customers, with investors in the region and with potential employees 
we are perceived as being an attractive and healthy company ("health" as part of the strategy towards 
the outside). 
 
We amongst others make it clear that: 
 Our products and services are safe and prepared in accordance with health needs 
 We place value on the psychological and physical health of our employees, for example risk assessment, 

organisation of the working conditions, qualification 
 Through health promotion we also wish to further increase the satisfaction and the identification of our 

employees with the company 
 The topic health and the safe organisation of the work do not stop at our company borders (value creation 

chains, suppliers, products etc.) 
 
For example implemented through: 
 Press and public relations work, for example advertising, open house days, home page, flyers etc. 
 Involvement in non-profit organisations, for example sports clubs, healthy region 
 Commendations, for example health award 
 Certifications, for example work protection management system (AMS, Arbeitsschutzmanagement-

System), INQA-Audit 

 
One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 

 

 1.2 Health of the employees as company goal 
 

 

Preserving the health of our employees and promoting it is one of our corporate goals. Our employees 
know that their health has a great importance in our company and is taken into account in all relevant 
company decisions. 
 
Important for the health of the employees are for example: 
 Utilization of risk assessment and continuous improvement process (KVP) 
 Appreciative management, good working atmosphere, fair interactions with each other 
 Well-designed and disruption-free working procedures 
 Health-conforming planning of business trips or journeys 
 Open communication and good information flow, trusting cooperation 
 Utilise the experience and knowledge of the employees in the work planning and design. Ability-conforming 

work deployment (avoid over-challenging and under-challenging) 
 Personal development and qualification 
 Clear rules for conflicts (conflict management) 
 
You will possibly find the position of the company management again regarding health: 
 In the guiding principles 
 In the management principles, in internal directives 
 In the performance of risk assessments 
 In the observable behaviour of management staff 
 

 

 1.3 Resources for the promotion of health 
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. In larger companies the term "company" used here can also relate to a specific area of 
responsibility. 

Need for 
action 

We know which resources are available for the implementation of the company goal "health" and which 
resources we additionally require. We make the necessary resources available and utilise internal and 
external support possibilities. 
 
Own resources are for example: 
 Budget for health, time budget for the company actors 
 Health knowledge and competences of the employees, for example trainer licences 
 Company doctor, specialist for work safety, safety officer, first line helper 
 If available: Involve works committee/staff council with questions regarding work and health protection 
 
External offers and supporters are for example: 
 Health insurance providers support the development of health-promoting structures and promote 

awareness for a healthy living and working style 
 Professional associations/accident insurance providers and pension insurance providers give support with 

questions regarding safety and health during work 
 External technical safety and/or occupational medicine support 
 Advice offers of the social partners (employer associations, trade unions) and further associations, guilds 

and chambers 
 Promotion programs, for example company value: human, potential consulting NRW 

 
 The preventive care legislation provides for health insurance providers supporting companies in 

implementing company health promotion. The health-promoting measures that employers offer their 
employees can in addition be claimed for tax deduction according to § 3 No. 34 income tax law (EStG). 
Per employee the maximum amount is 500 euros per year (for further information on this enquire from tax 
adviser). 

 

 

 1.4 Company cooperations 
 

 

We utilise cooperations with other companies to be able to implement health measures more 
economically and more effectively and to exchange experiences. 
 
Possible contents of the cooperations are: 
 Exchange of experiences with other companies from the neighbourhood/region about the possible joint 

utilisation of health offers 
 Organisation of joint catering offers 
 Joint exercise and relaxation offers, courses and workshops 
 Health events/days in association 
 Company external utilisation of psychosocial counselling under maintenance of the anonymity, for example 

addiction counselling, burnout, nursing care for next-of-kin 
 Joint organisation of childcare and nursing offers 
 Joint technical safety and work medicine support (pool support) 

 
 For this utilise the offers from external experts and health providers, such as for example from health 

insurance providers, professional associations/accident insurance providers, sports clubs, health 
centres, physiotherapists, psychosocial counselling 
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2 Healthy working environment 

Objective: 
We value a working environment that preserves and promotes the health and performance ability of the employees. We attend 
to a corresponding work organisation and provide suitable working resources. 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. In larger companies the term "company" used here can also relate to a specific area of 
responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

 2.1 Ergonomic workplace design

We design the workplaces so that the employees enjoy coming to work and can provide high 
performance 
work. We thereby also take individual characteristics such as age, size and gender into consideration. 

For example we consider: 
 Lighting
 Room climate
 Noise
 Working heights and grasping areas
 Draughts
 Floor structure
 Freedom of movement and freedom from barriers at the workplace
 Company-internal traffic, respectively company-internal traffic routes
 Workstation and software ergonomics

 Utilise the offers from your professional association/accident insurance provider and the health
insurance providers

 For the work protection organisation of your company also review the "GDA-ORGAcheck – work
protection with method"(www.gda-orgacheck.de)

 2.2 Working resources and protective equipment

We provide working resources according to the current status of technology and the personal 
protection equipment (PPE) to allow safe, health-conforming and efficient work. 

This for example includes: 
 Ergonomic workplace equipment (furniture such as for example height-adjustable working tables, standing

support, ergonomic working chairs)
 Lifting and carrying aids
 Personal protection equipment (PPE), such as for example hearing protection, eye protection, protective

gloves, foot protection, body protection

 2.3 Social, sanitary and emergency facilities

Sanitary facilities, staff rooms and emergency facilities are available for the employees. 

This for example includes: 
 Changing, washing and toilet rooms
 Break and/or staff rooms
 First aid facilities and equipment necessary for this, for example first aid boxes, eye rinses, as well as their

maintenance
 If applicable, resting rooms for pregnant and breastfeeding women

 2.4 Cleanliness and hygiene

We ensure that our workplaces as well as the sanitary facilities and social rooms are clean and tidy. 
They are regularly cleaned. Corresponding responsibilities are regulated. 

These aspects are for example described in: 
 Cleaning plan
 Skin protection plan
 Hygiene/disinfection plan
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3 Healthy organisation 
 
Objective: 
We ensure that health is taken into account in all relevant company decisions and is lived in the everyday actions (prevention 
culture). In the work planning and design we take the experiences and the knowledge of the employees and their diversity into 
account. 
 
 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. In larger companies the term "company" used here can also relate to a specific area of 
responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

 3.1 Health in the areas of responsibility 
 

 

We have integrated the topic health in the areas of responsibilities and task description of our 
management staff. 
 
Examples for this are: 
 With management staff we agree that the topic health is specifically implemented in their area, for example 

in objective agreements and work instructions 
 Enable and support management staff in the implementation of the topic health 

 
 For the work protection organisation of your company the "GDA-ORGAcheck – work protection with 

method" (www.gda-orgacheck.de) provides support 

 

 

 3.2 Risk assessment, baseline situation review and control 
 

 

Under involvement of the employees we analyse the work conditions and organisation possibilities so 
as to find suitable measures and verify their efficacy. 
 
Criteria for the baseline situation review and control are for example: 
 Risk assessments 
 Analysis of data, such as absences, work and travel accidents, first aid services 
 Workplace inspections 
 Employee meetings to take experiences of the employees into account 
 Workshops with employees (work situation analyses and health circle) 
 Employee survey, satisfaction analysis 
 Meetings with employees after illness, specialists, consultants (such as specialist for work safety, company 

doctor, prevention consultant of the health insurance providers) 
 
For larger companies: 
 Involvement of the works committee/staff counsel 
 Additionally utilise supporting structures (for example control circle health, work protection committee) 

 
 If required, involve your specialist for work safety, your company doctor, your health insurance provider 

or your professional association/accident insurance provider. Utilise sample risk assessment for 
individual sectors: www.gefaehrdungsbeurteilung.de 

 Here you will find aids for the implementation of the risk assessment for psychological stresses: 
www.gda-psyche.de/DE/Handlungshilfen/Gefaehrdungsbeurteilung/inhalt.html, as well as under the 
online pages of the ZDH: 
www.zdh.de/themen/soziale-sicherungssysteme/unfallarbeitsschutz.html 

 
One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 

 

 3.3 Healthy work organisation 
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. In larger companies the term "company" used here can also relate to a specific area of 
responsibility. 

Need for 
action 

We optimise the work organisation and processes to keep the burdens of the employees low and to 
maintain a high level of their motivation. We thereby take the experiences and competences of the 
employees into account. 
 
Suggestions from everyday practice: 
 Clear directive and decision authorities 
 Promotion of independent action 
 If possible task change/mixed activity 
 Appropriate and transparent performance/time specifications, if possible take life situation/interests of the 

employees and family-related requirements into account 
 Clear agreements on achievability 
 Clear agreements on interfaces in the team 
 Observance of break times, offers for active break organisation 
 Avoidance of over-challenging 
 Deputization specifications or other agreements for vacation and illness 
 Support in the interaction with customers and clients ("friendliness pressure") 
 Information on safe driving, carpools and business trips 

 
One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 

 

 3.4 Personnel deployment 
 

 

In the deployment of personnel we attend to the individual abilities and interests of our employees. 
Qualifications, competencies and health requirements of the employees are regularly harmonised with 
the work requirements. 
 
In the personnel deployment the following aspects are for example to be observed: 
 Work tasks consistent with the knowledge, competencies and qualifications 
 Flexible work time organisation, for example support compatibility of work and family, health-conforming 

shift work and planning of business trips and travels 
 Completeness and variety of the work task 
 Professional competencies for the activities – if applicable additional qualification 
 Individual ideas and development potentials of the employees 
 Deployment of employees with restricted performance ability (illness or disability) 
 Comprehensive training and instruction of new employees 
 Occupational medicine preventive care and if applicable suitability examinations 

 
 For this also utilise the INQA-Check "Knowledge & competence" (www.inqa-check-wissen.de) and the 

INQA-Check "Human resources management" (www.inqa-check-personalfuehrung.de) 

 

 

  3.5 Illness-related absence of employees 
 

 

We systematically attend to employees afflicted with illness, especially with long-term and/or frequent 
illnesses. We thereby show our appreciation towards the employees and utilise their feedback to 
resolve possible causes for job-related illnesses in the company. 
 
The following steps have for example proven to be beneficial: 
 Speak confidentially with employees who are ill more frequently or for a longer period of time 
 Consider the work activity and work conditions of the concerned person and if applicable adjust them 
 Offer support for reintegration to employees who are ill for more than six weeks within a year, (BEM – 

company reintegration management) 
 Correspondingly qualify management staff (sensitise them for their role in company reintegration 

management) 

 
 With work disability of more than six weeks within a year, a company reintegration management (BEM) is 

specified through legislation according to § 84 section 2 SGB IX (code of social law). Within the scope of 
this, suitable measures are to be specified. With questions regarding BEM you can utilise the offers of the 
pension insurance, the integration authorities, the health insurance providers and the professional 
associations/accident insurance providers. 

 

 

 
 
 

4 Healthy management 
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Objective: 
We are aware that our management behaviour affects the health and thereby the performance ability and willingness of our 
employees. We ensure an appreciative mode of interaction and that our employees wish to and can deploy their abilities. This is 
regularly discussed in our management meetings. 
 
 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. In larger companies the term "company" used here can also relate to a specific area of 
responsibility. 

Need for 
action 

At present no need for action  Need for action  Urgent need for action   

 4.1 Prerequisites for healthy management 
 

 

We create the best possible prerequisites for our employees so that they can implement their work 
tasks with motivation, productively and in conformance with health requirements. Corresponding 
management behaviour is regularly discussed and if applicable developed further through additional 
training/individual coaching. 
 
A health-oriented management includes for example: 
 Activate and promote own responsibility of the employees 
 Respect and appreciative mode of interaction, express praise and recognition 
 Give constructive and honest feedback on the work results (praise and criticism) and jointly seek for 

improvement possibilities, handle deficiencies constructively 
 Give backup support with difficult work conditions and private situations 
 Give understanding and support for employees who care for children or provide nursing care for next-of-kin 
 Show interest for the needs and health of the employees 
 Take the experiences and the competences of the employees into account 
 The best possible holistic task organisation that is consistent with the competences and interests of the 

employees 
 Create leeway for actions and decisions 
 Have an open ear with extra burdens and with over-, respectively under-challenging 
 Sensitise employees for a healthy living and working style 
 Regularly conduct employee meetings and undertake agreements on the development possibilities 
 
Health-oriented management can for example be promoted through: 
 Regular discussion of the topic in meetings with management staff 
 Job descriptions of the management staff/management guidelines/management principles 
 Training and advanced training of the management staff ("healthy employee management") 
 Company agreements/goal agreements 

 
 Utilise the offers of the health insurance providers and professional associations/accident insurance 

providers on the topic "Healthy management". 

 The project psyGA from the Initiative new quality of work offers practical support and instruments for 
management staff under psyga.info/ueber-psyga/angebote. 

 

 

 4.2 Clear specifications and consistent actions 
 

 

We continuously inform all employees about further training possibilities that are initiated, offered and 
supported through us. 
 
Suggestions from everyday practice: 
 Inform over the intranet or on the notice board 
 Management staff specifically recruit for further training offers and make suggestions 
 Specify contact partner for further training in the company 
 Inform in work, area or team meetings 
 Prepare and publish further training catalogue with tried and tested service providers and formats 

 
One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 

 

 4.3 Information flow 
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. In larger companies the term "company" used here can also relate to a specific area of 
responsibility. 

Need for 
action 

The employees receive all the information necessary for the work from us in good time. Thereby the 
health- and safety-relevant aspects of the work are taken into account. 

Suggestions from everyday practice: 
 Personal discussions with the employees, work and team meetings
 Instruction, for example in new workplaces, in new tasks, new machines
 Clear information and communication channels accessible for everyone
 Regular safety instructions, for example on work task, first aid
 Instruction signs, notices, for example wear hearing protection

 Make use of information materials on health-relevant aspects from the health insurance providers and
professional associations, accident insurance providers and other organisations.

One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 4.4 Role model function

As management staff I am aware of my role model function and act as an example with safety- and 
health-oriented behaviour. 

Suggestions from everyday practice: 
 Observance of brakes
 Knowing and observing the personal pressure limits
 Using the personal protective equipment
 Further training, qualification, utilisation of the health offers in the company
 Not living presenteeism as an example
 Reflecting own strengths and weaknesses
 A healthy living and working style

 4.5 My health as manager

The success and the future of the company are amongst others dependent on my health. To 
successfully manage my area/company and to be able to work productively myself I look after my 
health. 

Amongst others I attend to: 
 Healthy nutrition, sufficient exercise and sport, sufficient sleep
 Regular breaks and regeneration phases
 Preventive medical check-ups
 Maintenance of social contacts, work-life balance
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5 Healthy togetherness (company culture) 

Objective: 
We are aware that appreciative and respectful interactions with each other positively affect the health, as well as the 
performance ability and willingness of our employees. We specify measures for the promotion of a good company atmosphere 
and verify their effectiveness. 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. In larger companies the term "company" used here can also relate to a specific area of 
responsibility. 

Need for 
action 

At present no need for action Need for action Urgent need for action

 5.1 Forms of interaction

We maintain an appreciative form of interaction as reliable foundation for a trusting cooperation. 

We promote this for example through: 
 A friendly, respectful, open and fair mode of interaction with each other
 Opportunities for informal exchange, for example coffee kitchen
 Jointly specified "rules" for interaction with each other, for example agreements/guiding principle
 Workshops on respectful interactions with each other
 Workshops on de-escalation measures, for example in interactions with customers

One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 5.2 Feedback on management behaviour

Our employees have the possibility to provide feedback on management behaviour, to improve the 
communication between management staff and employees, the satisfaction of the employees as well 
as the mutual understanding. 

Suggestions from everyday practice: 
 Externally moderated employee workshops without management staff, which also pick up on the topic of

management behaviour
 Performance of structured interviews with employees, which also address the topic of management

behaviour
 Questionnaire surveys on management behaviour
 360°-Feedback – management staff receive feedback about their (management) behaviour from superiors,

other management staff, employees and customers/suppliers

With all measures a comprehensive preparation is necessary: For example talks with management staff and 
employees, if possible external assessment and presentation of the results with plan of measures for the 
improvement; confidentiality of the data and anonymity of the employees must be ensured. 

Consultants from the health insurance providers and your professional association/accident insurance provider 
help in the implementation, for example moderation of workshops, performance of surveys. 

One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 5.3 Mutual support

We mutually support each other in the implementation of a healthy living and working style. 

Suggestions from everyday practice: 
 Be a mutual role model and give each other corresponding feedback
 Mutually ensure a health-conforming working mode, for example when lifting and carrying loads
 Collegial support with temporary work overload
 Engage in exchange regarding healthy eating and drinking behaviour
 Undertake joint exercise and relaxation breaks
 Acceptance and support of health-restricted employees
 Mutual understanding for family-related requirements, such as child-rearing or the nursing care of next of

kin
 If available: safety officers support safe and healthy work
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether you 
see any need for action. In larger companies the term "company" used here can also relate to a specific area of 
responsibility. 

Need for 
action 

 5.4 Information exchange

With us all employees exchange relevant information for an optimum work process with individuals 
and management staff that concern them. This is a prerequisite for a friction-free procedure, as well as 
a positive work result and helps to avoid discord amongst each other. 

We do this for example by: 
 Motivating employees for active and open exchange, for example in team discussions or transfer meetings
 Providing employees an opportunity for regular professional exchange
 Encouraging employees to engage in exchange about work procedures and if applicable occurring

problems and questions
 Take specific requirement situation of employees in other work forms into account, for example Mobile,

Home office
 Encourage employees to introduce their improvement suggestions

One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 5.5 Handling of conflicts

We have procedures to constructively resolve conflicts (between employees, between management 
staff or between employees and management staff). 

Suggestions from everyday practice: 
 Enable management staff to not take criticism and indications for deficiencies personally, but to see them

as invitations for improvement (open and professional conflicts and deficiency culture) – topic and
agreement in management meetings

 Encourage employees and management staff to initially resolve their conflicts amongst each other
 Clear specification on who is to become involved with non-agreement on the conflict resolution
 If applicable involve external supporters, for example mediator, colleagues
 In the conflict clarification implement regulations for the future mode of interaction with each other
 Offer training measures on conflict management

 On the topic of "healthy togetherness" also review the INQA-Check "Human resources management ",
topic 5: Good company atmosphere (www.inqa-check-personalfuehrung.de)
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6 Healthy behaviour 
 
 
Objective: 
We understand that the health of our employees significantly contributes to our economic success. We specifically support the 
own responsibility of the employees through offers for a healthy working and living style. 
 

Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether 
you see any need for action. In larger companies the term "company" used here can also relate to a 
specific area of responsibility. 

Need for action 

At present no need for action  Need for action  Urgent need for action   

 6.1 Healthy working style 
 

 

We motivate our employees to perform their work healthily and safely. We enable them to 
implement health and safety requirements and strengthen their own responsibility and health 
competence. 
 
Health competence for example includes knowledge about: 
 Work protection specifications, for example utilisation of the technical safety facilities, wearing of the 

personal protection equipment, safe handling of hazardous substances, hygiene regulations, skin 
protection plan, maternity leave 

 Health significance of the observance of working times and breaks ("regeneration ability") 
 Back-conforming work 
 Handling of stress (competence in stress management) 
 Interaction with customers/patients etc. ("friendliness pressure") 
 Handling of emotionally challenging events 
 
Methods/instruments for promotion of the health competence are for example: 
 Instructions (regularly and event-related) 
 Behaviour training at the workplace, for example back fitness at the workplace 
 Health information (brochures, lectures, e-learning) 
 Encourage employees to inform superiors and colleagues regarding safety deficiencies and health 

hazards 
 Openly and reproducibly address improvement suggestions 
 Communication of health-related information in team meetings 
 Health consultation hours and individual consultations 
 Workshops on stress and time management, life balance etc. 
 Enabling of employees to perform simple health offers (for example exercise breaks or relaxation 

exercises) 

 
 Utilise the offers of the health insurance providers and professional associations/accident insurance 

providers on the topic "Healthy management". 

 The project psyGA from the Initiative new quality of work offers practical support and instruments for 
management staff under psyga.info/ueber-psyga/angebote. 

 
One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 

 

 6.2 Healthy lifestyle 
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Successful practice 
Compare the described practice and the examples with your own situation and assess yourself whether 
you see any need for action. In larger companies the term "company" used here can also relate to a 
specific area of responsibility. 

Need for action 

Within the scope of our possibilities we promote a healthy lifestyle of our employees through 
corresponding company-internal and company-external offers. 
 
The following offers can for example thereby provide support: 
 Healthy catering offers, provisioning of fruit and water 
 Information on healthy nutrition, for example event days "Healthy eating" 
 Individual exercise and nutrition consultation through external service providers, allowance for fitness 

studio 
 Health consultation hours in the company 
 Internal or external ("company neighbourhood") sports and exercise offers, workshop offers on 

relaxation and recuperation, for example yoga 
 Organisation of exercise offers such as for example running meetings and Nordic walking 
 Information on accident and health protection at home and during leisure time 
 Motivation for using stairs and bicycle 

 
 Utilise the offers of the health insurance providers (according to § 20b SGB V), regional health 

service providers, such as fitness studios, clubs etc. 

 
One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 

 

 6.3 Health events 
 

 

We regularly conduct health events to sensitise our employees for a healthy living and working 
style. We thereby take the wishes and suggestions of our employees into consideration and 
motivate them to participate in the events. 
 
Health events can for example be: 
 Motivation and information campaigns, for example step counting competition, posters on harmonising 

exercises, nutrition, relaxation and exercise tips, healthy and safe behaviour on the daily journeys 
 Experience-oriented events (coordination course/intoxication glasses/smoothies/massage) 
 Event "Identifying safety deficiencies and health hazards" 
 Health check-ups, such as measurement of blood pressure/pulse, blood glucose, cholesterol, 

endurance test 
 Organisation of a health day event – if applicable in cooperation with neighbouring companies 
 Team events for example high-rope garden, company run 
 Teaser courses (for example relaxation, Nordic walking, back school 
 Individual health consultation, for example nutrition, exercise, relaxation 

 
 Voluntary nature, data protection, health suitability and a suitable qualification of the involved 

trainer/lecturer must be ensured. For this utilise the offers of the health insurance providers (§ 20b 
SGB V) and the professional associations 

 
One of our strengths that we specifically want to communicate in marketing to be attractive for customers and/or 
employees. 

 

 

 6.4 Addiction prevention and help 
 

 

We create a working environment that counteracts addiction-related behaviour and support 
employees who have addiction problems, for example alcohol, medication, drugs, nicotine, 
gambling, Internet addictions 
 
Suggestions from everyday practice: 
 Removal of taboos, information and education through events and information material 
 "Look – don't look away": Identification and addressing of addictive substance abuse/ascertainment of 

need for action and planning of measures 
 Alcohol prohibition in the company/zero per mill alcohol at the workplace 
 Smoke-free company/smoker de-habituation program 
 Individual addiction counselling/company doctor addiction consultation hour 
 Company agreement "addiction" to regulate the company procedure, the role of the management staff 

as well as company and external contact partners 
 Networking with external help/counselling offers/regional services 
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SELF-DECLARATION 

 
INQA-Check "Health" 

 
The company 

 ___________________________  
 ___________________________  
 ___________________________  

Name / Address 

 
declares that according to the INQA-Check "Health" and the associated 

systematic and structured methodology good human resources 
management is implemented. 

 
 

The self-declaration is based on the self-assessment dated 
 

 ___________________________  
with the document number 

 

 ___________________________  
 

The self-assessment was performed by the management on the 
basis of the INQA-Check "Health". 

 
 

 ____________________________________   ___________________________________________  
Place / Date  Signature Managing director 
 

The self-declaration is only valid together with the self-assessment and is limited to maximally 2 years. 
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Note on GDA-ORGAcheck

The individual checkpoints of the topics contained within GDA-ORGAcheck do not comprise one 

single aspect or characteristic to be checked, but rather each examines several aspects and 

characteristics as a process. The user should examine and assess this overall process and look for 

sustainable solutions and measures. In the online version, the user is given suggestions and 

information on solutions in the chapter “What must be done, what can I do?”.

The development of GDA-ORGAcheck was supported by the German Federal Ministry of Labour and 

Social Affairs (BMAS) (“Projekt AKTIV – AKTIVierung neuer und bestehender Partner für die 

intensivere Nutzung der INQA-Referenzinstrumente zur Unterstützung von KMU – 00195.13”).

> Occupational physician: As per the law governing occupational physicians, safety engineers and other 
occupational safety professionals, every employer is obliged to appoint occupational physicians. The 
occupational physician is a consultant specially qualified in occupational medicine and who supports 
the employer in all matters relating to occupational safety and health. This includes questions such as 
how to implement preventive occupational examinations, ergonomic matters, questions about work 
rhythm, working times and rules on breaks, on the design of workplaces or on risk assessment. The 
occupational physician has no authority to issue instructions and is not subject to instructions. The 
required times are dependent on the number of employees and the type of hazard in the company / in-
dustry as well as on the respective company-specific conditions.

> Safety representatives: The employer must appoint a safety representatives in writing in companies 
with more than 20 employees. Safety representatives are responsible for a business unit manageable 
for them, e.g. a department or production area that they know and in which they are known and re-
spected by the other employees. They have the task of supporting the persons responsible for occu-
pational safety and health in the company directly at the workplace by working towards safety and 
health-conscious behaviour among colleagues. Safety representatives do not bear responsibility for 
occupational safety and health. As a result, persons with management responsibility, e.g. masters or 
foremen, should not be appointed safety representatives.

> Standard consulting model: If a company has more than 10 employees and does not participate in the 
alternative consulting model/employer model (see key term), as per the German Occupational Safe-
ty Act (ASiG) and DGUV accident prevention regulation 2, the company is obliged to provide occupa-
tional physicians and occupational safety professionals for occupational medicine and safety-related 
consulting. This complete consulting by the occupational physician and occupational safety profes-
sionals is called basic consulting. Overall occupational medical and safety-related consulting consists 
of basic consulting and company-specific consulting. Depending on the corporate requirements, the 
companies must identify, communicate and allocate the tasks of the occupational physicians and 
occupational safety professionals in consultation with the workers’ representatives and confirm the 
agreement in writing. They are obliged to accept advice from the occupational physician and from the 
occupational safety professional in this matter.

> Suitability: The suitability of a person is the total sum of their attributes that enable them to success-
fully perform a given duty. This includes professional and personal suitability. Professional suitability 
comprises specialist attributes such as the professional skills, knowledge, abilities and experiences of 
a person. A person can acquire the required professional suitability through training measures as well 
as by gathering experience during the course of their career or through occupational safety and health 
briefings. Personal suitability comprises physical and mental attributes such as seeing and hearing 
ability, mobility, ability to lift heavy loads, social skills or reliability.

13GDA-ORGAcheck

GDA-ORGAcheck action plan

Company:

Date:

Processor:

Please enter the measures you specify when processing GDA-ORGAcheck. Enter the number of the checkpoint in GDA-ORGAcheck in the 
“number” column. In the “Priority” column you can specify the importance of the measures (1 = very urgent; 2 = urgent; 3 = implement in 
the medium term).

Number Measures for improving occupational 
safety and health organisation

Priority

Responsible:

Until:

Check:
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Preliminary note
Systematic occupational safety and health pays off   2

GDA-ORGAcheck
1. Responsibility and delegation   4
2.  Checking OSH tasks and OSH obligations   4
3.  Consulting by occupational physicians and safety professionals, OSH committee   5
4.  Competence in occupational safety and health   6
5.  Organisation and implementation of risk assessment   6
6.  Instruction of employees   7
7.  Offi  cial operating conditions and directions   7
8.  Legal provisions for occupational safety and health   8
9.  Representatives / worker’s representatives   8
10.  Communication and improvement   9
11.  Preventive occupational examinations   9
12.  Planning and procurement   10
13.  Contractors and suppliers   10
14.  Agency workers and employees on temporary contracts   11
15.  First aid and emergency measures   11

Glossary   12 

Contents

Basic version
 > Consists of the six most important elements (1 to 6)
 > Allows fast introduction
 > Online version (www.gda-orgacheck.de) must be at least processed in order to perform 

comparisons with other companies (benchmark)

Full version
 > Adds elements 7 to 15 to the basic version
 > Contains further important elements for the organization of safety and health at the workplace
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GDA-ORGAcheck allows small and medium-sized enterprises 
to check and improve their occupational safety and health or-
ganisation. As such, GDA-ORGAcheck assists them in utilising 
the potential of a well-organised occupational safety and 
health concept for a failure-free work organisation as well as 
providing support in increasing the competitiveness of the 
company.
For this purpose, the occupational safety and health organi-
sation must be structured in such a way that the safety of 
the employees is guaranteed and their health protected. This 
is most successful when occupational safety and health is 
taken into account in all company decisions and is thereby in-
tegrated in all operational processes as a matter of course. A 
systematically organised and applied occupational safety 
and health concept brings a variety of benefi ts for every com-
pany:
> For example, fault-free operation is achieved through

· systematic planning of work,
· procurement of safe work tools and materials,
· use of safe technology,
· providing information to employees regarding proper,

safe working methods in good time,
· avoiding work accidents and near misses.

> The motivation, and thereby productivity, of the emplo-
yees is encouraged by, for example,
· ergonomically designed workplaces,
· work scheduling that takes into account employee per-

formance,
· appropriate workload without excessive or insuffi  cient

burden,
· avoiding work-related health risks as well as high num-

bers of staff  on sick leave.

> A continuous improvement of the work processes is
achieved through, for example,
· a systematic, foresighted and thereby preventive work

structure,
· targeted continuous use of risk assessment in order to

identify hazards and procedural errors at an early stage
and introduce corrective measures,

· involving employees in order to utilise their experience
to attain a fault-free work process,

· involving specialists for work structuring, occupational
physicians and occupational safety professionals.

> Operational responsibility is fulfi lled through systematic
adherence to legal stipulations regarding occupational
safety and health.

The check enables weaknesses in the occupational safety and 
health organisation to be identifi ed in a targeted manner and 
any necessary improvement measures to be taken.

What‘s special about GDA-ORGAcheck?
GDA-ORGAcheck is an instrument jointly developed by the 
German central government, federal state governments, Ger-
man social accident insurance institutions and social part-
ners within the scope of the Joint German OSH Strategy – 
GDA – for the self-assessment of occupational safety and 
health organisation.
GDA-ORGAcheck is primarily aimed at small and medi-
um-sized enterprises, as it presents key organisational duties 
relating to occupational safety and health to be implemented 
in companies in a compact and easily comprehensible man-
ner.
The check is part of the GDA work programme “Improving the 
organisation of occupational safety and health”, presents the 

Systematic occupational safety and health pays off
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most important contents of the checks required within the 
scope of the work programme in a clear way and allows com-
panies to perform their own self-assessments.
At the same time, GDA-ORGAcheck will also be used as a new 
reference instrument for “Off ensive Mittelstand – Gut für 
Deutschland” (Promoting SMEs – Good for Germany) and “Ini-
tiative New Quality of Work” (INQA) and will thereby comple-
ment the INQA “Guter Mittelstand” (Good SMEs) company 
check on the subject of occupational safety and health 
(www.inqa-unternehmenscheck.de). The INQA company 
check allows occupational safety and health to be systemati-
cally integrated in the company management.

What are the benefi ts of GDA-ORGAcheck?
GDA-ORGAcheck …
> is a self-assessment tool for small and medium-sized

enterprises for analyzing and improving the quality of
their occupational safety and health organisation,

> allows companies to review their own occupational safety
and health status,

> improves occupational safety and health organisation,
> facilitates fault-free operation and product quality and

thereby improves the competitiveness of the company,
> helps avoid costs resulting from accidents or faults,
> provides support in the systematic implementation of risk

assessment,
> can also be used by larger companies for assessing their

suppliers, partner companies and contractors,
> is a good preparation for the corporate measures contai-

ned within the GDA work programme “Improving the orga-
nisation of occupational safety and health”,

> is the fi rst step towards introducing an OSH management
system,

> allows benchmarks against other participating companies
using the online tool.

Using GDA-ORGAcheck
How to work the GDA-ORGAcheck? Go through the two to fi ve 
questions on the individual topics in GDA-ORGAcheck and as-
sess the condition of your occupational safety and health or-
ganisation on the individual questions using the traffi  c light 
rating system. Then specify the need for action for the topic 
as a whole (traffi  c light rating).
Go to the inside back page and, in the action plan, enter the 
measures you wish to realise in your company in order to im-
prove your occupational safety and health organisation.

GDA-ORGAcheck – also available online!
GDA-ORGAcheck is also available on the internet at www.gda-orgacheck.de. The online version and app allows you 
to assess your own company and save the results securely on your computer. You can also fi nd further information 
and useful aids with which you can quickly improve your occupational safety and health organisation.
In addition, you have the option of comparing your company with all other participating companies, with compa-
nies in the same industry and with those of a comparable size. In order to participate in the benchmark, the basic 
version must at least have been processed (topics 1 to 6).
www.gda-orgacheck.de

Joint German OSH Strategy – GDA
The GDA is a permanent national strategy developed by 
the German central government, federal state govern-
ments, German social accident insurance institutions 
and social partners for strengthening safety and health 
in workplaces in Germany.
One of the goals is to support companies in imple-
menting occupational safety and health measures and 
thereby make the German economy more competitive.
More information: www.gda-portal.de

Explanation of assessment fi elds:

=  Currently no need for action

=  Need for action

=  Urgent need for action

=   The question is not relevant to the company – for 
example question 14.2 in companies in which no 
staff are employed on temporary contracts.
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To specify measures, you can use the action plan on the inside back page. The online tool (www.gda-orgacheck.de) 
lists measures for each of the individual questions as well as further information, practical aids and legal 
information.

How is it in your company? Overall rating:

1.1 Are all managers informed of their obligations regarding occupational safety and health?

Not applicable

1.2 Are the areas of responsibility regarding OSH and the associated tasks and authorisations 
clearly defined and known by all? Not applicable

1.3 Are the areas of responsibility regarding OSH and the associated tasks and authorisations 
transferred in writing? Not applicable

Der GDA-ORGAcheck

Every employer is responsible for occupational safety and health. 
Managers can also be responsible for the obligations arising from 
this. Furthermore, the employer can also transfer responsibility for 
occupational safety and health tasks to reliable and competent 
persons in writing. As such, the responsible parties have a clear 
overview of their tasks and are also able to perform them correctly.

Responsibility and delegation1

How is it in your company? Overall rating:

2.1 Do employers and managers regularly check whether occupational safety and health 
protection  measures are maintained in their area of responsibility?

2.2 Are improvement measures specified and implemented where necessary?

In order to ensure the effective transfer of occupational safety and 
health tasks, employers and managers regularly check whether the 
responsible employees are fulfilling their tasks and obligations. If 
necessary, improvement measures are defined.

2 Checking OSH tasks and OSH obligations
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How is it in your company? 

For companies with standard support and up to 10 employees: Overall rating:

3.1 Are an occupational physician and an occupational safety professional commissioned 
in writing?

3.2 Are the occupational physician and the occupational safety professional involved in drawing 
up and updating the risk assessment?

3.3 Are provisions in place for ensuring that the occupational physician and / or the occupational 
safety professional are involved for special occasions? (e. g. changes in the company – new 
production tools, new work processes, production machinery and tools –, work-related 
illnesses or work accidents)

3.4 Do the occupational physician and occupational safety professional provide written reports 
regarding their activities and results?

For companies with standard support and more than 10 employees: Overall rating:

3.1  Are the occupational physician and occupational safety professional commissioned in writing?

3.2  Has the required time for basic support been determined? 

3.3  Are the additional tasks for company-specific support regularly determined 
and implemented?

3.4  Are the occupational physicians, the occupational safety professionals and, if applicable, the 
workers’ representatives involved in determining the required time and its allocation? Were 
these people also involved in determining the tasks and their assignment between the 
occupational physician and the occupational safety professional?

3.5  Only in companies with more than 20 employees: is there an OSH committee and does it 
meet at least quarterly?

3.6 Do the occupational physician and occupational safety professional provide written reports 
regarding their activities and results?

For companies with the alternative support model (employer model): Overall rating:

3.1 Do you participate in the training measures offered within the scope of alternative support 
(“employer model”) by the German social accident insurance institution (for trade and 
industry or for the public sector)?

3.2 Have agreements been reached with an occupational physician and with an occupational 
safety professional (generally an external service / consultant or through a German social 
accident insurance institution) allowing them to take action when necessary?

3.3 Only in companies with more than 20 employees: is there an OSH committee and does it 
meet at least quarterly?

3.4 Is alternative support documented (e. g. certificate of participation in training measures, 
report from occupational physician and occupational safety professional)?

Occupational physicians and occupational safety professionals advise 
and support the employer in his / her obligation to provide workplaces that 
present no risk to safety and health. Depending on the number of employ-
ees, various options are available for organising support.

Consulting by occupational physicians and 
safety professionals, OSH committee3

Only answer those questions relevant to your model of occupational medical and 
safety-related support.
Standard consulting model = support from occupational physicians and safety professionals.
Alternative consulting model (employer model) = employer will gain OSH competence personally by 
attending OSH training measures; further support by occupational physicians and safety professionals 
is additionally available when required. 
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To specify measures, you can use the action plan on the inside back page. The online tool (www.gda-orgacheck.de) 
lists measures for each of the individual questions as well as further information, practical aids and legal 
information.

How is it in your company? Overall rating:

5.1 Are provisions in place for organising the implementation of the risk assessment? 
(Area of responsibility, participation, how, when, updating / checking)

5.2 Has a risk assessment been performed in which all hazards are determined and assessed for 
all work areas and activities?

5.3 Are concrete measures defined in this risk assessment and are they implemented?

5.4 Is the effectiveness of the measures checked?

5.5 Is the risk assessment documented?

Hazards at the workplace compromise the safety and the health 
protection of the employees as well as product quality and 
productivity. The employer therefore systematically assesses the 
work-related hazards, specifies the required occupational safety and 
health measures and documents this. The risk assessment is in a way 
a weak-point analysis for identifying potential for improvement.

Organisation and implementation 
of risk assessment5

Competence in occupational 
safety and health

How is it in your company? Overall rating:

4.1 Are OSH tasks only assigned to people of suitable skills and character? 

Not applicable

4.2 Is the training requirement regularly determined for all persons entrusted with OSH tasks?

4.3 Are the necessary qualification measures carried out?

Effective occupational safety and health requires sound knowledge. 
Therefore, checks are carried out to ensure that those responsible for 
occupational safety and health (managers and employees) are sufficiently 
trained and qualified.

4
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Only employees who are informed about the hazards at their 
workplace and their occupational safety and health obligations and 
who know the necessary measures and company rules can work safely 
and in a health-conscious manner. The employer ensures that all 
employees are regularly instructed.

Instruction of employees6

How is it in your company? Overall rating:

6.1 Are provisions in place for the briefing of all employees? 
(Topics, area of responsibility, participation, methods, motive / interval – at least once per 
year, updating, checking)

6.2 Are the briefings carried out in such a way that the contents are comprehensible and 
realisable for employees and agency workers? (e. g. geared towards the workplace or field of 
activity, in the native language of the person in question)

6.3 Are the performed briefings documented?

How is it in your company? Overall rating:

7.1  Are provisions in place for the implementation of official regulations? (Area of responsibility, 
procedure, deadlines, documentation, monitoring are specified) Not applicable

7.2  Is the implementation of measures monitored by the company?

Not applicable

A good occupational safety and health organisation is also evident 
through the way it deals with official regulations (e. g. approvals, 
permissions, directives). The implementation of official regulations 
is ensured.

Offi  cial operating conditions and directions7
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To specify measures, you can use the action plan on the inside back page. The online tool (www.gda-orgacheck.de) 
lists measures for each of the individual questions as well as further information, practical aids and legal 
information.
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How is it in your company? Overall rating:

8.1 Is it ensured that all legal provisions regarding occupational safety and health relevant to the 
company are known? 
(Area of responsibility, determining of all relevant provisions, information media, information 
of managers and employees with occupational safety and health tasks)

8.2 Are alterations in the provisions determined, are the managers and employees with 
occupational safety and health tasks informed of these and are they implemented within 
the company?

8.3 Are the relevant occupational safety and health provisions available for reference?

The requirements regarding occupational safety and health in 
companies are derived from statutory legal provisions and accident 
prevention regulations. In order to maintain an overview of and take into 
account the applicable requirements, they are systematically recorded 
and checked for relevant alterations.

Legal provisions for occupational 
safety and health8

Representatives / worker’s representatives9

How is it in your company? Overall rating:

9.1 Are provisions in place for appointing the representatives required for occupational safety 
and health (e. g. safety representatives)? 
(Area of responsibility, necessity, number, qualification, cooperation) 

Not applicable

9.2 Are the company representatives and the workers’ representatives involved in topics relating 
to occupational safety and health?  Not applicable

Safety officers, other officers in the company and the works / employee 
council (if existent) support the employer in implementing the require-
ments associated with occupational safety and health in a practical 
manner.
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used to improve occupational safety and health. The communication 
channels and contact persons are specified.

Communication and improvement10

How is it in your company? Overall rating:

10.1 Are employees able to suggest improvements regarding occupational safety and health or 
point out deficiencies in occupational health and safety, and is this information taken into 
consideration? 
(Areas of responsibility, information channels)

10.2 Are the suggested improvements and notes assessed and are the employees 
informed on the outcome?

10.3 Are provisions in place as to who forwards which information to external points and in 
which cases (e. g. notification of maternity leave or accidents)?

How is it in your company? Overall rating:

11.1 Are provisions in place for preventive occupational examinations with the support of the 
occupational physician? 
(Area of responsibility, group of people, occasion, interval, information, implementation, 
checking)

11.2 Are the employees kept informed about preventive occupational examinations and is it 
provided?

11.3 Are solely employees who have participated in preventive occupational examinations 
deployed for tasks that necessitate obligatory preventive occupational examinations? Not applicable

Preventive occupational examinations11
The purpose of occupational medical prophylaxis is to prevent 
work-related health risks and recognise occupational illnesses at an 
early stage. Occupational medical prophylaxis is implemented 
through consulting as well as through obligatory, offered and 
requested provision.
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Zum Festlegen von Maßnahmen können Sie den Maßnahmenplan (hintere Umschlagseite aufk lappen) nutzen.
Im Online-Tool (www.gda-orgacheck.de) sind zu den einzelnen Fragen jeweils Maßnahmen aufgeführt sowie 
weiterführende Informationen, Praxishilfen und Rechtsbezüge zu fi nden.
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How is it in your company? Overall rating:

12.1 Are provisions in place for determining how occupational safety and health is taken into 
account in the planning of

 – new or refurbished sites or workplaces
 – facilities (e. g. furniture, utilities)
 – construction sites? (Areas of responsibility, criteria, procedure, checking)

12.2  Are provisions in place determining how occupational safety and health is taken into account 
in the planning of new work procedures and processes as well as in the planning of repair and 
maintenance work? (Areas of responsibility, criteria, checking)

12.3 Are provisions in place determining how occupational safety and health is taken into account 
in the procurement processes for new machinery, work tools and materials? (Areas of 
responsibility, criteria, checking)

Planning and procurement12

Contractors and suppliers13

How is it in your company? Overall rating:

13.1 Are there company guidelines determining how occupational safety and health is to be 
ensured in the selection, shift  planning, drawing up of contracts and activities on the 
company premises / building site of contractors, subcontractors and suppliers? 

Not applicable

13.2 Are tasks, responsibilities and competences for cooperation with contractors, subcontractors 
and suppliers clearly defined? Not applicable

13.3 Are the coordination, supervision and monitoring organised, especially when particular 
danger and mutual danger between employees is anticipated due to the activities of 
contractors, subcontractors and suppliers in the company?

Not applicable

In order to provide the right conditions for safe and 
health-conscious work at an early stage and to avoid the 
need for subsequent alterations and complaints, occupational 
safety and health is taken into consideration as early as 
the planning stage for workplaces and the procurement of 
work tools and materials.

Contractors (e. g. subcontractors, maintenance firms) and suppliers can 
present particular hazards on the company premises or on construction 
sites. This is why it is ensured that these people know and observe the 
company specific regulations regarding occupational safety and health.
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Agency workers and employees 
on temporary contracts14

How is it in your company? Overall rating:

14.1  Does the labour supply contract for agency  workers contain an agreement on occupational 
safety and health? Not applicable

14.2  Are persons who only work in the company on a part-time basis involved in the same 
occupational safety and health measures as the company‘s own employees and do they 
receive the same treatment (e. g. during briefings, in preventive occupational examinations, 
in personal protective equipment)?

Not applicable

How is it in your company? Overall rating:

15.1  Are provisions in place for first aid as well as the necessary measures for emergencies? 
(Areas of responsibility, planning / procedures, number and names of first aiders / fire safety 
officers, rescue chain, resources, first aid records, information)

15.2  Are employees trained in first aid, fire fighting and evacuation? 
(First aiders, fire safety assistants, evacuation assistants)

15.3  Do the employees know the measures and procedures for first aid and emergencies? 
(First aiders, announcing the rescue chain, regular fire safety / rescue exercises)

First aid and emergency measures15

The same occupational safety and health rules apply for persons 
who only work at the company on a temporary basis (e. g. agency 
workers, interns) as for the company‘s own employees. The 
employer therefore ensures that these persons are involved in the 
company‘s occupational safety and health measures.

In order to be able to react quickly and in a targeted manner in an 
emergency, the organisation of both first aid and the preparation 
for any other emergency measures (e. g. fire safety, evacuation) are 
an integral part of occupational safety and health.
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> Alternative consulting model / employer model: If a company has between one and 50 employees
(this can vary in individual sectors), instead of basic consulting it can choose an alternative form of
consulting, the so-called employer model. A basic requirement for the participation in alternative con-
sulting is that the business operator plays an active role in daily business activities and takes respon-
sibility for occupational safety and health. For this, he/she must acquire the following knowledge in
order to
· build up an occupational safety and health organisation in the company,
· recognise potential hazards,
· independently develop solutions as well as
· if necessary, gain advice from an occupational safety professional or an occupational physician.

> Competence: Competence in occupational safety and health means that a person can fulfi l an every-
day working task successfully, safely and in a health conscious manner utilising their specialist, per-
sonal and methodological skills. This competence also comprises the ability to take on responsibility
and work independently in the occupational safety and health-related task.

> Delegation of obligations: The business operator can delegate some of their obligations relating to
occupational safety and health. The delegation of parts of the business operator‘s obligations must
be confi rmed in writing by the business operator and by the person to whom the obligations are dele-
gated. Suffi  cient authorisations must also accompany this delegation of obligations. As a result of the
delegation, the person to whom an obligation is delegated is responsible for fulfi lling the obligation
on his or her own authority.

> Employer‘s responsibility: The employer bears general responsibility for occupational safety and
health. This is inextricably linked with the right to give instructions.

> Manager: A manager is a person who is authorised to give instruction for at least one other person.
This also includes employees who only have to instruct others on a temporary basis, e. g. when train-
ing a new employee. A manager is obliged to realise all necessary arrangements and measures as per
the applicable occupational safety and health provisions in their area of responsibility. A manager is
always responsible for the safety and health protection of their employees – even when this is not
expressly communicated.

> Obligations of the business operator: In a company with managers, the business operator can del-
egate some of their obligations to company managers (delegation of obligations). However, the busi-
ness operator can never fully dispose of their responsibility. In the fi eld of occupational safety and
health they always retain management responsibility (organisational and supervisory obligation), as
this is inextricably linked with their right to give instructions.

> Occupational safety professionals: As per the law governing occupational physicians, safety engi-
neers and other occupational safety professionals, every employer is obliged to appoint occupational
safety professionals. The occupational safety professional is a consultant with special safety-relat-
ed qualifi cations and who supports the employer in all matters relating to occupational safety and
health. These include questions such as the planning and upkeep of equipment, procurement of ma-
chines and work tools, introduction of work processes and work materials or the implementation of
risk assessment. The occupational safety professional has no authority to issue instructions and is not 
subject to instructions. The required times are dependent on the number of employees and the type of 
hazard in the company / industry as well as on the respective company-specifi c conditions.

> Occupational safety and health committee: In companies with more than 20 employees, an OSH
committee must be formed. This committee is comprised of the employer or a representative, two
elected members of the workers’ representatives, the occupational physicians, the occupational safe-
ty professionals and the safety representatives. The OSH committee has the task of providing advice
on all questions relating to occupational safety and health in the company. It meets at least quarterly.

Glossary
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Note on GDA-ORGAcheck

The individual checkpoints of the topics contained within GDA-ORGAcheck do not comprise one 

single aspect or characteristic to be checked, but rather each examines several aspects and 

characteristics as a process. The user should examine and assess this overall process and look for 

sustainable solutions and measures. In the online version, the user is given suggestions and 

information on solutions in the chapter “What must be done, what can I do?”.

The development of GDA-ORGAcheck was supported by the German Federal Ministry of Labour and 

Social Affairs (BMAS) (“Projekt AKTIV – AKTIVierung neuer und bestehender Partner für die 

intensivere Nutzung der INQA-Referenzinstrumente zur Unterstützung von KMU – 00195.13”).

 > Occupational physician: As per the law governing occupational physicians, safety engineers and other 
occupational safety professionals, every employer is obliged to appoint occupational physicians. The
occupational physician is a consultant specially qualified in occupational medicine and who supports
the employer in all matters relating to occupational safety and health. This includes questions such as 
how to implement preventive occupational examinations, ergonomic matters, questions about work
rhythm, working times and rules on breaks, on the design of workplaces or on risk assessment. The
occupational physician has no authority to issue instructions and is not subject to instructions. The
required times are dependent on the number of employees and the type of hazard in the company / in-
dustry as well as on the respective company-specific conditions.

 > Safety representatives: The employer must appoint a safety representatives in writing in companies
with more than 20 employees. Safety representatives are responsible for a business unit manageable
for them, e.g. a department or production area that they know and in which they are known and re-
spected by the other employees. They have the task of supporting the persons responsible for occu-
pational safety and health in the company directly at the workplace by working towards safety and
health-conscious behaviour among colleagues. Safety representatives do not bear responsibility for
occupational safety and health. As a result, persons with management responsibility, e.g. masters or
foremen, should not be appointed safety representatives.

 > Standard consulting model: If a company has more than 10 employees and does not participate in the 
alternative consulting model/employer model (see key term), as per the German Occupational Safe-
ty Act (ASiG) and DGUV accident prevention regulation 2, the company is obliged to provide occupa-
tional physicians and occupational safety professionals for occupational medicine and safety-related
consulting. This complete consulting by the occupational physician and occupational safety profes-
sionals is called basic consulting. Overall occupational medical and safety-related consulting consists
of basic consulting and company-specific consulting. Depending on the corporate requirements, the
companies must identify, communicate and allocate the tasks of the occupational physicians and
occupational safety professionals in consultation with the workers’ representatives and confirm the
agreement in writing. They are obliged to accept advice from the occupational physician and from the
occupational safety professional in this matter.

 > Suitability: The suitability of a person is the total sum of their attributes that enable them to success-
fully perform a given duty. This includes professional and personal suitability. Professional suitability
comprises specialist attributes such as the professional skills, knowledge, abilities and experiences of
a person. A person can acquire the required professional suitability through training measures as well
as by gathering experience during the course of their career or through occupational safety and health 
briefings. Personal suitability comprises physical and mental attributes such as seeing and hearing
ability, mobility, ability to lift heavy loads, social skills or reliability.

13GDA-ORGAcheck

GDA-ORGAcheck action plan

Company:

Date:

Processor:

Please enter the measures you specify when processing GDA-ORGAcheck. Enter the number of the checkpoint in GDA-ORGAcheck in the 
“number” column. In the “Priority” column you can specify the importance of the measures (1 = very urgent; 2 = urgent; 3 = implement in 
the medium term).

Number Measures for improving occupational 
safety and health organisation

Priority

Responsible:

Until:

Check:
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Note on GDA-ORGAcheck

The individual checkpoints of the topics contained within GDA-ORGAcheck do not comprise one 

single aspect or characteristic to be checked, but rather each examines several aspects and 

characteristics as a process. The user should examine and assess this overall process and look for 

sustainable solutions and measures. In the online version, the user is given suggestions and 

information on solutions in the chapter “What must be done, what can I do?”.

The development of GDA-ORGAcheck was supported by the German Federal Ministry of Labour and 

Social Affairs (BMAS) (“Projekt AKTIV – AKTIVierung neuer und bestehender Partner für die 

intensivere Nutzung der INQA-Referenzinstrumente zur Unterstützung von KMU – 00195.13”).

 > Occupational physician: As per the law governing occupational physicians, safety engineers and other 
occupational safety professionals, every employer is obliged to appoint occupational physicians. The 
occupational physician is a consultant specially qualified in occupational medicine and who supports 
the employer in all matters relating to occupational safety and health. This includes questions such as 
how to implement preventive occupational examinations, ergonomic matters, questions about work 
rhythm, working times and rules on breaks, on the design of workplaces or on risk assessment. The 
occupational physician has no authority to issue instructions and is not subject to instructions. The 
required times are dependent on the number of employees and the type of hazard in the company / in-
dustry as well as on the respective company-specific conditions.

 > Safety representatives: The employer must appoint a safety representatives in writing in companies 
with more than 20 employees. Safety representatives are responsible for a business unit manageable 
for them, e.g. a department or production area that they know and in which they are known and re-
spected by the other employees. They have the task of supporting the persons responsible for occu-
pational safety and health in the company directly at the workplace by working towards safety and 
health-conscious behaviour among colleagues. Safety representatives do not bear responsibility for 
occupational safety and health. As a result, persons with management responsibility, e.g. masters or 
foremen, should not be appointed safety representatives.

 > Standard consulting model: If a company has more than 10 employees and does not participate in the 
alternative consulting model/employer model (see key term), as per the German Occupational Safe-
ty Act (ASiG) and DGUV accident prevention regulation 2, the company is obliged to provide occupa-
tional physicians and occupational safety professionals for occupational medicine and safety-related 
consulting. This complete consulting by the occupational physician and occupational safety profes-
sionals is called basic consulting. Overall occupational medical and safety-related consulting consists 
of basic consulting and company-specific consulting. Depending on the corporate requirements, the 
companies must identify, communicate and allocate the tasks of the occupational physicians and 
occupational safety professionals in consultation with the workers’ representatives and confirm the 
agreement in writing. They are obliged to accept advice from the occupational physician and from the 
occupational safety professional in this matter.

 > Suitability: The suitability of a person is the total sum of their attributes that enable them to success-
fully perform a given duty. This includes professional and personal suitability. Professional suitability 
comprises specialist attributes such as the professional skills, knowledge, abilities and experiences of 
a person. A person can acquire the required professional suitability through training measures as well 
as by gathering experience during the course of their career or through occupational safety and health 
briefings. Personal suitability comprises physical and mental attributes such as seeing and hearing 
ability, mobility, ability to lift heavy loads, social skills or reliability.

13GDA-ORGAcheck

GDA-ORGAcheck action plan

Company:

Date:

Processor:

Please enter the measures you specify when processing GDA-ORGAcheck. Enter the number of the checkpoint in GDA-ORGAcheck in the 
“number” column. In the “Priority” column you can specify the importance of the measures (1 = very urgent; 2 = urgent; 3 = implement in 
the medium term).

Number Measures for improving occupational  
safety and health organisation

Priority

Responsible:

Until:

Check:
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Project “Establishment of two-stage industry competence centers 
of vocational education and training” (ICC4VET) 

Foreign language. 

English 

Curriculum 

PP6 – Latvian Chamber of Crafts 

Riga 2019 
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E N G L I S H  L A N G U A G E

1. Work, professions, human resources

o Characteristics of a business person

o Work, professions, employment paradigms

o Human resources

o Repetition of grammar basics (B1)

In this topic: performing ”ice breaking” activities, revising adjectives, learning how to describe a 

person, names of professions, performing listening tasks. Discussing the paradigm shift in 

employment, revising vocabulary related to employment, performing a reading task on overwork, 

grammar exercises (present, past and future tenses) and a grammatical test. 

2. Personnel selection

o Job advertisement

o Curriculam Vitae

o Application forms

o Job interview

In this topic: revising job advertisement terminology, reading job postings, writing a job 

advertisement, performing practical tasks on how to improve your CV, writing and presenting a CV. 

Reading and discussing application samples, analyzing applications, writing an application. 

3. Business communication

o Types of business communication

o Establishing contacts

o Telephone conversations

o Business meetings

o Business negotiations

o Presentations

o Business conference

In this topic: discussing ways of communication, reading text on types of communication, performing 

role play of making business contacts, performing listening tasks, revising vocabulary of telephone 

conversations. Performing practical tasks – telephone conversation with a partner, business 

meeting, business negotiations. Learning about successful presentations, presenting your company. 

Reviewing samples of business conference materials.  

4. Business correspondence

o Writing a message

o Business letter
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o Service letter (Memorandum)

o Social correspondence

o Shipments

In this topic: spelling – discussing typical mistakes, dictation tasks, spelling correction – computer 

programs and applications. Writing a message, reviewing the structure of the business letter, 

samples of business letters, business letter vocabulary, writing a business letter. Discussing the idea 

of a service letter; reviewing examples, writing a service letter. Reviewing samples of invitations, 

thank you letters, congratulatory letters, condolence letters, writing a social letter.  Revising 

terminology related to shipments.  

5. Business culture

o Business etiquette

o Time planning

o Stress and stress management

o At the hotel

o In the restaurant

o Spending free time

o Countries, nationalities, cultures

In this topic: reading and discussing texts on business etiquette, performing a role play on the topic. 

Discussing Peculiarities of time perception reading texts about time thieves, laziness, delay in 

starting work, practical work on time planning. Reading and discussing texts on stress management 

techniques. Revising hotel-related terminology, performing a role play. Revising food, nutrition 

vocabulary, reading about catering culture, performing a restaurant role play. Discussing the world 

map – countries and languages, reading about national specificities and business. 

6. Office work and office equipment

o Office furnishing

o Office staff

o Office equipment

In this topic: revising office-related terminology – layout, furniture, appliances, stationery, 

performing office rental role play, discussing the ideal office – presentation.  

7. Money and accounting

o Income and expenses

o Invoices

o Accounting

o Banks and financial centers
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In this topic: revising money-related terminology. Reviewing invoicing samples, practical work – 

invoicing. Revising accounting terminology, performing lexical tasks, reading a balance sheet. 

Revising bank terminology. 

 

8. Marketing 

o Buyers and resellers 

o Competition 

o Advertising 

o Products and brands 

In this topic: reviewing terminology about customers, resellers and the market, reading text on 

healthy competition, discussing types of advertising, reviewing advertising samples, performing 

practical tasks about advertising, reading about and discussing brands. 

 
 

Material prepared by 
Anna Apsīte 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sources, literature, teaching materials: 
1. Miroslav Kaftan,  Zdenka Stradnova: Modern Business English in Communication. Apgāds 

Zvaigzne ABC 2009 
2. Bill Mascull: Business Vocabulary in Use. Intermediate. Cambridge University Press 2010 
3. Evan Fredo: How to Teach Business English. Pearson Education Limited 2007 
4. Leo Jones, Richard Alexander: New International Business English. Cambridge University 

Press 2000 
5. Ian Badger: Everday Business English. Longman 2003 
6. Alison Pohl: Professional English Accounting. Pearson Education Limited 2007 
7. Raymond Murphy: English Grammar in Use, Intermediate. Cambridge University Press, 2001 
8. John Flower, Michael Berman: Build Your Vocabulary. Intermediate. Thomson Heinle 2002 
9. Peter Watcyn-Jones: Top Class Activities. Penguin English 2000 
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of vocational education and training” (ICC4VET) 

 

PP6/LAK     Foreign language. English 
 

 

Nr. Topics Subtopics Hours 
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1. Work, professions, human 

resources 

 Characteristics of a business person 

 Work, professions, employment paradigms 

 Human resources 

 Repetition of grammar basics (B1) 

8 4 12 

2. Personnel selection  Job advertisement 

 Curriculam Vitae 

 Application forms 

 Job interview 

16 10 26 

3. Business communication  Types of business communication 

 Establishing contacts 

 Telephone conversations 

 Business meetings 

 Business negotiations 

 Presentations 

 Business conference 

18 10 28 

4.  Business correspondence  Writing a message 

 Business letter 

 Service letter (Memorandum) 

 Social correspondence 

 Shipments 

14 10 24 

5.  Business culture  Business ethics 

 Business etiquette 

 Time planning 

 Stress and stress management 

 At the hotel 

 In the restaurant 

 Spending free time 

 Countries, nationalities, cultures 

16 6 22 

6. Office work and office equipment  Office furnishing 

 Office staff 

 Office equipment 

6 2 8 

7. Money and accounting  Income and expenses 

 Invoices 

 Accounting 

 Bribery and corruption 

 Banks and financial centers 

12 4 16 

8. Marketing  Buyers and resellers 

 Competition 

 Advertising 

 Products and brands 

10 4 14 

      

Total 100 50 150 
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Sources, literature, teaching materials: 

1. Miroslav Kaftan,  Zdenka Stradnova: Modern Business English in Communication. Apgāds Zvaigzne 
ABC 2009 

2. Bill Mascull: Business Vocabulary in Use. Intermediate. Cambridge University Press 2010 
3. Evan Fredo: How to Teach Business English. Pearson Education Limited 2007 
4. Leo Jones, Richard Alexander: New International Business English. Cambridge University Press 2000 
5. Ian Badger: Everday Business English. Longman 2003 
6. Alison Pohl: Professional English Accounting. Pearson Education Limited 2007 
7. Raymond Murphy: English Grammar in Use, Intermediate. Cambridge University Press, 2001 
8. John Flower, Michael Berman: Build Your Vocabulary. Intermediate. Thomson Heinle 2002 
9. Peter Watcyn-Jones: Top Class Activities. Penguin English 2000 
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Project “Establishment of two-stage industry competence centers 

of vocational education and training”(ICC4VET) 

„Language training. English“ 

     Implementation report 

  (PP6 – Latvian Chamber of Crafts) 

The training took place in Riga from 06.01.2020. until 06.03.2020. 

The English language curriculum was prepared taking into account the 

recommendations of the project partners, as well as the personal experience of the 

lecturer. 

As a result, a curriculum of 150 hours was prepared, according to the knowledge 

required for B1 level. 

Since so far in the Latvian Chamber of Crafts we have paid more attention to the 

training of masters, this time we offered apprentices, journeymen and other craftsmen 

the opportunity to learn English. As a result, 20 participants took part in the training. 

Participants by craft groups 

• 9 participants – construction and building occupations (carpenter, chimney

sweep, plumber, plasterer, painter, tiler); 

• 5 participants – woodworking occupations (carpenters, weaver);

• 1 participant  – clothing, textiles and leather-processing occupations (tailor);

• 2 participants – food processing occupations (cook);

• 3 participants  – occupations dealing with health and body-care (hairdresser,

stylist)  
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Demographic indicators of training 

participants 

 

• 7 women  • 13 men 

 

 

 

 

 

 

 

 

Age of participants 

 

• age group 18 - 24 years: 3 participants 

• age group 25 - 34 years: 12 participants 

• age group 35 - 44 years: 5 participants 
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Previous education of the participants 

 

• secondary education - 6 participants 

• secondary vocational education – 14 participants  

 

 
 

 

 

 

Work experience of the participants 

 

• up to 5 years - 9 participants 

• 6 - 10 years – 8 participants 

• 11 - 20 years – 3 participants  

 

 
 

 

The training was carried out with both theoretical training and practical work. 

According to the curriculum, students had to perform written assignments (including 

dictation), prepare short presentations, play various role / situation games. 

The participants admitted that the start of the training was difficult because the 

English language skills were quite poor. 

 

Nevertheless, at the end of the training, all participants received a LAK certificate for 

the acquisition of a 150-hour training program according to B1 level. 
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Some participants expressed their commitment to continue learning English. 

We will offer the prepared and tested training program “Language training. English” 

in the future for craftsmen, cooperation partners and other interested parties. 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

IMPLEMENTATION REPORT 

Testing Part A1 „Work-related English“ of 

Technician Training Curriculum 

Scope of part A1 - 150 hours 

Course contents in 6 modules: 

- Grammar;

- Vocabulary;

- Pronunciation and intention;

- Text production;

- Presentation and media;

- Occupation-relevant skills.

Testing performed by: Panevezys Chamber of Commerce, Industry and Crafts 

Time and place: 5 March – 23 June 2020 in Panevezys, Lithuania  

Target group: adults from local companies and educational institutions 

Requirements for participants – pre-intermediate and higher levels of English. 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

2 

In order to make the training most effective 19 participants were divided into 3 groups (5-7 people 

each) according to their level of English language – intermediate, upper intermediate and advanced. 

The course content was flexibly adapted to each of the groups to better respond the participants‘ 

needs.  

All the groups covered grammar, general and work-related vocabulary, text production and other 

modules of the curriculum. Significant part of the training was devoted to developing communication 

skills.  The group of advanced students focused more on delivering speeches and giving presentations, 

specific vocabulary patterns related to contracts, understanding and creating business documents in 

English. On suggestion of the lecturers the course content was supplemented with 4 additional hours 

on the role of language in cross-cultural communication (possible cross-cultural issues and 

misunderstandings in communication, strategies to overcome possible issues, selection of appropriate 

vocabulary, style, gestures for business communication purposes within a cross-cultural situation).  

Methods: individual work, pair work, group work, discussions, role-plays. 

Participants by age: 27-53 years old. 

Lecturers involved: 2 lecturers from Panevezys College and one from Panevezys CCIC. 

Form of training: full-time lectures and individual work. About 60% of the training had to be 

implemented in distance online training mode due to COVID-19 situation. 

No final examination was carried out, knowledge of participants was assessed constantly during the 

training process.  

At the end of training the participants received certificates of attendance, stating that they have 

successfully completed the training course of the corresponding level: 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

 

3 

 

Evaluation of the training course was done during group discussions at the end of the training. The 

participants were satisfied with flexible need-oriented content and usefulness of the training, they 

stated they would use their new language skills in their daily work. Some of the participants said the 

training gave them more self-confidence and they would continue to the next level of work-related 

English training course. 

The teachers were evaluated as experienced, knowledgeable and good communicators. 

 

Remarks and conclusions:  

Part A1 “Work-related English” of Technician training curriculum developed in the framework of 

ICC4VET project is covers all main aspects of learning foreign languages. 

The content of this training is aimed at adult employees of any economic sector. It is perfect for 

acquiring or improving foreign language knowledge and skills. The participants emphasized that the 

training was very useful to their daily work and increased their confidence when communicating in 

English.  

The training could be used: 

• as a whole 150-hour course with minor adjustments; 

• as separate shorter specialized training courses (e.g. improvement of speaking techniques; 

improvement of grammar and vocabulary related to a specific industry or activity sector; 

business correspondence and document production, etc.) 

• as a flexible combination of separate modules in accordance with needs and specifics of the 

participant groups. 

 

Panevezys Chamber of Commerce, Industry and Crafts will use the curriculum for English training 

organization and will recommend using it for educational institutions or other interested parties in the 

future. 

 

Ginta Česevičienė  
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Project “Establishment of two-stage industry competence centers 

of vocational education and training” (ICC4VET) 

Native language 

Curriculum 

PP6 – Latvian Chamber of Crafts 

Riga 2019 
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N A T I V E  L A N G U A G E

1. Work, professions, human resources

o Language function concept, language communication function

o Means of communication

o Language and speech

o Selection of language means according to the selected communication function

In this topic: reviewing language functions, language communication functions, interpersonal and 

public communication, oral and written communication. Discussing linguistic aspects of successful 

communication. Rhetoric. Reviewing the variety of linguistic instruments and performing group work 

on the topic.  

2. Functional styles of language

o The concept of Latvian language functional styles and their division

o Scientific style

o Choice of language means, use in accordance with the norms of literary language in the style

of scientific language

o Business language style, its features

o Language stylistics

In this topic: revising publishing language style, the style of literary language, working with text 

about each style. Discussing the conversational language style. Reviewing the scientific style and its 

use, its lexical and syntical features. Reviewing terms and concepts of various scientific disciplines. 

Choosing the topic and planning a report. Biographies and references. Revising citation, report 

creation, presentation. Reviewing the business language style, its features. Examining the CV and  

letter of motivation. Practical work – business letter and other documents. Discussing the choice of 

language features, according to the norms of the standard language in the style of scientific 

language and business language, working with text. 

3. Acquisition and processing of information

o Sources of information, information recording techniques

o Discussion

o Interview

o Survey

In this topic: reviewing, evaluating information sources – work with text. Discussing information 

recording techniques. Examining theses, their creation, recording. Planning a discussion – discussion 

topic, questions. Creating a discussion. Engaging in discussion – expressing your opinion,  

argumentation. Conducting a discussion. Responsibilities and rights of discussion leader. Practical 

work and group work on the topic of discussion. Preparing interview questions, reviewing interview 
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recording options. Revising the types of questions in a survey. Survey summarization. Creating a 

survey and interview. 

4. Public speech

o Types of public speech

o Planning of public speaking language resources

o Public speaking

o Presentation

In this topic: spelling –reviewing public speaking types and structure. Discussing public speaking 

goals and the planning of a public speech’s content. The planning of a public speech’s verbal and 

non-verbal means. Precise, expressive, clear speech. Discussing speech formulas. Group work –  

speaking, evaluation and development. Presentation. 

5. Correspondence

o Professional correspondence

o Preparation of documents

In this topic: revising the preparation and structure of a business letter and other documents, design 

requirements. Text formatting. Location of document components in document areas. Use of 

abbreviations in documents. Practical work on the topic of document preparation. Discussing the 

meaning of the original document,  its signature. The concept of the legal force of a document. 

Reviewing electronic documents. 

6. Orthography and punctuation

o Spelling of different parts of the speech

o Use of punctuation in sentences of different constructions

o Capitalization

o Abbreviations

In this topic: various exercises with text - spelling of nouns and adjectives, spelling of action and 

adverbs, spelling of numeric words. Punctuation exercises - use of punctuation in compound 

sentences, use of punctuation in sentences with detachments. Addressing, address group, 

explanatory word group. Revising sentence inserts. Use of end punctuation - dictation. Reviewing 

and working with text about proper nouns, their spelling. Proper abbreviation of words and use of 

punctuation in abbreviations.  

Material prepared by 
Ilze Datava 
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Sources, literature, teaching materials: 

1. Ambote A. Latviešu valodas pareizrakstība. Tabulas. – R.: Zvaigzne ABC, 2004.
2. Blinkena A. Latviešu valodas interpunkcija. – R.: Zvaigzne ABC, 2009.
3. Glazjeva M., Ziediņa D. Uzdevumi latviešu valodas mācībā. – R.: Latviešu valodas aģentūra,

2011.
4. Guļevska D., Miķelsone A., Porīte T. Palīgs latviešu valodas pareizrakstībā. – R.: Avots, 2000.
5. Jundze I., Liepiņa I. Latviešu valoda lietišķam cilvēkam. – R.: Zvaigzne ABC, 1997.
6. Koluža R. Palīdzi, māsiņ! – R.: Zvaigzne ABC, 1995.
7. Laugale V., Šulce Dz. Lielo burtu lietojums latviešu valodā: ieskats vēsturiskajā izpētē,

problēmas un risinājumi. – R.: Latviešu valodas aģentūra, 2012.
8. Paegle Dz., Kušķis J. Kā latvietis runā. – R.: Zvaigzne ABC, 2004.
9. Romane A. Latviešu valodas rokasgrāmata. Tabulas. Shēmas. – R.: Zvaigzne ABC, 2014.
10. Rozenbergs J. Latviešu valodas stilistika. – R.: Zvaigzne ABC, 1995.
11. Skujiņa V. Lietišķo rakstu paraugi. – R.: Zvaigzne ABC, 2006.
12. Urževica S. Rokasgrāmata latviešu valodā. – R.: Zvaigzne ABC, 2010.
13. Veģe D. Leksikoloģija un stilistika. – R.: Zvaigzne ABC, 2005.
14. Vētra G. Latviešu valoda 33 tabulās. – R.: Zvaigzne ABC, 2009.
15. Vulfa A. Testi latviešu valodas kultūras kopšanai. – R.: Rasa ABC, 2002.
16. Vulfa A. Pārbaudes darbi latviešu valodā. – R.: Zvaigzne ABC, 2008.
17. Autoru kolektīvs. Vārdu un terminu svešvārdu vārdnīca. – R.: Avots, 2008.
18. Apele A. Prasme runāt publiski. - Rīga: Zvaigzne ABC, 2012.
19. Kalve I. Jaunās paaudzes lietvedība. – Rīga: Turība, 2002
20. Skujiņa V. Latviešu valoda lietišķajos rakstos. – Rīga: Zvaigzne ABC, 2014
21. MK noteikumi Nr. 558, 04.09.2018 “Dokumentu izstrādāšanas un noformēšanas kārtība”
22. Vēstuļu rakstīšanas vadlīnijas.- Valsts kanceleja, 2017
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Project “Establishment of two-stage industry competence centers 

of vocational education and training” (ICC4VET) 

PP6/LAK     Native language 

Nr. Topics Subtopics Hours 
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1. Language functionality  Language function concept, language 

communication function  

 Means of communication  

 Language and speech  

 Selection of language means according to the 

selected communication function 

10 4 14 

2. Functional styles of language  The concept of Latvian language functional 

styles and their division 

 Scientific style 

 Choice of language means, use in accordance 

with the norms of literary language in the style 

of scientific language 

 Business language style, its features 

 Language stylistics 

18 4 28 

3. Acquisition and processing of 

information 

 Sources of information, information recording 

techniques 

 Discussion 

 Interview 

 Survey 

10 6 16 

4. Public speech  Types of public speech 

 Planning of public speaking language resources 

 Public speaking 

 Presentation 

6 8 22 

5. Correspondence  Professional correspondence 

 Preparation of documents 

6 4 10 

6. Orthography and punctuation  Spelling of different parts of the speech 

 Use of punctuation in sentences of different 

constructions 

 Capitalization 

 Abbreviations 

12 8 20 

Total 66 34 100 

Sources, literature, teaching materials: 

1. Ambote A. Latviešu valodas pareizrakstība. Tabulas. – R.: Zvaigzne ABC, 2004.

2. Blinkena A. Latviešu valodas interpunkcija. – R.: Zvaigzne ABC, 2009.

3. Glazjeva M., Ziediņa D. Uzdevumi latviešu valodas mācībā. – R.: Latviešu valodas aģentūra, 2011.

4. Guļevska D., Miķelsone A., Porīte T. Palīgs latviešu valodas pareizrakstībā. – R.: Avots, 2000.

5. Jundze I., Liepiņa I. Latviešu valoda lietišķam cilvēkam. – R.: Zvaigzne ABC, 1997.

6. Koluža R. Palīdzi, māsiņ! – R.: Zvaigzne ABC, 1995.

7. Laugale V., Šulce Dz. Lielo burtu lietojums latviešu valodā: ieskats vēsturiskajā izpētē, problēmas un

risinājumi. – R.: Latviešu valodas aģentūra, 2012.
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8. Paegle Dz., Kušķis J. Kā latvietis runā. – R.: Zvaigzne ABC, 2004.

9. Romane A. Latviešu valodas rokasgrāmata. Tabulas. Shēmas. – R.: Zvaigzne ABC, 2014.

10. Rozenbergs J. Latviešu valodas stilistika. – R.: Zvaigzne ABC, 1995.

11. Skujiņa V. Lietišķo rakstu paraugi. – R.: Zvaigzne ABC, 2006.

12. Urževica S. Rokasgrāmata latviešu valodā. – R.: Zvaigzne ABC, 2010.

13. Veģe D. Leksikoloģija un stilistika. – R.: Zvaigzne ABC, 2005.

14. Vētra G. Latviešu valoda 33 tabulās. – R.: Zvaigzne ABC, 2009.

15. Vulfa A. Testi latviešu valodas kultūras kopšanai. – R.: Rasa ABC, 2002.

16. Vulfa A. Pārbaudes darbi latviešu valodā. – R.: Zvaigzne ABC, 2008.

17. Autoru kolektīvs. Vārdu un terminu svešvārdu vārdnīca. – R.: Avots, 2008.

18. Apele A. Prasme runāt publiski. - Rīga: Zvaigzne ABC, 2012.

19. Kalve I. Jaunās paaudzes lietvedība. – Rīga: Turība, 2002

20. Skujiņa V. Latviešu valoda lietišķajos rakstos. – Rīga: Zvaigzne ABC, 2014

21. MK noteikumi Nr. 558, 04.09.2018 “Dokumentu izstrādāšanas un noformēšanas kārtība”

22. Vēstuļu rakstīšanas vadlīnijas.- Valsts kanceleja, 2017

339



Project “Establishment of two-stage industry competence centers 
of vocational education and training”(ICC4VET) 

„Language training. Native language“ 

     Implementation report 

  (PP6 – Latvian Chamber of Crafts) 

The training took place in Riga from 03.02.2020. until 10.03.2020. 

The native language curriculum was prepared taking into account the 

recommendations of the project partners, the personal experience of the lecturer and 

consultations with the management of the Latvian Chamber of Crafts. 

As a result, a training program of 100 hours was prepared. As Latvian is taught by 

many (in schools, training centers, etc.), it was important to prepare a training course 

that would be interesting and useful even after the end of the project. Therefore, the 

program included topics such as public speech, preparation of presentations, business 

correspondence, document processing, electronic documents, etc. 

Since so far in the Latvian Chamber of Crafts we have paid more attention to the 

training of masters, this time we offered apprentices, journeymen and other craftsmen 

the opportunity to master the developed native language course. As a result, 20 

participants took part in the training. 

Participants by craft groups 

• 1 participant – construction and building occupations (paver);

• 2 participants – metal-working and technical equipment specialist

occupations (car mechanic); 

• 7 participants – woodworking occupations (carpenter, woodcutter);

• 6 participants  – clothing, textiles and leather-processing occupations (tailor,

textile manufacturer); 

• 3 participants  – occupations dealing with health and body-care (hairdresser,

stylist); 

• 1 participant – occupations dealing with glass, paper, ceramics, musical

instruments and others (florist) 
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Demographic indicators of training participants 

• 11 women • 9 men

Age of participants 

• age group 18 - 24 years: 4 participants

• age group 25 - 34 years: 13 participants

• age group 35 - 44 years: 3 participants
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Previous education of the participants 

• basic education - 2 participants

• secondary education - 5 participants

• secondary vocational education – 13 participants

Work experience of the participants 

• up to 5 years - 10 participants

• 6 - 10 years – 9 participants

• 11 - 20 years – 1 participant

The training was carried out by both theoretical training as well as group and practical 

work. According to the curriculum, students had to work with different texts, prepare 

a CV, letter of motivation, business letter, presentation, public speech. 

The participants acknowledged that the training was interesting and useful. After 

reviewing the developed curriculum, representatives of the LAK Crafts Council also 

accepted it and acknowledged that native language training from the LAK could be a 

new and interesting offer. 

At the end of the training, all participants received a LAK certificate for the 

acquisition of a 100-hour training program. 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

IMPLEMENTATION REPORT 

Testing Part A3 „State and Society, Environmental Engineering“ 

of Technician Training Curriculum 

Scope of part A3 - 100 hours 

5 modules:  

Labour and social order; 

Industrialisation;  

Significance and value of labour; 

Europe; 

Environmental engineering. 

Testing performed by: Panevezys Chamber of Commerce, Industry and Crafts 

Time and place: 7 October – 18 December 2019 in Panevezys, Lithuania  

Target group: 22 last-year students of vocational training centre  

Majority (68%) of target group aged 18-24, the rest of participants were younger than 18. 

64 % male, 36 % female. 

Students of different study fields: mechatronics, construction, car mechanics, health and beauty 

services etc. 

Lecturers involved: 2 lecturers from Panevezys College. 

Form of training: full-time lectures and a workshop. Two entrepreneurs and a representative of 

Panevezys CCIC took part in a workshop on value of labour. 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

2 

No final examination was carried out, knowledge of students was tested at the end of each module. 

At the end of training the participants received certificates of attendance, stating that they have 

successfully completed a 100-hour training course on State and Society, Environmental Engineering: 

Evaluation questionnaires were completed by all participants and 2 teachers at the beginning and end 

of the training. 

General assessment: 

By students: 

• Usefulness and satisfaction of the training

From 4,71 (the constent was easy to follow, helpful material, relevant topics) to 3,80 (the training 

helps to improve my job situation) 

• Teachers and organisation of the training

From 4,85 (lecturers were knowledgeable and good communicators, encouraging atmosphere) to 4,41 

(duration of training) 

By teachers: 

• Trainees‘ engagement and organization of training:

From 5,0 (trainees‘ participation, overall atmosphere, organization) to 4,0 (trainees´ knowledge at the 

beginning of the training) 

• Trainees‘ readiness for independent work:
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

3 

From 5,0 (possible implementation of the training, satisfaction with the training program) to 4,25 (the 

training helps to improve trainees´ job situation) 

Remarks and conclusions: 

Part A3 “State and Society, Environmental engineering” of Technician training curriculum developed 

in the framework of ICC4VET project covers many aspects of society, social order, technological 

progress and labour as well as environment protection and energy saving. The training consists of 5 

small modules, provides general knowledge on the above topics and is quite universal.  

The training could be used: 

• as a whole 100-hour course with minor adjustments in line with country’s specifics.

• as a flexible combination of separate modules in accordance with needs and specifics of the

participant groups;

Panevezys Chamber of Commerce, Industry and Crafts will recommend using the curriculum for 

educational institutions or other interested parties in the future. 

Ginta Česevičienė 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

IMPLEMENTATION REPORT 

Testing Part A4 „Energy consultancy and HVACR“ of 

Technician Training Curriculum 

Scope of part A4 - 150 hours 

Course contents in 7 modules:  

Systems engineering - heating; 

Systems engineering - ventilation;  

Air tightness;  

Modernisation planning; 

Air tightness measurement with blower door and thermography; 

Fire alarm system; 

Building services engineering. 

Testing performed by: Panevezys Chamber of Commerce, Industry and Crafts 

Time and place: 5 November 2019 – 27 February 2020 in Panevezys, Lithuania 

Target group: representatives of local companies providing construction or building maintenance 

services 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

2 

The whole course content was divided into 3 parts and offered as separate specialized training courses 

in order to focus on specific areas and to better respond to the participants‘ needs:  

- „Modernisation planning“ (40 hours)

- „Heating, ventilation, air tightness and its measurement“ (40 hours)

- „Building services engineering, fire alarm system“ (72 hours)

Participants by age: majority aged 35-44 (42 %), 25-34  (29%), 45-54 (29%) 

The majority of participants were male (86 %) and 14 % female. 

Lecturers involved: 2 lecturers from Panevezys College and one external lecturer from energy 

performance certification company.  

Form of training: full-time lectures and workshops. 

No final examination was carried out, knowledge of participants was tested at the end of each module. 

At the end of training the participants received certificates of attendance, stating that they have 

successfully completed a particular training course: 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

3 

Evaluation questionnaires were completed by 20 participants and 3 teachers at the beginning and end 

of the training. 

General assessment: 

By participants: 

• Usefulness and satisfaction of the training

From 4,95 (the skills acquired during the training can be useful to my daily work; the training helps 

to grow on professional  level) to 4,22 (I will recommend dual vocational training to others) 

• Teachers and organisation of the training

From 4,88 (the lecturers were knowledgeable and good communicators) to 4,44 (duration of training) 

By teachers: 

• Trainees‘ expectations and motivation:

From 5,0 (trainees´ knowledge at the end of the training; organization of the training) to 4,0 (trainees´ 

knowledge at the beginning of the training) 

• Trainees‘ readiness for independent work:

From 4,83 (skills acquired can be useful to daily work, training helps to grow on professional level, 

improves trainees‘ job situation) to 4,5 (training improves trainees‘ personal development) 

Remarks and conclusions: 

Part A4 “Energy consultancy and HVACR” of Technician training curriculum developed in the 

framework of ICC4VET project is very thorough and covers all aspects of building systems, technical 

facilities and services, as well as laws and regulations related to energy saving.  

The content of this training is aimed at people working in separate areas of construction and building 

maintenance. It is perfect for acquiring or updating specific professional knowledge and skills. The 

participants emphasized that the training was very useful to their daily work and improved their 

qualification. 

The training could be used: 

• as a whole 150-hour course with minor adjustments in line with specifics of the country;

• as 3 separate specialized training courses;

• as a flexible combination of separate modules in accordance with needs and specifics of the

participant groups.

Panevezys Chamber of Commerce, Industry and Crafts will recommend using the curriculum for 

educational institutions, companies or other interested parties in the future. 

Ginta Česevičienė 
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Project “Establishment of two-stage industry competence centers of vocational education and 

training” (ICC4VET) 

Implementation report 

Period: February-May 2019 

TRAINING PART 

Testing Technician training  

Part B1 - 9:  Subject-specific learning content Technology Construction Technic and B12 Project 

work 

IMPLEMENTING PARTNER 

PP4 Vilniaus statybininkų rengimo centras (VSRC), Lithuania 

IMPLEMENTATION PERIOD 

February-May 2019 

PARTICIPANTS 

20 participants enrolled for the course. The participants include adult learners (workers of 

construction companies) and CVET students who already acquired a certain qualification in 

Building and Construction.  

TRAINING ORGANIZATION 

Theory lessons and practical workshops are delivered at the premises of Vilnius Builders Training 

Centre. The lessons are organized as evening classes to address the needs of the learners who are 

employed. 

The training content is based on the curriculum prepared by Berufsbildungs- und 

Technologiezentrum der Handwerkskammer Schwerin and adapted to the national requirements. 

The training course  comprises 1200 hours + 120 hours of project work. 

30% of the total training time is dedicated to theory lessons and 70% is practical training delivered 

at the Sectoral Practical Training Centre for Construction based at Vilnius Builders Training Centre. 

120 hours of project work will be optional for participants to choose to complete either at the 

company or at the school workshop. 
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Note: training timetables are annexed to this Report. 

EVALUATION 

1st written survey was carried out during the second week of the training with all participants having 

completed the provided questionnaire forms.  

DOCUMENTATION AND EVIDENCE 

We cannot provide you with the signature lists and photos due to the general data protection 

regulation. However, all the evidence is collected and kept by Partner PP4 in the project file. 
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ERASMUS+ project “Establishment of two-stage industry competence centers of vocational education and training” 

(ICC4VET)  

Training programme: CONSTRUCTION TECHNICIAN 

TIMETABLE 
18th February – 29th March 2019 

MONDAY 

 18th FEBRUARY 

TUESDAY 

19th FEBRUARY 

WEDNESDAY 

20th FEBRUARY 

THURSDAY 

21st FEBRUARY 

FRIDAY 

22nd FEBRUARY 

2 structural design 2 structural design 2 structural design 2 structural design 3 structural design 

2 materials science/chemistry 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 mathematics, geometry, 

physics 

2 technical mechanics 2 building law 2 building law 2 technical mechanics 

MONDAY 

25th FEBRUARY 

TUESDAY 

26th FEBRUARY 

WEDNESDAY 

27th FEBRUARY 

THURSDAY 

28th FEBRUARY 

FRIDAY 

1st MARCH 

2 structural drawing 2 structural design 2 structural design 2 structural design 3 structural drawing 

2 materials science/chemistry 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 mathematics, geometry, 

physics 

2 technical mechanics 2 building law 2 building law 2 technical mechanics 

MONDAY 

4th MARCH 

TUESDAY 

5th MARCH 

WEDNESDAY 

6th MARCH 

THURSDAY 

7th MARCH 

FRIDAY 

8th MARCH 

2 structural drawing 2 structural design 2 structural design 2 construction management 2 mathematics, geometry, 

physics 

2 technical mechanics 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 structural design 

2 materials science/chemistry 2 building law 2 building law 2 structural design 

MONDAY 

11th MARCH 

TUESDAY 

12th MARCH 

WEDNESDAY 

13th MARCH 

THURSDAY 

14th MARCH 

FRIDAY 

15th MARCH 

2 structural drawing 2 structural design 3 structural design 2 materials 

science/chemistry 

3 structural drawing 

2 materials science/chemistry 2 construction management 2 mathematics, geometry, 

physics 

2 mathematics, geometry, 

physics 

2 structural design 
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2 surveying technology 2 building law 1 surveying technology 2 structural design 

MONDAY 

18th MARCH 

TUESDAY 

19th MARCH 

WEDNESDAY 

20th MARCH 

THURSDAY 

21st MARCH 

FRIDAY 

22nd MARCH 

2 structural drawing 2 structural design 1 surveying technology 2 structural design 2 mathematics, geometry, 

physics 

2 surveying technology 2 construction management 3 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

3 structural design 

2 structural design 2 building law 2 building law 2 construction management 

MONDAY 

25th MARCH 

TUESDAY 

26th MARCH 

WEDNESDAY 

27th MARCH 

THURSDAY 

28th MARCH 

FRIDAY 

29th MARCH 

2 construction machinery and 

equipment 

2 structural design 2 construction machinery 

and equipment 

2 mathematics, geometry, 

physics 

3 structural drawing 

2 surveying technology 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 structural design 

2 technical mechanics 2 building law 2 building law 2 construction management 

Subject Hours 

Structural design 47 

Structural drawing 17 

Materials science/chemistry 20 

Mathematics, Geometry, Physics 25 

Building law 22 

Construction management 18 

Technical mechanics 12 

Construction machinery and equipment 4 

Surveying technology 8 

TOTAL (HOURS) 173 
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ERASMUS+ project “Establishment of two-stage industry competence centers of vocational education and training” 

(ICC4VET)  

Training programme: CONSTRUCTION TECHNICIAN 

TIMETABLE 
18th February – 29th March 2019 

MONDAY 

 18th FEBRUARY 

TUESDAY 

19th FEBRUARY 

WEDNESDAY 

20th FEBRUARY 

THURSDAY 

21st FEBRUARY 

FRIDAY 

22nd FEBRUARY 

2 structural design 2 structural design 2 structural design 2 structural design 3 structural design 

2 materials science/chemistry 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 mathematics, geometry, 

physics 

2 technical mechanics 2 building law 2 building law 2 technical mechanics 

MONDAY 

25th FEBRUARY 

TUESDAY 

26th FEBRUARY 

WEDNESDAY 

27th FEBRUARY 

THURSDAY 

28th FEBRUARY 

FRIDAY 

1st MARCH 

2 structural drawing 2 structural design 2 structural design 2 structural design 3 structural drawing 

2 materials science/chemistry 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 mathematics, geometry, 

physics 

2 technical mechanics 2 building law 2 building law 2 technical mechanics 

MONDAY 

4th MARCH 

TUESDAY 

5th MARCH 

WEDNESDAY 

6th MARCH 

THURSDAY 

7th MARCH 

FRIDAY 

8th MARCH 

2 structural drawing 2 structural design 2 structural design 2 construction management 2 mathematics, geometry, 

physics 

2 technical mechanics 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 structural design 

2 materials science/chemistry 2 building law 2 building law 2 structural design 

MONDAY 

11th MARCH 

TUESDAY 

12th MARCH 

WEDNESDAY 

13th MARCH 

THURSDAY 

14th MARCH 

FRIDAY 

15th MARCH 

2 structural drawing 2 structural design 3 structural design 2 materials 

science/chemistry 

3 structural drawing 

2 materials science/chemistry 2 construction management 2 mathematics, geometry, 

physics 

2 mathematics, geometry, 

physics 

2 structural design 
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2 surveying technology 2 building law 1 surveying technology 2 structural design 

MONDAY 

18th MARCH 

TUESDAY 

19th MARCH 

WEDNESDAY 

20th MARCH 

THURSDAY 

21st MARCH 

FRIDAY 

22nd MARCH 

2 structural drawing 2 structural design 1 surveying technology 2 structural design 2 mathematics, geometry, 

physics 

2 surveying technology 2 construction management 3 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

3 structural design 

2 structural design 2 building law 2 building law 2 construction management 

MONDAY 

25th MARCH 

TUESDAY 

26th MARCH 

WEDNESDAY 

27th MARCH 

THURSDAY 

28th MARCH 

FRIDAY 

29th MARCH 

2 construction machinery and 

equipment 

2 structural design 2 construction machinery 

and equipment 

2 mathematics, geometry, 

physics 

3 structural drawing 

2 surveying technology 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 structural design 

2 technical mechanics 2 building law 2 building law 2 construction management 

Subject Hours 

Structural design 47 

Structural drawing 17 

Materials science/chemistry 20 

Mathematics, Geometry, Physics 25 

Building law 22 

Construction management 18 

Technical mechanics 12 

Construction machinery and equipment 4 

Surveying technology 8 

TOTAL (HOURS) 173 
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ERASMUS+ project “Establishment of two-stage industry competence centers of vocational education and training” 

(ICC4VET)  

TIMETABLE OF BUILDING TECHNICIAN‘S 

1st APRIL – 10th MAY 
MONDAY 

1st APRIL 

TUESDAY 

2nd APRIL 

WEDNESDAY 

3rd APRIL 

THURSDAY 

4th APRIL 

FRIDAY 

5th APRIL 

2 structural design 2 structural design 2 structural design 2 structural design 2 technical mechanics 

2 materials science/chemistry 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

3 mathematics, geometry, 

physics 

2 technical mechanics 2 building law 2 building law 2 technical mechanics 

MONDAY 

8th APRIL 

TUESDAY 

9th APRIL 

WEDNESDAY 

10th APRIL 

THURSDAY 

11th APRIL 

FRIDAY 

12th APRIL 

2 structural drawing 2 structural design 2 structural design 2 structural design 2 structural drawing 

1 materials science/chemistry 2 construction management 2 mathematics, geometry, 

physics 

1 materials 

science/chemistry 

3 mathematics, geometry, 

physics 

3 technical mechanics 2 building law 2 materials 

science/chemistry 

3 technical mechanics 

MONDAY 

15th APRIL 

TUESDAY 

16th APRIL 

WEDNESDAY 

17th APRIL 

THURSDAY 

18th APRIL 

FRIDAY 

19th APRIL 

2 structural drawing 2 structural design 2 structural design 2 construction management 2 mathematics, geometry, 

physics 

3 technical mechanics 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 technical mechanics 

1 materials science/chemistry 2 building law 2 materials 

science/chemistry 

2 structural design 

MONDAY 

22th APRIL 

TUESDAY 

23th APRIL 

WEDNESDAY 

24th APRIL 

THURSDAY 

25th APRIL 

FRIDAY 

26th APRIL 

PUBLIC HOLIDAY 

2 structural design 3 structural design 2 materials 

science/chemistry 

2 structural drawing 

2 construction management 2 mathematics, geometry, 

physics 

2 mathematics, geometry, 

physics 

3  structural design 
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2 building law 1 surveying technology 2 structural design 

MONDAY 

29th APRIL 

TUESDAY 

30th APRIL 

WEDNESDAY 

1st MAY 

THURSDAY 

2nd MAY 

FRIDAY 

3rd MAY 

3 structural drawing 3 structural design 

PUBLIC HOLIDAY 

3 structural design 3 mathematics, geometry, 

physics 

3 surveying technology 3 structural drawing 3 construction management 2 structural drawing 

MONDAY 

4th MAY 

TUESDAY 

5th MAY 

WEDNESDAY 

6th MAY 

THURSDAY 

7th MAY 

FRIDAY 

8th MAY 

2 construction machinery and 

equipment 

2 structural design 2 construction machinery 

and equipment 

2 mathematics, geometry, 

physics 

2 structural drawing 

2 surveying technology 2 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

 3 technical mechanics 

2 technical mechanics 2 building law 2 surveying technology 2 construction management 

FEBRUARYMARCH APRIL-MAY 

structural design 47 structural design 38 

structural drawing 17 structural drawing 18 

materials science/chemistry 20 materials science/chemistry 17 

mathematics, geometry, physics 25 mathematics, geometry, physics 25 

building law 22 building law 12 

construction management 18 construction management 17 

technical mechanics 12 technical mechanics 22 

construction machinery and 

equipment 

4 construction machinery and 

equipment 

4 

surveying technology 8 surveying technology 8 

TOTAL (HOURS) 173 TOTAL (HOURS) 161 
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ERASMUS+ project “Establishment of two-stage industry competence centers of vocational education and training” 

(ICC4VET)  

TIMETABLE OF BUILDING TECHNICIAN‘S 

13th MAY- 28th JUNE 
MONDAY 

13th May 

TUESDAY 

14th May 

WEDNESDAY 

15th May 

THURSDAY 

16th May 

FRIDAY 

17th May 

1 structural design 2 structural design 3 structural drawing 2 structural design 2 technical mechanics 

2 materials science/chemistry 1 construction management 1 mathematics, geometry, 

physics 

1 materials 

science/chemistry 

2 mathematics, geometry, 

physics 

1 technical mechanics 2 building law 1 building law 2 technical mechanics 

MONDAY 

20th May 

TUESDAY 

21th May 

WEDNESDAY 

22th May 

THURSDAY 

23th May 

FRIDAY 

24th May 

1 structural drawing 2 structural design 2 structural drawing 2 structural design 2 structural drawing 

2 materials science/chemistry 1 construction management 1 mathematics, geometry, 

physics 

1 materials 

science/chemistry 

2 mathematics, geometry, 

physics 

1 technical mechanics 2 materials science/chemistry 2 materials 

science/chemistry 

2 technical mechanics 

MONDAY 

27th May 

TUESDAY 

28th May 

WEDNESDAY 

29th May 

THURSDAY 

30th May 

FRIDAY 

31th May 

2 structural drawing 2 structural design 2 structural drawing 1 construction management 2 mathematics, geometry, 

physics 

2 technical mechanics 1 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 technical mechanics 

1 building law 1 materials 

science/chemistry 

2 structural design 

MONDAY 

3nd June 

TUESDAY 

4rd June 

WEDNESDAY 

5th June 

THURSDAY 

6th June 

FRIDAY 

7th June 

2 structural design 1 structural design 2 structural drawing 1 materials 

science/chemistry 

2 structural drawing 

2 materials science/chemistry 2 construction management 1 mathematics, geometry, 

physics 

2 mathematics, geometry, 

physics 

2 construction machinery and 

equipment 

2 construction machinery and 2 surveying technology 2 structural design 
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equipment 

MONDAY 

10th June 

TUESDAY 

11th June 

WEDNESDAY 

12th June 

THURSDAY 

13th June 

FRIDAY 

14th June 

2 structural drawing 2 structural design 3 structural drawing 3 structural design 2 mathematics, geometry, 

physics 

2 surveying technology 3 structural drawing 2 mathematics, geometry, 

physics 

2 construction management 2 structural drawing 

MONDAY 

17th June 

TUESDAY 

18th June 

WEDNESDAY 

19th June 

THURSDAY 

20th June 

FRIDAY 

21th June 

1 mathematics, geometry, 

physics 

2 structural design 3 structural design 2 mathematics, geometry, 

physics 

2 structural drawing 

1 surveying technology 2 construction management 1 mathematics, geometry, 

physics 

1 materials 

science/chemistry 

 2 technical mechanics 

2 technical mechanics 1 building law 1 surveying technology 2 construction management 

MONDAY 

24th June 

TUESDAY 

25th June 

WEDNESDAY 

26th June 

THURSDAY 

27th June 

FRIDAY 

28th June 

PUBLIC HOLIDAY 

2 structural design 1 construction management 2 technical mechanics 2 structural drawing 

2 mathematics, geometry, 

physics 

4 technical mechanics 3 structural drawing 2 technical mechanics 

1 building law 

FEBRUARY-MARCH APRIL-MAY MAY-JUNE 

structural design 47 structural design 38 structural design 30 

structural drawing 17 structural drawing 18 structural drawing 33 

materials science/chemistry 20 materials science/chemistry 17 materials science/chemistry 17 

mathematics, geometry, 

physics 

25 mathematics, geometry, 

physics 

25 mathematics, geometry, 

physics 

23 

building law 22 building law 12 building law 6 

construction management 18 construction management 17 construction management 13 

technical mechanics 12 technical mechanics 22 technical mechanics 24 

construction machinery and 

equipment 

4 construction machinery and 

equipment 

4 construction machinery and 

equipment 

4 

surveying technology 8 surveying technology 8 surveying technology 6 

TOTAL (HOURS) 173 TOTAL (HOURS) 161 TOTAL (HOURS) 156 
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Project “Establishment of two-stage industry competence centers of 

vocational education and training” (ICC4VET) 

IMPLEMENTATION REPORT 

Period: June 2019 – March 2020 

TRAINING PART 

Testing Technician training  

Part B1 - 9:  Subject-specific learning content Technology Construction 

Technic and B12 Project work 

IMPLEMENTING PARTNER 

PP4 Vilniaus statybininkų rengimo centras (VSRC), Lithuania 

IMPLEMENTATION PERIOD 

June 2019 – March 2020 

PARTICIPANTS 

Twenty participants enrolled for the course. The participants include adult 

learners (workers of construction companies) and CVET students who already 

acquired a specific qualification in Building and Construction.  

TRAINING ORGANIZATION 

Theory lessons and practical workshops have delivered at the premises of the 

Vilnius Builders Training Centre. The lessons are organized as evening classes 

to address the needs of the learners who are employed. 

The training content has based on the curriculum prepared by Berufsbildungs- 

und Technologiezentrum der Handwerkskammer Schwerin and adapted to the 

national requirements. The training course comprises 1200 hours, including 

project work (Annex 1). Five trainers conducted the training. 
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20% of the total training time dedicated to theory lessons and 80% is practical 

training delivered at the Sectoral Practical Training Centre for Construction 

based at Vilnius Builders Training Centre and companies. 

Ninety-four hours of project work will be optional for participants to choose to 

complete either at the company or the school workshop. 

Note: training timetables annexed to this Report (Annex 2) 

EVALUATION 

2nd written survey carried out during the last week of the training with all 

participants having completed the provided questionnaire forms. Personal 

interviews with 3 participants and personal interviews with 2 teachers have 

been carried out in the middle of the training. 

DOCUMENTATION AND EVIDENCE 

We cannot provide you with the signature lists and photos due to the general 

data protection regulation. However, all the evidence is collected and kept by 

Partner PP4 in the project file (click here). 

ASSESSMENT OF ACQUIRED SKILLS 

The assessment of the acquired knowledge and competencies consisted of 

two parts: theoretical (100-question test with optional answers) and practical 

(presentation of project work). 

The results of the theoretical knowledge test (10 - highest rating, 6 - lowest) 

are as follows: 

Number of 
participants 

Points Note 

2 95-100 10 

5 85-94 9 

8 75-84 8 

3 65-74 7 

2 55-64 6 
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The results of the project work evaluation (10 - the highest evaluation, 6 - the 

lowest) are as follows: 

Number of 
participants 

Points Note 

3 95-100 10 

7 85-94 9 

6 75-84 8 

4 65-74 7 

All participants gave the Certificates. Example of the Certificate Annex 3. 

OBSERVATIONS, EXPERIENCE GAINED 
1. The knowledge acquired by the participants during the training is needed

and applied in the labor market. Some of the training participants had a
long time since they graduated from vocational or higher education
institutions and had not participated in any in-service training courses.
So, the training raised their various competencies in the professional
field.

2. Most of the participants attended in the training on their initiative; some
were motivated by the employer or co-workers, our school graduates,
and teachers, family members.

3. This training improved most of the participant's personal development,
helped to grow on a professional, personal level, improved some of them
employment situation.

4. Training participants were the most active at the beginning of the training,
later activity and attendance of contact lessons decreased. The reason
for this was that it was difficult for some training participants to reconcile
work, learning, and family responsibilities. In the second half of the
training, teachers had to put a lot of effort into selecting the teaching
materials to keep the participants interested in the practice. The activities
organized in preparation were purposeful and rationally distributed.
Practical training organized by theory studies. Conditions created for
independent, distance learning. The participants of the training highly
appreciated the teachers' efforts to convey the teaching material.

5. The participants of the training were more interested in those lectures
where IT knowledge was improved, and various calculations performed.
The training participants had more interesting practical lessons than
theoretical ones.

6. It observed that the participants of the training managed to absorb the
transmitted information at different rates. It especially felt when
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conveying the topics of modules B3, B4, B7. It was mainly due to 
differences in education, in partage, problems at work, or in the family. 

7. For the teachers who taught the participants, participation in the project
posed many challenges, as it necessary to in-depth knowledge in the
field of the subject showed, update, or develop the teaching material
according to the curriculum. So, the teachers updated their experience in
the field of the taught subject.

8. The training contributed to the teachers´ personal development. The
latest information in the subject area had to search in foreign languages:
English, German. Polish. There was little information in Lithuanian
teaching about some topics. Knowledge of foreign languages had
deepened during the preparation of the teaching material.

9. The teachers who participated in the training have already updated and
adjusted their curricula based on the “Construction technician” program
developed by the project partner and the experience gained during the
training. VSRC students study or will study according to them.

10. This program meets the needs of the state economy, because lots
of Lithuanian companies are looking for qualified engineers and
technicians. It's an excellent opportunity for any Lithuanian vocational
training institution that wants to raise its prestige and attract as many
stakeholders as possible.

RECOMMENDATIONS 

Based on the experience and observations gained during the training, the 

following recommendations made: 

1. The content of the training modules is appropriate, meets the needs and

expectations of construction professionals, has been well and very well

evaluated by participants. Therefore, taking into account the needs of the

training participants, it is recommended to organize such training for other

vocational training institutions of the country, which train specialists in the

field of construction.

2. Recommended to adapt the curriculum prepared by Berufsbildungs- und

Technologiezentrum der Handwerkskammer Schwerin for customers‘

needs and national requirements when organizing training. Only after

delving into the content of individual modules, the needs, and preferences

of customers and training participants. The training should be shorter,

approximately 500-600 hours. Duration of the training no more than a half
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year. More attention to the teaching of practical subjects. It is essential to 

combine theoretical knowledge with possible, responsibly choose practical 

tasks. 

3. Before organizing the training, it would be worthwhile to arrange a test of

the knowledge and abilities of the training participants. It is necessary

because the ability to absorb information is unequal. After the knowledge

and skills test, it is expedient to divide the training participants into groups

of no more than 6-10 people.

4. Taking into account the content of the modules, recommended to change

and supplement the initial and continuing education programs, according to

which construction specialists trained in Lithuanian vocational and higher

education institutions. The topics of modules B5, B7, B9 included in the

content of higher education curricula.

5. It is possible and recommended to implement this training in our country.

Cooperation between the state, municipalities, and businesses must be

encouraged at all levels of non-formal adult education. It would also better

address the issue of funding for the creation of such competence centers.

6. The creation of vocational training competence centers would be

significant in promptly solving the problem of lack of specific knowledge and

competencies of construction specialists. In particular, they would serve

individuals who received their education five or more years ago.
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ANNEX 1. CONTENT OF THE TRAINING 

No. Module Focus on Total 
hours 

Hours 
in the 
training 

B1 
Structural design Structural designing and engineering 315 

250 

B2 
Structural drawing Structural CAD drawing 130 

100 

B3 Mathematics, 
Geometry, Physics 

Performing mathematical and 
building-related physical calculations 

180 
160 

B4 Materials science / 
Chemistry 

Concrete and reinforced concrete 200 
170 

B5 
Building law 

Local building regulations, permits, 
contract law principles, warranty 

80 
60 

B6 

Construction 
management 

Calculation and planning of 
construction costs, staff, equipment, 
materials, tendering, tender vetting, 
procurement, production, service 
specification for award procedures, 
building supervision, site accounting 

126 

100 

B7 
Technical mechanics Statics, materials strength, dynamics 220 

190 

B8 Construction machinery 
and equipment 

Overview 16 
16 

B9 
Surveying technology Application of surveying equipment 70 

60 

B10 
Project work Interdisciplinary project 120 

94 

TOTAL 1457 
1200 
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ANNEX 2. TIMETABLES 

13th MAY- 28th JUNE 
MONDAY 

13th May 

TUESDAY 

14th May 

WEDNESDAY 

15th May 

THURSDAY 

16th May 

FRIDAY 

17th May 

1 structural design 2 structural design 3 structural drawing 2 structural design 2 technical mechanics 

2 materials 

science/chemistry 

1 construction management 1 mathematics, geometry, 

physics 

1 materials 

science/chemistry 

2 mathematics, geometry, 

physics 

1 technical mechanics 2 building law 1 building law 2 technical mechanics 

MONDAY 

20th May 

TUESDAY 

21th May 

WEDNESDAY 

22th May 

THURSDAY 

23th May 

FRIDAY 

24th May 

1 structural drawing 2 structural design 2 structural drawing 2 structural design 2 structural drawing 

2 materials 

science/chemistry 

1 construction management 1 mathematics, geometry, 

physics 

1 materials 

science/chemistry 

2 mathematics, geometry, 

physics 

1 technical mechanics 2 materials 

science/chemistry 

2 materials 

science/chemistry 

2 technical mechanics 

MONDAY 

27th May 

TUESDAY 

28th May 

WEDNESDAY 

29th May 

THURSDAY 

30th May 

FRIDAY 

31th May 

2 structural drawing 2 structural design 2 structural drawing 1 construction 

management 

2 mathematics, geometry, 

physics 

2 technical mechanics 1 construction management 2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 technical mechanics 

1 building law 1 materials 

science/chemistry 

2 structural design 

MONDAY 

3nd June 

TUESDAY 

4rd June 

WEDNESDAY 

5th June 

THURSDAY 

6th June 

FRIDAY 

7th June 

2 structural design 1 structural design 2 structural drawing 1 materials 

science/chemistry 

2 structural drawing 
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2 materials 

science/chemistry 

2 construction management 1 mathematics, geometry, 

physics 

2 mathematics, geometry, 

physics 

2 construction machinery 

and equipment 

2 construction machinery 

and equipment 

2 surveying technology 2 structural design 

MONDAY 

10th June 

TUESDAY 

11th June 

WEDNESDAY 

12th June 

THURSDAY 

13th June 

FRIDAY 

14th June 

2 structural drawing 2 structural design 3 structural drawing 3 structural design 2 mathematics, geometry, 

physics 

2 surveying technology 3 structural drawing 2 mathematics, geometry, 

physics 

2 construction 

management 

2 structural drawing 

MONDAY 

17th June 

TUESDAY 

18th June 

WEDNESDAY 

19th June 

THURSDAY 

20th June 

FRIDAY 

21th June 

1 mathematics, geometry, 

physics 

2 structural design 3 structural design 2 mathematics, geometry, 

physics 

2 structural drawing 

1 surveying technology 2 construction management 1 mathematics, geometry, 

physics 

1 materials 

science/chemistry 

 2 technical mechanics 

2 technical mechanics 1 building law 1 surveying technology 2 construction 

management 

MONDAY 

24th June 

TUESDAY 

25th June 

WEDNESDAY 

26th June 

THURSDAY 

27th June 

FRIDAY 

28th June 

PUBLIC HOLIDAY 

2 structural design 1 construction 

management 

2 technical mechanics 2 structural drawing 

2 mathematics, geometry, 

physics 

4 technical mechanics 3 structural drawing 2 technical mechanics 

1 building law 
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2nd SEPTEMBER- 31th OCTOBER 

MONDAY 

2nd 

TUESDAY 

3rd 

WEDNESDAY 

4th 

THURSDAY 

5th 

FRIDAY 

6th 
2 structural design 2 surveying technology 2 structural drawing 2 structural design 2 technical mechanics 

2 materials science/chemistry 2 technical mechanics 

1 mathematics, geometry, 

physics 

1 materials 

science/chemistry 

1 mathematics, geometry, 

physics 

1 building law 1 technical mechanics 

MONDAY 

9th 

TUESDAY 

10th 

WEDNESDAY 

11th 

THURSDAY 

12th 

FRIDAY 

13th 
2 materials science/chemistry 2 structural design 2 structural drawing 

4 surveying technology 

2 structural drawing 

2 technical mechanics 2 construction management 

1 mathematics, geometry, 

physics 
1 mathematics, geometry, 

physics 
1 building law 

MONDAY 

16th 

TUESDAY 

17th 

WEDNESDAY 

18th 

THURSDAY 

19th 

FRIDAY 

20th 
2 structural drawing 2 structural design 1 structural drawing 2 construction management 

4 technical mechanics 2 technical mechanics 2 construction management 2 mathematics, geometry, 

physics 

2 structural design 

1 building law 

MONDAY 

23th 

TUESDAY 

24th 

WEDNESDAY 

25th 

THURSDAY 

26th 

FRIDAY 

27th 
2 structural design 2 structural design 1 building law 1 materials 

science/chemistry 4 construction machinery and 

equipment 

2 materials 

science/chemistry 

2 construction management 3 surveying technology 

1 mathematics, geometry, 

physics 

2 structural design 

MONDAY 

30th 

TUESDAY 

1st 

WEDNESDAY 

2nd 

THURSDAY 

3rd 

FRIDAY 

4th 

2 structural drawing 2 structural design 2 structural drawing 2 structural design 2 mathematics, geometry, 

physics 

2 surveying technology 2 structural drawing 2 mathematics, geometry, 

physics 

2 construction 

management 

2 structural drawing 

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 
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7th 8th 9th 10th 11th 

1 mathematics, geometry, 

physics 

2 structural design 

5 structural design 

1 mathematics, geometry, 

physics 

2 structural drawing 

1 surveying technology 2 construction management 1 materials 

science/chemistry 

 2 technical mechanics 

2 technical mechanics 1 building law 2 construction 

management 

MONDAY 

14th 

TUESDAY 

15th 

WEDNESDAY 

16th 

THURSDAY 

17th 

FRIDAY 

18th 

2 surveying technology 2 structural design 1 construction 

management 

2 technical mechanics 2 structural drawing 

2 structural design 

1 mathematics, geometry, 

physics 

4 technical mechanics 2 structural drawing 2 technical mechanics 

1 building law 

MONDAY 

21th 

TUESDAY 

22th 

WEDNESDAY 

23th 

THURSDAY 

24th 

FRIDAY 

25th 

2 materials 

science/chemistry 

2 structural design 1 construction 

management 

3 technical mechanics 2 materials 

science/chemistry 

2 structural design 

1 mathematics, geometry, 

physics 

4 technical mechanics 2 materials 

science/chemistry 

2 technical mechanics 

1 building law 

MONDAY 

28th 

TUESDAY 

29th 

WEDNESDAY 

30th 

THURSDAY 

31th 

2 surveying technology 3 materials 

science/chemistry 

2 construction 

management 

2 materials 

science/chemistry 

3 structural design 2 mathematics, geometry, 

physics 

3 technical mechanics 2 structural design 
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4th NOVEMBER – 23th DECEMBER 

MONDAY 

4th 

TUESDAY 

5th 

WEDNESDAY 

6th 

THURSDAY 

7th 

FRIDAY 

8th 
3 structural design 

2 PROJECT WORK 

2 structural drawing 1 PROJECT WORK 

5 PROJECT WORK 

2 materials science/chemistry 4 technical mechanics 

2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

1 building law 2 structural design 

MONDAY 

11th 

TUESDAY 

12th 

WEDNESDAY 

13th 

THURSDAY 

14th 

FRIDAY 

15th 
3 materials science/chemistry 3 structural design 2 structural drawing 3 structural design 

5 PROJECT WORK 
3 technical mechanics 2 construction management 

2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

1 building law 

MONDAY 

18th 

TUESDAY 

19th 

WEDNESDAY 

20th 

THURSDAY 

21th 

FRIDAY 

22th 
3 materials science/chemistry 3 structural design 2 structural drawing 2 PROJECT WORK 

5 PROJECT WORK 3 technical mechanics 2 construction management 2 mathematics, geometry, 

physics 

3 structural design 

1 building law 

MONDAY 

25th 

TUESDAY 

26th 

WEDNESDAY 

27th 

THURSDAY 

28th 

FRIDAY 

29th 
2 technical mechanics 2 structural design 1 building law 2 materials 

science/chemistry 5 PROJECT WORK 

3 materials 

science/chemistry 

3 construction management 4 surveying technology 3 structural design 

MONDAY 

2nd 

TUESDAY 

3rd 

WEDNESDAY 

4th 

THURSDAY 

5th 

FRIDAY 

6th 
3 materials science/chemistry 3 structural design 2 structural drawing 3 structural design 

5 PROJECT WORK 2 surveying technology 3 technical mechanics 3 mathematics, geometry, 

physics 

2 construction 

management 
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MONDAY 

9th 

TUESDAY 

10th 

WEDNESDAY 

11th 

THURSDAY 

12th 

FRIDAY 

13th 

1 mathematics, geometry, 

physics 

2 structural design 2 structural design 1 mathematics, geometry, 

physics 5 PROJECT WORK 

3 materials science/chemistry 2 construction management 2 structural drawing 2 materials 

science/chemistry 

2 technical mechanics 1 building law 2 technical mechanics 2 construction 

management 

MONDAY 

16th 

TUESDAY 

17th 

WEDNESDAY 

18th 

THURSDAY 

19th 

FRIDAY 

20th 

2 surveying technology 3 structural design 2 structural drawing 1 PROJECT WORK 

5 PROJECT WORK 

3 structural design 

2 mathematics, geometry, 

physics 

4 technical mechanics 4 technical mechanics 

MONDAY 

23th 

2 materials 

science/chemistry 

3 structural design 
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2nd JANUARY – 27th FEBRUARY 

MONDAY TUESDAY WEDNESDAY 

1st 

THURSDAY 

2nd 

FRIDAY 

3rd 

PUBLIC HOLIDAY 

2materials science/chemistry 

5 PROJECT WORK 

2 structural design 

1 mathematics, geometry, 

physics 

MONDAY 

6th 

TUESDAY 

7th 

WEDNESDAY 

8th 

THURSDAY 

9th 

FRIDAY 

10th 

3 materials science/chemistry 3 structural design 1 structural drawing 3 structural design 

5 PROJECT WORK 
3 technical mechanics 2 construction management 

2 mathematics, geometry, 

physics 

2 materials 

science/chemistry 

2 building law 

MONDAY 

13th 

TUESDAY 

14th 

WEDNESDAY 

15th 

THURSDAY 

16th 

FRIDAY 

17th 

3 materials science/chemistry 3 structural design 1 structural drawing 2materials science/chemistry 

5 PROJECT WORK 3 technical mechanics 2 construction management 2 mathematics, geometry, 

physics 

3 mathematics, geometry, 

physics 

2 building law 1 surveying technology 

MONDAY 

20th 

TUESDAY 

21th 

WEDNESDAY 

22th 

THURSDAY 

23th 

FRIDAY 

24th 

3 technical mechanics 2 structural design 2 building law 2 materials 

science/chemistry 5 PROJECT WORK 

3 materials science/chemistry 3 construction management 4 surveying technology 3 structural design 

MONDAY 

27th 

TUESDAY 

28th 

WEDNESDAY 

29th 

THURSDAY 

30th 

FRIDAY 

31th 

3 materials science/chemistry 2 structural design 2 structural drawing 3 mathematics, geometry, 

physics 5 PROJECT WORK 

3 surveying technology 3 technical mechanics 3 mathematics, geometry, 

physics 

2 construction management 

MONDAY 

3rd 

TUESDAY 

4th 

WEDNESDAY 

5th 

THURSDAY 

6th 

FRIDAY 

7th 
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1 mathematics, geometry, 

physics 

2 structural design 

3 structural drawing 

2 mathematics, geometry, 

physics 4 PROJECT WORK 

2 materials science/chemistry 1 construction management 2 materials 

science/chemistry 

3 technical mechanics 2 building law 3 technical mechanics 1 construction management 

MONDAY 

10th 

TUESDAY 

11th 

WEDNESDAY 

12th 

THURSDAY 

13th 

FRIDAY 

14th 

2 surveying technology 3 structural design 2 materials 

science/chemistry 

3 materials 

science/chemistry 

2 materials science/chemistry 

4 structural design 

2 mathematics, geometry, 

physics 

4 technical mechanics 2 mathematics, geometry, 

physics 
3 PROJECT WORK 

MONDAY 

17th 

TUESDAY 

18th 

WEDNESDAY 

19th 

THURSDAY 

20th 

FRIDAY 

21th 

2 materials science/chemistry 3 structural design 2 materials 

science/chemistry 6 technical mechanics 

2 mathematics, geometry, 

physics 

3 structural design 

2 mathematics, geometry, 

physics 

4 technical mechanics 3 PROJECT WORK 

MONDAY 

24th 

TUESDAY 

25th 

WEDNESDAY 

26th 

THURSDAY 

27th 

FRIDAY 

28th 

2 materials science/chemistry 3 structural design 2 materials 

science/chemistry 

3 materials 

science/chemistry 

2 mathematics, geometry, 

physics 

3 structural design 

2 mathematics, geometry, 

physics 

4 technical mechanics 2 mathematics, geometry, 

physics 
3 PROJECT WORK 
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2nd MARCH – 31th MARCH 

MONDAY 2nd TUESDAY 3rd WEDNESDAY 4th THURSDAY 5th FRIDAY 6th 

4 mathematics, geometry, 

physics 

2 structural design 4 materials science/chemistry 3 construction management 2 construction management 

1 surveying technology 

1 structural design 3 mathematics, geometry, 

physics 

2 technical mechanics 2 mathematics, geometry, 

physics 

3 technical mechanics 

MONDAY 9th TUESDAY 10th WEDNESDAY 11th THURSDAY 12th FRIDAY 13th 
4 materials science/chemistry 3 structural design 2 materials science/chemistry 3 mathematics, geometry, 

physics 

1 mathematics, geometry, 

physics 
1 surveying technology 

1 structural design 2 mathematics, geometry, 

physics 

4 technical mechanics 3 materials 

science/chemistry 

4 technical mechanics 

MONDAY 16th TUESDAY 17th WEDNESDAY 18th THURSDAY 19th FRIDAY 20th 
3 materials science/chemistry 3 structural design 2 materials science/chemistry 3 materials 

science/chemistry 

1 mathematics, geometry, 

physics 1 surveying technology 

2 structural design 2 mathematics, geometry, 

physics 

4 technical mechanics 2 construction management 4 technical mechanics 

MONDAY 23th TUESDAY 24th WEDNESDAY 25th THURSDAY 26th FRIDAY 27th 
3 materials science/chemistry 1 structural design 2 materials science/chemistry 3 construction management 1 mathematics, geometry, 

physics 1 surveying technology 

2 structural design 

4 materials science/chemistry 4 technical mechanics 2 mathematics, geometry, 

physics 

4 PROJECT WORK 

MONDAY 30th TUESDAY 31th 

2 technical mechanics 6 PROJECT WORK 

5 PROJECT WORK 
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ANNEX 3. EXAMPLE OF CERTIFICATE 

CERTIFICATE OF PARTICIPATION 

This is to certify that 

Name, Surname 

participated in Technology Construction Technic training 

 organized at 

VšĮ Vilniaus statybininkų rengimo centras, 
Ateities g. 28, Vilnius,  

Lithuania 

 on 18.02.2019 - 31.03.2020 

within the framework of 

ERASMUS+ KA2 project 

“Establishment of two-stage industry competence centers of vocational 
education and training” 

Daina Kiršanskienė 

Acting Director 

VšĮ Vilniaus statybininkų rengimo centras Vilnius, 31.03.2020 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

IMPLEMENTATION REPORT 

Testing Part C „Business Administration and Management“ of 

Technician Training Curriculum 

Scope of part C - 350 hours 

5 main modules:  

Determining corporate competitiveness; 

Business foundation and takeover activities;  

Developing corporate management strategies; 

Computer skills and bookkeeping; 

Innovation management. 

Testing performed by: Panevezys Chamber of Commerce, Industry and Crafts 

Time and place: 8 January – 31 May 2019 in Panevezys, Lithuania  

Target group: 22 last-year students of vocational training centre (20 students completed the course) 

Majority of target group aged 17-24,  82 % male, 18 % female. 

Students of different study fields: construction, computer science, mechatronics, etc. 

Lecturers involved: 4 lecturers from Panevezys College, 2 lecturers from Panevezys CCIC. Besides, 

several entrepreneurs, owners of small local businesses were invited to give lectures, to share their 

experience, success stories. 

Form of training: full-time lectures and 3 visits to local manufacture and trade companies.  

No final examination was carried out, knowledge of students was tested at the end of each module. 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

2 

At the end of training the participants received certificates of attendance, stating that they have 

successfully completed a 350-hours training course on Business administration and management: 

Evaluation questionnaires were completed by all participants and 2 teachers at the beginning and end 

of the training. 

General assessment: 

By students: 

• Usefulness and satisfaction of the training

From 4,62 (helpful material, relevant topics) to 4,07 (skills acquired can be useful in daily work) 

• Teachers and organisation of the training

From 4,67 (overall atmosphere, lecturers) to 4,29 (duration of training) 

By teachers: 

• Trainees‘ engagement and organization of training:

From 5,0 (trainees‘ participation, overall atmosphere, organization) to 3,5 (the whole training is 

possible to implement in our country) 

• Trainees‘ readiness for independent work:

From 4,25 (skills acquired can be useful to daily work, training improves trainees‘ personal 

development and job situation) to 3,5 (the whole training is possible to implement in our country) 
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Establishment of Two-stage Industry Competence Centers of Vocational Education and Training – ICC4VET 

3 

Remarks and conclusions: 

Part C “Business Administration and Management” of Technician training curriculum developed in 

the framework of ICC4VET project is very thorough and covers all aspects of business administration 

and management.  

The training consists of 5 main modules that are divided into 31 individual modules. 

The training could be used: 

• as individual short qualification improvement trainings on separate topics, e.g. corporate

strategy and marketing, labour law and social security, bookkeeping and cash-flow

statements, etc.;

• as a flexible combination of separate training modules in accordance with needs and specifics

of the participant groups;

• as a whole 350-hour course with minor adjustements in line with specifics of the country’s

legal and tax systems.

Panevezys Chamber of Commerce, Industry and Crafts will use the curriculum for companies, their 

employees or other interested parties in the future 

Ginta Česevičienė 
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Project “Establishment of two-stage industry competence centers 
of vocational education and training” (ICC4VET) 

Business administration 

and management 

Curriculum 

PP6 – Latvian Chamber of Crafts 

Riga 2019 
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2 

INTRODUCTION 

A craftsman has to combine a wide range of skills, as he is often both a manufacturer of a craft 

product or a service provider - a performer, and a manager at all levels with a limited number of 

employees, limited financial and other resources. 

The management of a craft business is often represented by only one person, who usually has to 

acquire knowledge of business organization and management in the work process. A craftsman 

or craft business usually operates in a narrow geographical and manufacturing sector. In 

addition, it is necessary to be able to navigate and comply with the rapidly changing laws, 

regulations of the Cabinet of Ministers, SRS, etc. institutional requirements. 

Areas where craftsmen need to acquire knowledge: 

1) An understanding of your own, colleagues’ and/or apprentices’, partners’, clients’ nature,

their emotional state and the principles of communication.

2) The operating principles of the market economy and the influence of the state (including

anonymous regulators) on the economic activity of the craftsman. The specifics of the

craft, which are reflected in the originality of the product, service and the limited scope.

3) Management levels, functions and organisation of work in a specific craft workshop,

company.

4) Development planning by a step-by-step approach to creating a business plan that

includes practical advice in marketing, manufacturing, and financial control.

5) Product/service presentation, product sales, customer acquisition, taking into account the

specific need for PR - the need to shape public opinion.

The original teaching materials developed by the lecturer Nellija Livčāne are used to study the 

social psychological portrait of the master and certain management and project management 

topics, as well as examples from the lecturer's investment, grant attraction project development, 

management experience. 

During the classes and consultations, up-to-date information is used from the Cabinet of 

Ministers of the Republic of Latvia, ministries, agencies, State Revenue Service, ALTUM, LAD, 

LLKC, and other websites and references, such as,  

• Commercial law, available http://likumi.lv/ta/id/5490

• Statistical Classification of Economic Activities in the European Community, Revision 2

NACE 2.red. http://www.csb.gov.lv/node/29900/list/4/0
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3 

Sources of information 

Explanation 

www.lak.lv Latvijas Amatniecības kamera 

www.likumi.lv 
LR likumi, MK noteikumi (ar grozījumiem), norādot saistītos 

normatīvos aktus 

www.mk.gov.lv Ministru kabineta struktūra, aktualitātes un informācija par MK 

tiesību aktiem, kurus plāno apstiprināt. 

www.vid.gov.lv Valsts ieņēmumu dienests un EDS (elektroniskā deklarēšanās 

sistēma) 

www.esfondi.lv ES strukturālie fondi, no kuriem ir iespējams atbalsts amatniekam 

www.em.gov.lv Ekonomikas ministrijas vietne, t.sk., informācija par būvniecību, 

sertifikāciju, energoefektivitāti, atbalsta programmām u.c. 

www.liaa.gov.lv 

Latvijas Investīciju un attīstības aģentūra. Palīgs uzņēmējdarbības 

uzsācējiem, biznesa, inovāciju attīstībai, sadarbības partneru 

meklēšanai, biznesa inkubatori, tehnoloģiskie parki ..... 

www.varam.gov.lv 

Vides aizsardzības un reģionālās attīstības ministrija - informācija par 

dabas resursu nodokli, aktualitātēm ES, EEZ& Norvēģijas u.c. 

finanšu instrumentu projektu konkursiem finansiālā atbalsta piesaistei. 

www.lm.gov.lv Labklājības ministrija. Iespējas reģistrēt sociālo uzņēmējdarbību 

www.nva.gov.lv 
Nodarbinātības aģentūra. Informācija darba devējiem, 

bezdarbniekiem, Iespējas izmantot atbalstu darba spēka piesaistei. 

www.izm.gov.lv Izglītības zinātnes ministrija 

www.viaa.gov.lv 

Valsts izglītības attīstības aģentūra. Profesionālās, pieaugušo 

izglītības projektu iespējas ar ES u.c. fondu atbalstu 

www.altum.lv ALTUM atbalsta programmas komercdarbībai 

www.cfla.gov.lv Centrālā finanšu līgumu aģentūra 

Mobilās lietotnes 

Attaisnotie izdevumi Gada ienākumu deklarācijai pielikums D 

eParakstsmobile e-parakstam

KNAB 

Vides aizsardzībai 
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4 

1. Craftsman’s sociopsychological portrait

Business Plan – based on three pillars – subject – object – project 

1) Characterize yourself

2) Characterize your product and its buyer

3) Substantiate the idea of change - the project
\ 

Then summarize it in financial terms 

Tasks 

1) Create your socio-psychological portrait by answering questions:

• Who am I?

• From where do I come and where do I go?

• What do I want?

2) Apply knowledge to improve the quality of life – family, work, society.

3) Understand and organize yourself, promote growth and perfecting. Encourage yourself to

seek answers to questions about the meaning of existence.

Live in the present 

Tests 

• The non-existent living entity

• Aizenku test (temperament, neurotism)

• Psychogeometric test

• Values
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1. INTRAPERSONAL abilities to concentrate

➢ to formulate thoughts;

➢ identify yourself (how? Body - soul - spirit?);

➢ understand and express feelings;

➢ feel yourself as part of a whole (ancestors, cosmos, etc.);

➢ highest level of knowledge about your mission, meaning of life. Incarnation? Initiative?

➢ formulate goals and develop.

2. INTERPERSONAL abilities

➢ to work together, co-operate (also on a energetic level);

➢ to present ideas, explain to others;

➢ to work in a group, respecting the differences between them;

➢ to recognize others as personalities;

➢ be friendly, compassionate;

➢ verbal and non-verbal communication.

3. MUSICAL / RYTHMIC abilities

➢ listening;

➢ music structuring;

1. INTRAPERSONAL
abilities

2. INTER-PERSONAL

3. MUSICAL / 
RYTHMIC

4.  VERBAL / 
LINGUISTIC

5. LOGICAL / 
MATHEMATICAL

6. VISUAL

7. BODY / KINETIC
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➢ sensitivity to sound perception;

➢ making a melody;

➢ tone differentiation.

4. VERBAL/LINGUISTIC

➢ understanding the meaning of words;

➢ the ability to convince each other with words, to promote activity;

➢ the ability to explain, learn and teach;

➢ sense of humor;

➢ memory, ability to recall things from memory;

➢ ability to speak in your own language (meta-linguistic).

5. LOGICAL/MATHEMATICAL

➢ mental-abstract processes;

➢ inductive processes - go from individual to total;

➢ deductive processes - from general to individual, details;

➢ understanding of inner connections, mutual commitments;

➢ complex calculations;

➢ scientific approach (reasoning).

6. VISUAL abilities

➢ perception of the form on a plane, in space;

➢ color perception (tone, intensity, etc.);

➢ perception from different angles;

➢ graphic representation;

➢ manipulation of established visions in graphics, in motion;

➢ orientation in a room (depth perception?);

➢ the ability to form an image on the mental level (imagining);

➢ active imagination.

7. BODY / KINETIC abilities

➢ perfection of body movements;

➢ control of body language;

➢ union of spirit and body;

➢ extended awareness with the help of body (body sensation?);

➢ control of movement reflexes;

the ability to consciously control movement.
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The 
need

for self-
knowledge,
own talent, 

realization of 
abilities, continuous 

improvement

The need for self-affirmation, 
recognition, education, position in 

society

Social needs, communication, belonging 
to a certain social group

The need for self-protection, clothing, clean 
environment, housing

Physiological needs, sleep, nutrition

SUPER 

EGO 

EGO 

ID 
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2. Key economic issues

2.1. Economy, the specificity of the market economy mechanism for craftsmen 

Questions about business that need to be answered: 

1. What to produce, offer?   Item / product / service 

2. How to do it?       Technology / materials / costs 

3. To whom and how much?     Customers / market / demand

4. Why?       Motivation 

The company offers what will give the most profit, using the technologies that provide the lowest 

costs, while customers balance their options with prices. 

Philosophy of the company. 

Philosophy of the craftsman / master. 

Types of economic activities

1. Subsistence economy

In subsistence economy the subject:

- obtains raw materials,

- processes them,

- consumes them.

2. Command-economy (centrally planned)

3. Market economy (the process of allocating resources takes place through the market)

4. Mixed economy (the country conducts market economy regulation and control)

……………………………………………………………………………………………… 

……………………………………………………………………………………………… 

Market economy features: 

• the existence of privately owned property;

• full competition;

• free business and initiative;

• exchange relationships;

• almost all labor products become goods;

• a limited national role in the economy.
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Market Infrastructure: 

• capital goods market - work items and tools are sold

(energy, metals, building materials, equipment, capital construction objects, land,

forests, subterranean wealth market);

• consumer goods market;

• services market;

• housing, summer houses, apartment market;

• labour market;

• capital/financial market.

The ideal market: 

• free access to the market (supply);

• maximum customer convenience;

• maximum profit for the seller;

• homogeneity of the goods;

• no privileges;

• concentrated in one place;

• the same rules for all participants;

• rapid response to all market changes (flexibility).

Market economy philosophy 

Market features in Latvia 

…………………………………………………………………………………………………….. 

Crafts product, service and market segment 

…………………………………………………………………………………………………….. 

PRODUCTION ORIENTATION 

IMPLEMENTATION ORIENTATION 

CONSUMER ORIENTATION 
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Stages of creating your business 

1. Self portrait

• motivation

• characteristics

• competence 

2. Analysis of opportunities

• shortcomings in society, customer dissatisfaction

• "void" / niche

• new technologies

• tendencies 

3. Formulation of goals

• personal goals

• family goals and interests

• goals of colleagues

• the society? 

4. Marketing plan

• demand

• market potential

• competitors

• advertising

• estimated revenue

5. Finance

• initial capital (existing resources)

• required funding (investments)

• Possible sources of finance

• profitability of the event

6. Partners and staff

• "compensation" principle

• who will lead?

• staff selection and management

7. Legal form

• Craftsman’s card, patent (SRS)

• Firm – individual merchant, Ltd, JSC

• Association, foundation (NGO)

8. Calendar plan (schedule of events and deadlines)

389



11 

2.2. Resource availability 

Production factors 

Production factors – everything that is needed to produce goods or provide services. 

Production factors are: 

1. Natural resources or "Earth" – natural capital:

land, its soil, flora, fauna, the riches of the earth's depths as well as the geographical and

climatic characteristics of the location of the area.

2. Human resources or "work" – human physical and mental exertion:

knowledge, abilities, skills.

3. Capital – something created by people to produce other goods:

• goods capital (machinery, tractors, means of transport, buildings, technics, etc.),

• financial capital – money.

4. Information – timely acquisition and application of information:

“know-how” – valuable information on efficient production technology and modern

management systems.

5. Entrepreneurship and entrepreneurial skills: the ability to combine all factors of production

in such a way that they produce the highest efficiency and the most advantageous use of

resources.

For resource planning 

First resource – information!!! 

2. Technology,

materials

3. Staff 4. Finances 5. Time

➢ inventory of

fixed assets

➢ depreciation

➢ innovation

➢ material

consumption

and costs

➢ suppliers

➢ legal provision

➢ trends

➢ possible

substitutes

➢ alignment of

objectives

➢ qualification

➢ the structure

➢ contracts

➢ job description

➢ motivation

➢ proper

delegation

➢ financial

analysis

➢ analysis of risk

factors

➢ capital

structure

➢ credit policy

➢ financial

planning and

control

➢ investment and

grant attraction

➢ plan if >200 items

per day

➢ plan personal time

as well

➢ timekeeping

➢ "red" and "green"

time

➢ "buffer" time

➢ 60 %

➢ Paretto Law

➢ 30 – 70%
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2.3. Support measures and offers for craftsmen and SMES 

Tax payers 

1. Natural persons

2. Legal persons

3. Employers and workers

4. Departments

5. Representations

6. and VAT Register

Worker registration procedure 

Each worker is registered in SRS by the employer (including a micro-enterprise taxpayer), 

submitting information regarding the employees within the following deadlines: 

• for persons entering into employment, no later than one day before the person

commences work, when the information is provided in paper form; not more than one

hour before the person commences work, if the particulars are submitted

electronically in the electronic declaration system;

• for employees who have changed or lost the status of an employee specified in the

Law “On State Social Insurance”, including employees who have been granted or

expired parental leave, leave for the father of the child due to the birth of a child or

leave without salary maintenance (including leave without retention of salary granted

to an employee in whose care and supervision the dependent child has been

transferred prior to the approval of the adoption by the court by a decision of the

Orphan's Court) - not later than within three working days after the change of status

or loss.

The employer - a natural person - registers with the SRS within 10 days after concluding a 

contract with the employee for the performance of work for remuneration. Upon registration, a 

contract (copy) concluded with the employee for the performance of work for remuneration must 

be submitted. 

Registration as an economic operator 

The economic activity is any systematic, independent activity for remuneration. This includes, 

for example, activities related to the performance of a business contract, the management of real 

estate, operation of a homestead owned by a person, as well as the provision of professional 

services, if there is no employment relationship with those to whom the services are provided – 

such as the activities of a scientific, literary, teaching, actor, director, doctor, sworn advocate, 

sworn auditor, sworn notary, sworn surveyor, artist, composer, musician, consultant, engineer or 

architect. 
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When should I register? 

A person must register as a performer of economic activity before starting the economic activity, 

indicating the field of economic activity in which the person will perform economic activity. 

(NACE 2.red.) 

When do I not need to register? 

A natural person has the right not to register as a performer of economic activity when leasing or 

renting real estate, if there are no expenses of economic activity or they are insignificant and, 

accordingly, from rent and rental income to pay tax in the amount of 10 percent. A natural person 

shall inform the SRS about such a choice within five working days from the moment of 

concluding the lease agreement by submitting a notification regarding determination of 

economic income in accordance with Section 11, Paragraph twelve of the Law On Personal 

Income Tax” (Cabinet Regulation No. 537 Regulations regarding the Registration of Taxpayers 

and Taxpayers' Structural Units with the State Revenue Service (Annex 7)). A natural person is 

entitled not to register an economic activity, gaining income from a homestead or personal 

auxiliary farm, or from picking mushrooms, berries, wild medicinal plants and flowers, if the 

said income in accordance with Section 9, Paragraph one, Clause 1 of the Law On Personal 

Income Tax does not exceed EUR 3000 per year 

Procedure for registration of an economic activity performer 

Register as an economic operator in any SRS unit by completing a taxpayer registration form 

(see Legislation/LR legislation/tax and fees/CM rules (Cabinet of Ministers Regulation No. 537 

"rules on the registration of taxpayers and taxpayers ' entities in the State Revenue Service"). 

Documents required for registration 

In order to register at the SRS as an economic operator, the person is required to present a 

personal identification document (provided that the documents are submitted to the State 

Revenue Service by the authorized person of the taxpayer to be registered, they shall, in addition 

to the identity document, present a mandate to submit documents) and submit: 

1. An application "Taxpayer (natural person) registration sheet" (Cabinet Regulation No.

537 Regulations regarding the Registration of Taxpayers and Taxpayers' Structural Units

with the State Revenue Service (Annex 1)).

2. Consent issued by the owner or legal possessor of the real estate (building or apartment

property) for the registration of the place of economic activity of a taxpayer in the

relevant building or apartment property. If the real estate has co-owners, the taxpayer

shall submit the consent of all co-owners or legal possessors of the immovable property

for the registration of the place of economic activity in the relevant building or apartment

property. The consent shall indicate the cadastral designation of the building or the

cadastral designation of the group of premises, the name, surname and personal

identification code or name (firm) and registration number of the owner, co-owners or

legal possessors.
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It should be taken into account, if the application for registration is submitted and signed 

by a person who owns the real estate specified in the specific address or the presumed 

part of its joint property or has declared at the specific address, the owner or legal 

possessor of the real estate (building or apartment property) consent is not required. 

3. Depending on the type of economic activity, the

• a statement from the Ministry of Foreign Affairs regarding the accreditation of the

representation in the Republic of Latvia;

• sworn advocates' offices - a written statement of the Latvian Council of Sworn

Advocates regarding the registration of the office with the council;

• permanent representations of non-residents (foreign merchants) in Latvia - a

document confirming the registration of a foreign operator in that country, where

the foreign law concerned provides for registration, but if such registration is not

provided for by law, as well as representation of a foreign organisation, another

document confirming the legal status of the foreign operator or organisation in the

country concerned.

 (!) Natural persons, with the exception of persons who have their habitual residence in the 

Republic of Latvia and who receive royalties (remuneration of copyright and related rights), are 

registered as self-employed at the same time as the registration of economic activity. 

Within one working day, the SRS shall place information in the publicly accessible part of the 

register of taxpayers on registered economic operators, natural persons who, in accordance with 

regulatory enactments regulating personal income tax, may not register with the State Revenue 

Service as economic operators and have notified the SRS of economic activities. 

A taxpayer and a taxpayer's unit shall be deemed to be registered in the register of taxpayers as 

of the date of making the relevant entry. 

Registration of legal entities 

The Register of Enterprises shall register merchants and their branches, cooperative societies, 

sole proprietorships, agricultural or fishing holdings, branches of foreign merchants, 

representations of foreign merchants, representatives of foreign merchants, representations and 

representatives of organizations, European economic interest groups, European companies, 

European cooperative societies, political parties, associations and foundations, trade unions, 

religious organizations and their institutions as taxpayers and assign them a single 11-digit 

registration code in accordance with the procedures specified in the Law “On the Register of 

Enterprises of the Republic of Latvia” and other laws. 

The registration certificate issued by the Register of Enterprises is also a taxpayer's certificate. 
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Patent fees for certain types of business activity 

Cabinet Regulation No. 28, the procedure by which the patent fee is applicable to the 

economic activity of a natural person in a certain profession, and the amount of the patent 

fee. Riga, 16.01.2018. 

The person shall submit the application for registration no later than 10 working days before the 

desired date of application of the patent fee. 

Ministru kabinets nosaka profesiju sarakstu, kurās gūstot ienākumu iedzīvotāju ienākuma 

nodokli un valsts sociālās apdrošināšanas obligātās iemaksas var maksāt patentmaksas veidā. 

The Cabinet of Ministers establishes a list of professions in which, when earning income, 

personal income tax and mandatory state social insurance contributions may be paid in the form 

of a patent fee. 

The payer of the patent fee may not employ other persons and the income may not exceed EUR 

15,000 per year. The patent fee may be paid for one, three or six calendar months or one calendar 

year. The term of payment of the patent fee may not be less than one calendar month. 

The amount of the patent fee is from 50 to 100 euros. 

The payer of the patent fee shall record only the income from economic activity. 

The payer of the patent fee is not obliged to submit an annual income declaration. 

The patent fee shall be credited to the state budget revenue accounts indicated on the SRS 

website within two working days after the submission of the application for payment of the 

patent fee to the SRS. 

There is no right to apply the annual non-taxable minimum, tax benefits and eligible expenses to 

the income from economic activity. 

A taxpayer who carries out an economic activity and pays a patent fee for it may not at the same 

time be a service provider to an economic operator (merchant) within the framework of his 

economic activity if the economic operator (merchant) operates in the same economic activity 

for which the patent fee payer pays a patent fee. 

A natural person may pay the reduced patent fee if the following conditions are met: 

o has been granted an old-age pension (including early retirement) and is entitled to apply

the pensioner's non-taxable minimum or has been recognized as a person with a group 1 or

2 disability;

o income from economic activity in the pre-tax year does not exceed 3000 euros;

o is not a taxpayer of a micro-enterprise or a performer of economic activity (a progressive

tax rate of 20%, 23%, 31.4% is paid from the income from economic activity);

o does not employ other persons and is not a payroll tax payer.
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A reduced fee payer shall not be obliged to submit an annual income declaration and shall not 

specify the income for which the patent fee has been paid. 

The reduced patent fee shall be paid for six calendar months or one calendar year. The term of 

payment of the reduced patent fee shall not be less than six calendar months. 

• A micro-enterprise taxpayer is registered by submitting an application by 15 December of 

the pre-tax year or by starting an economic activity. 

The micro-enterprise tax rate is 15%. 

Micro-enterprise tax is levied on the turnover (income) of a micro-enterprise. 

Micro-enterprise tax can be paid if: 

o income from economic activity – turnover – in a calendar year does not exceed 

40,000 euros; 

o the number of employees of the micro-enterprise at any time does not exceed five; 

o the natural person is not a member of a partnership; 

o the income of the employee (including the owner) of the micro-enterprise does 

not exceed 720 euros per month. 

A natural person as an employee of a micro-enterprise taxpayer may be employed in only 

one micro-enterprise at a time. 

Micro-enterprise tax is levied on the turnover (income) of a micro-enterprise. 
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State social insurance contributions 

A natural person - a performer of economic activity - is considered to be a self-employed person 

within the meaning of the Law “On State Social Insurance”. 

If the monthly income reaches 430 euros, the mandatory contributions are made from a freely 

chosen object of mandatory contributions, which may not be less than 430 euros per month. In 

addition, pension insurance contributions are made in the amount of 5% of the difference 

between the freely chosen object of mandatory contributions and the actual income. 

In the case of monthly income of less than 430 euros, compulsory contributions to pension 

insurance of 5% are made from actual income. 

If the income from the beginning of the year is less than 50 euros, no mandatory contributions 

are made. 

In the case of income from agricultural production, contributions to pension insurance amounting 
to 5% of the income from agricultural production shall be made annually, by 15 April of the 

following year. 

An employee of a micro-enterprise paying micro-enterprise tax shall be socially insured from the 

day when he or she has acquired the status of an employee of a micro-enterprise tax-paying 

micro-enterprise. 

An employee of a micro-enterprise paying a micro-enterprise tax may voluntarily join the state 

social insurance by making mandatory state social insurance contributions from freely chosen 

income, which does not exceed the limit set by 720 euros. 
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Resource planning and provision. Project. 

With what to start? 

1. Analysis of the current situation and opportunities (SWOT Analysis)

2. Formulation of goals.

3. Target-achieving tasks = activities.

4. Resources required for the implementation of the activities.

5. Project writing, design.

6. Project implementation.

A project is a work that is performed once. 

• Where are we now?

• Towards what do we want to move?

• How do we do it?

Objective – the desired state in the future with clearly defined activities to achieve the goal.  

TARGET CONTENT     TERM 

AMOUNT 

 Planning: 

1. goal formulation;

2. determination of exit conditions;

3. identification of possible alternatives;

4. choosing the best alternative;

5. implementation of the plan;

6. performance control.

A project is a set of activities characterised by the following characteristics: 

Am I a manager of my 

time and life? 

What needs to 

be achieved? 

When does it need 

to be achieved? 

How much needs to be achieved? 
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• the project is a unique;

• it has a pre-formulated goal;

• a defined start and end;

• financial, material and human resources limit;

• specific project organization.

When preparing a project application, it must be ensured that it corresponds to the following 

indicators, which together make up the so-called TRIKS* model (* TRIKS is a translation of the 

English "SMART" theory (specific, measurable, achievable, realistic, time bound) into Latvian: 

• The project must be specific. It purposefully addresses a certain problem, the importance of

which is confirmed by policy planning documents of the sector, legislation and analysis of the

current situation.

• The project must be measureable. Specific indicators should be identified that will measure

the changes that have occurred as a result of the project implementation - how the project has

helped to address the identified problem.

• The project must be achievable. It should be based on clear and logical assumptions that would

allow achieving the goals set during the project implementation period. A logical analysis

matrix will be the best to help structure project assumptions.

• The project must be realistic. The application must include economically sound financial

calculations that allow the implementation of the project.

• The project must fit into the timeless. This will help to provide a clear and detailed work plan.

Objective – Objective tasks – Activities – Measures – Resources/Budget = Result 

Financial Planning: 

I –  Planning of investments, rationale. 

II – Planning of profitability, non-loss point. 

I. Investments in fixed assets, working capital, project development and management.

II. Provide an idea of the projected cost, profitability, solvency, etc. The cash flow schedule

plays a crucial role in submitting a business plan for commercial loans and consumer loans as

well as short term loan applications. All information provided must be reasonable and

economically logical. It is important that the revenues are planned over months, as they are

usually of a seasonal nature.
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Investments 

Investments in the broadest sense of this term are understood to mean the funds, material and 

intellectual values of the public, legal and natural persons for the creation of new companies, the 

reconstruction of existing firms and the modernisation of technical provision, and the acquisition 

of property, shares, bonds and other securities and assets with a view to profit and/or other 

favourable effect. 

The types of investment depend on the investment objectives and the specificities of the 

investment facility. 

A distinction is made between three forms of investment: material, cash and intangible 

investments.  

Material investments: land, buildings and structures; transport and equipment; measuring 

equipment, technical equipment; property pledges; material items. 

Cash investments: targeted investments; current assets; shares in the company's share capital; 

securities (shares, bonds, bills, mortgage securities, etc.), loans, borrowings; ownership (know-

how, licenses). 

Intangible investments: staff training, research work, advertising. 
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3. Management specificity in crafts / management

3.1. Functions and tasks of a manager 

MANAGERS 
lead 

A. COMPANY B. EMPLOYEES

A. Company management is the company's leading personnel,

• who performs all management tasks,

• to ensure the existence of the company over a long period of time.

B. Employee management is

• targeted influencing of employees,

• while still accepting their needs.

A manager is a person who,   

• who can help their employees discover the meaning of the work;

• develops a better wording of the emloyee’s goals according to the company’s goals;

• show the importance of work in the overall result as part of the company's

achievements;

• explains the tasks from the point of view of human needs;

• supports the desire to be a winner;

• does not hide from people and asks for their help;

• creates a friendly psychological climate in the collective;

• emphasizes and develops the employee's ability to focus on quality;

• ensures that the tasks, competences and responsibilities of the firm are consistent;

• supports compliance with company laws.
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Can I be a leader? 

1. Am I a "winner" or a "loser"?

2. Do I want to lead others?

3. Are there "3 whales" – I understand myself, I understand the peope to be guided, I

undestand the field

What's preventing you from being a good leader? 

• incorrect self-assessment;

• unspecified, fuzzy targets;

• loose values;

• insufficient self-control;

• stopping growth;

• inability to solve problems;

• behaviour in stressful situations – CRISIS.

1, 2, 3, 4 

organizēt

plānot

Make 

decisions, 

get in 

touch 

 Management circle 
To delegate 

To motivate 
To develop 
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applied rational management tasks / functions: 

• setting goals – formulating the results to be achieved,

• planning – the preparation of action programs and resources necessary to achieve the

goals,

• organization – grouping of necessary actions, division of labor and determination of the

responsible ones,

• control – comparison of achievements and goals. Identifying the causes and looking for

the necessary action to correct potential failures.

social - emotional management tasks: 

• delegation – the assignment of rights and obligations to subordinates for the performance

of a particular activity,

• motivating – directing and managing people's actions, using incentives for better

performance of tasks,

• development.

3.2. Organization structure and management levels 

Organizing – the process of reorganizing an organization to use resources to achieve certain 

goals. 

Organization structure – the way in which the organizational functions are organized and 

coordinated. 

Organization structure chart – a diagram showing the organization's functions, departments or 

posts and their interconnectedness. 

Types of organizational structure: 

• linear (vertical);

• Functional;

• matrices;

• product / market organization;

• others.

Organization structure is determined by 

strategy, size of organization, technology, 

environment, opinion on power control. 
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Craft management peculiarities:    

........................................................................................................................................ 

Director
(TOP manager)

Head of the 1st 
department

Head of the 2nd 
department

Head of the 3rd
department

Director

Head of the 
1st 

department

Head of the 
2nd

department

Head of the 
3rd

department

TOP /
institut
-ional

Administrative

Technical level

Performers Performers Performers 

Linear functional structure 

Star, circle, etc. structures 

Management level 
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3.3. Attitude towards work and motivation 

How can you motivate employees?      

• There has to be a hierarchy of needs.

• Give employees timely, complete and accurate information about tasks, competences and

responsibilities.

• Explain the significance of each job to each employee.

• Explain not only what and how to do, but also why.

• Do not promise what you cannot do.

• Give your employees equal workload.

• Do not forget to praise, express appreciation.

• Constructive and properly presented critique!

• Give employees the opportunity to contribute to the formulation of goals, decision-

making, linking them with co-responsibility.

• Regularly evaluate employees, give them the opportunity to upgrade their qualifications

and raise (career opportunities).

• Encourage a supportive atmosphere and a sense of collective.

Attitude towards work 

Motivation 

INTERNAL 

IMPACT FACTORS 

(human) 

❑ Competence, abilities

❑ Education

❑ Experience

❑ Health, wellbeing

❑ Motives

EXTERNAL 

IMPACT FACTORS 

❑ Work tasks

❑ Work organization

❑ Work rules

❑ Management (style

etc.)
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3.4. Delegation 

Delegation – assigning a task with powers and responsibilities. 

Why to delegate? 

• Relieving the workload of the manager, allowing time for more important tasks.

• Allows the knowledge and experience of the relevant staff to be used.

• Promotes and develops employees' ability to

work, initiative, autonomy, and competence.

• Positive impact on employee motivation and

working atmosphere.

Why managers refuse to delegate tasks? 

• They think that they themselves do the work faster than employees and thus save time.

• The manager is attached to a certain task (because it gives them joy).

• The leader is afraid that an employee could do better than them.

• The manager fears that they will lose control of the task as soon as they release it from

their hands.

• Does not trust the employee's abilities, qualifications and does not want to risk.

Delegation terms: 

• delegated tasks must correspond to the character, ability, skill and motivation of the

employee;

• must explain the purpose of the task, the goal, the result to be achieved (measurable);

• must, instruct, inform the employee as much as possible (preferably in written form);

• give the employee the opportunity to cope with difficulties; seek help from counsel in the

event of uncertainty;

• do not accept faulty and incomplete tasks;

• perform proper control and express appreciation or criticism depending on the result

achieved.

What – the work to be done, the object 

Who – a person, a group  

When – sequence, duration, deadlines 

Where – the place, route, area 

How, with what – method of execution, methods, means 

The requirements set by the 

delegated task must be in line with 

the employee's abilities. 
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3.5. Control 

Basic principles of control 

• Control should not offend a person. 

• Control should be perceived and explained as a self-

evident, natural way of obtaining information (rather than hostile way of finding errors). 

• Control should be based on company-specific norms, standards that are well-established 

and cannot be based on subjective interpretations. 

• Control can not be carried out behind the employees' back, the employee can translate 

such an act as mistrust. 

• It is the result that has to be controlled, not the personality and its qualities. 

• Control must be carried out on a regular basis. 

 

Control according to the management style. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

  

Types of control: 

• Execution control 

• Output control 

• Self-control 
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1. Summary of Business Plan

• Business purpose

• Legal form of business

• Operational lines

• Place on the market

• Brief description of the project

2. General information about the company

• Name of company, legal form of business, legal address, intended place of business

• Share capital

• Founders, owners, their participation in share capital

• Main strands of activity (what specialisation?), industry characteristics, description of

product or service

• Company structure, responsibilities and allocation of responsibilities, number of

employees employed

• Company fxed assets

• Business goals (for prospective merchants – also justification for success, viability)

• Important events in history

3. Management

• Organisational structure

• Management information (name, surname, position, education, experience)

4. Industry research

• Industry key indicators (official statistics, reports from industry organizations)

• Industry trends and their analysis, segmentation, circularity, seasonality

• Industry development perspectives

• Export potential

5. Competition

• Level of market saturation with same products/services

• Market shares, major competitors, characteristics, advantages and disadvantages

• Entry barriers

6. Product/service characteristics

• Production chain

• Production intensity (capacity utilisation), quality and efficiency

• Product characteristics, quality, importance

• Audience characteristics (what are its desires, needs, solvency)

• Future planned product portfolio

• Product manufacturing technology
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• Characteristics of raw materials 

• Characteristics of suppliers (if only a few suppliers or a large selection is available, terms 

of delivery) 

• Potential price and factors influencing it 

• Patents 

7. Marketing plan 

• Characteristics of the market (domestic or foreign; market size; prospects for development) 

• Company market share 

• The company's competitive position in the market, what factors determine it 

• Consumer characteristics 

• Product quality, uniqueness 

• Pricing policy, discount policy 

• Place of provision of the product or service, sales representatives 

• Advertising, promotions 

• Participation in exhibitions, public relations 
 

8. Implementation of the planned project 

• Planned project description: objectives, expected results 

• Project implementation timetable (3-5 years, taking into account the possible seasonal 

nature of the product or service) 

• Necessary resources (premises, land, equipment, workforce, raw materials, licences)  

• Settlements with suppliers and buyers (prepaid, advance, etc.)  

• Total project amount and sources of funding (own funds, investor-raising, loans, etc.) 
 

9. Financial perspectives 

9.1. Revenue plan 

9.2.Profit and loss 

The purpose of the profit/loss account is to determine the viability of the business: an 

analysis of the revenue and expenditure lines and their changes. 

9.3.Balance 

An accounting balance is a systemised statement of the sources of funds in monetary terms 

on a certain date. Analysis of changes in key balance sheet items (e.g. fixed assets, 

inventories, debtors, creditors). 

9.4.Cash flow 

Cash flow is an accounting term that denotes the amount of cash that a company receives 

and consumes within a defined period of time, sometimes associated with a specific project. 

Analysis of material changes in cash flows and characteristics of cash flow sources. 

9.5.Assumptions on which the financial plan is based 
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10. Risk characterisation 

• List of risks (information risk, sector risk, staff risk, financial risk, project risk, etc.) 

• Measures to mitigate and prevent risks 
 

11. Attachments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Material prepared by 
 

Nellija Livčāne 
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Project “Establishment of two-stage industry competence centers 
of vocational education and training” (ICC4VET) 

PP6/LAK     Business Administration and Management 

No.  Subject Lectures and 

group work 

Independent 

work 

1. The sociopsychological portrait of the craftsman. 18 6 

2. 
Basic economic issues. Availability of resources. Support services and 

activities for craftsmen and SMEs. 
8 

3. Marketing, product, service. 10 4 

4. Pricing of products, services; market promotion. 8 2 

5. Trademarks, patents. 8 2 

6. Communication tools, PR. 12 4 

7. Non-governmental organizations. 2 

8. Economic activity organization forms. 

Choice of the form in accordance to the specialty of the craftsman and 

market economy conditions. 

8 4 

9. Legal environment of business. Company start-up. 24 4 

10. Labour law. Social legislation 12 2 

11. Corporate succession 6 2 

12. Taxes and fees. 10 2 

13. Financial planning. Accounting. Annual accounts. Cost calculation 48 16 

14. Mission, goals, objectives. Planning the attainment of goals. 6 2 

15. Strategic, administrative management. Organization management. Human 
resources 

24 4 

16. 
Project initiation, planning and development. 32 44 

17. Business plan. 16 18 

18. Development / crisis management. 10 

 Total: 
262 116 

 At all: 378 
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Project “Establishment of two-stage industry competence centers 
of vocational education and training”(ICC4VET) 

„ Business Administration and Management“ 

     Implementation report 

  (PP6 – Latvian Chamber of Crafts) 

The training took place in Riga from 03.09.2019. until 20.12.2019 

The "Business Administration and Management" curriculum was prepared taking into 

account the recommendations developed by the project partners, the implementation 

of the project "Master BSR", as well as the lecturer's many years of personal 

experience. 

An educator with whom LAK has established long-term cooperation was invited to 

prepare and implement the curriculum as the lecturer. 

As a result, a curriculum of 378 hours was prepared. 

"Business Administration and Management" is one of the 2 main study topics in the 

Latvian Chamber of Crafts for obtaining the qualification of a master craftsman. It did 

not require much difficulty to set up a training group. 20 participants took part in the 

training, 15 of them were those who had already submitted documents for the master's 

qualification exams, or planned to do so in the near future. The other 5 participants 

were students working in different professions, who were interested in the training 

organized by LAK in order to gain knowledge in building and organizing their own 

company. 

Participants by craft groups 

• 8 participants – construction and building occupations (stonemason, tinsmith,

plumber, potter, plasterer, painter, chimney sweeps); 

• 1 participant – metal-working and technical equipment specialist occupations

(car mechanic); 

• 3 participants – woodworking occupations (carpenters);

• 2 participants  – clothing, textiles and leather-processing occupations (tailor);

• 2 participants – food processing occupations (baker, cook);

• 1 participant  – occupations dealing with health and body-care (manicurist)

• 3 participants – occupations dealing with glass, paper, ceramics, musical

instruments and others (florists) 
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Demographic indicators of training 

participants 

• 7 women • 13 men

Age of participants 

• age group 18 - 24 years: 2 participants

• age group 25 - 34 years: 7 participants

• age group 35 - 44 years: 8 participants

• age group 45 - 54 years: 1 participant

• age group 55 - 64 years: 2 participants
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Previous education of the participants 

• basic education - 1 participant

• secondary education - 3 participants

• secondary vocational education – 12 participants

• higher education – 4 participants

Work experience of the participants 

• up to 5 years - 2 participants

• 6 - 10 years - 4 participants

• 11 - 20 years - 12 participants

• more than 30 years - 2 participants
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Participant count by level of previous education
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Participant count by years of work experience

415



Part of the training was theoretical training, including organized group work, part was 

independent work. The students had to prepare a presentation about themselves and 

their profession, develop a business plan and a project idea. 

At the end of the training, all participants received a Latvian Chamber of Crafts 

certificate for the acquisition of a 378-hour training program, which confirms the 

ability to run a craft enterprise (SME). 

 

Participants positively assessed both the content of the training and the skills of the 

lecturer. At the end of the training, the students were invited to express their 

suggestions and proposals, which should be taken into account when organizing this 

training in the future. Suggestions made: to include more questions related to 

psychology, to expand the topic of record keeping, maybe also to plan acquisiton of 

knowledge about related computer programs. Some participants thought that these 

could be separate study topics. 

 

The prepared and adapted study program “Business Administration and Management” 

has been approved by the Crafts Council of the Latvian Chamber of Crafts. We will 

continue to implement this program in the training of future masters, as well as offer it 

to other interested parties. If necessary, consultations are possible (for example, the 

development of a business plan, development of projects and preparation of 

documents for submission, preparation of founding documents). 
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Project “Establishment of two-stage industry competence centers 
of vocational education and training” (ICC4VET) 

Vocational and  

occupational education 

Curriculum 

PP6 – Latvian Chamber of Crafts 

Riga 2019 
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THE TERM OF PEDAGOGY          
 

PEDAGOGY – WHAT IS IT? 

 

• science of teaching and learning; 

• science of upbringing and self-education; 

• teaching and upbringing process practice. 

 

 

PEDAGOGY – WHY IS IT FOR ME? 

 

• The master must teach the apprentice 

o to be a crafts professional, 

o to be a crafts enthusiast. 

 

• The master needs to teach and educate the client  

o to be a user of the product of the master’s work, 

o to be an appraiser of the unique product. 

 

 

PEDAGOGY – IS IT UNIVERSAL? 
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VOCATIONAL PEDAGOGY 

• the term of vocational pedagogy;

• work environment-based vocational training;

• vocational training goals and objectives;

• regulations.

EDUCATION – GOOD OR BAD? 

Education is the process, by which a person acquires knowledge, skills and 

attitude, which they individually need to be able to solve the problems of their life 

without violating the norms defined by the society. 

PEDAGOGICAL PROCESS 

LEARNING PROCESS 

Teaching 

process 

(didatics) 

Upringing 
process 

(upbringing 

theory) 

Teaching Learning 

Learning 

process 

Pedagogical 

process 
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STUDY PROCESS IN THE ENTERPRISE 
 

THE ENTERPRISE’S APPLICABILITY FOR THE TRAINING 

 

• determining whether the company is suitable for the implementation of 

vocational training; 

• goals and tasks of vocational training; 

• legal regulations of education; 

• the granting and cancellation of the training organization permit. 

 

 

THE PLANNING AND MANAGING OF VOCATIONAL TRAINING IN THE 

ENTERPRISE 

 

• requirements for dual education system: structure, areas of responsibility, 

competences and control; 

• cabinet of Ministers regulations on posts in which the professional activities of 

a person are considered to be craft (a list of crafts); 

• required documentation for organization of training; 

• the functions and tasks of the employee involved in the training; 

• preparation of the curriculum. 

 

 

SELECTION AND APPROVAL OF TRAINEES FOR THE GIVEN 

PROFESSION 

 

• the candidates’ application options; 

• criteria for selecting candidates; 

• candidate selection procedure. 

 

 

CONCLUDING THE TRAINING CONTRACT 

 

• legal basis; 

• content of the training agreement; 

• rights and duties of educators and trainees; 

• apprenticeship registration; 

• legal possibilities of terminating a study agreement; 

• determination and evaluation of the probation period. 

 

 

IMPLEMENTATION OF VOCATIONAL TRAINING IN THE ENTERPRISE 

WITHIN THE FRAMEWORK OF BUSINESS PROCESSES 

 

• the methodological concept of vocational training is focused on order 

fulfillment and business processes; 

• choosing appropriate work tasks and involving the trainee; 

• acceptance and execution of study/work orders. 
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THE STUDY PROCESS IS DESCRIBED BY: 

 

• deliberately organized direct teaching and learning; 

• learning new information by close interaction between the teacher and the 

student; 

• developing skills and abilities by improving the students’ knowledge.  

 

 

STRUCTURE OF THE STUDY PROCESS 

 

 
 

 
 

 
 

 
 

 

 

 

 

LEARNING 
 

Learning the subject (ideas are formed). 

 

Understanding the teaching material (concepts are formed, the nature of things and 

phenomena and their interconnections are revealed). 

 

Memorizing the knowledge. 

 

Using the knowledge in practice. 

 

Memorization without understanding – warehouse of facts. 

Understanding without memorization - empty brainstorming. 

 

 

 

Learning objective 

(leading component) 
 

Study  

content 

 

Teaching methods, forms 

of organization 

and funds 

 
Study outcome  
and its analysis 
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TEACHING AND LEARNING 

Teaching  is giving the knowledge 

that is included in certain subjects. 

Students are told about theories, 

problem-solving methods. 

Learning involves gaining knowledge 

from real problem solving, creatively 

reworking information. 

Teaching  means to focus on the inputs 

of the learning process, that is, what the 

teacher gives to the students. 

Learning means focusing on what the 

student gains and how useful it is to 

them. 

The teaching process reflects the 

teacher's view of phenomena or 

processes 

Students’ view is formed in the learning 

process 
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INDIVIDUAL LEARNING STYLES 

 

• activists – «you can try everything at least once», act first and think after, new 

experience creates joy.  

• thinkers – cautious, thoroughly thinking before deciding, collects data from 

both the source and other people. 

• theorists – thinking about the problem in a logical way, step by step, trying to 

put everything into rational schemes, avoiding subjectivity. 

• pragmatics – try ideas, theories, assumptions to see if they work in practice; if 

knowledge, skills and abilities work, then they are accepted. 

 

* Identify your learning style with a questionnaire! 

 

 

LEARNING PRINCIPLES 

 

• purposefulness principle; 

• the principle of science and comprehensibility; 

• systematicity and consistency principle; 

• connecting learning with life, practice; 

• principle of reflection of teaching and development; 

of theoretical thinking; 

• a positive emotional background in teaching; 

• directions for self-education; 

• harmonization of different forms of learning;  

depending on learning objectives, content and methods; 

• persistence of learning outcome. 

 

 

 

CHARACTERISTICS OF THE EDUCATORS’ COMPETENCES 
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ACADEMIC KNOWLEDGE 

 

 
 

 

PROFESSIONAL SKILLS 

 

 
 

 

SOCIAL SKILLS 

 

 
 

                   
 

  

 

 

 

 

 

 

Social skills 
 

Communicative 

 

Communicative 

 

Verbal 

 

Non-verbal 

 

Organizational 

 

Co-operation with 
colleagues 

 

Co-operation with 
the social partners 
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STRUCTURE OF PROFESSIONAL CAPATY 

Professional / crafts 

specific 

Generally accepted / 

all occupations 

Quality 

Knowledge, 

skills 

Ability to 
solve problems 

Responsi- 
bility 

Ability to act 

accordingly 

Habits Standards / norms Values

Professional 

competence 

Social  

competence 

Methods of 

competence 

Professional 
experience 
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METHODS 

A method is a planned and effective way for a master and apprentice to work together 

to achieve goals. 

CLASSIFICATION OF METHODS 

Explanatory and illustrative 

Reproductive 

Presentation of problems 

Heuristics method: 

Watch, compare, conclude! 

Research methods 

• Shifting attention from searching the right answer to the skill to solve

problems, because in real life very often there are no correct and incorrect

answers.

• A person obtains the result that they can achieve by applying certain types of

problem solving.
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TEACHING METHODS APPROPRIATE FOR EDUCATIONAL 

PURPOSES 

 

Educational goal Teaching method 

Knowledge 

• Classical lecture 

• Book reading 

• Watching videos 

Understanding 

• Group discussion 

• Guided self-discovery 

• Demonstration 

Application 

• Exercises and tasks 

• Problem solving 

• Questions and new challenges 

• Discussions 

• Computer simulation 

Integration 

• Independent tasks 

• Research projects 

• Traineeships in companies 

• Group work 

 

 

THE FORMS OF PEDAGOGICAL PROCESS ORGANIZATION 
 

1. TEACHING FORMS 

 

Theoretical training Practical training 

• Lesson 

• Seminar 

• Consultation 

• Laboratory lesson 

• Additional lesson 

• Test 

• Examination 

• Vocational training lesson 

• Vocational training practice 

• Qualification exam 

 

 

2. OUT OF CLASS ACTIVITIES 

 

By specialization By interest 

• Professional hobby groups 

• Scientific and technical circles 

• Unions   

• and others 

 

• Subject circles 

• Applied creative activity groups 

• Interest clubs 

• Artistic amateur clubs 

• Sports sections 
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3. SELF EDUCATION FORMS

• working according to interests;

• independent acquisition of scientific and artistic skills;

• independent creative activity;

• observation of surroundings.

LEARNING AID 

Material objects 

• Training equipment, tools

• Training manufacturing devices

• Demonstration equipment

• Technical teaching aids

Sign system 

• Textbooks and methodical

teaching aids

• Didactic material

• Task cards

• Instruction cards

• Support synopsis

• Workbooks

Activity logic regulators 

Theoretical level 

1. Principles

2. Regulations

3. Methods

4. Teaching methodology

Empirical level 

1. Activities

2. Operations

3. Teaching operation methodology

CONTROL FUNCTIONS OF LEARNING OUTCOMES 

• informative - information on progress;

• educational - In the process of evaluation, knowledge and skills are

strengthened;

• upbringing - leads the student to work systematically, promotes

responsibility;

• regulatory - the evaluation results in adjustments in the study process.
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COGNITIVE PERFORMANCE EVALUATION FUNCTIONS 

• informative - the student gets information about his level of learning and the

quality of teaching work;

• upbringing- positive learning achievements, obvious progress lead to better

self-esteem;

• incentive - objective assessment motivates future activity.

B.BLŪMA'S TAXONOMY IN ASSESSMENT OF LEARNING

OUTCOMES

Knowledge remember, recognize, define... 

Comprehension transform, explain, discover connections 

Usage generalize, organize, ... 

Analysis compare, compare, group, classify... 

Synthesis create, construct, formulate... 

Evaluation judge, argue, conclude... 
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LESSON PLANNING 

• Subject

• Goals:

o Educational

o Developing

o Socializing

• Knowledge, skills and abilities to be acquired.

• Course progress

Stage Time Content Methods 

Introduction 4 min. 

Theme topicality, usefulness, 

place among other 

knowledge, skills 

Outline 

New material 
25 

min. 

Didactic conditions of lesson 

planning 

Lecture 

Demonstration 

Confirmation 
11 

min. 

Creating  a lesson plan in 

groups of four 

Group work 

Discussion 

Evaluation 
20 

min. 
Presentations Demonstration 

Closing 5 min. 

Lesson summary, individual 

assignments, theme for the 

next lesson 

Outline 

LEARNING ACTIVITY MANAGEMENT 

The lesson organization must comply with the following conditions: 

• when starting a class, the instructor must be precise about what issues will be

outlined and what form of control will be implemented;

• the instructor introduces how the lesson will be structured (first presentation,

then practical exercises with tasks, etc.);

• when describing the topic, it is necessary to indicate which knowledge and

theoretical skills will be supplemented in practical classes, thus actualizing the

practical significance of theoretical knowledge;

• at the end of the lesson, the teacher introduces the task of independent work

and makes a summary of the issues discussed in the lesson;

• to conclude it has to be said what will be reviewed in the next lesson, thus

creating a transition to the new material.

433



16 

TYPES OF ABILITIES 

BASIC FEATURES OF THE ADULT LEARNING PROCESS 

• The result of the training is optimal if the trainer is specially trained for

working with adults and knows:

o adult cognitive process differences;

o previous adult learning experience;

o learning motives;

o forms and methods of adult learning;

o adult control and self-control methodology.

• The adult learning process is successful if the learners themselves are involved

in the planning and structuring of the learning process and in the development of

approaches.

• The training process is much more successful if the learner's personal

experience is respected and used.

• The successful outcome of an adult education depends on the motivation for

learning.

MOTIVATION 

• the desire to fully acquire theoretical knowledge and skills necessary for the

achievement of their individual professional or interest objectives;

• the desire to acquire a document confirming the completion of a course or

education program;

• the desire to acquire a document confirming the education acquisition to to

ensure successful competition wheen offering themselves on the labor market;

• the place of work requires the applicant to obtain the qualification in question

in order to be able to use him more widely for the performance of their

professional duties;

• family members delegate learners to acquire new knowledge and skills in

order to improve the family's social status or functional quality.

Linguistic Logical mathematical 

Spatial Body-kinetic 

Musical 

Interpersonal Intrapersonal 
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STUDENT TYPES 

Diligent students who want to perfectly acquire the necessary knowledge, skills 

and abilities, actively participating in the study process in both theoretical and 

practical training sessions. 

The negatives are those trainees who are never satisfied, who are skeptical of any 

requirements. It seems to them that the theoretical conditions to be pursued in the 

field of professional activity are often illogical and restrictive of the person's 

professional discretion, adherence to these conditions only impedes the creation 

and development of a creative approach in the field of study. 

Impulsive learners are those whose main manifestation is frequent change of 

mood, as well as spontaneous and unpredictable action. They are usually emotional 

and active in the learning process. Trying to learn all the new and interesting things 

which does not cause learning difficulties. In practical classes, they accurately 

perform their assigned tasks until they have to deal with a more extreme situation. 

The optimistic type create aa positive relationship with the teaching staff in the 

learning process, their main goal is to maintain good relationships with members of 

the group and training staff. The content of the teaching does not cause hardships 

for them, because they believe that everything you need to learn is necessary for the 

success of your further self-expression. They try to see and understand the rational 

elements in the theory and practice, that they believe can best help you to feel 

successful and safe, by completing certain professional tasks independently. 

Risky learners are specific types of character, their most important goal is to prove 

themselves in risky situations. When they interact with teachers they try to create a 

rational relationship, but always try to dominate the conversation with their ideas, 

previous adventures, which may also be exaggerated. Teaching staff should 

objectively evaluate the expressions of these people and strive to increase their self-

criticism and self-confidence limits. 

Uncertain learners are those who are unable to objectively assess their abilities, 

skills and knowledge. Their self-esteem is lowered in any area. These people are 

usually monotonous both in work and in training, they do not express their opinion 

loudly, fearing to look less knowledgeable or powerful. Teachers of theoretical 

subjects must pay particular attention to analysing and evaluating the learning 

outcomes of these people in the training process, emphasizing their success and 

encouraging them to continue their learning process. 
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PEDAGOGICAL ACTIVITY DIRECTION 

LEARNING OUTCOMES AND ASSESSMENT 

Remember! 

• An adult person perceives a rating very personally, therefore the instructor

should be reminded that its the product of the course worker that jas to be

evaluated;

• Adult training evaluates what a person has learned, not vice versa;

• Before evaluating it is necessary to clarify what will be taken into account (to

be considered);

• Individual ratings are not published in the group, but provided to each student

individually;

• Mistakes have to be discussed in cases when most students make them, not

naming particular names of students.

UPBRINGING 

• Targeted impact of adult generation on the younger generation.

• Targeted sharing of the older generation’s knowledge, experience and attitude

towards the younger generation and the creation of its’ experience.

SOCIALIZATION PROCESS 

Level Components 

1. Society
Economic, social, political, cultural 

structure 

2. Institutions
Companies, mass media, school, 

university, army, church 

3. Activities

Child-parent relationship, school 

learning process, peer communication, 

relationships between friends and 

relatives 

4. Subject

Experiential models, attitudes, 

knowledge, emotional structures, 

cognitive abilities 

Organizational Orientation to the discipline 

Communication Motivation for recognition 

Intelligence 
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THE REGULARITIES OF HUMAN DEVELOPMENT, THEIR 

OBSERVANCE IN THE UPBRINGING PROCESS 

Basic social needs: 

• to be accepted and wanted;

• for parents to notice the child;

• need for identification;

• the need to be included in a conflict-free community;

• requirements for adequate training;

• accepted and involved in the peer community;

• the need to engage in adult life according to own strengths.

THE REGULARITIES OF HUMAN DEVELOPMENT, THEIR 

OBSERVANCE IN THE UPBRINGING PROCESS 

Categorical qualities: 

• trust – primordial distrust;

• autonomy – shame, doubt;

• initiative – guilt;

• success – feeling of inferiority;

• odentity – role diffusion;

• intimacy – insulation;

• creativity, productivity – stagnation;

• «I» integrity – hopelessness.

CAUSES OF INTERGENERATIONAL CONFLICTS 

• there is no unambiguous definition of the transition of a child to an adult;

• the actions of the adult generation is not clearly understandable to the students;

• the change in family structure (values) is much slower than in society;

• the conflict of the new generation’s roles in society;

• disharmony of adaptation and forced behaviour with the young person’s

personal identity;

• the new generation is not a single social structure;

• conflict of the social environment.

Material prepared by 

Dr. Alvars Baldiņš 
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Methodology "ME AND MY GROUP" 

Objective: To find out the basis of the informal relationship of apprentices. 

The process: The disciples are offered a list of 21 people. They must select from this 

list five qualities which they consider to be the most important ones for the member of 

the training group, noting said qualities in the questionnaire. 

Questionnaire 

Čaklums Diligence 

Principialitāte Fidelity 

Humora izjūta Humor 

Kārtīgums Neatness 

Godīgums Honesty 

Izpildīgums Performance 

Tikumīgs  Virtue  

Organizētība Organisation 

Atsaucība Responsiveness 

Pretimnākošs Helpfulness 

Lietišķums Business 

Kautrīgums Shyness 

Draudzīgums  Friendliness 

Savaldīgums  Temperance 

Taisnīgums Fairness 

Sabiedriskums  Sociability  

Aktivitāte Activity 

Atklātums Openness 

Neatlaidīgs Perseverance 

Pievilcīgs Attractiveness 

Patiess  Honesty 

Processing of results: The educator draws up a table of disciples' names and their 

choices, for example: 

No

. 

Name, 

Last name 

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 

1 Aina A. x x x x x 

2 Baiba B. x x x x x 

3. ... 
Together: 

The educator counts the amounts of each choice in the matrix: 

Business properties 1= 4= 6= 8= 11= 17= 19= 

Moral qualities 2= 5= 7= 12= 13= 15= 21= 

Emotional qualities 3= 9= 10= 14= 16= 18= 20= 

In this matrix you can see how many and which disciples form their relationships with 

other members of the group on the basis of business, emotional or moral qualities. By 

counting the choices according to the groups of relevant characteristics, it is possible 

to determine the dominant direction in the class as a whole and plan further activities 

of the educator. 
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Methodology “PROFESSIONAL ADVANCEMENT” 

(Adapted from: Фридман Л.М., Пушкина Т.А., Каппунович И.Я. Изучение личности 

учащегося и ученических коллективов. - М., 1988, с.128-130.) 

Objective: To find out the apprentices' interests in different occupations from their 

self-evaluation. 

The process:   

The teacher instructs the disciples to create a table with five horizontal and five 

vertical columns.  

The  apprentice records only one of the professions given in the teacher's table, it is 

one which they prefer.  

Seller 

Junior class 

teacher 

Locksmith 

Electrician 

Gardener 

Zootechnician 

Drawer 

Computer 

compiler 

Painter 

Engraver 

Car locksmith 

Turner 

Veterinarian 

Cynologist 

Scheduler Architect 

Photographer 

Senior class 

teacher 

Nanny 

Geologist Economist 

Programmer 

Actor 

Jeweler 

A kindergarten 

teacher 

Waiter 

Technologist 

Tailor 

Computing 

operator 

Artist 

Musician 

Technical school 

teacher 

Administrators 

Driver 

Electrical 

locksmith 

Agronomist 

Biologist 

Glass blower 

Modeler 

University 

lecturer 

Doctor 

Engineer 

Builder 

Ranger 

Beekeeper 

Telegraphist 

In each case, the profession is awarded a score from 1 to 5. The highest rating is 

awarded to the profession, which is the most probable among the five, the lowest - the 

most uninteresting. The ratings are arranged in rows, in columns, 

so each profession receives two ratings. Ratings in one box may not match. 

Scoreboard 

Going by the cipher key, the result rating is counted and the student determines the 

most attractive set of occupations 
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Key 

C T D Z M 

T D Z M C 

D Z M C T 

Z M C T D 

M C T D Z 

C – orientation towards professions related to people; 

T - orientation towards technical professions; 

D - orientation towards professions related to nature; 

Z - orientation towards professions related to signs, sign systems; 

M - orientation towards professions related to art. 
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Methodology “I PREFER” 

(Adapted from: Климов Е.A. Как выбрать профессию. - M., 1984., с.145.-147.) 

 

Objective: To find out the professions apprentices are interested in. 

 

The process: 

The disciples are given a white paper page, on which to write the selected answers. 

The teacher says: 

"Let's suppose that after proper training, you will be able to do any work. Which of 

the two activities would you choose? 

The number of the answer has to be written on the sheet of paper. Next to it, one of 

the activities has to be selected, such as 1A or 1B. 

  

Questionnaire 

 

                       A                           B 

 Nurture animals  Machine service 

 Help sick people, treat them  
Create diagrams, tables, computer 

programs 

 
Follow the quality of books, 

illustrations, posters, etc.  
 Follow the growth of plants 

 Process wood, metal, cloth  Sell, recommend goods to the buyer 

 
Discuss popular scientific books, 

articles 
 Discuss exhibitions, concerts 

 Raise livestock  Assist younger pupils in learning 

 
Copy drawings, tune musical 

instruments 
 Operate a truck or a crane    

 Lead excursions  Design showcases, exhibitions 

 Renovate things or rooms  Search for errors in texts, tables 

 Treat animals  Perform calculations, count 

 Create new varieties of plants  Create new industrial products 

 
Settle disputes between people, 

persuade, reward or punish them 
 Refine, check tables, drawings 

 Lead an amateur art group  Work with a microscope 

 Operate or install medical equipment  Provide medical care 

 
Make accurate descriptions of 

phenomena 
 Artistically depict events 

 Perform laboratory tests in a hospital  Treat people, talk to them 

 Paint walls  Perform building assembly works 

 Organise cultural activities  
Act on stage, participate in concerts 

for younger students 

 Fabricate parts from drawings  Draw 

 
Fight against plant diseases and wild 

pests 
 Write on computer 
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Processing of results 

The results are summarised in a table: 

D T C Z M 

1A 1B 2A 2B 3A 

3B 4A 4B 5A 5B 

6A 6B 7A 

7B 8A 8B 

9A 9B 

10A 10B 

11A 11B 12A 12B 13A 

13B 14A 14B 15A 15B 

16A 16B 17A 

17B 18A 18B 

19A 19B 

20A 20B 
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Methodology “PROFESSION APPEAL” 

(Adapted from: Мижериков В.А., Ермоленко М.Н. Введение в педагогическую 

профессию.- М., 1999., с. 259-265.) 

Objective: to find out the professional progress of the students. 

The process: 

Apprentices are issued a Question Page and a Key Page, on which they should note a 

rating for each question.: 

If the answer is: 

Definitely yes, then the apprentice notes “++”; 

Yes  – “+ “; 

Unsure – “0”; 

No – “-“, 

Definitely no – “- - “. 

STATEMENT SHEET 

Do you make easy contact with strangers without internal tension? 

Are you willing and able to make something for a long time (sew, repair, assemble, 

etc.)? 

Are you trying to make your surroundings more cozy and beautiful? 

Do you take care of plants or animals willingly and systematically? 

Can you willingly and for a long time do counting, calculating, drawing? 

Are you happy to spend time with peers or people younger than yourself when they 

need to be entertained, employed, or helped? 

Are your friends and adults interested in your leisure time hobbies? 

Do you actively participate in artistic activities, or would you really like to participate 

in it? 

Would you like to read literature about geographical breakthroughs? 

Do you rarely make mistakes in your writing? 

Do you easily eliminate disagreements between those younger than yourself? 

Do you like to read about the construction of various mechanisms, machines, 

engineering? 

Do adults feel that you have the talents in one of the art forms? 
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Are you keen on watching TV broadcasts and reading books about plants and 

animals? 

Are you willing and able to solve crossword puzzles and calculate difficult tasks for a 

long time? 

Do you often happen to help even unfamiliar people? 

Do adults believe you have the ability to work with machinery? 

Are the results of your artistic activity recognized even by people you do not know? 

Do adults think you have a talent for work related to plants and animals? 

Can you express your thoughts in writing in a way that others can understand?  

Do you rarely argue? 

Do strangers appreciate the results of your technical creativity? 

Can you do music, drawing, applying for a long time without getting tired? 

Do you collect rare stones, minerals? 

Do you learn foreign languages without any particular difficulty? 

Can you usually manage to convince peers or younger people of the purposefulness of 

one activity or another? 

Do you enjoy the ability to work with machinery and equipment? 

Do you try to understand the secrets of artists’ mastery? 

Do you like to observe the growth of animals and plants? 

Would it be difficult for you to learn programming? 

Key 

C T M D Z 

1 2 3 4 5 

6 7 8 9 10 

11 12 13 14 15 

16 17 18 19 20 

21 22 23 24 25 

26 27 28 29 30 

Processing of results 

In each column, the sum of the cross "+" is counted. The higher the amount represents 

the trend of apprenticeship training. 
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Project “Establishment of two-stage industry competence centers 
of vocational education and training” (ICC4VET) 

PP6/LAK       VOCATIONAL AND OCCUPATIONAL EDUCATION 

Nr. Subject Theory Practice 

1. Vocational pedagogy concept. Work-based professional 

education. Legislation of vocational education. 

4 2 

2. Determining the suitability for implementing vocational 

education in the company. 

2 2 

3. Planning and implementing vocational training in the 

company.  Creating the training programs. 

8 4 

4. Selecting the students and determining their suitability for 

the chosen profession. 

4 2 

5. Creating a motivational learning environment, appropriate 

training material and tasks. 

6 4 

6. Coordinating teaching methods, materials and forms of 

organizing 

20 7 

7. Teaching differentiation and individualization. 4 2 

8. Evaluation of learning achievements. Evaluation functions 

and methods. Quantitative and qualitative evaluation. 

6 4 

9. Organizing and implementing final examinations of the 

vocational training. Cooperation with social partners in the 

final examinations. 

4 2 

10. Developing the personality of the vocational education 

students. 

8 6 

11. Examination of the skills acquired in the course 4 

Together (hours): 70 35 

Altogether (hours): 105 
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Project “Establishment of two-stage industry competence centers 
of vocational education and training”(ICC4VET) 

„Vocational and occupational education“ 

     Implementation report 

  (PP6 – Latvian Chamber of Crafts) 

The training took place in Riga from 06.01.2020. until 21.02.2020. 

The “Vocational and occupational education” curriculum was prepared taking into 

account the recommendations developed by the project partners, the implementation 

of the project “Master BSR”, as well as the personal experience of the lecturer. 

An educator with whom LAk has established long-term cooperation was chosen as a 

lecturer for the preparation and implementation of the curriculum. 

As a result, a curriculum of 105 hours was prepared. 

"Vocational and occupational education" is one of the two main study topics in the 

Latvian Chamber of Crafts for obtaining the qualification of a master craftsman. It 

was quite uncomplicated to set up a training group. 20 participants took part in the 

training, 15 of them were those who had already submitted documents for the master's 

qualification exams, or planned to do so in the near future. The other 5 participants 

were students from different professions who were interested in pedagogical training. 

Participants by craft groups 

• 10 participants – construction and building occupations (stonemason,

tinsmith, plumbers, potters, plasterer, painter, chimney sweeps); 

• 1 participant – metal-working and technical equipment specialist occupations

(car mechanic); 

• 2 participants – woodworking occupations (carpenters);

• 1 participant  – clothing, textiles and leather-processing occupations (tailor);

• 1 participant – food processing occupations (baker);

• 2 participant  – occupations dealing with health and body-care (manicurist,

makeup artist)  

• 3 participants – occupations dealing with glass, paper, ceramics, musical

instruments and others (florists) 
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Demographic indicators of training participants 

• 6 women • 14 men

Age of participants 

• age group 25 - 34 years: 10 participants

• age group 35 - 44 years: 7 participants

• age group 45 - 54 years: 1 participants

• age group 55 - 64 years: 2 participants
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70%
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Previous education of the participants 

 

• basic education - 1 participant 

• secondary education - 3 participants 

• secondary vocational education – 12 participants  

• higher education – 4 participants  

 

 
 

 

 

Work experience of the participants 

 

• up to 5 years - 1 participant 

• 6 - 10 years - 6 participants 

• 11 - 20 years - 11 participants 

• more than 30 years - 2 participants 
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basic
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Participant count by level of previous education
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The training was organized dually: part was theoretical training, part (practical 

training) - in enterprises. The participants had to prepare lesson methodology and lead 

a lesson. 

At the end of the training, all participants received a LAK certificate for the 

acquisition of a 105-hour curriculum, which gives the opportunity to accept 

apprentices and trainees for training. 

Participants very positively assessed both the content of the study and the lecturer's 

knowledge and pedagogical skills. Some of the students were interested in the 

possibilities to study this program in depth. 

The prepared and adapted curriculum “Vocational and occupational education” has 

been approved by the Crafts Council of the Latvian Chamber of Crafts. We will 

continue to implement the program in the training of future masters, as well as offer it 

to cooperation partners - vocational education institutions and other interested parties. 

The developed material “Methodology of researching professional advancement of 

apprentices” will be useful in the acquisition of two curricula: “Vocational and 

occupational education” and “Train the Trainers in SMEs”, or simply as independent 

material - a methodology for determining the professional development of 

apprentices. 
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Project “Establishment of two-stage industry competence centers 

of vocational education and training”(ICC4VET) 

„Vocational and occupational education“ 

     Implementation report 

  (PP6 – Latvian Chamber of Crafts) 

The training took place in Riga from 12.06.2020. until 31.07.2020. 

Due to the participants’ interest about this program, we had originally planned it 

earlier in the spring, but due to the pandemic “Covid-19”, we could not implement it. 

The ease of the restrictions associated with this pandemic provided an opportunity to 

implement the training. 

The curriculum was prepared and implemented by Dr. A. Baldiņš – an educator with 

whom LAK has established a long-term cooperation. 

The curriculum of 105 hours was prepared in accordance with the project 

requirements. 

The training was attended by 15 participants: both existing masters who want to 

accept apprentices, as well as journeymen, who also want to organize apprenticeships. 

All participants completed the training. 

Participants by craft groups 

• 5 participants – construction and building occupations (stonemason, restorer,

carpenter, chimney sweep); 

• 5 participants – metal-working and technical equipment specialist

occupations (car mechanics, blacksmiths, vehicle painter); 

• 2 participants – woodworking occupations (carpenter, furniture carpenter);

• 2 participants –clothing, textiles and leather-processing occupations

(embroiderer, shoemaker); 

• 1 participant – occupations dealing with health and body-care (hairdresser)
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The training was organized dually: part was theoretical training, part (practical 

training) - in enterprises. The participants had to prepare methodology for a lesson 

and lead the lesson.  

The participants assessed the content of the training positively, also pointing out the 

lecturer's knowledge and ability to involve the training participants in discussions. 

At the end of the training, all participants received a LAK certificate for the 

acquisition of a 105-hour curriculum. The certificate gives the opportunity to 

undertake apprentices and trainees for training. 

The prepared and adapted curriculum “Vocational and occupational education” has 

been approved by the Crafts Council of the Latvian Chamber of Crafts. We will 

continue to implement the program in the training of future masters, as well as offer it 

to cooperation partners - vocational education institutions and other interested parties. 

The developed material “Methodology of researching professional advancement of 

apprentices” will be useful in the acquisition of two curricula: “Vocational and 

occupational education” and “Train the Trainers in SMEs”, or simply as independent 

material - a methodology for determining the professional development of 

apprentices. 
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 Establishment of two-stage industry competence centers 

 vocational education and training (ICC4VET) 

                                  This project is co-funded by the European Union 

Zespol Szkol Mechanicznych i Logistycznych 
im. inz. Tadeusza Tanskiego 

Implementation Report

WP5 A5 Testing Technician training Part D: Vocational & occupational education 

Pedagogical training for instructors of practical vocational training was conducted in the 

period from 18.12.2019 to 30.01.2020. 18 participants took part in the course - 14 men and 4 

women. They represented the following employers: Toyota, Auto Diug (Jeep, Fiat, Alfa 

Romeo, Isuzu), Scania, Markos, Cemarol, Autoservis, Fiskars, Continental (Kia, Citroen). The 

course was conducted in cooperation with the Adult Education Centre of the Department of 

Professional Development in Słupsk, which is authorized to organize such a course. 

The main objective of the training was to acquire knowledge and skills in the field of 

pedagogy, psychology and methodology necessary to perform the tasks of a practical vocational 

training instructor. The course was directed to people who are applying for the right to teach 

the profession. Completion of the course entitles to act as a practical vocational training 

instructor based on the knowledge of teaching and educational methods. The course is open to 

entrepreneurs who would like to employ trainees or apprentices in their company (e.g. 

hairdressers, carpenters, trade, manufacturing and others) and other people who would like to 

broaden their knowledge of pedagogy, psychology and methodology of vocational training. 

The legal basis for organising the course is the ordinance of the Minister of National 

Education of 22 February 2019 on practical vocational training. The course covers issues in the 

field of pedagogy, psychology and methodology and didactic skills in a total of 48 hours, 

including: 

− issues in the field of pedagogy, psychology and methodology - a total of 40 hours;

− didactic skills - 8 hours.

Teaching content of individual classes and description of learning outcomes
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 Establishment of two-stage industry competence centers 

 vocational education and training (ICC4VET) 

                                  This project is co-funded by the European Union 

N. Scope of the content of the classes - curriculum section hours 

1 Basics of pedagogy with particular emphasis on work pedagogy 5 

2 
Elements of psychology in communication and "instructor-learner" 

relations 
8 

3 Methodology of practical vocational training 27 

4 Teaching skills 8 

5 Total 48 

Basics of pedagogy with particular emphasis on work pedagogy  

N. Scope of the content of the classes Hours 
Learning outcomes - a learner after 

completing the course can: 

1 

Scope and tasks of work pedagogy; 

Education and upbringing: pre-vocational, 

pro-vocational and professional; 

Active participation, further and further 

education and training 

1 

- define the scope and tasks of

work pedagogy,

- describe the subject matter

- and professional, pro-

occupational and professional

upbringing,

- define career guidance functions,

- identify opportunities for further

education

2 

Legal acts regulating the principles of solving 

pedagogical problems Types of schools and 

forms in which vocational education can be 

organized Classification of professions of 

vocational education; 

- didactics, care, education;

1 

- Identify the statutory tasks of the

teacher in the field of didactics,

vocational training and other forms

of vocational training for the

professional education professions,

identify the types of schools

providing, caring for and educating,

describe the classification

functions

3 

Legal basis for organizing practical 

vocational training; 

Labour Code - Section IX - Youth 

employment and other legal acts concerning 

the employment of young people 

2 

- to lay down rules for the

organisation of practical vocational

training,

- indicate the tasks of the practical

vocational training instructor,

- define rules for the employment

of juvenile workers
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4 

Instructor of practical vocational training in 

the education system: tasks, responsibilities; 

Rules of conduct - ethics in performing the 

tasks of a practical vocational training 

instructor 

1 

- describe the professional profile

of a practical vocational training

instructor,

- indicate the responsibilities of the

practical training instructor,

- formulate a code of ethics for

practical vocational training

instructors

5 Total 5 

Elements of psychology in communication and "instructor -learner" relat ionships  

N. Scope of the content of the classes Hours 
Learning outcomes - a learner after 

completing the course can: 

1 
Human developmental periods and learning 

opportunities and needs 
1 

- indicate the developmental periods

during which a person can gain an

occupation or retrain,

- to identify the learner's needs and

abilities to learn at different

developmental periods, identify ways to

support learning in different

developmental periods

2 
Stress in education - importance and 

management of stress 
2 

- define the stress,

- to assess the stress situation,

- choose how to manage a stressful

situation to achieve the desired effect in

working with the learner

3 
Conflict - conflict analysis and 

management 
2 

- to define the conflict,

- identify the source of the conflict,

- indicate examples of conflict

management principles in working with

a learner

4 
Diagnosing the possibilities and needs of 

the students 
2 

- conduct a learner's observation in

order to diagnose their abilities and

needs;

- draw conclusions from observation to

planning work with the learner

5 Motivating the learner to learn 1 

- indicate ways of motivating the

learner to undertake and carry out

practical tasks - identify and assess the

importance of punishment and reward

in motivating learning,

- determine the importance of rules,

arrangements and agreements in

incentivising,

6 Total 8 

Methodology for practical vocational training  
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N. Scope of the content of the classes Hours 
Learning outcomes - a learner after 

completing the course can: 

1 
Subject and tasks of vocational training 

methodology 
1 

- define the subject and tasks of the

vocational training methodology,

- indicate the terms of reference for the

practical vocational training

methodology

2 

The core curriculum of training in 

professions, their role in planning and 

organizing practical vocational training; 

The core curriculum of general education - 

links to vocational training; 

2 

- define the functions of the core

curriculum of training in professions,

- indicate the elements that make up the

structure of the core curriculum of the

training in a given profession in the

context of planning practical training,

- interpret selected elements of the core

curriculum of education in a given

profession in the context of practical

training,

- identify links between the core

curriculum of education in a given

profession and the core curriculum of

general education for the development

of key competences

3 
Social competences. Principles of teaching - 

learning 
2 

- to interpret the principles

implemented by the teacher

(representativeness, independence, the

binding of theory and practice,

accessibility),

- interpret the principles implemented

by the learner (awareness and

importance, use of experience, pattern),

- indicate exemplary ways of using the

principles of teaching in the

implementation of practical vocational

training tasks

4 

The purpose of education in education; 

Classification of objectives; 

Purpose of education and requirements 

programme 

2 

- to define a goal in education,

- to classify targets in education,

- formulate exemplary training

objectives for the designated profession

on the basis of the core curriculum,

- formulate the learning objective as a

programme requirement,

- apply the principles of

operationalisation of objectives in the

chosen profession for the conditions of

practical training

5 

Teaching material and subject matter 

educational; 

Informational function; 

Motivating function; 

Formulation principles 

1 

- describe the principles of formulating

the topic of educational activities - of

choosing the teaching material,

- to determine the importance of the

topic of educational activities,

- formulate exemplary topics for
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learning activities in the task force of 

learners 

6 

Technodidactic equipment - organization 

of professional education; 

Job as a training position 

2 

- to determine the importance of the 

media and teaching resources in 

education,  

- Plan the equipment and organization 

of the workplace for educational 

purposes,  

- select the equipment to perform the 

task at the workstation,   

- indicate the importance of health and 

safety rules at work at the workplace,  

- assess the equipment of a sample 

workstation for training purposes 

7 
Planning tasks to be performed by the 

learner 
2 

- identify, on the basis of the core 

curriculum of education in the chosen 

profession, examples of tasks to be 

performed by the learner on his/her 

own,  

- identify, on the basis of the core 

curriculum of education in the chosen 

profession, exemplary tasks to be 

performed by the learner in a group (in 

collaboration) with other people,  

- formulate recommendations to 

examples of tasks,  

- choose a place, equipment and other 

materials to do the job,  

- indicate the control rules (including 

self-control) during sample 

performance tasks    

8 
Methods and forms of work in practical 

training 
2 

- describe the course of sample 

practical activities,   

- characterise examples of methods 

used in practical training,   

- choose the educational method 

according to the subject matter of the 

classes, organizational possibilities, the 

time foreseen for realization and the 

expected possibilities of the learner,   

- plan the realization of classes using 

selected methods,  

- describe the working techniques used 

in practical vocational training,  

- adjust the working technique to the 

method used, the subject matter and the 

expected effect responsibilities 

9 
Planning of practical vocational training 

and workday planning - scenario 
2 

- describe the structure of the 

educational scenario,  

- design a scenario for selected practical 

activities,  

- design a scenario for a working day 
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for a juvenile employee who is studying 

in a company,  

- develop the materials necessary to 

carry out the classes according to the 

designed scenario 

10 Workstation manual 1 

- determine the functions of the 

workstation manual,  

- design instructions for a sample 

workstation 

11 
Work card (worksheet) in the organisation 

of practical vocational training 
1 

- define the role of the work card 

(worksheet) in the organisation of 

practical vocational training,  

- design a sample work sheet 

(worksheet) 

12 

Evaluation in the implementation of 

practical vocational training;  

Methods of testing knowledge and skills;  

Assessment criteria;  

Feedback in the assessment 

2 

- Define formal requirements for school 

and continuing education grades,  

- describe methods of testing 

knowledge and skills in practical 

vocational training,  

- define the role of the assessment 

criteria, - formulate feedback for an 

example assessment situation,  

- apply school assessment with 

reference to an exemplary situation, the 

relevant requirements of the curriculum 

and school assessment rules 

13 
Checklist in support of performance and 

self-assessment 
1 

- analyze a sample checklist,  

- design a checklist for a selected task 

performed by the learner 

14 

The curriculum of the profession:  

1) functions and principles of construction;  

2) structure;   

3) legal requirements   

2 

- define the functions of the vocational 

curriculum,  

- formulate exemplary provisions for 

individual elements of the curriculum 

of the profession with regard to 

practical vocational training 

15 
Modification of the sample curriculum of 

the profession 
1 

- define rules for the modification of 

the curriculum of the profession 

16 

Evidence of qualifications in the 

profession/examination;   

Apprenticeship exam - rules conduct the 

examination 

2 

- examine the examination procedures 

for the examination to confirm 

qualifications  

in the profession/occupational 

examination,  

- analyze the examination tasks from 

the examination guide for the 

profession/examination,  

- specify the requirements for passing 

the examination confirming 

qualification for the 

occupation/occupation,  

- determine the rules for the 

journeyman's examination 
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17 

School documents: 

1. school curriculum;

2. teacher's teaching plan - curriculum;

3. the class book;

4. the grade sheet

1 

- to interpret the provisions of the

school curriculum,

- make entries in the class book,

- develop a teacher's teaching plan for

practical vocational training,

- name the classes according to the

school curriculum and grade sheet

18 Total 27 

Teaching skills  

N. Scope of the content of the classes Hours 
Learning outcomes - a learner after 

completing the course can: 

1 Simulation of sample practical activities 3 
- demonstrate the course of sample

practical activities

2 
Explanatory demonstration in practical 

training 
2 

- perform a demonstration of the

performance of a specific activity at

the workstation

3 Evaluation of the task performed 2 

- assess the observed performance of a

particular activity or set of activities at

the workstation or simulate the

practical part of the vocational

test/examination and assess according

to school criteria and examination

rules

4 

Maintaining the principles of occupational 

health and safety, environmental protection 

and fire safety at the workplace 

1 

- assess the preparation of the

workplace in terms of occupational

health and safety, environmental

protection and fire safety

5 Total 8 

The training was followed by a final examination, which was passed by all participants. Each 

participant received a special certificate on a ministerial print. Completion of the course entitles 

to accept young workers in service establishments, commercial establishments, production 

plants, etc. 

The training should be described as a very big success. This is due to the fact that the course 

was very popular - much more than we assumed, employers were very satisfied with it. The 

participants were very active and presented high attendance. 
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In the future, we plan to continue organizing such courses in cooperation with the Vocational 

Development Department, because we as a school cannot complete it due to lack of legal 

qualifications. Employers are increasingly interested in this form of cooperation, which also 

makes it easier for us to gain new partners for our students. This also has a significant impact 

on the continuation of dual teaching. 
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Training measure was “Vocational & Occupational education “. 

 “Technician Training” training was targeted for adult learners and students. The goal of the training 

program is to develop, implement and evaluate two-year dual training courses for the technician 

in an industry sector.  

The period during which the tests were carried out was between February 2020 to April 2020. Due to 

the pandemic spread of coronavirus we continued our training online in Google Meet e-environment 

as online video conference in April. 

Curriculum of the “Technician Training” for career advancement was provided by PP2 

Berufsbildungs- und Technologiezentrum der Handwerkskammer Schwerin (BTZ). Germany 

Building technician, discipline: structural and civil engineering, expansion, renewing/renovation. 

reinforced concrete steel construction. 

The curriculum of “Vocational & Occupational education“ test training that was implemented in 

Estonia consisted of following topics and themes: 

I Training requirements and vocational training planning - The concept of vocational pedagogy. 

Vocational education based on work environment. Regulations and legal framework of vocational 

education. Objectives and tasks of vocational training. Suitability criteria for the training. Tasks and 

responsibilities of the training participants; 

II Preparing vocational training - Planning and managing vocational training in the company. 

Curriculum. Training contract. Company training plan and training regulations. Company´s 

suitability for implementing vocational training; 

III Conducting trainings - Planning and monitoring of learning processes, promoting independent 

learning. Creating motivational training environment, creating suitable training materials and tasks. 

Teaching methods. Didactic principles. Learning outcomes. Teaching differentiation and 

individualization. E-learning in education. Development of youth and handling conflicts. Training 

certificate. Working in a team. The instructor as learning companion; 

IV Completion of training - Assessment of learning outcomes. Further education and qualification 

pathways. Journeyman examination requirements and examination process. 
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The practical part of the training was implementing the knowledge into practice, it evolved 

supervising the trainees in the company on everyday basis and analysis and feedback gained from 

the practical experience.  

Test of the training measure was carried out by PP7 VCVTC in Estonia. 

Scope of the training was 80 hours in Estonia. 

From the “Vocational & Occupational education” training took part in 20 participants, who all 

completed the training. 

Training time at vocational school: 50% 

Training time at the company: 50% 

Table 1 presents the number and gender of participants who took part in the training. The online 

survey questionnaire was answered twice: in the first/second week of the training and in the 

penultimate/last week of the training by 20 respondents; 60 percent (12 respondents) were male and 

40 percent (8 respondents) were female. 

Figure 1. Participants by gender 

Table 2 presents the age of participants. Out of all respondents 40 percent were age 45-54 (8 

respondents), 25 percent were age 35-44 (5 respondents), 25 percent were age 55-64 (5 

respondents) and 10 percent were age 25-34 (2 respondents). 

Female

40%

Male

60%

Participants by gender
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Figure 2. Participants by age 

Figure 3 represent participants by their position in the company. 40 percent marked themselves as Managers 

(8 respondents), 25 percent were Production Managers (5 respondents), 20 percent were Leading Specialist 

(4 respondents) and 15 percent were Technologists (3 respondents). 

 

Figure 3. Participants´ position in the organization 

 

 

Survey questionnaire was answered by three teachers in the first/second week of the training and 

two teachers in the penultimate/last week of the training. In the first/second week of the training 

there were 3 female teachers, ond aged 25-34, other 45-54 and the third 55-64 years old. In the 

25-34

10%

35-44

25%

45-54

40%

55-64

25%

Participants by age

Production 

manager

25%

Manager

40%

Leading 

specialist

20%

Technologist

15%

Participants´ positions in the company
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penultimate/last week of the training the questionnaire was answered by 2 respondents: one aged 

35-44 and the other aged 55-64. According to the survey results done in the first/second week of the

training 2 teachers have 21-30 years teaching experience and 1 teacher has 6-10 years teaching 

experience. There were 2 teachers who responded to the questionnaire in the penultimate/last week 

of the training, one has 11-20 years and the other more than 30 years teaching experience. 

Table 1. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

% 
Penultimate/last 

week of the training 
% 

6-10 years 1 50% 50% 

11- 20 years 1 

21-30 years 2 50% 50% 

more than 30 years 1 

Total 3 100% 2 100% 

At the end of the training all participants received a Võru County Vocational Training Centre 

certificate of attendance for completing an 80-hour training program. 

As a result of the training, the participants: 

- possess knowledge about vocational pedagogy and are aware of tasks and responsibilities to

train trainees/apprentices in the company;

- prepare a trainee/apprenticeship program, training plan and a training contract;

- are able to set and assess learning outcomes and journeyman examination requirements;

- plan and monitor learning process, creates motivational training environment, training

materials and task; use e-learning as a part of study process;

- are aware of teaching methods, differentiation and individualization;

- acknowledge the instructor as learning companion.

The first/second week of the training and at the penultimate/last week of the training the participants and 

the teachers completed evaluation forms to provide their feedback about the training. The 

curriculum will be used and implemented in the further training for adults at Võrumaa 

Kutsehariduskeskus and if possible, to recommend to other vocational training schools in Estonia. 
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1. The Aim of the Evaluation

The general aim of the study is to evaluate the effectiveness of training „Technician Trainings“ 

realized within the Project “Establishment of two-stage industry competence centers of vocational 

education and training”(ICC4VET) carried out in Latvia, Lithuania, Estonia, Germany, and Poland.  

The conclusions of the evaluation research will contribute to improve the quality and especially the 

effectiveness of training, show the limitations of the training model and indicate the direction for 

further activities.  

A training management cycle can be divided into three major steps: planning, implementation and 

evaluation. The evaluation is the final step of the training management cycle. Evaluation of training 

is one of the main components of a training programme. The results of the training evaluation are 

reflected in the next phase of training planning to improve future training programs. It does not only 

provide the trainer with useful information in order to further improve the training course, but also 

creates an impression of completeness. 

What is an Evaluation? 

Several definitions of evaluation have been offered, and the following are some of those most 

commonly used: An evaluation is the systematic and objective assessment of an ongoing or completed 

project, program or policy, its design, implementation and results. The aim is to determine the 

relevance and fulfillment of objectives, development efficiency, effectiveness, impact and 

sustainability. (Source: Glossary of Key Terms in Evaluation and Results Based Management). 

A program evaluation is the systematic collection of information about the activities, characteristics, 

and outcomes of programs to make judgments about the program, improve program effectiveness, 

and/or inform decisions about future programming. (Source: Patton, M.Q. (1997). Utilization-

focused Evaluation: The New Century Text (3rd ed.). Thousand Oaks, CA: Sage.) 

There are many different types of evaluations depending on the object being evaluated and 

the purpose of the evaluation.  

Perhaps the most important basic distinction in evaluation types is that between formative and 

summative evaluation. Formative evaluations strengthen or improve the object being evaluated - they 

help form it by examining the delivery of the program or technology, the quality of its 

implementation, and the assessment of the organizational context, personnel, procedures, inputs, and 

so on. Summative evaluations, in contrast, examine the effects or outcomes of some object - they 

summarize it by describing what happens subsequent to delivery of the program or technology; 

assessing whether the object can be said to have caused the outcome; determining the overall impact 

of the causal factor beyond only the immediate target outcomes; and, estimating the relative costs 

associated with the object. 
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Formative evaluation includes several evaluation types: 

● needs assessment determines who needs the program, how great the need is, and what might 

work to meet the need 

● evaluability assessment determines whether an evaluation is feasible and how stakeholders 

can help shape its usefulness 

● structured conceptualization helps stakeholders define the program or technology, the target 

population, and the possible outcomes 

● implementation evaluation monitors the fidelity of the program or technology delivery 

● process evaluation investigates the process of delivering the program or technology, including 

alternative delivery procedures 

 

Summative evaluation can also be subdivided: 

● outcome evaluations investigate whether the program or technology caused demonstrable 

effects on specifically defined target outcomes 

● impact evaluation is broader and assesses the overall or net effects -- intended or unintended 

-- of the program or technology as a whole 

● cost-effectiveness and cost-benefit analysis address questions of efficiency by standardizing 

outcomes in terms of their dollar costs and values secondary analysis 

reexamines existing data to address new questions or use methods not previously  

employed 

● meta-analysis integrates the outcome estimates from multiple studies to arrive at an overall 

or summary judgement on an evaluation question (Souce: Patton, M.Q. (1997). Utilization-

focused Evaluation: The New Century Text (3rd ed.) Thousand Oaks, CA: Sage.) 
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2. Five Steps of Training Evaluation

The processes of training evaluation can be divided into five steps: identify purposes of evaluation; 

select evaluation methods; design evaluation tools, collect data; and analyze and report results. 

Step 1: Identify Purposes of Evaluation 

Before developing evaluation systems, the purposes of evaluation must be determined. These will 

affect the types of data and the data collection methods. The most common reason for evaluating 

training programs may be to determine the effectiveness of training programs in order to improve 

future programs. Evaluation can help us learn from experience of past training programs. For 

example, we may want to know which parts of the training were successful and which not, or 

whether the approach to the training should be changed. We can use these lessons learned to 

improve plans for future training programs. 

The following purposes of evaluating training programs are: 

● To determine whether the objectives of the training were achieved.

● To see how the knowledge and skills learned in the training are put into practice.

● To assess the results and impacts of the training programs.

● To assess the effectiveness of the training programs.

● To assess whether the training programs were properly implemented.

● To identify the strengths and weaknesses of the training programs.

● To assess whether the training programs were suitable in terms of the training contents,

timing, participants and other aspects.

● To find problems of the training programs and solutions for improvement.

Step 2: Select Evaluation Method 

One of the most commonly used methods for evaluating training programs  is the four levels of 

evaluation by D. L. Kirkpatrick. According to his concept, capacity development is realized by the 

four sequential steps:  

1. Reaction - evaluation on this level measures how participants react to the training program.

It is important to get a positive reaction. Although a positive reaction may not ensure learning,

if participants do not react favorably, they probably will not be motivated to learn.

2. Learning - evaluation on this level measures the extent to which participants change attitudes,

improve knowledge, and/or increase skills as a result of attending the training program. One

or more of these changes must take place if a change in behavior is to happen.

3. Behavior - evaluation on this level measures the extent to which change in participants’

behavior has occurred because of attending the training program. In order for change to take

place, four conditions are necessary:

● The person must have a desire to change.
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● The person must know what to do and how to do it. 

● The person must work in the right climate. 

● The person must be rewarded for changing. 

4. Results - evaluation on this level measures the final results that occurred because the 

participants attended the training program. Examples of the final results include increased 

production, improved quality and decreased costs. It is important to recognize that these 

results are the reason for having some training programs. (Source: Kirkpatrick (2006) 

Evaluating Training Programs)  

 

Step 3: Design Evaluation Tools 

 
Various evaluation tools can be selected depending on the purposes and methods of evaluation: 

● Questionnaires 

● Surveys 

● Tests 

● Interviews 

● Focus group discussions 

● Observations 

● Performance records 

 

For the Train the Trainer in SMEs training evaluation the written questionnaire and the interview are 

used.  

 

The questionnaire is probably the most common form of evaluating training programs to evaluate 

the reactions of training participants. Questionnaires can be developed through five steps:  

 

Step 1: Determine what you want to find out 

 

The following are some common types of information we may want to ask participants.  

Contents: Was the content appropriate?  

Materials: Were the materials useful?  

Teaching method: Was the teaching method appropriate?  

Trainer/Facilitator: Was the trainer/facilitator effective?  

Motivation to learn: Were you motivated to learn the contents?  

Program relevance: Was the program relevant to your needs?  

Level of understanding: Did you understand the contents? Time: Was the time and length of 

program appropriate?  
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Length: Was the program length appropriate?  

Facilities: Were the training facilities appropriate?  

Overall evaluation: What is your overall rating of the program?  

Planned improvements: How will you apply what you have learned? 

Questions are developed later, but it might be useful to develop this information in outline form so 

that related questions can be grouped together. 

Step 2: Select the types of questions 

Questions that might be asked in a questionnaire can be classified into two major categories: open-

ended and close-ended.  

Open-ended questions have an unlimited answer. The question is followed by a blank space for 

response. Open-ended questions give participants the opportunity to express their own thoughts. 

They produce varieties of answers and more difficult to analyze. The following are some examples 

of open-ended questions: Which part of the contents of the training program interests you more than 

others? How do you think we can improve the contents of the training program?  

Close-ended questions ask respondents to select one or multiple responses from the list. 

Below are several types of close-ended questions.  

Two-option response: Respondents are asked to choose one out of two options, such as yes-no, true-

false, disagree-agree.  

Rating scale: Respondents are asked to choose the most appropriate answer to reflect their opinion 

from the complete range of possible answers. The range can be presented in numbers (e.g., 1 to 5), 

or in words (e.g., strongly agree to strongly disagree).  

Checklist: It is a list of items. Respondents are asked to check those that apply to the situation 

Multiple choice questions: Respondents are requested to choose appropriate answers from multiple 

choices. 

Open-ended short-answer questions: Respondents are requested to explain their answers in short 

sentences. 

Step 3: Design the questionnaire 

The third step in questionnaire design is to develop the questions based on the types of questions 

planned and the types of information needed. 

Step 4: Pretest the questionnaire 

The fourth step in questionnaire design is to test the questions. It is ideal if the prepared questions 

can be tested on a sample group of participants. If this is not feasible, they can be tested on a group 

of people at approximately the same job level as the participants.  
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Step 5: Finalize the questionnaire 

Based on the result of pretest in Step 4, the questionnaire forms will be finalized. 

The most common data-collection method for the impact survey might be the follow-up 

questionnaire. 

Interviews can be used especially when qualitative information is needed about the impact of the 

training program.  

Interviews have the following advantages and disadvantages that should be considered when selecting 

them as the data collection method. 

Advantages of interviews: 

• Good for uncovering feelings and hidden causes.

• Non-verbal signals can indicate key issues.

• Spontaneity – follow the unexpected issues.

Disadvantages of interviews:

• Time-consuming.

• An unrepresentative sample can skew the results.

• Can be difficult to quantify.

• Very dependent on the skills of the interviewer.

Interviews have three types from which a suitable one was selected for each survey. 

1. Structured interview: the questions was set in advance.

2. Semi-structured interview: the general content was predetermined but additional exploration

was allowed. This form of interview is particularly useful in situations where there are key

issues to be investigated, but there is less certainty about the range of respondents' reactions

to them.

3. Unstructured interview: free-flowing conversation rather than a specific set of questions.
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Step 4: Collect Data 

To improve the effectiveness of questionnaire data collection were recommended following: 

● Keep responses anonymous -If there is no specific reason why you would like to identify each

participant’s questionnaire, it is recommended to keep responses anonymous. It allows the

participants to feel open and comfortable to give comments that can help improve future

programs

● Distribute questionnaire forms in advance - For lengthy evaluations for training programs

that span several days, or if you want the participants to evaluate each individual session, it

is helpful to distribute questionnaire forms early in the program. This will allow the

participants to familiarize themselves with the questions, and to answer specific questions as

they are covered in the program. Please note, however, that the participants should wait until

the end of the program to reach a final conclusion on general issues. For this reason,

questionnaire forms for general questions could be distributed at the end of the program.

Explain the purpose of the questionnaire and how the information will be used

● Explain the purpose of the questionnaire and how the information will be used - . This will

help improve the response rate and encourage them to make comments that can be useful to

improve future programs.

● Allow enough time for completing the questionnaire - If we ask the participants to fill in the

questionnaire forms at the end of the program, they may be in a hurry to leave and may provide

incomplete information. It is recommended to set aside enough time to fill in the questionnaire

forms as a scheduled session before the end of the program.

Step 5: Analyze and Report Results 

Before summarizing and analyzing the questionnaire, the data need to be entered into a computer. 

Many statistical software programs are available for such data. There are many ways to analyze data, 

but the analysis should be as simple as possible and limited to what is necessary to draw the required 

conclusions from the data. After knowing what kind of information will be relevant and useful to the 

primary users, the last step in evaluation process is to develop an evaluation report.  

Use figures to present statistical and complex data fairly quickly and easily. Pie charts and bar charts 

are among commonly used figures. Bar charts work better when many categories are compared, and 

relative magnitude is to be shown. 
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Evaluation report outline 

After knowing what kind of information will be relevant and useful to the primary users, you can 

develop an evaluation report outline.  

Summary 

● Purpose of evaluation

● Evaluation audiences

● Major findings and recommendations

Program Description 

● Program background

● Program goals/objectives

● Program participants Program activities

Evaluation Design and Methods 

● Purpose of the evaluation

● Evaluation designs

● Data collection methods

Findings and Results 

● Description of how the findings are organized (e.g., by evaluation questions, themes/issues)

● Results of analyses of quantitative and/or qualitative data collected

Recommendations 

● Recommendations for action based on these conclusions

Appendices 

● Questionnaires pre/post tests

● Program expenditure summary

(Source: Manual on Training Evaluation. Project on Improvement of Local Administration in 

Cambodia) 
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3. Data Sources

The conclusions of the evaluation research will contribute to improve the quality, and especially the 

effectiveness of training, show the limitations of the training model and indicate the direction for 

further activities. 

In the Technician Training trainings will take part in each at least 20 participants. 

The trainings are carried out in Latvia, Lithuania, Estonia, Germany, and Poland. 

“Technician Training” training is targeted for adult learners and students. The goal of the training 

program is to develop, implement and evaluate two-year dual training courses for the technician 

in an industry sector.  

The period during which the tests will be carried out are between January 2019 to March 2020 in all 

countries.  

The trainings will be set as full time lessons 6 weeks or full-time work in enterprise and lessons on 

evenings/weekends or 1-year full-time training.  

The trainings will be completed with own certificate and qualified certificate of attendance that 

contains a description of the issues, priorities etc. of the training. No official final exam or intern audit 

is required. 

“Technician Training” will consist of a larger set of parts that deal with technical aspects and didactic 

matters. From this set the modules are demand-driven selected and combined to a training session. 

Doing this way, the training can be carried out tailored to the regional conditions and needs of the 

participants.  

❏ Training parts A1&A2 which measure Language Training will be tested by PP6 Latvijas

Amatniecibas kamera (LAK), Latvia; the scope of training is 250 hours;

❏ Training parts A3&A4 which measure Society & Environment will be tested by PP5

Panevezys Chamber of Commerce Industry and Crafts (PCCCI), Lithuania and PP7 Võrumaa

Kutsehariduskeskus (VK), Estonia;  the scope of training is 250 hours;

❏ Training parts B1-B11 which measure Technology Construction & Project Work will be

tested by PP4 Vilniaus statybininku rengimo centras (VSRC), Lithuania;  the scope of training

is 1,300 hours;

❏ Training part C which measures Business Administration and Management will be test by

PP2 Berufsbildungs- und Technologiezentrum der Handwerkskammer Schwerin (BTZ),

Germany; PP5 Panevezys Chamber of Commerce Industry and Crafts (PCCCI), Lithuania

and PP6 Latvijas Amatniecibas kamera (LAK), Latvia; the scope of training is 350 hours;
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❏ Training part D which measures Vocational & Occupational Education will be tested by

PP3 Zespol Szkol Mechanicznych i Logistycznych im. inz. Tadeusza Tanskiego (ZSLM),

Poland, the scope of training is 80 hours; PP6 Latvijas Amatniecibas kamera (LAK), Latvia;

the scope of training is 100 hours  and PP7 Võrumaa Kutsehariduskeskus (VK), Estonia; the

scope of training is 80 hours.

The scope of the evaluation includes the following research questions: 

• assessment of compliance of training with the expectations of participants,

• assessment of the level of satisfaction of trainees,

• assessment of the possibilities of implementation of training in different countries trainees,

• determine the impact of training on the growth of professional qualifications and job situation and

personal development training participants,

• responds to the question of how the skills acquired during the training can be useful to participants

in their daily work.
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4. Data collection

Written surveys for participants and teachers must be carried out twice – in the first/second week of 

the training and in the penultimate/last week of the training which need to be carried out by all project 

partners. Personal interviews with 3 participants and personal interviews with 2 teachers will be 

carried out only by PP4 Vilniaus statybininku rengimo centras (VSRC), Lithuania in the middle of 

the training.  

According to the methodology two questionnaires and two interviews will be prepared: 

❏ Two written surveys of participants using an identical questionnaire - “Technician Trainings”

(Annex 1)

Participants will be asked to fill out questionnaires in the first/second week of the training and 

in the penultimate/last week of the training (see Annex 1) in which they will be able to assess 

the quality of training in its various aspects. The current evaluation is quality control of 

training and  the  level of satisfaction of its participants. Satisfaction with the course and 

program content classes, and thus the efficiency on the "level of response" is a prerequisite 

for proper motivation to learn and consequently to high efficiency to the next level. The 

questionnaire is divided into three parts: the first part concerns the evaluation of motivation 

to participate in the training, the second part concerns the evaluation of the usefulness of 

training for the participant, the third part concerns the evaluation of the teachers and the 

organization of training. 

❏ Two written surveys of all teachers using an identical questionnaire - “Technician Trainings”

(Annex 2)

All trainers will be asked to fill out questionnaires twice in the first week of the training and  

in the last week of the training in which they will be able to assess the quality of training in 

its various aspects. The questionnaire is divided into two parts: the first part concerns the  

evaluation of the trainees´engagement and the organization of  training, and the second part  

concerns the evaluation of the trainees´ readiness for independent work. 

❏ Personal interviews with 3 participants - “Technician Trainings” (Annex 3)

Personal interviews with 3 participants will be carried out in the last week of the training  in which 

they will be able to assess the quality of training in its various aspects. 
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❏ Personal interviews with 2 teachers “Technician Trainings” (Annex 4)

Personal interviews with 2 teachers will be carried out in the last week of the training  in which they 

will be able to assess the training in its various aspects. 

Partner 7 Võrumaa Kutsehariduskeskus prepares an evaluation report based on the results 

provided by PP2 Berufsbildungs- und Technologiezentrum der Handwerkskammer 

Schwerin(BTZ), PP3 Zespol Szkol Mechanicznych i Logistycznych im. inz. Tadeusza Tanskiego 

(ZSLM), PP4 Vilniaus statybininku rengimo centras (VSRC), PP5 Panevezys Chamber of 

Commerce Industry and Crafts (PCCCI), PP6 Latvijas Amatniecibas kamera (LAK) and PP7 

Võrumaa Kutsehariduskeskus (VK) draft by 30.04.2020 and prepares final evaluation report by 

31.05.2020. 
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Annex 1 SURVEY OF PARTICIPANTS “TECHNICIAN TRAININGS” 

Dear Participant,  

The goals of the „Technician Trainings“ are to develop, implement and evaluate two-year dual 

training courses for the technician in a industry sector,  realized within the Project “Establishment 

of two-stage industry competence centers of vocational education and training”(ICC4VET). We 

would appreciate you taking a few minutes of your time to complete this evaluation form. Your 

comments and suggestions will help us to improve the training. The questionnaire is anonymous. To 

fill out it takes you only a few minutes.  

Please indicate appropriate selection 

BACKGROUND INFORMATION 

Period  ⃞   the first/second week of the training   ⃞   penultimate/last week of the 
training 

Gender  ⃞    male  ⃞  female 

Age  ⃞   
Younger 
than 18 

⃞   18 - 24 ⃞   25 - 34 ⃞   35 – 44 ⃞   45 - 
54 

⃞  55- 64 

Country

PP 

 ⃞  
Germany, 
PP2 

⃞   Poland, 
PP3 

  ⃞   Lithuania, 
PP4  

  ⃞  Lithuania, 
PP5   

 ⃞   
Latvia, 
PP6 

 ⃞  
Estonia, 
PP7 

Training 

measure 

 ⃞  
Language 
training 

  ⃞  Society& 

Environment 

 ⃞  
Technology 
Construction&

Project Work 

  ⃞   Business 
Administration

& 

Management 

 ⃞    Vocational& 

Occupational 

Education 

Scope of 

training 

⃞   80 
hours 

⃞  100 
hours 

⃞  250 hours ⃞  350 hours ⃞  1300 hours 

Training 

time 

⃞   ….%  full time lessons 
in vocational school 

⃞   …. % work in enterprise ⃞  ….. % in a training 
workshop 

506



14 

Please indicate your level of agreement with the statements listed below. 

1=Strongly Disagree; 2= Disagree; 3= Neither agree nor disagree; 4=Agree; 5=Strongly Agree 

I EXPECTATIONS AND MOTIVATION OF PARTICIPANTS 

Strongly 

Disagree 

Disagree Neither 

agree 

nor 

disagree 

Agree Strongly 

Agree 

1 I was highly motivated to participate in the 

training 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

2 My participation and interaction were 

encouraged (discussions etc) 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

3 I was very interested in training topics 1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5     ⃞ 

4 I evaluate my own contribution high to 

individual work 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

Comments about this section: 

II USEFULNESS AND SATISFACTION OF THE TRAINING 

5 The training objectives met my 

expectations 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

6 The content was easy to follow 1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

7 The topics were relevant to me 1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

8 The materials distributed were helpful 1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

9 The training improved my personal 

development 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

10 The training helps to grow on professional 

level 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 
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Strongly 

Disagree 

Disagree Neither 

agree 

nor 

disagree 

Agree Strongly 

Agree 

11 The skills acquired during the training can 

be useful to my daily work 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

12 The training helps to improve my job 

situation 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

13 Introducing dual education system was 

effective 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

14 I will recommend dual vocational training 

to others 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

15 It is possible to implement this training in 

our country 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

16 It is possible to implement this training in 

other foreign countries 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

17 I am satisfied with the training 1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

Comments about any of your answers about this section: 

III EVALUATION OF THE TEACHERS AND THE ORGANIZATION OF TRAINING 

18 The lecturer was knowledgeable about the 

training topics 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

19 The lecturer was a good communicator 1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

20 The teaching materials were distributed in 

an organized manner 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

21 The topics were presented in an organized 

manner 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

22 Practical training was in accordance with 

theory studies 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 
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Strongly 

Disagree 

Disagree Neither 

agree 

nor 

disagree 

Agree Strongly 

Agree 

23 The duration of training was relevant 1  ⃞ 2  ⃞ 3  ⃞ 4 ⃞ 5  ⃞ 

24 The training process was flexible 1  ⃞ 2  ⃞ 3  ⃞ 4 ⃞ 5  ⃞ 

25 The overall atmosphere of the training was 

couraging 
1  ⃞ 2  ⃞ 3  ⃞ 4 ⃞ 5  ⃞ 

What would you suggest doing better or change in the training program or organization of the training in 

the future? 

Thank you for your answers! 
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Annex 2 SURVEY OF TEACHERS “TECHNICIAN TRAININGS” 

Dear Teacher,  

The goals of the „Technician Trainings“ are to develop, implement and evaluate two-year dual 

training courses for the technician in a industry sector,  realized within the Project “Establishment 

of two-stage industry competence centers of vocational education and training”(ICC4VET). We 

would appreciate you taking a few minutes of your time to complete this evaluation form. Your 

comments and suggestions will help us to improve the training. The questionnaire is anonymous. To 

fill out it takes you only a few minutes.  

Please indicate appropriate selection 

BACKGROUND INFORMATION 

Period  ⃞   the first/second week of the training   ⃞   penultimate/last week of the 
training 

Gender  ⃞    male  ⃞  female 

Age  ⃞   18 - 
24 

⃞   25 - 34  ⃞   35 – 44  ⃞   45 - 54  ⃞   55-
64 

⃞  65- ... 

Teaching 

experience 

 ⃞   less 
than 1 
year 

⃞   1-5 
years 

 ⃞   6-10 years  ⃞   11- 20
years 

 ⃞   21-30
years 

⃞  more 
than 30 
years 

Country 

PP 

 ⃞  
Germany
, PP2 

⃞   Poland, 
PP3 

  ⃞   Lithuania, 
PP4  

  ⃞  Lithuania, 
PP5   

 ⃞   
Latvia, 
PP6 

 ⃞  
Estonia, 
PP7 

Training 

measure 

 ⃞  
Languag
e training 

  ⃞  Society& 

Environment 

 ⃞  
Technology 
Construction&

Project Work 

  ⃞   Business 
Administration

& 

Management 

 ⃞    Vocational& 

Occupational 

Education 

Scope of 

training 

⃞   80 
hours 

⃞  100 
hours 

⃞  250 hours ⃞  350 hours ⃞  1300 hours 

Training 

time 

⃞   ….%  full time 
lessons in vocational 
school 

⃞   …. % work in enterprise ⃞  ….. % in a training 
workshop 
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I TRAINEES´ ENGAGEMENT AND THE ORGANIZATION OF THE TRAINING 

Please circle the appropriate number to indicate your level of satisfaction  

1 = very dissatisfied; 2=somewhat dissatisfied; 3= Neither satisfied nor dissatisfied; 4=somewhat 

satisfied; 5=very satisfied 

 Very 

dissatisfied 

Somewhat 

dissatisfied 

Neither 

satisfied 

nor 

dissatisfied 

Somewhat 

satisfied 

Very 

satisfied 

1 How do you evaluate trainees´ 

participation? 

1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

2 How do you evaluate trainees´ 

knowledge at the beginning of the 

training? 

1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

3 How do you evaluate trainees´ 

knowledge at the end of the 

training? 

1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

4 How do you evaluate trainees´ 

initiative? 
1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

5 How do you evaluate the length of 

the training? 
1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

6 How do you evaluate the overall 

atmosphere of the training? 
1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

7 How do you evaluate the close 

cooperation between trainees? 
1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

8 How do you evaluate the 

organization of the training? 
1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

What would you suggest doing better or change in the training program or organization of the training in 

the future? 

 

 

 

II THE EVALUATION OF THE TRAINEES´ READINESS FOR INDEPENDENT WORK 

Please indicate your level of agreement with the statements listed below. 
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1=Strongly Disagree; 2= Disagree; 3= Neither agree nor disagree; 4=Agree; 5=Strongly Agree 

Strongly 

Disagree 

Disagree Neither 

agree nor 

disagree 

Agree Strongly 

Agree 

9 The trainees acquired enough 

knowledge 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

10 The training improved trainees´ 

personal development 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

11 The training helps trainees to 

grow on professional level 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

12 The skills acquired during the 

training can be useful to trainees´ 

daily work 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

13 The training helps to improve 

trainees´ job situation 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

14 It is possible to implement this 

training in our country 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

15 It is possible to implement this 

training in other foreign countries 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

16 I am satisfied with the training 

program 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

Can you please give any constructive and helpful comments to make improvements? 

Thank you for your answers! 
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Annex 3 PERSONAL OPEN-ENDED INTERVIEW QUESTIONS WITH 

SELECTED PARTICIPANTS “TECHNICIAN TRAININGS” 

Dear Participant, 

The goals of the „Technician Trainings“ are to develop, implement and evaluate two-year dual 

training courses for the technician in a industry sector,  realized within the Project “Establishment 

of two-stage industry competence centers of vocational education and training”(ICC4VET). We 

would appreciate you taking a few minutes of your time to complete this evaluation form. Your 

comments and suggestions will help us to improve the training. The questionnaire is anonymous. 

1. What you liked the most participating in the dual vocational training programme?

___________________________________________________________________________

___________________________________________________________________________ 

___________________________________________________________________________ 

2. Which specific difficulties you encountered during participating in the dual vocational training

programme? 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

3. Which theoretical knowledge you mostly lacked during the studies?

___________________________________________________________________________

___________________________________________________________________________ 

___________________________________________________________________________ 

4. Which part of the training was the most useful for you?

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 
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5. How does participating in dual vocational training programme prepare you for the future?

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

6. If the training was repeated, what should be left out or changed?

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

7. How satisfied were you with this training?

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

Thank you for your answers! 
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Annex 4 PERSONAL OPEN-ENDED INTERVIEW QUESTIONS WITH 

SELECTED TEACHERS “TECHNICIAN TRAININGS” 

Dear Teacher, 

The goals of the „Technician Trainings“ are to develop, implement and evaluate two-year dual 

training courses for the technician in a industry sector,  realized within the Project “Establishment 

of two-stage industry competence centers of vocational education and training”(ICC4VET). We 

would appreciate you taking a few minutes of your time to complete this evaluation form. Your 

comments and suggestions will help us to improve the training. The questionnaire is anonymous. 

1. Please indicate the main benefits of the training  „Technician Trainings“.

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

2. How would you evaluate content of „Technician Trainings“?

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

3. Please indicate knowledge and skills of which subject the trainee needs the most for the

technician´s job?

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

4. Which main difficulties you encountered during training process?

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

5. What kind of support would you expect from your country´s government?

___________________________________________________________________________ 
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___________________________________________________________________________ 

___________________________________________________________________________ 

6. How and why is the training beneficial for trainees in their future working life? Explain.

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

7. How satisfied were you with participating in this programme/project?

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

Thank you for your answers! 
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INTRODUCTION  

 

ICC4VET – Establishment of two-stage industry competence centers of vocational education 

and training – is carried out within the Erasmus+ program from 01.09.2017 – 31.08.2020 

In Germany, the dual vocational training proved itself to be of high value. In the participating 

countries Poland. Lithuania, Latvia and Estonia, vocational training takes mostly place with 

complementary internships in companies. The participation in vocational training is low, the 

qualifications achieved are insufficient and the unemployment rate is comparatively high. 

Particularly in these countries with a predominantly school-based vocational training, the relevant 

skills and competencies must be significantly improved and high-quality quality achieved. 

According to a survey 96% of companies in Lithuania demand better practical and 74% better 

theoretical skills and abilities (Baltic Sea Academy. ICC4VET). 

Moreover, in all the countries participating project countries, the participation in further training the 

skills and competences in further training programs should be strongly improved. While there are 

solid vocational and inter-company training capacities in Germany, there is inadequate capacity in 

vocational education and training in the other participating countries. Vocational schools and 

companies have no or little experience with dual vocational training, as well as with intercompany 

training or work-based learning (Baltic Sea Academy, ICC4VET). 
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1.THEORY: CURRICULUM FOR THE TRAINING OF “TECHNICIAN 

TRAININGS” 

 

“Technician Training” course consists of a larger set of modules that deal with General principles, 

Subject-specific topics, Interdisciplinary business administration and management and 

Interdisciplinary vocational and occupational education. 

 

Curriculum of the “Technician Training” for career advancement was provided by PP2 

Berufsbildungs- und Technologiezentrum der Handwerkskammer Schwerin (BTZ). Germany 

Building technician, discipline: structural and civil engineering, expansion, renewing/renovation. 

reinforced concrete steel construction. 

 

Training measure Language Training Parts A1& A2 was carried out in Latvia (PP6). 

Training measure Society & Environment Parts A3&A4 was carried out in Lithuania (PP5). 

 

A1 

General 

principles 

Work-related English Technical terms. business correspondence 150 

A2 Native-tongue teaching 
Speaking and listening, correspondence. 

arguing, interpreting, work-related skills 
90 

A3 
State and society. 

environmental engineering 

Labour and social order, technical progress. 

Europe. environment 
100 

A4 
Energy consultancy and 

HVACR 

Building control systems, ventilation 

systems. fire and burglar alarm systems 
150  

   Total 490 

    

Training measure Technology & Construction & Project Parts B1 – B11 was carried out in 

Lithuania (PP4). 

 

B1  

Subject-

specific 

topics 

Structural design Structural designing and engineering 315 

B2 Structural drawing Structural CAD drawing 130 

B3 
Mathematics. 

Geometry. Physics 

Performing mathematical and building-related physical 

calculations  
180 

B4 
Materials science / 

Chemistry 
Concrete and reinforced concrete 200 

B5 Building law 
Local building regulations, permits, contract law 

principles. warranty 
80 
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B6 
Construction 

management 

Calculation and planning of construction costs, staff. 

Equipment, material, tendering, tender vetting, 

procurement, production, service specification for 

award procedures, building supervision, site accounting 

126 

B7 
Technical 

mechanics 
Statics, materials strength, dynamics 220 

B8 

Construction 

machinery and 

equipment 

Overview 16 

B9 
Surveying 

technology 
Application of surveying equipment 70 

B10 Project work Interdisciplinary project 120 

Total 
1457 

Training measure Business Administration and Management Part C was carried out in Germany 

(PP2), in Lithuania (PP5) and in Latvia (PP6). 

C1 

Interdisciplinary 

business administration 

and management 

Determining corporate 

competitiveness 

Knowledge and skills to evaluate the 

competitiveness of a company 
82 

C2 

Preparing. completing and 

evaluating business 

foundation and takeover 

activities 

Preparing. conducting and evaluating 

company set-up/acquisition 
86 

C3 
Developing corporate 

management strategies 

Corporate strengths and weaknesses. 

opportunities and risks to lead and 

develop a business 

98 

C4 

Basic computer skills. 

bookkeeping using 

commercial software 

Use of operating systems and ICT 

technology, implementing software-

based accounting, EDP payroll 

accounting, business analysis 

52 

C5 Innovation management 

Evaluating complex business issues 

and developing a solution design. 

Presenting a business-related strategy 

with implications for operational 

management 

60 

Total 378 

Training measure Vocational & Occupational education Part D was carried out in Poland (PP3), in 

Latvia (PP6) and in Estonia (PP7). 
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D1 

Interdisciplinary 

vocational and 

occupational education 

Review of training 

requirements and training 

planning 

Checking training requirements and 

vocational training planning  
20 

D2 

Training preparation and 

assisting in recruiting 

prospective trainees 

Preparing vocational training. setting 

of selection criteria for recruitment 

and conducting recruitment 

procedures 

18 

D3 Conducting trainings 

Action-oriented planning and 

monitoring of learning processes; 

promoting independent learning 

52 

D4 Completion of training 

Successful completion of the training; 

pointing out perspectives for further 

education and qualification pathways 

15 

   Total 105 

 

 

Scope of the trainings was 2430 hours. 

Hours / week: 32 

Weeks: 76 

 

Test of the training evaluation was carried out by PP7 VCVTC in Estonia. 

Period during which the tests were carried out was January to March 2019. 

At the end of the training, all participants received a certificate for completing a training program. 
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2. METHODOLOGY OF EVALUATION 

 

2.1 The Aim of the Study and Evaluation Report 

 

The overarching goal of the project is to: develop, implement and evaluate two-year dual training 

courses for the technician in a industry sector.  

 

The general aim of the study is to evaluate the effectiveness of training „Technician Trainings“ 

realized within the Project “Establishment of two-stage industry competence centers of vocational 

education and training”(ICC4VET) carried out in Latvia, Lithuania, Estonia and Poland.  The 

conclusions of the evaluation research will contribute to improve the quality and especially the 

effectiveness of training, show the limitations of the training model and indicate the direction for 

further activities.  

 

2.2 Data Sources 

 

 

In the Technician Training trainings will take part in each at least 20 participants.  

 

The trainings were carried out in Latvia, Lithuania, Estonia and Poland.  

 

“Technician Training” training is targeted for adult learners and students. The goal of the training 

program is to develop, implement and evaluate two-year dual training courses for the technician in 

an industry sector.  

 

The period during which the tests will be carried out are between January 2019 to March 2020 in all 

countries.  

 

The trainings will be set as full time lessons 6 weeks or full-time work in enterprise and lessons on 

evenings/weekends or 1-year full-time training.  
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The trainings will be completed with own certificate and qualified certificate of attendance that 

contains a description of the issues, priorities etc. of the training. No official final exam or intern audit 

is required. 

“Technician Training” will consist of a larger set of parts that deal with technical aspects and didactic 

matters. From this set the modules are demand-driven selected and combined to a training session. 

Doing this way, the training can be carried out tailored to the regional conditions and needs of the 

participants.  

• Training parts A1&A2 which measure Language Training will be tested by PP6 Latvijas

Amatniecibas kamera (LAK), Latvia; the scope of training is 250 hours;

• Training parts A3&A4 which measure Society & Environment will be tested by PP5

Panevezys Chamber of Commerce Industry and Crafts (PCCCI). Lithuania the scope of

training is 250 hours;

• Training parts B1-B11 which measure Technology Construction & Project Work will be

tested by PP4 Vilniaus statybininku rengimo centras (VSRC). Lithuania;  the scope of training

is 1.300 hours;

• Training part C which measures Business Administration and Management will be test by

PP2 Berufsbildungs- und Technologiezentrum der Handwerkskammer Schwerin (BTZ).

Germany; PP5 Panevezys Chamber of Commerce Industry and Crafts (PCCCI). Lithuania

and PP6 Latvijas Amatniecibas kamera (LAK). Latvia; the scope of training is 350 hours;

• Training part D which measures Vocational & Occupational Education will be tested by

PP3 Zespol Szkol Mechanicznych i Logistycznych im. inz. Tadeusza Tanskiego (ZSLM).

Poland. the scope of training is 80 hours; PP6 Latvijas Amatniecibas kamera (LAK). Latvia;

the scope of training is 100 hours  and PP7 Võrumaa Kutsehariduskeskus (VK). Estonia; the

scope of training is 80 hours.

The scope of the evaluation includes the following research questions: 

• assessment of compliance of training with the expectations of participants.

• assessment of the level of satisfaction of trainees.

• assessment of the possibilities of implementation of training in different countries trainees.

• determine the impact of training on the growth of professional qualifications and job situation and

personal development training participants. 
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• responds to the question of how the skills acquired during the training can be useful to participants 

in their daily work. 

 

 

2.3 Study Methods 

 

Research methods: written surveys as quantitative method and interviews as qualitative research 

method. 

 

Written surveys comprised closed-end and open-ended questions. The respondents had to answer to 

questions in five point agreement scale including options 1=Strongly Disagree; 2= Disagree; 3= 

Neither agree nor disagree; 4=Agree; 5=Strongly Agree or 1 = very dissatisfied; 2=somewhat 

dissatisfied; 3= Neither satisfied nor dissatisfied; 4=somewhat satisfied; 5=very satisfied.  

Interviews were face-to-face interviews that included two persons at once. 

The scope of the evaluation included the following research questions: 

• assessment of compliance of training with the expectations of participants. 

• assessment of the level of satisfaction of trainees. 

• assessment of the possibilities of implementation of training in different countries trainees. 

• determine the impact of training on the growth of professional qualifications and job situation and 

personal development training participants. 

• responds to the question of how the skills acquired during the training can be useful to participants 

in their daily work. 

 

The software that was used for processing and analyzing data was DALSolution. Survey results 

were entered into the program manually. Measure mean/average was used for statstical analysis.  

All mean points above 4.00 indicate satisfied or totally satisfied and mean points below 4.00 

indicate dissatisfied with the training.  

 

2.4 The Collection of Data 

 

Written surveys for participants and teachers must be carried out twice – in the first/second week of 

the training and in the penultimate/last week of the training which need to be carried out by all project 

partners. Personal interviews with 3 participants and personal interviews with 2 teachers will be 
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carried out only by PP4 Vilniaus statybininku rengimo centras (VSRC), Lithuania in the middle of 

the training.  

 

According to the methodology two questionnaires and two interviews will be prepared: 

• Two written surveys of participants using an identical questionnaire - “Technician Trainings” 

(Annex 1) 

Participants will be asked to fill out questionnaires in the first/second week of the training and in the 

penultimate/last week of the training (see Annex 1) in which they will be able to assess  

the quality of training in its various aspects. The current evaluation is quality control of training 

and  the  level of satisfaction of its participants. Satisfaction with the course and program content 

classes,  and thus the efficiency on the "level of response" is a prerequisite for proper motivation to 

learn and consequently to high efficiency to the next level. The questionnaire is divided into three 

parts: the first part concerns the evaluation of motivation to participate in the training, the second part 

concerns the evaluation of the usefulness of training for the participant, the third part concerns the 

evaluation of the teachers and the organization of training. 

• Two written surveys of all teachers using an identical questionnaire - “Technician Trainings” 

(Annex 2) 

All trainers will be asked to fill out questionnaires twice in the first week of the training and  

in the last week of the training in which they will be able to assess the quality of training in its various 

aspects. The questionnaire is divided into two parts: the first part concerns the  

evaluation of the trainees ´engagement and the organization of  training, and the second part  

concerns the evaluation of the trainees´ readiness for independent work. 

• Personal interviews with 3 participants - “Technician Trainings” (Annex 3) 

Personal interviews with 3 participants will be carried out in the last week of the training  in which 

they will be able to assess the quality of training in its various aspects. 

• Personal interviews with 2 teachers “Technician Trainings” (Annex 4) 

Personal interviews with 2 teachers will be carried out in the last week of the training in which they 

will be able to assess the training in its various aspects. 

 

Partner 7 Võrumaa Kutsehariduskeskus prepares an evaluation report based on the results provided 

by PP2 Berufsbildungs- und Technologiezentrum der Handwerkskammer Schwerin(BTZ). PP3 

Zespol Szkol Mechanicznych i Logistycznych im. inz. Tadeusza Tanskiego (ZSLM). PP4 Vilniaus 

statybininku rengimo centras (VSRC). PP5 Panevezys Chamber of Commerce Industry and Crafts 
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(PCCCI). PP6 Latvijas Amatniecibas kamera (LAK) and PP7 Võrumaa Kutsehariduskeskus (VK) 

draft by 30.04.2020 and prepares final evaluation report by 31.05.2020. 
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3. RESULTS AND ANALYSIS

3.1 Training measure: Language Training (Part A1. Work-related English) in Latvian 

Chamber of Crafts (PP6) 

Training measure: Language Training. Work-related English 

Test of the training measure: Latvian Chamber of Crafts. PP6 LAK 

Period during which the test was carried out: January 2019 to March 2020 

Data collection 

a)Two written survey of all participants using an identical questionnaire in the first/second

week of training and in the  penultimate/last week of training 

b) Two written survey of all teachers using an identical questionnaire in the first/second week

of training and in the penultimate/last week of training 

Data collection: By PP6 LAK with advice from PP7 VK 

Scope of the training: 150 hours (Work-related English) 

3.1.1 Survey of Participants 

The results 

Participants: Adults 

Training time at vocational school: 60% 

Training time in the company: 20% 

Training time in the training workshop: 20% 

Count of cases: 20 

Table 1 presents the number and gender of participants who took part in the training. The online 

survey questionnaire was answered in the first/second week of the training and in the 

penultimate/last week of the training by 20 respondents; 65 percent (13 respondents) were male and 

35 percent (7 respondents) were female. 
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Table 1. Participants by gender  

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 7 35% 7 35% 

Male 13 65% 13 65% 

Total 20 100% 20 100% 

Table 2 presents the age of participants. Out of all respondents 60 percent were age 25-34 (12 

respondents), 25 percent were age 35-44 (5 respondents) and 15 percent were age 18-24 (3 

respondents). 

Table 2. Participants by age  

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

18 - 24 3 15% 3 15% 

25-34 12 60% 12 60% 

35-44 5 25% 5 25% 

Total 20 100% 20 100% 

 

Respondents were asked a number of questions to determine their expectations and motivation to 

the training. The first/second week of the training results indicate that participants was very 

interested (4.50) and highly motivated to participate in the training (4.50). They agreed that their 

participation and interaction were encouraged (4.05). Trainees were not very satisfied with their 

own contribution high to individual work (4.00). Penultimate/last week of the training results 

indicate slight improvement of satisfaction level. Trainees were extremely interested (5.00) and 

highly motivated to participate in the training (4.65). Their participation and interaction were 

encouraged (4.30) and trainees evaluated their own contribution high to individual work (4.15).  

Total results in this part of the questionnaire indicate that participants highly interested (4.75) and 

motivated to participate in the training (4.58). They agreed that their participation and interaction 

were encouraged (4.17) and trainees evaluated their own contribution not very high to individual 

work (4.08) (Table 3). 
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Table 3. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

I was highly motivated to participate in the training 4.50 4.65 4.58 

My participation and interaction were encouraged 

(discussions etc) 
4.05 4.30 4.17 

I was very interested in training topics 4.50 5.00 4.75 

I evaluate my own contribution high to individual 

work 
4.00 4.15 4.08 

Table 4 presents participants´ evaluations of the usefulness and satisfaction of the training. The 

first/second week of the training results show that trainees found it possible to implement this 

training in their country (4.80). The topics were relevant (4.55) and the materials were helpful 

(4.50). It is possible to implement this training in other foreign countries (4.40).  It was agreed that 

introducing a dual education system was effective (4.35) and the training improved trainees´ 

personal development (4.30). Certainly respondents would recommend dual vocational training to 

others (4.25). The trainees were satisfied with the training (4.15). For participants the content was 

not very easy to follow (4.00) neither they were very satisfied with meeting one´s objectives of the 

training (4.00). Furthermore, it was not agreed highly that the training helps to grow on professional 

level (4.00) or the skills acquired during the training can be useful to their daily work (4.00).  The 

respondents did not agree that the training helps to improve their job situation (3.65).  

Penultimate/last week of the training results indicate that respondents changed their opinions in 

regards usefulness of the training. Now they agreed completely that it is possible to implement this 

training in their country (5.00). For participants the topics (4.95) and the materials (4.90) were 

relevant and they would recommend dual vocational training to others (4.90). They were convinced 

that it is possible to implement this training in other foreign countries (4.85) and introducing a dual 

education system was effective (4.80). The participants were very satisfied with the training (4.70). 

It was agreed that the training improved their personal development (4.60) and the training 

objectives met their expectations (4.55). It appears that the content was easy to follow (4.55).  

It would be correct to claim that according to respondents’ opinions the training helps to grow on 

professional level (4.20), can be useful to my daily work (4.15) and helps to improve my job 

situation (4.05). The last was not rated on very high average level.  

Total results show that respondents totally agreed that it is possible to implement this training in 

their country (4.90). The topics handled were relevant to them (4.75) as well the distributed 
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materials (4.70). “Communication, correspondence, etiquette. Many topics were interesting and 

useful. The main thing that will be useful is the acquired knowledge in communication, preparation 

of various documents and presentations.”, “Daily necessary communication skills, business 

correspondence.” The participants were certain it is possible to implement this training in other 

foreign countries (4.63). It was agreed that introducing a dual education system was effective (4.58) 

and they would recommend dual vocational training to others (4.58). Trainees  

personal development was improved (4.45) “The training provided an incentive to continue 

learning English.”, “ Like any training, this broadens your horizons, allows you to make contacts. 

It will allow for better communication.”. Moreover, they were very satisfied with the training (4.42) 

“The training was satisfying.”, “ I am satisfied with the training.” Likewise, the training objectives 

met their expectations (4.28) and the content was easy to follow (4.28) On the other hand “At times, 

the topics seemed too fragmented, too demanding.” They agreed that the training helps to grow on 

professional level (4.10) “Lots of practical work; the fact that the level of my English language 

skills was improved” the skills acquired during the training can be useful to my daily work (4.08).  

Conversely to all mentioned above the participants did not agree that the training helps to improve 

their job situation (3.85). 

 

Table 4. Usefulness and satisfaction of the training 

II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The training objectives met my expectations 4.00 4.55 4.28 

The content was easy to follow 4.00 4.55 4.28 

The topics were relevant to me 4.55 4.95 4.75 

The materials distributed were helpful 4.50 4.90 4.70 

The training improved my personal development 4.30 4.60 4.45 

The training helps to grow on professional  level 4.00 4.20 4.10 

The skills acquired during the training can be useful to my daily 

work 
4.00 4.15 4.08 

The training helps to improve my job situation 3.65 4.05 3.85 

Introducing a dual education system was effective 4.35 4.80 4.58 

I will recommend dual vocational training to others 4.25 4.90 4.58 

It is possible to implement this training in our country 4.80 5.00 4.90 

It is possible to implement this training in other foreign countries 4.40 4.85 4.63 

I am satisfied with the training 4.15 4.70 4.42 
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Respondents were asked a number of questions to evaluate the teachers and the organization of the 

training. Based on the questionnaire results we can conclude that trainees were very satisfied with 

the teachers and the organization and all average points were rated very high. The first/second week 

of the training results also indicate that for trainees the training process was flexible (5.00) and the 

atmosphere was encouraging (5.00). As well the practical training was in accordance with theory 

studies (4.85). Furthermore, the lecturer was a good communicator (4.75) and knowledgeable 

(4.55). In addition, the teaching materials (4.45) and the topics (4.35) were distributed in an 

organized manner. The participants were satisfied with the duration of training (4.30). 

 

Penultimate/last week of the training results indicate only high and very high average points. Not 

only that the practical training was in accordance with theory studies (5.00) and the teaching 

materials were distributed in an organized manner (5.00), but also the training process was flexible 

(5.00) and the overall atmosphere was encouraging (5.00). The participants totally agreed that the 

lecturer was a good communicator (5.00) and knowledgeable about the training topics (4.90) who 

presented the topics in an organized manner (4.90). In addition to that the duration of training was 

relevant (4.80). 

Total results in this part of questionnairey indicate that the participants were totally satisfied with 

the teacher and the organization of the training. In other words the training process was flexible 

(5.00) and the overall atmosphere of the training was encouraging (5.00).  “I liked that the learning 

process itself was simple and understandable. The lecturer helped the participants who had less 

knowledge when starting their studies.” The trainees agreed totally that practical training was in 

accordance with theory studies (4.92) “A balanced curriculum between theory and practice, with a 

greater focus on practical work.” Similarly were contented with the lecturer who was a good 

communicator (4.88) and knowledgeable about the training topics (4.72). Not only that 

the teaching materials (4.72) and the topics (4.63) were presented in an organized manner, but also   

the duration of training was relevant (4.55) “The duration of the training was optimal enough to be 

able to master all the planned topics.” 
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Table 5. Evaluation of the teachers and the organization of the training 

III part  Evaluation of the teachers and the organization of the 

training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The lecturer was knowledgeable about the training topics 4.55 4.90 4.72 

The lecturer was a good communicator 4.75 5.00 4.88 

The teaching materials were distributed in an organized manner 4.45 5.00 4.72 

The topics were presented in an organized manner 4.35 4.90 4.63 

Practical training was in accordance with theory studies 4.85 5.00 4.92 

The duration of training was relevant 4.30 4.80 4.55 

The training process was flexible 5.00 5.00 5.00 

The overall atmosphere of the training was encouraging 5.00 5.00 5.00 

 

3.1.2 Survey of Teachers 

 
The results 

Count of cases: 1 

 

Tables 6-8 present background characteristics of the teacher. Survey questionnaire and personal 

interview were given feedback by one female teacher aged 45-54 with 6-10 years teaching 

experience. 

 Table 6. Teachers by gender 

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 1 100% 1 100% 

Total 1 100% 1 100% 

 Table 7. Teachers by age 

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

45 - 54 1 100% 1 100% 

Total 1 100% 1 100% 
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Table 8. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

%  
Penultimate/last week 

of the training 
%  

6-10 years 1 100% 1 100% 

Total 1 100% 1 100% 

 

Teachers were asked a number of questions to evaluate participants´ expectation and motivation 

(Table 9). The first/second week of the training results indicate that the teacher was very satisfied 

with the length of the training (5.00). On the other hand the trainer was not very satisfied with the 

overall atmosphere (4.00) and the organization of the training (4.00). Moreover, she was not 

contented with trainees´ participation (3.00), initiative (3.00) and the close cooperation between 

trainees (3.00). In addition to all mentioned above she was not satisfied with trainees´ knowledge at 

the beginning of the training (3.00).  

 

Penultimate/last week of the training results indicate that the trainer was extremely contented with 

the length (5.00), the overall atmosphere (5.00) and the organization of the training (5.00). Trainees´ 

participation (4.00), initiative (4.00) and the close cooperation between trainees (4.00) was not 

evaluated highly by the teacher. She was not very satisfied with the trainees´ knowledge at the end of 

the training (4.00).  

 

Total results in this part of questionnaire indicate that the teaher was very satisfied with the length 

of the training (5.00). The organization (4.50) and the overall atmosphere of the training (4.50) were 

evaluated highly as well “The training process and work with participants was satisfying.”  

However, the teacher was not very contented with trainees´ knowledge at the end of the training 

(4.00). Not only that the teacher was not contented with trainees´ initiative (3.50), participation 

(3.50) and the close cooperation between trainees (3.50), she evaluate trainees´ knowledge at the 

beginning of the training insufficient (3.00) “At the beginning, the difficulties were caused by 

different and rather poor knowledge of English. It was difficult for some of the students to get 

actively involved in the study group work.”  
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Table 9. Expectations and motivation of participants 

I part Expectations and motivation of participants  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

How do you evaluate trainees´ participation? 3.00 4.00 3.50 

How do you evaluate trainees´ knowledge at the beginning of the 

training? 
3.00  3.00 

How do you evaluate trainees´ knowledge at the end of the 

training? 
 4.00 4.00 

How do you evaluate trainees´ initiative? 3.00 4.00 3.50 

How do you evaluate the length of the training? 5.00 5.00 5.00 

How do you evaluate the overall atmosphere of the training? 4.00 5.00 4.50 

How do you evaluate the close cooperation between trainees? 3.00 4.00 3.50 

How do you evaluate the organization of the training? 4.00 5.00 4.50 

 

 

Table 10 presents teachers’ evaluations trainees’ readiness for independent work. The first/second 

week of the training results show that the teacher was very satisfied with the training program 

(5.00) and was certain that it is possible to implement this training in their country (5.00). However, 

the teacher was not very certain that the training can be implemented in other foreign countries 

(4.00). She was not very convinced that the training helps trainees to grow on professional level 

(4.00) and personal level (4.00) or the trainees acquired enough knowledge (4.00). The same was 

about belief that the skills acquired during the training can be useful to trainees´ daily work (4.00) 

or the training helps to improve trainees´ job situation (4.00). 

 

Penultimate/last week of the training results indicate that the teacher was very satisfied with the 

training program (5.00) and was convinced that the trainees acquired enough knowledge (5.00). She 

was certain that it is possible to implement this training in their country (5.00) as well as in other 

foreign countries (5.00) and the skills acquired during the training can be useful to trainees´ daily 

work (5.00). On the other hand the teacher was not very certain that the training improved trainees´ 

personal (4.00) and professional development (4.00) or would improve trainees´ job situation 

(4.00). 

Total results in this part of the questionnaire indicate trainer´s full satisfaction with  the training 

program (5.00)“In terms of content, the curriculum includes the main topics that would be 

necessary for learning the language.”,  “Psychological, pedagogical, organizational skills, 

language knowledge.” In addition to that it is possible to implement this training in our country 
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(5.00), companies need the support from the government. “Support for craft enterprises (SMEs) 

that teach apprentices. Facilitated rules for starting a business.”. Most probably it is possible to 

implement this training in other foreign countries (4.50). In addition to all mentioned above the 

trainer was certain that the skills acquired during the training can be useful to trainees´ daily work 

(4.50) “Knowledge of English, like any other language, broadens horizons and communication 

opportunities.” and the trainees acquired enough knowledge (4.50) “Craftsmen trained in English 

according to B1 level”. On the other hand the teacher was not very convinced that the training 

improved trainees´ personal (4.00) and professional development (4.00) and to improve trainees´ 

job situation (4.00).  

 

Table 10. Evaluation of the trainees´ readiness for independent work 

II part Evaluation of the trainees´ readiness for independent work  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The trainees acquired enough knowledge 4.00 5.00 4.50 

The training improved trainees´ personal development 4.00 4.00 4.00 

The training helps trainees to grow on professional level 4.00 4.00 4.00 

The skills acquired during the training can be useful to trainees´ 

daily work 
4.00 5.00 4.50 

The training helps to improve trainees´ job situation 4.00 4.00 4.00 

It is possible to implement this training in our country 5.00 5.00 5.00 

It is possible to implement this training in other foreign countries 4.00 5.00 4.50 

I am satisfied with the training program 5.00 5.00 5.00 

 

Figure 2 presents the scope of the evaluation of the research questions. Based on respondents´ answers 

we can conclude that participants were very motivated to participate in the training (4.5), but the 

teacher was not satisfied with trainees´ participation (3.5). The teacher was more satisfied with the 

training program (5.00) than the trainees (4.42). They agreed almost equally that it is possible to 

implement this kind of training in their country – the teacher more (5.00) compared with trainees 

(4.9). Both parties were not very convinced that the training helps trainees to grow on professional 

level - participants (4.1) compared with the teacher (4.00).  The teacher was certain that the training 

helps to improve trainees´ job situation (4.00) compared with trainees, who were not certain about 

that aspect (3.85). Participants were convinced more that the training improved their personal 

development (4.45) than the teacher (4.00). The teacher agreed more that the skills acquired during 

the training can be useful to their daily work (4.50), compared with the participants (4.08). 
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Participants were totally satisfied with overall atmosphere or the training (5.00) compared with the 

teacher (4.50).  

 

 
Figure 2. Participants and teachers evaluations of the scope of the research questions in Latvian Chamber of 

Crafts. training measure: Language Training (Work-related English Language)   
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3.2 Training measure: Language Training (Part A2. Native Language) in Latvian 

Chamber of Crafts (PP6) 

 

Training measure: Language Training.  

Test of the training measure: Latvian Chamber of Crafts. PP6 LAK 

 

Period during which the test was carried out: January 2019 to March 2020 

Data collection 

a)Two written survey of all participants using an identical questionnaire in the first/second 

week of training and in the  penultimate/last week of training 

b) Two written survey of all teachers using an identical questionnaire in the first/second week 

of training and in the penultimate/last week of training 

Data collection: By PP6 LAK with advice from PP7 VK 

Scope of the training: 100 (Native Language)  

Participants: Adults 

Training time at vocational school: 60% 

Training time in the company: 20% 

Training time in the training workshop: 20% 

3.1.1 Survey of Participants 

 

The results 

Count of cases: 20 

Table 1 presents the number and gender of participants who took part in the training. The online 

survey questionnaire was answered in the first/second week of the training and in the 

penultimate/last week of the training by 20 respondents; 55 percent (11 respondents) were female 

and 45 percent (9 respondents) were male. 
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Table 1. Participants by gender  

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 11 55% 11 55% 

Male 9 45% 9 45% 

Total 20 100% 20 100% 

 

Table 2 presents the age of participants. Out of all 20 respondents 65 percent were age 25-34 (13 

respondents), 20 percent were age 18-24 (4 respondents) and 15 percent were age 35-44 (3 

respondents). 

Table 2. Participants by age  

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

18 - 24 4 20% 4 20% 

25-34 13 65% 13 65% 

35-44 3 15% 3 15% 

Total 20 100% 20 100% 

 

Respondents were asked a number of questions to determine their expectations and motivation to 

the training. The first/second week of the training results indicate very good feedback results. 

Participants were very interested (4.50) and highly motivated to participate in the training (4.50). 

Their participation and interaction were encouraged (4.35) and their own contribution to individual 

work was evaluated very highly as well (4.30). Penultimate/last week of the training results indicate 

that the trainees were was very interested in the training topics (5.00). Participants contributed 

highly to individual work (4.80) and were extremely motivated to participate in the training (4.70). 

In addition to all mentioned above trainees participation and interaction were encouraged (4.65) 

Total results in this part of the questionnaire indicate that the participants were very interested 

(4.75) and highly motivated to participate in the training (4.60). They evaluated their own 

contribution high to individual work (4.55) and agreed that participation and interaction were 

encouraged (4.50) (Table 3). 
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Table 3. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

I was highly motivated to participate in the training 4.50 4.70 4.60 

My participation and interaction were encouraged 

(discussions etc) 
4.35 4.65 4.50 

I was very interested in training topics 4.50 5.00 4.75 

I evaluate my own contribution high to individual 

work 
4.30 4.80 4.55 

 

Table 4 presents participants´ evaluations of the usefulness and satisfaction of the training. The 

first/second week of the training results show that the participants were extremely satisfied with the 

content (5.00) and materials (4.90). Introducing a dual education system was effective (4.90) and 

trainees would recommend dual vocational training to others (4.80). They agreed very much that the 

skills acquired during the training can be useful to their daily work (4.75) and would be possible to 

implement this training in their country (4.60). For participants the topics were relevant (4.65) and 

the training improved their personal development (4.50). They were more than certain that it is 

possible to implement this training in other foreign countries (4.50). Trainees totally agreed that the 

training objectives met their expectations (4.40) and the training helps to grow on professional level 

(4.40). Participants were satisfied with the training (4.35). The lowest average points received 

opinion the training helps to improve my job situation (4.10).  

Penultimate/last week of the training results indicate that the trainees were even more satisfied with 

the training in every aspect than in the beginnning. The participants were totally contented with the 

content (5.00), the topics (5.00) and with the materials (5.00). It was entirely agreed that the skills 

acquired during the training can be useful to their daily work (5.00) as well was introducing a dual 

education system (5.00). The trainees were very certain that the training improved their personal 

development (4.95) and they will recommend dual vocational training to others (4.95). The training 

objectives met their expectations (4.85) and it was highly believed that it is possible to implement 

this training in their country (4.80). The participants were convinced that the training helps to grow 

on professional level (4.75). They were very satisfied with the training (4.70). The trainees agreed 

that the training helps to improve their job situation (4.55) and it is possible to implement this 

training in other foreign countries (4.55). 

Total results in this part of the questionnaire indicate that for participants the content was easy to 

follow (5.00). It was highly agreed that the materials distributed were helpful (4.95). “The acquired 
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knowledge about preparing a presentation, as well as business correspondence will be useful in the 

future”. According to trainees´ opinions introducing a dual education system was effective (4.95). 

the skills acquired during the training can be useful to my daily work (4.88) “Public speaking and 

speech preparation were very useful. I myself had considerable difficulties in this regard. It was 

interesting to watch and analyze the performances of other members of the group. An equally useful 

topic was document formatting.”, “The acquired knowledge will be useful in further work, 

preparing various documentation, presentations, and reports.” “The training helped to strengthen 

my grammar knowledge; all together the knowledge will help in daily work, training apprentices.” 

Respondents totally agreed that they will recommend dual vocational training to others (4.88).  

As well the topics were relevant to them (4.83) “The preparation of various texts and documents 

was also very useful. I liked that the main issues of grammar were discussed in the training.”  

Trainees were certain that the training improved their personal development (4.72) “The most 

difficult, but also most necessary, for myself was to force myself to speak in public.” 

Also was highly believed that it is possible to implement this training in their country (4.70).  

Trainees agreed that the training objectives met their expectations (4.63) and that the training helps 

to grow on professional level (4.58) “The acquired knowledge will help to properly prepare and 

format letters and other documents, presentations. I also refreshed my knowledge of grammar”. 

The participants were very satisfied with the training (4.53). “I am satisfied with the training”, 

“The training was well-rounded.” and did not found any difficulties or problems “There were no 

specific difficulties or problems.”, “Everything was understandable.”, “I would not change 

anything.” The trainees agreed that it is possible to implement this training in other foreign 

countries (4.53) and the training helps to improve their job situation (4.33). 

 

Table 4. Usefulness and satisfaction of the training 

II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The training objectives met my expectations 4.40 4.85 4.63 

The content was easy to follow 5.00 5.00 5.00 

The topics were relevant to me 4.65 5.00 4.83 

The materials distributed were helpful 4.90 5.00 4.95 

The training improved my personal development 4.50 4.95 4.72 

The training helps to grow on professional  level 4.40 4.75 4.58 

The skills acquired during the training can be useful to my daily 

work 
4.75 5.00 4.88 

The training helps to improve my job situation 4.10 4.55 4.33 
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II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

Introducing a dual education system was effective 4.90 5.00 4.95 

I will recommend dual vocational training to others 4.80 4.95 4.88 

It is possible to implement this training in our country 4.60 4.80 4.70 

It is possible to implement this training in other foreign countries 4.50 4.55 4.53 

I am satisfied with the training 4.35 4.70 4.53 

 

Respondents were asked a number of questions to evaluate the teachers and the organization of the 

training. Based on the questionnaire results we can conclude that trainees were very satisfied with 

the teachers and the organization and all average points were rated very high. The first/second week 

of the training results also indicate that for participants opinions the lecturer was knowledgeable 

about the training topics (5.00). Also the overall atmosphere of the training was encouraging (4.95) 

and the practical training was in accordance with theory studies (4.95) and the lecturer was a good 

communicator (4.90). For trainees the duration of training was relevant (4.85) and the teaching 

materials were distributed in an organized manner (4.80). The participants were very satisfied with 

the topics (4.65) and the training process (4.60). 

Penultimate/last week of the training results indicate almost maximum contentment level within 

participants. They were extremely satisfied with the lecturer who was knowledgeable (5.00), a good 

communicator (5.00) who distributed materials in an organized manner (5.00) in the encouraging 

atmosphere (5.00). Trainees totally agreed that the practical training was in accordance with theory 

studies (4.95). The participants were even more satisfied than in the first week of the training with 

the topics (4.90), the process (4.90) and the duration (4.85).  

Total results in this part of the questionnaire indicate that the participants were very satisfied with 

the lecturer and the organization of the training.  The lecturer was knowledgeable about the training 

topics (5.00) “I liked the way the lecturer led the classes, it is a well-prepared program with topics 

that will be useful in everyday work.” Also the overall atmosphere of the training was encouraging 

(4.97)” I liked the learning atmosphere, the lecturer's ability to explain the topics of the program 

based on practical examples related to the participants’ professional work.”. The participants 

found that the lecturer was a good communicator (4.95) “The training was interesting, the teacher 

knew how to involve the group in discussions, and there were many practical tasks.” The 

respondents completely agreed that practical training was in accordance with theory studies (4.95) 

and the teaching materials were distributed in an organized manner (4.90) “Everything that was 
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presented was needed; there was no lack of anything. I cannot name anything that could have been 

missing.” For participants the duration of training was relevant (4.85) and the topics were presented 

in an organized manner (4.78) “The training was very intensive, so there was nothing was 

missing.”, “The training had many different useful topics. I can't say if and what I would change”. 

The trainees found the training process was flexible (4.75) 

Table 5. Evaluation of the teachers and the organization of the training 

III part  Evaluation of the teachers and the organization of the 

training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The lecturer was knowledgeable about the training topics 5.00 5.00 5.00 

The lecturer was a good communicator 4.90 5.00 4.95 

The teaching materials were distributed in an organized manner 4.80 5.00 4.90 

The topics were presented in an organized manner 4.65 4.90 4.78 

Practical training was in accordance with theory studies 4.95 4.95 4.95 

The duration of training was relevant 4.85 4.85 4.85 

The training process was flexible 4.60 4.90 4.75 

The overall atmosphere of the training was encouraging 4.95 5.00 4.97 

 

3.1.2 Survey of Teachers 

 
The results 

Count of cases: 1 

 

Tables 6-8 present background characteristics of the teacher. Survey questionnaire and personal 

interview were given feedback by one female teacher aged 35-44 with 6-10 years teaching 

experience. 

 Table 6. Teachers by gender 

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 1 100% 1 100% 

Total 1 100% 1 100% 
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Table 7. Teachers by age 

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

35 – 44 1 100% 1 100% 

Total 1 100% 1 100% 

 

Table 8. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

%  
Penultimate/last week 

of the training 
%  

6-10  years 1 100% 1 100% 

Total 1 100% 1 100% 

 

The teacher was asked a number of questions to evaluate participants´ expectation and motivation. 

The first/second week of the training results indicate that the teacher was completely satisfied with  

the length (5.00) and the overall atmosphere of the training (5.00). She was not very contented with  

trainees´ participation (4.00), initiative (4.00) and the cooperation between each other (4.00). Same 

was about the organization of the training (4.00). The trainer evaluate trainees´ knowledge at the 

beginning of the training (4.00) satisfactory. Penultimate/last week of the training results indicate that 

the teacher was very satisfied with trainees´ knowledge at the end of the training (5.00). She was 

totally contented with the atmosphere (5.00), the length (5.00), the organization (5.00) and trainees´ 

participation (5.00). The trainer was not very satisfied with trainees´ initiative (4.00) and the close 

cooperation between trainees (4.00). 

 

Total results in this part of the questionnaire indicate that the teacher was very satisfied with the 

overall atmosphere (5.00) and the length of the training (5.00) “In my opinion, the study content is 

prepared with an optimal number of hours, including enough practical tasks.” The teacher was 

very satisfied with trainees´ knowledge at the end of the training (5.00). Trainees´ participation was 

highly evaluated (4.50), as well was the organization of the training (4.50). Unfortunately, this 

cannot be said about trainees´ knowledge at the beginning of the training (4.00) “It was difficult to 

motivate group discussions at the beginning of the training. Some found it psychologically more 

difficult to speak in public”. The teacher was not very satisfied with the close cooperation between 

trainees (4.00) and their initiative (4.00). 
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Table 9. Expectations and motivation of participants 

I part Expectations and motivation of participants  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

How do you evaluate trainees´ participation? 4.00 5.00 4.50 

How do you evaluate trainees´ knowledge at the beginning of the 

training? 
4.00 4.00 

How do you evaluate trainees´ knowledge at the end of the 

training? 
5.00 5.00 

How do you evaluate trainees´ initiative? 4.00 4.00 4.00 

How do you evaluate the length of the training? 5.00 5.00 5.00 

How do you evaluate the overall atmosphere of the training? 5.00 5.00 5.00 

How do you evaluate the close cooperation between trainees? 4.00 4.00 4.00 

How do you evaluate the organization of the training? 4.00 5.00 4.50 

Table 10 presents teachers’ evaluations trainees’ readiness for independent work. The first/second 

week of the training results show that the teacher was completely satisfied with the training 

program (5.00). They agreed that it is possible to implement this training in their country (5.00) and 

in other foreign countries (5.00). The teacher did not agree highly that the trainees acquired neither 

enough knowledge (4.00) nor the training improved trainees´ personal development (4.00). The 

teacher was not very convinced that the training helps trainees to grow on professional level (4.00), 

improved job situation (4.00) or the skills acquired during the training can be useful to trainees´ 

daily work (4.00). 

Penultimate/last week of the training results indicate that the teacher was completely contented with 

every evaluated aspect. She totally agreed that it is possible to implement this training in their 

country (5.00) and in other foreign countries (5.00). The teacher was very certain that the trainees 

acquired enough knowledge (5.00) and will be useful to trainees´ daily work (5.00). As well helps 

to grow on professional level (5.00) and improves trainees´ job situation (5.00).  The trainer very 

highly believed that the training improved trainees´ personal development (5.00). She was 

extremely satisfied with the training program (5.00). 

Total results in this part of the questionnaire indicate that the teacher was very satisfied with the 

training program (5.00) “I am satisfied with the outcome of the training and my participation”. She 

totally agreed that it is possible to implement this training in their country (5.00) as well as in other 

foreign countries (5.00). The trainer was certain that the trainees acquired enough knowledge (4.50) 
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“Skills to prepare various documents, presentations, hold public speeches” and improved trainees´ 

personal development (4.50) “Trained and knowledgeable craftsmen who will be able to present 

themselves.” Furthermore, it was highly believed that the training helps to improve trainees´ job 

situation (4.50), grow on professional level (4.50) and the acquired skills can be useful to trainees´ 

daily work (4.50) “The knowledge gained during the training will be useful in everyday life, when 

preparing various reports, writing letters, preparing presentations and performances” 

 

Table 10. Evaluation of the trainees´ readiness for independent work 

II part Evaluation of the trainees´ readiness for independent work  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The trainees acquired enough knowledge 4.00 5.00 4.50 

The training improved trainees´ personal development 4.00 5.00 4.50 

The training helps trainees to grow on professional level 4.00 5.00 4.50 

The skills acquired during the training can be useful to trainees´ 

daily work 
4.00 5.00 4.50 

The training helps to improve trainees´ job situation 4.00 5.00 4.50 

It is possible to implement this training in our country 5.00 5.00 5.00 

It is possible to implement this training in other foreign countries 5.00 5.00 5.00 

I am satisfied with the training program 5.00 5.00 5.00 

 

Figure 2 presents the scope of the evaluation of the research questions. Based on respondents´ answers 

we can conclude that almost equally satisfying aspect for both parties was the overall atmosphere or 

the training – the teacher (5.00) and participants (4.97). The teacher was very satisfied with trainees´ 

participation (4.60) and participants were motivated to participate in the training (4.5). The teacher 

was more satisfied with the training (5.00) than the trainees (4.53).  

They agreed that it is possible to implement this kind of training in their country – the teacher more 

(5.00) compared with trainees (4.7). The participants were more certain that the training helps trainees 

to grow on professional level (4.72) compared with the teacher (4.5).  Both agreed that the training 

helps to improve trainees´ job situation – the teacher (4.5) compared with trainees (4.33).  

Participants were convinced more that the training improved their personal development (4.72) than 

the teacher (4.50). The participants agreed more that, the skills acquired during the training can be 

useful to their daily work (4.88), compared with the teacher (4.5). 
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Figure 2. Participants and teachers evaluations of the scope of the research questions in Latvian Chamber of 

Crafts. training measure: Language Training (Native Language)   
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3.3 Training measure: Society (Part A3) in Panevezys Chamber of Commerce Industry 

and Crafts. Lithuania PP5 PCCCI 

 

Training measure: Society A3 

Test of the training measure: Panevezys Chamber of Commerce Industry and Crafts (PCCCI). 

Lithuania PP5 PCCCI 

Period during which the test was carried out: January 2019 to March 2020 

Scope of the training: 100 hours 

Training time at vocational school: 90% 

Training time in the training workshop: 10% 

Data collection 

a)Two written survey of all participants using an identical questionnaire in the first/second week of 

training and in the penultimate/last week of training 

b) Two written survey of all teachers using an identical questionnaire in the first/second week of 

training and in the penultimate/last week of training 

Data collection: By PP5 PCCCI with advice from PP7 VK 

Participants: Adults 

3.3.2 Survey of Participants 

 

Table 1 presents the number and gender of participants who answered the online survey 

questionnaire. In the first/second week of the training there were 19 respondents: 63 percent were 

male (12 respondents) and 37 percent were female (7 respondents). In the penultimate/last week of 

the training the questionnaire was answered by 22 participants: 64 percent were male (14 

respondents) and 36 percent were female (8 respondents). 
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Table 1. Participants by Gender 

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 7 37% 8 36% 

Male 12 63% 14 64% 

Total 19 100% 22 100% 

 

Table 2 presents the age of participants who answered the online survey questionnaire. In the 

first/second week of the training there were 19 respondents. 68 percent were age 18-24 (13 

respondents) and 32 percent were younger than 18 (6 respondents). In the penultimate/last week of 

the training the questionnaire was answered by 23 participants 68 percent were age 18-24 (15 

respondents) and 32 percent were younger than 18 (7 respondents). 

 Table 2. Participants by Age 

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Younger than 18 6 32% 7 32% 

18 - 24 13 68% 15 68% 

Total 19 100% 22 100% 

 

Respondents were asked a number of questions to determine their expectations and motivation to 

the training. The first/second week of the training results show that participants´ participation and 

interaction was encouraged (4.32) and they were interested in topics (4.16). Trainee were not highly 

motivated to participate in the training (3.89) and the contribution to individual work was not 

evaluated high (3.63). Penultimate/last week of the training results indicate that participants´ 

participation and interaction was encouraged a bit more (4.86), they were interested in topics (4.64). 

Remarkably raised motivation level (4.55) and participants evaluated their contribution high to 

individual work (4.36).   

 

Total results indicate that participants´ participation and interaction was encouraged (4.61) and they 

were interested in topics (4.41). The lowest points received motivation to participate in the training 

(4.24) and participants‘own contribution to individual work (4.02) (Table 3). 
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Table 3. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

I was highly motivated to participate in the training 3.89 4.55 4.24 

My participation and interaction were encouraged 

(discussions etc) 
4.32 4.86 

4.61 

I was very interested in training topics 4.16 4.64 4.41 

I evaluate my own contribution high to individual work 3.63 4.36 4.02 

 

Table 4 presents participants´ evaluations of the usefulness and satisfaction of the training. The 

first/second week of the training results show that participants found distributed materials were 

helpful (4.47 ), the content was easy to follow (4.47), the topics were relevant (4.42). They were 

satisfied with the training (4.37), they believed that the training could improve their personal 

development (4.26). Participants found the implementation of training not so necessary in their 

country (4.05) but more in foreign countries (4.11). Answers show that they do not believe that 

training can improve their job situation (3.68) or daily work (3.74). Also respondents disagreed with 

the statement that introducing dual system was effective (3.74) and they probably will not 

recommend dual vocational training to others (3.74). The first evaluation results show that 

participants found this kind of training necessary and interesting but they did not believe it would 

improve their job situation. Penultimate/last week of the training results indicate better results. They 

believed that the training could improve their personal development (4.95), that it possible to 

implement this training in their country (4.95) as well as in other foreign country (4.95). 

Participants found the content was easy to follow (4.91), distributed materials were helpful (4.86) 

,the topics were relevant (4.82) and they started to believe more that training could help to grow on 

professional level (4.82). Although they do not think that training could to improve their job 

situation (3.91).  

 

Total results indicate that participants found the content was easy to follow (4.71), distributed 

materials were helpful (4.68), the topics were relevant (4.63) the training improved their personal 

development (4.63) and they were satisfied with the training (4.59). Participants found that it 

possible to implement this training in their country (4.54) as well as in other foreign country (4.96). 

Also they found that training helps to grow on professional level (4.46) and that training met their 

expectations (4.39). Unfortunately they are not very certain that training could to improve their job 

situation (3.80) or that introducing a dual education system was effective (4.00). 
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Table 4. Usefulness and satisfaction of the training 

II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The training objectives met my expectations 4.16 4.59 4.39 

The content was easy to follow 4.47 4.91 4.71 

The topics were relevant to me 4.42 4.82 4.63 

The materials distributed were helpful 4.47 4.86 4.68 

The training improved my personal development 4.26 4.95 4.63 

The training helps to grow on professional  level 4.05 4.82 4.46 

The skills acquired during the training can be useful to my daily 

work 
3.74 4.36 

4.07 

The training helps to improve my job situation 3.68 3.91 3.80 

Introducing a dual education system was effective 3.47 4.45 4.00 

I will recommend dual vocational training to others 3.47 4.68 4.12 

It is possible to implement this training in our country 4.05 4.95 4.54 

It is possible to implement this training in other foreign countries 4.11 4.95 4.56 

I am satisfied with the training 4.37 4.77 4.59 

Respondents were asked a number of questions to evaluate the teachers and the organization of the 

training. Based on the questionnaire results we can conclude that trainees were very satisfied with 

the teachers and the organization and all average points were rated very high. The first/second week 

of the training results show that trainees think that the lecturer was knowledgeable about the 

training topics (4.72), he was a good communicator (4.63) and presented topics in an organized 

manner (4.58), the atmosphere was encouraging (4.58), the training process was flexible (4.47), the 

duration was relevant (4.21) and training was in accordance with theory (4.11). Penultimate/last 

week of the training results indicate that the lecturer was a good communicator (5.00), the overall 

atmosphere was encouraging (5.00), the lecturer was knowledgeable about the training topics 

(4.95), the topics were presented in an organized manner (4.95), the teaching materials were 

distributed in an organized manner (4.91). The training process was flexible (4.91), practical 

training was in accordance with theory studies (4.77) and the duration of training was relevant 

(4.59).   

Total results indicate that the participants were very satisfied with the lecturer – he was 

knowledgeable about the training topics (4.85).  a good communicator (4.83), the atmosphere was 

encouraging (4.80) and the topics were presented in an organized manner (4.78). Trainees agreed 

that the training process was flexible (4.71) and practical training was in accordance with theory 
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studies (4.46). The lowest points received opinion the duration of the training was relevant (4.41) 

(Table 5).  

Table 5. Evaluation of the teachers and the organization of the training 

III part  Evaluation of the teachers and the organization of the 

training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The lecturer was knowledgeable about the training topics 4.72 4.95 4.85 

The lecturer was a good communicator 4.63 5.00 4.83 

The teaching materials were distributed in an organized manner 4.42 4.91 4.68 

The topics were presented in an organized manner 4.58 4.95 4.78 

Practical training was in accordance with theory studies 4.11 4.77 4.46 

The duration of training was relevant 4.21 4.59 4.41 

The training process was flexible 4.47 4.91 4.71 

The overall atmosphere of the training was encouraging 4.58 5.00 4.80 

 

3.3.3 Survey of Teachers 

 

Count of cases: 2 

Training time at vocational school: 90% 

Training time in the training workshop: 10% 

 

Tables 6-8 present background characteristics of teachers. Survey questionnaire was answered by 

two teachers – one female teacher aged 55-64 with more than 30 years teaching experience and one  

male teacher aged 35- 44 with 11-20 years teaching experience.   

 Table 6. Teachers by gender 

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 1 50% 1 50% 

Male 1 50% 1 50% 

Total 2 100% 2 100% 
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Table 7. Teachers by age 

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

35 – 44 1 50% 1 50% 

55- 64 1 50% 1 50% 

Total 2 100% 2 100% 

 

Table 8. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

%  
Penultimate/last week 

of the training 
%  

11- 20 years 1 50% 1 50% 

more than 30 years 1 50% 1 50% 

Total 2 100% 2 100% 

 

Teachers were asked a number of questions to evaluate participants´ expectation and motivation. 

The first/second week of the training results show that the teachers are satisfied with trainees. They 

evaluated very highly trainees´ participation (5.00), the length of the training (5.00), the overall 

atmosphere of the training (5.00), the organization of the training (5.00), the cooperation between 

trainees (4.50). The trainees´ knowledge at the beginning of the training was not very high (4.00). 

Penultimate/last week of the training results indicate that teachers evaluated very highly trainees´ 

participation (5.00), trainees´ knowledge at the end of the training (5.00), the length of the training 

(5.00), the overall atmosphere of the training (5.00), the organization of the training (5.00), the 

cooperation between trainees (5.00) and trainees showed initiative within the training (4.50).  

Total results in this part of the questionnaire indicate that teachers were satisfied with trainees´ 

participation (5.00), the organization (5.00), the overall atmosphere (5.00) and the length (5.00) of 

the training. Trainers were very satisfied with trainees´ knowledge at the end of the training (5.00). 

They agreed that trainees had close cooperation (4.50) and showed initiative within the training 

(4.50) but they were not satisfied with trainees´ knowledge at the beginning of the training (4.00) 

(Table 9).  
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Table 9. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

How do you evaluate trainees´ participation? 5.00 5.00 5.00 

How do you evaluate trainees´ knowledge at the beginning of 

the training? 
4.00  4.00 

How do you evaluate trainees´ knowledge at the end of the 

training? 
 5.00 

5.00 

How do you evaluate trainees´ initiative? 4.50 4.50 4.50 

How do you evaluate the length of the training? 5.00 5.00 5.00 

How do you evaluate the overall atmosphere of the training? 5.00 5.00 5.00 

How do you evaluate the close cooperation between trainees? 4.50 5.00 4.50 

How do you evaluate the organization of the training? 5.00 5.00 5.00 

 

 

Table 10 presents teachers’ evaluations trainees’ readiness for independent work. The first/second 

week of the training results show that according to the teachers’ opinion it is possible to implement 

this training in their country (5.00) and in other foreign countries (5.00) and they are satisfied with 

the training program (5.00). They agreed that the training helps trainees to grow on professional 

level (4.50). the skills acquired during the training can be useful to trainees´ daily work (4.50) and 

the training helps to improve trainees´ job situation (4.50). They did not agree with statements like 

the trainees acquired enough knowledge (4.00) and the training improved trainees´ personal 

development (4.00). There was a slight change in teachers´ opinion penultimate/last week of the 

training. The results indicate that they agreed that the trainees acquired enough knowledge (5.00) 

and the training improved trainees´ personal development (5.00), the training helps trainees to grow 

on professional level (5.00), the skills acquired during the training can be useful to trainees´ daily 

work (5.00), it is possible to implement this training in their country (5.00) and in other foreign 

countries (5.00) and they are satisfied with the training program (5.00). Teachers do not agree with 

the statement the training helps to improve trainees´ job situation (4.00). 

Total results in this part of the questionnaire indicate that the teachers were satisfied with the 

training program (5.00), they agreed that it is possible to implement this training in their country 

(5.00) and in other foreign countries (5.00). They indicated that the training helps trainees to grow 

on professional level (4.75), the skills acquired during the training can be useful to trainees´ daily 

work (4.75), the trainees acquired enough knowledge (4.50) and the training improved trainees´ 

personal development (4.50). The lowest was rated the statement the training helps to improve 

trainees´ job situation (4.25). (Table 10). 
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Table 10. Evaluation of the trainees´ readiness for independent work 

II part Evaluation of the trainees´ readiness for independent work  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The trainees acquired enough knowledge 4.00 5.00 4.50 

The training improved trainees´ personal development 4.00 5.00 4.50 

The training helps trainees to grow on professional level 4.50 5.00 4.75 

The skills acquired during the training can be useful to trainees´ 

daily work 
4.50 5.00 

4.75 

The training helps to improve trainees´ job situation 4.50 4.00 4.25 

It is possible to implement this training in our country 5.00 5.00 5.00 

It is possible to implement this training in other foreign countries 5.00 5.00 5.00 

I am satisfied with the training program 5.00 5.00 5.00 

 

Figure 2 presents the scope of the evaluation of the research questions. Based on respondents` answers 

we can conclude that the teachers (5.00) and the trainees were satisfied with the training (4.59). They 

agreed that it is possible to implement this kind of training in their country – teachers (5.00) compared 

with trainees (4.54). Participants were convinced that the training improved their personal 

development (4.63) compared with teachers (4.50). Teachers were more certain that the training helps 

trainees to grow on professional level (4.75) compared with trainees (4.46).   

Teachers agreed that the skills acquired during the training can be useful to trainees´ daily work 

(4.75), but participants were not very certain if the skills acquired during the training can be useful to 

their daily work (4.07). Teachers were very satisfied with trainees´ participation (5.00) and 

participants were motivated to participate in the training (4.24). The lowest was rated the statement 

the training helps to improve trainees´ job situation (4.25) and this aspect was rated lowest by 

participants (3.80). Teachers´ opinion was that the overall atmosphere of the training was encouraging 

(5.00) and so was the trainees´ (4.80). 

 

 

556



41 

Figure 2. Participants and teachers evaluations of the scope of the research questions in Panevezys 

Chamber of Commerce Industry and Crafts. training measure: Society 
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3.4 Training measure: Environment (Part A4) in Panevezys Chamber of Commerce 

Industry and Crafts. Lithuania PP5 PCCCI 

 

Training measure: Environment A4 

Test of the training measure: Panevezys Chamber of Commerce Industry and Crafts (PCCCI). 

Lithuania PP5 PCCCI 

Period during which the test was carried out: January 2019 to March 2020 

Scope of the training: 150 hours 

Training time at vocational school: 90% 

Training time in the training workshop: 10% 

Data collection 

a)Two written survey of all participants using an identical questionnaire in the first/second week of 

training and in the  penultimate/last week of training 

b) Two written survey of all teachers using an identical questionnaire in the first/second week of 

training and in the penultimate/last week of training 

Data collection: By PP5 PCCCI with advice from PP7 VK 

Participants: Adults 

Count of cases: 21 in the beginning and 20 in the penultimate/last week of the training 

3.4.2 Survey of Participants 

 

Table 1 presents the number and gender of participants who answered the online survey 

questionnaire. In the first/second week of the training there were 21 respondents: 86 percent (18 

respondents) were male and 14 percent (3 respondents) were female. In the penultimate/last week of 

the training the questionnaire was answered by 20 participants: 85 percent (17 respondents) were 

male and 15 percent (3 respondents) were female. 
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Table 1. Participants by gender  

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 3 14% 3 15% 

Male 18 86% 17 85% 

Total 21 100% 20 100% 

 

Table 2 presents the age of participants who answered the online survey questionnaire. In the 

first/second week of the training there were 21 respondents. 43 percent were age 35-44 (9 

respondents). 29 percent (6 respondents) age 25-34 and 29 percent (6 respondents) were age 45-54. 

In the penultimate/last week of the training the questionnaire was answered by 20 participants. 45 

percent were age 35-44 (9 respondents). 30 percent (6 respondents) age 45-54 and 25 percent (5 

respondents). 

  Table 2. Participants by age   

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

25-34 6 29% 5 25% 

35 – 44 9 43% 9 45% 

45 - 54 6 29% 6 30% 

Total 21 100% 20 100% 

 

Respondents were asked a number of questions to determine their expectations and motivation to 

the training. The first/second week of the training results show that participants´ participation and 

interaction was encouraged (4.43) and they were interested in topics (4.29). They were motivated to 

participate in the training (4.10) but they evaluated the contribution to individual work not very high 

(3.81). Penultimate/last week of the training results show that participants´ participation and 

interaction was encouraged even more (4.70), they were interested in topics (4.75). Remarkably 

raised participants evaluation to their contribution to individual work (4.55) and motivation level 

(4.70).  
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Total results indicate that that participants´ participation and interaction was encouraged (4.59) and 

they were interested in topics (4.49). They were motivated to participate in the training (4.39). The 

lowest points received participants’ own contribution to individual work (4.17) (Table 3). 

 

Table 3. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

I was highly motivated to participate in the training 4.10 4.70 4.39 

My participation and interaction were encouraged 

(discussions etc) 
4.43 4.75 

4.59 

I was very interested in training topics 4.29 4.70 4.49 

I evaluate my own contribution high to individual work 3.81 4.55 4.17 

 

 

Table 4 presents participants´ evaluations of the usefulness and satisfaction of the training. The 

first/second week of the training results show very high satisfaction level in most of the aspects. 

Participants agreed that the training helps to grow on professional level (4.90) and the skills 

acquired during the training can be useful to their daily work (4.90). Training topics were also 

highly valued (4.71). Trainees were satisfied with the training (4.52) and were confirmed that the 

training objectives met their expectations (4.38). They were certain that the training could improve 

their personal development (4.43) and helps to improve their job situation (4.43). Distributed 

materials were helpful (4.38) and the content was easy to follow (4.33). Participants agreed that it is 

possible to implement this training in their country (4.33) and in other foreign countries (4.19). 

Trainees do not agree that introducing a dual education system was effective (3.95) or they will 

recommend dual vocational training to others (3.71). Based on first evaluation results we can 

conclude that this kind of training is necessary, but dual system is unknown and new.  

 

Penultimate/last week of the training results show improvements in opinions. This training received 

extremely good feedback. Participants totally agreed that the skills acquired during the training can 

be useful to their daily work (5.00), it helps to grow on professional (4.95) and personal (4.60) level 

and improve their job situation (4.60).  They were satisfied with the training (5.00), the training 

objectives met their expectations (4.70). The materials distributed were helpful (4.90), the topics 

were relevant (4.80) and the content was easy to follow (4.60). Participants agreed that it is possible 

to implement this training in their country (4.75) and in other foreign countries (4.75). Drastic 
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change in opinions was in regards introducing a dual education system (4.70) and after the training 

trainees will recommend dual vocational training to others (4.75).  

 

Total results indicate that participants totally agreed that the skills acquired during the training can 

be useful to their daily work (4.95), it helps to grow on professional (4.93) and personal (4.51) level 

and the training helps to improve their job situation (4.51). They were satisfied with the training 

(4.76) and the training objectives met their expectations (4.54). The materials distributed were 

helpful (4.63), the topics were relevant (4.76) and the content was easy to follow (4.46). Participants 

agreed that it is possible to implement this training in their country (4.54) and in other foreign 

countries (4.46). Introducing a dual education system was effective (4.32) and trainees will 

recommend dual vocational training to others (4.22). 

 

Table 4. Usefulness and satisfaction of the training 

II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The training objectives met my expectations 4.38 4.70 4.54 

The content was easy to follow 4.33 4.60 4.46 

The topics were relevant to me 4.71 4.80 4.76 

The materials distributed were helpful 4.38 4.90 4.63 

The training improved my personal development 4.43 4.60 4.51 

The training helps to grow on professional  level 4.90 4.95 4.93 

The skills acquired during the training can be useful to my daily 

work 
4.90 5.00 

4.95 

The training helps to improve my job situation 4.43 4.60 4.51 

Introducing a dual education system was effective 3.95 4.70 4.32 

I will recommend dual vocational training to others 3.71 4.75 4.22 

It is possible to implement this training in our country 4.33 4.75 4.54 

It is possible to implement this training in other foreign countries 4.19 4.75 4.46 

I am satisfied with the training 4.52 5.00 4.76 

 

Participants were also asked to evaluate the teachers and the organization of the training. Based on 

participants’ evaluations to the training we can conclude that trainees were very satisfied with the 

teachers and the organization because all average points are high or very high. The first/second 

week of the training results show that trainees think that the lecturer was knowledgeable about the 

training topics (4.90), he was a good communicator (4.86) and the overall atmosphere of the 

training was encouraging (4.71). The topics were presented in an organized manner (4.48), the 

training process was flexible (4.43) and the teaching materials were distributed in an organized 
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manner (4.48). Trainees also found the training process flexible (4.43), practical training was in 

accordance with theory studies (4.24) and the duration was relevant (4.24).  

Penultimate/last week of the training results indicate that participants were even more satisfied with 

the training. They agreed that the overall atmosphere of the training was encouraging (4.95). the 

training process was flexible (4.90), the lecturer was knowledgeable about the training topics (4.85). 

The topics (4.85) and the teaching materials (4.80) were presented in an organized manner and the 

practical training was in accordance with theory studies (4.75). The lecturer was a good 

communicator (4.75) and the duration of training was relevant (4.65).  

Total results in this part of the questionnaire indicate that for participants´ opinions the lecturer was 

knowledgeable about the training topics (4.88) and a good communicator (4.80). The overall 

atmosphere of the training was encouraging (4.83). The topics (4.66) and the teaching materials 

(4.56) were presented in an organized manner and the practical training was in accordance with 

theory studies (4.49). Respondents rated the lowest the duration of training (4.44) (Table 5). 

 

 

Table 5. Evaluation of the teachers and the organization of the training 

III part  Evaluation of the teachers and the organization of the 

training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The lecturer was knowledgeable about the training topics 4.90 4.85 4.88 

The lecturer was a good communicator 4.86 4.75 4.80 

The teaching materials were distributed in an organized manner 4.33 4.80 4.56 

The topics were presented in an organized manner 4.48 4.85 4.66 

Practical training was in accordance with theory studies 4.24 4.75 4.49 

The duration of training was relevant 4.24 4.65 4.44 

The training process was flexible 4.43 4.90 4.66 

The overall atmosphere of the training was encouraging 4.71 4.95 4.83 
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3.4.3 Survey of Teachers 

The results 

Count of cases: 3 

Training time at vocational school: 90% 

Training time in the training workshop: 10% 

Tables 6-8 present background characteristics of teachers. Survey questionnaire was answered by 

three teachers – one female teacher aged 55-64 years old with 21-30 years teaching experience, one 

male teacher aged 35-44 with 11-20 years teaching experience and one male teacher aged 55-64 

years old and with more than 30 years teaching experience.  

Table 6. Teachers by gender 

Please indicate your gender 

The first/second 

week of the 

training 

% 
Penultimate/last 

week of the training 
% 

Female 1 33% 1 33% 

Male 2 67% 2 50% 

Total 3 100% 3 100% 

 Table 7. Teachers by age 

Please indicate your age 

The first/second 

week of the 

training 

% 

Penultimate/last 

week of the 

training 

% 

35 – 44 1 33% 1 33% 

55- 64 2 67% 2 67% 

Total 3 100% 3 100% 

Table 8. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

% 
Penultimate/last 

week of the training 
% 

11 - 20 years 1 33% 1 33% 

21 – 30 years 1 33% 1 33% 

More than 30 years 1 33% 1 33% 

Total 3 100% 3 100% 

Teachers were asked a number of questions to evaluate participants´ expectation and motivation.  

The first/second week of the training results show that teachers were very satisfied with the 

organization of the training (5.00). They liked overall atmosphere of the training (4.67) and trainees´ 

initiative (4.67). It can be said that teachers were satisfied with trainees´ participation (4.33) and the 
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length of the training (4.33). Trainers were not very satisfied with the close cooperation between 

trainees (4.00) and trainees´ knowledge at the beginning of the training (4.00).  

 

Penultimate/last week of the training results indicate that teachers were still very satisfied with the 

organization of the training (5.00), trainees´ knowledge at the end of the training (5.00), the length of 

the training (5.00) and with the overall atmosphere of the training (5.00). Trainers were also very 

satisfied with trainees´ participation (4.67), trainees´ initiative (4.67) and close cooperation between 

trainees (4.67). This aspect rose the most compared to the first week results.  

 

Total results in this part of the questionnaire indicate that were very satisfied with the organization 

of the training (5.00) and trainees´ knowledge at the end of the training (5.00). The overall 

atmosphere of the training was encouraging (4.83). Trainees´ showed initiative (4.67) and the 

teachers were satisfied with trainees´ participation (4.50) and cooperation (4.33) between each 

other. Teachers were not very satisfied with trainees´ knowledge at the beginning of the training 

(4.00) (Table 9). 

 

Table 9. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

How do you evaluate trainees´ participation? 4.33 4.67 4.50 

How do you evaluate trainees´ knowledge at the beginning of the 

training? 
4.00  4.00 

How do you evaluate trainees´ knowledge at the end of the 

training? 
 5.00 

5.00 

How do you evaluate trainees´ initiative? 4.67 4.67 4.67 

How do you evaluate the length of the training? 4.33 5.00 4.67 

How do you evaluate the overall atmosphere of the training? 4.67 5.00 4.83 

How do you evaluate the close cooperation between trainees? 4.00 4.67 4.33 

How do you evaluate the organization of the training? 5.00 5.00 5.00 

 

Table 10 presents teachers’ evaluations trainees’ readiness for independent work. The first/second  

week of the training results show that the teachers were satisfied with the training program (4.67). 

they were certain that the training helps trainees to grow on professional level (4.67), the skills 

acquired can be useful to trainees´ daily work (4.67) and the training helps to improve trainees´ job 

situation (4.67). Trainers were convinced that it is possible to implement this training in their 

country (4.67) and in other foreign countries (4.67). They think that trainees acquired enough 
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knowledge (4.00) and the training improved trainees´ personal development (4.00). but those 

average points are not very high.  

 

Penultimate/last week of the training results indicate that the teachers were extremely satisfied with 

all criteria. because every aspect was marked with very satisfied (5.00) by all teachers.  

 

Total results in this part of the questionnaire indicate that the teachers were satisfied with the 

training program (4.83), they were certain that the training helps trainees to grow on professional 

level (4.83), the skills acquired can be useful to trainees´ daily work (4.83) and the training helps to 

improve trainees´ job situation (4.83). Trainers were convinced that it is possible to implement this 

training in their country (4.83) and in other foreign countries (4.83). They were certain that trainees 

acquired enough knowledge (4.50) and the training improved trainees´ personal development 

(4.50). (Table 10) 

 

Table 10. Evaluation of the trainees´ readiness for independent work 

II part Evaluation of the trainees´ readiness for independent work  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The trainees acquired enough knowledge 4.00 5.00 4.50 

The training improved trainees´ personal development 4.00 5.00 4.50 

The training helps trainees to grow on professional level 4.67 5.00 4.83 

The skills acquired during the training can be useful to trainees´ 

daily work 
4.67 5.00 

4.83 

The training helps to improve trainees´ job situation 4.67 5.00 4.83 

It is possible to implement this training in our country 4.67 5.00 4.83 

It is possible to implement this training in other foreign countries 4.67 5.00 4.83 

I am satisfied with the training program 4.67 5.00 4.83 

 

Figure 2 presents the scope of the evaluation of the research questions. Based on respondents` answers 

we can conclude that we can conclude that the teachers (4.83) and the trainees were satisfied with the 

training (4.76). For both parties the overall atmosphere was encouraging (4.83). Participants were 

convinced that the skills acquired during the training can be useful to their daily work (4.95) and the 

training helps them to grow on professional level (4.93). Teachers agreed that. the skills acquired 

during the training can be useful to trainees´ daily work (4.83) and would help trainees to grow on 

professional level (4.83) . Respondents agreed that it is possible to implement this kind of training in 

their country – teachers (4.83), trainees (4.54). Participants were motivated to participate in the 
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training (4.24), teachers were very satisfied with trainees´ participation (4.5). Teachers were more 

certain that the training helps to improve trainees´ job situation (4.83) than trainees (4.51). Exactly 

the same rates were evaluated about improving trainees´ personal development. Teachers average 

points were higher (4.83) than trainees (4.51). (Figure 2) 

 

 
Figure 2. Participants and teachers evaluations of the scope of the research questions in Panevezys 

Chamber of Commerce Industry and Crafts. training measure: Environment 
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3.5 Training measure: Technology & Construction & Project (Parts B1 – B11) in 

Vilniaus statybininku rengimo centras. Lithuania (PP4) 

 

Training measure: Technology Construction & Project work 

Test of the training measure: Vilniaus statybininku rengimo centras PP4 VSRC 

Period during which the test was carried out: January 2019 to March 2020 

Scope of the training: 1300 hours 

Participants: Adults & students 

Training time at vocational school: 20% 

Training time in the company: 40% 

Training time in the training workshop: 40% 

Data collection 

a)Two written survey of all participants using an identical questionnaire in the first/second week of 

training and in the  penultimate/last week of training 

b) Two written survey of all teachers using an identical questionnaire in the first/second week of 

training and in the penultimate/last week of training 

c) Personal interviews with 3 participants in the middle of training 

d) Personal interviews with 2 teachers in the middle of training 

Data collection: By PP4 VSRC with advice from PP7 VK 

3.5.1 Survey of Participants 

 

Table 1 presents the number and gender of participants who took part in the training. The online 

survey questionnaire was answered in the first/second week of the training and in the 

penultimate/last week of the training by 20 respondents; 90 percent (18 respondents) were male and 

10 percent (2 respondents) were female 
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Table 1. Participants by gender  

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 2 10% 2 11% 

Male 18 90% 18 89% 

Total 20 100% 20 100% 

 

Table 2 presents the age of participants who answered to the online survey questionnaire. Out of all 

respondents 30 percent were age 18-24(6 respondents), 30 percent were age 25-34 (6 respondents), 

30 percent were age 35-44 (6 respondents) and 10 percent were age 45-54 (2 respondents).  

Table 2. Participants by age  

Please indicate your age 

The first/second 

week of the 

training 

%  

Penultimate/last 

week of the 

training 

%  

18 – 24 6 30% 6 30% 

25 - 34 6 30% 6 30% 

35 – 44  6 30% 6 30% 

45 - 54 2 10% 2 10% 

Total 20 100% 20 100% 

 

Respondents were asked a number of questions to determine their expectations and motivation to 

the training. The first/second week of the training results indicate that participants felt that they 

were interested in topics (4.20). Unfortunately, the contribution to individual work was not 

evaluated high (3.95). As well they were not highly motivated to participate in the training (3.80) 

and they did not agree that their participation and interaction (3.20) was encouraged. 

 

Penultimate/last week of the training results indicate that trainees were very interested in training 

topics (4.40) and they evaluated their own contribution high to individual work (4.40). Participants 

were highly motivated to participate in the training (4.25).They also marked that their participation 

and interaction were encouraged (4.20). Based on the evaluation results done penultimate/last week 

of the training we can conclude that trainees’ opinions about expectations and motivation to the 

training rose up significantly.  

Total results results in this part of the questionnaire indicate that participants were very interested in 

training topics (4.30) and evaluated their own contribution high to individual work (4.17). The 
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respondents were motivated to participate in the training (4.03). “I wanted to study.  After 

graduation vocational school just worked full time.” In some cases some participants were 

convinced to take part in the training.“I was persuaded to take part in the training by my colleague, 

the teacher, the head of the company, my family.” One of the reasons was that the training was too 

long. “I did not want to participate because I was informed that the training is long”. There were 

opposite opinions too like “I really wanted to participate in the training. I wanted to learn more 

about technical part”. According to the results participants were not satisfied with encouraging 

their participation and interaction (3.70). 

Table 3. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

I was highly motivated to participate in the training 3.80 4.25 4.03 

My participation and interaction were encouraged 

(discussions etc) 
3.20 4.20 3.70 

I was very interested in training topics 4.20 4.40 4.30 

I evaluate my own contribution high to individual 

work 
3.95 4.40 4.17 

 

Table 4 presents participants´ evaluations of the usefulness and satisfaction of the training. The 

first/second week of the training results dissatisfaction with the training.  Trainees were the most 

satisfied with materials (4.00). They were not very certain if the training helps to grow on 

professional level (3.95) or introducing a dual education system was effective (3.95). Participants 

were not convinced that the training improved their personal development (3.90) and they were not 

satisfied with the training (3.85). Neither they found the content was not easy to follow (3.80) nor 

the topics were relevant (3.80). Trainees were not sure if they would recommend dual vocational 

training to others (3.75) or the training objectives met their expectations (3.65). They did not think 

that the skills acquired during the training can be useful to their daily work (3.55) or it is possible to 

implement this training in their country (3.50). Participants did not believe that the training helps to 

improve their job situation (3.15) or it is possible to implement this training in other foreign 

countries (2.95).  

Penultimate/last week of the training results indicate that respondents were very satisfied with 

distributed materials (4.75). They were highly convinced that the training helps to grow on 

professional level (4.60) and improved their personal development (4.60). Trainees were satisfied 
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with the training (4.50) and found the topics relevant to them (4.50). Introducing a dual education 

system was effective (4.50) and participants would recommend dual vocational training to others 

(4.50). They also agreed that it is possible to implement this training in their country (4.60). Based 

on last week survey results we can conclude that the training objectives met trainees´ expectations 

(4.35) and the skills can be useful to their daily work (4.20). Trainees were satisfied with the 

content (4.05). They did not agree with the statement that the training would help to improve their 

job situation (3.80) or it is possible to implement this training in other foreign countries (3.50).  

Total results in this part of the questionnaire indicate that participants were satisfied with the 

materials (4.38) the most. They agreed that the training helps to grow on professional level (4.28) 

and improved personal development (4.25). For respondents introducing a dual education system 

was effective (4.22). “The dual system is good.” They were satisfied with the training (4.17). “I am 

satisfied 80 percent with the training. Thanks teachers for their patience!” “Everything was really 

great!” They found the topics relevant to them (4.15) and they will recommend dual vocational 

training to others (4.13) but it could have been shorter “I would recommend it to others if the 

training was shorter.“, “I am satisfied 80 percent with the training. Thanks teachers for their 

patience!” Trainees agreed with the statement that the training objectives met their expectations 

(4.00). They were certain that it is possible to implement this training in their country (4.05) but not 

in other foreign countries (3.23). For respondents the content was not easy to follow (3.92). 

“Sometimes the material was quite difficult”. “Some subjects were difficult like math, chemistry” 

Also they were not certain that the skills acquired during the training could be useful to their daily 

work (3.88) or their job situation (3.48). 

 

Table 4. Usefulness and satisfaction of the training 

II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The training objectives met my expectations 3.65 4.35 4.00 

The content was easy to follow 3.80 4.05 3.92 

The topics were relevant to me 3.80 4.50 4.15 

The materials distributed were helpful 4.00 4.75 4.38 

The training improved my personal development 3.90 4.60 4.25 

The training helps to grow on professional  level 3.95 4.60 4.28 

The skills acquired during the training can be useful to my 

daily work 
3.55 4.20 3.88 

The training helps to improve my job situation 3.15 3.80 3.48 
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II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

Introducing a dual education system was effective 3.95 4.50 4.22 

I will recommend dual vocational training to others 3.75 4.50 4.13 

It is possible to implement this training in our country 3.50 4.60 4.05 

It is possible to implement this training in other foreign 

countries 
2.95 3.50 3.23 

I am satisfied with the training 3.85 4.50 4.17 

 

Respondents were asked a number of questions to evaluate the teachers and the organization of the 

training. Based on the questionnaire results we can conclude that trainees were satisfied with the 

lecturer who was a good communicator (4.40) The first/second week of the training results also 

indicate that the overall atmosphere of the training was encouraging (4.25) and the teaching 

materials were distributed in an organized manner (4.15). According to the trainees’ opinion the 

lecturer was knowledgeable about the training topics (4.00). Respondents were not satisfied with 

the training the topics (3.90), process (3.60) and the duration (3.20). For trainees practical training 

was not in accordance with theory studies (3.55). 

Penultimate/last week of the training results indicate that there was a significant change in opinions 

compared to the first week of the training results for the better. Particpants found that the lecturer 

was a good communicator (4.85) and the teaching materials were distributed in an organized 

manner (4.85). In addition to that the lecturer was knowledgeable about the training topics (4.70) 

and presented the topics were in an organized manner (4.75). The overall atmosphere was 

encouraging (4.70) and practical training was in accordance with theory studies (4.70). Participants 

were satisfied with the training process (4.65) but on the other hand they were not satisfied with the 

duration of training (3.60). 

Total results in this part of the questionnaire indicate that participants were extremely satisfied with 

the teacher but not with the duration. For participants the lecturer was a good communicator (4.63) 

and were distributed the teaching materials in an organized manner (4.50). Respondents agreed that 

the overall atmosphere was encouraging (4.47). “Teachers are true professionals. It took them a lot 

of effort to complete the training.” The lecturer was knowledgeable (4.35) and the topics were 

presented in an organized manner (4.33). “Training is useful because it forced me to learn again. 

To be interested in innovation. I received answers to the questions that arose. Great teachers!” 
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Trainees also agreed that the training process was flexible (4.13) and practical training was in 

accordance with theory studies (4.13) “Especially I enjoyed practical training.” However the 

respondents were not satisfied with the duration of training (3.40) which was too long for them 

“Training should be shorter”. 

  

Table 5. Evaluation of the teachers and the organization of the training 

III part.  Evaluation of the teachers and the organization of the 

training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The lecturer was knowledgeable about the training topics 4.00 4.70 4.35 

The lecturer was a good communicator 4.40 4.85 4.63 

The teaching materials were distributed in an organized manner 4.15 4.85 4.50 

The topics were presented in an organized manner 3.90 4.75 4.33 

Practical training was in accordance with theory studies 3.55 4.70 4.13 

The duration of training was relevant 3.20 3.60 3.40 

The training process was flexible 3.60 4.65 4.13 

The overall atmosphere of the training was encouraging 4.25 4.70 4.47 

 

3.5.2 Survey of Teachers 

 

The results 

Count of cases: 5  

Training time at vocational school: 90% 

Training time in the training workshop: 10% 

 

Tables 6-8 present background characteristics of teachers. Survey questionnaire was answered by 

five teachers – three female teachers and two male teachers (Table 6).Out of 5 respondents 40 

percent were age 35-44 (2 respondents). 40 percent (2 respondents) were aged 45-54 (2 

respondents) and 20 percent (1 respondent) was aged 55-64 (Table 7). 60 percent (3 respondents) 

were with 21-30 years teaching experience, 20 percent (1 respondent) with 11-20 years teaching 

experience and 20 percent (1 respondent) with 6-10 years teaching experience (Table 8). 
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Table 6. Teachers by gender 

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 3 60% 3 60% 

Male 2 40% 2 40% 

Total 5 100% 5 100% 

 Table 7. Teachers by age                          

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

35 – 44 2                40% 2                40% 

45 - 54 2 40% 2 40% 

55- 64 1 20% 1 20% 

Total 5 100% 5 100% 

 

Table 8. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

%  
Penultimate/last week 

of the training 
%  

6-10 years 1 20% 1 20% 

11- 20 years 1 20% 1 20% 

21-30 years 3 60% 3 60% 

Total 5 100% 5 100% 

 

Teachers were asked a number of questions to evaluate participants´ expectation and motivation. 

The first/second week of the training results indicate those teachers were very satisfied with the 

organization of the training (4.60) and the overall atmosphere (4.00). They were not satisfied with 

trainees´ participation (4.00), initiative (3.80) or cooperation between trainees (3.60). Teachers were 

not satisfied neither the length of the training (3.60) nor trainees´ knowledge at the beginning of the 

training (3.00).  

Penultimate/last week of the training results indicate that the the trainers were totally contented with 

the overall atmosphere of the training (4.80). They were satisfied with the close cooperation between 

trainees (4.40). Trainees´ participation (4.20) and knowledge at the end of the training (4.20) was 

evaluated high as well. The lectures were not very contented but still contented with   

trainees´ initiative (4.00) and with the organization (4.00) and the length of the training (4.00).  
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Total results in this part of questionnaire indicate that the teachers were totally contented with the 

overall atmosphere (4.40) and the organization of the training (4.30). Moreover, they were very 

satisfied with trainees´ knowledge at the end of the training (4.20). Trainees´ participation (4.10) 

and the close cooperation (4.00) were evaluated not very high, but still high. Overall, the teachers 

were not satisfied with trainees´ initiative (3.90) and the length of the training (3.80) “The smaller 

modules allow busy workers leave the course at logical points.”, “Hard to coordinate work in 

the evening.” Likewise, the trainees´ knowledge at the beginning of the training (3.00) were not 

satisfactory.  

Table 9. Expectations and motivation of participants 

 

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

How do you evaluate trainees´ participation? 4.00 4.20 4.10 

How do you evaluate trainees´ knowledge at the beginning of the 

training? 
3.00  3.00 

How do you evaluate trainees´ knowledge at the end of the 

training? 
 4.20 4.20 

How do you evaluate trainees´ initiative? 3.80 4.00 3.90 

How do you evaluate the length of the training? 3.60 4.00 3.80 

How do you evaluate the overall atmosphere of the training? 4.00 4.80 4.40 

How do you evaluate the close cooperation between trainees? 3.60 4.40 4.00 

How do you evaluate the organization of the training? 4.60 4.00 4.30 

 

Table 10 presents teachers’ evaluations trainees’ readiness for independent work. The first/second 

week of the training results show that the teachers were very satisfied with the training program 

(4.40) and believed that the training helps trainees to grow on professional level (4.29). They 

indicated that the skills acquired during the training can be useful to trainees´ daily work (4.00). 

Trainers were not convinced that it is possible to implement this training in their country (3.60) or 

in other foreign countries (3.20). They were not satisfied with trainees´ personal development (3.40) 

nor acquired knowledge (3.20).  

Penultimate/last week of the training results indicate that the teacher were convinced that the skills 

acquired during the training can be useful to trainees´ daily work (4.40). Similarly, it was highly 

believed that the training helps trainees to grow on professional level (4.40) and the trainees 

acquired enough knowledge (4.20). The teachers were very am satisfied with the training program 

(4.20). Not only that the training improved trainees´ personal development (4.20) and  
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helps to improve trainees´ job situation (4.20), but also it is possible to implement this training in 

other foreign countries (4.20). The teachers did not agree that it is possible to implement this 

training in their country (3.80). 

 

Total results in this part of the questionnaire indicate that the lecturers were completely satisfied 

with the training program (4.30) and highly believed that the training helps trainees to grow on 

professional level (4.30). “The organization of the course provides a natural progression of 

learning material and ensures that apprentices are introduced to a broad spectrum of 

knowledge-based intended learning outcomes. It would be beneficial to combine theories and 

practical training on-site.” Moreover, the skills acquired during the training can be useful to 

trainees´ daily work (4.20). On the other hand, the teachers did not agree that the training improved 

trainees´ personal development (3.80) nor helps to improve trainees´ job situation (3.80). In addition 

to that the trainers were not convinced that the trainees acquired enough knowledge (3.70). 

“Difficult to work with students due to their different individual abilities .” Similarly, they 

disagreed with the statements like it is possible to implement this training in their country (3.70) as 

well as in other foreign countries (3.70).  

 

Table 10. Evaluation of the trainees´ readiness for independent work 

 

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The trainees acquired enough knowledge 3.20 4.20 3.70 

The training improved trainees´ personal development 3.40 4.20 3.80 

The training helps trainees to grow on professional level 4.20 4.40 4.30 

The skills acquired during the training can be useful to trainees´ 

daily work 
4.00 4.40 4.20 

The training helps to improve trainees´ job situation 3.40 4.20 3.80 

It is possible to implement this training in our country 3.60 3.80 3.70 

It is possible to implement this training in other foreign countries 3.20 4.20 3.70 

I am satisfied with the training program 4.40 4.20 4.30 
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3.5.3 Personal Open-Ended Interviews with 3 participants  

 

Training measure: Technology Construction & Project work 

Test of the training measure: PP4 VSRC 

Indicated time interviews were carried out: In the middle of the training/at the end of the training . 

Interview questions were answered by 3 male respondents, one 35-44, other 25-34 and the third was 

18-24 years of age.  

Answers 

1. Please indicate the main benefits of the training “Technician Training” 

Dual vocational training gives the possibility to connect theory and practice exactly what you 

need in your job. 

Good atmosphere, qualified teachers, useful knowledge. 

Opportunity to acquire new knowledge. 

 

2. Which specific difficulties you encountered during participating in the dual vocational 

training program? 

No specific difficulties. 

It was difficult to reconcile work and study. The training course was too long. 

Evening lessons after the workday, large program, difficult tasks. 

 

3. Which theoretical knowledge you mostly lacked during the studies? 

Structural design 

Nothing was missing; I gained a lot of new knowledge. 

Technical mechanics. 

 

4. Which part of the training was the most useful for you? 

Especially I enjoyed practical training. 

Training is useful because it forced me to learn again, to be interested in innovation. I received 

answers to the questions that arose. Great teachers 

Construction drawing aided by selected user programs (CAD). Construction machinery and 

equipment. B2 Construction drawing. 

 

5. How does participating in dual vocational training program prepare you for the future?  

The dual system is good. 

Quite well. I hope to improve my job performance and strengthen my employability in the future.  

Practical skills for future work. Useful. 
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6. If the training was repeated, what should be left out or changed?

I would recommend it to others if the training was shorter. 

I did not want to participate because I was informed that the training is long. 

Training should be shorter. Training should be at least 2 times shorter. Some topics may have 

been outlined. More practical tasks. Less theory. 

7. How satisfied were you with this training?

Thank you! Everything was really great! 

I wanted to study.  After graduation vocational school just worked full time. 

I am satisfied with the training. Thanks teachers for their patience 

3.5.4 Personal Open-Ended Interviews with 2 teachers 

Training measure: Technology Construction & Project work 

Test of the training measure: PP4 VSRC 

Female teacher. 35-44, 45-54 

Indicated time interviews were carried out: In the middle of the training 

1. Please indicate the main benefits of the training „Technician Trainings“.

Improved knowledge 

2. How would you evaluate content of „Technician Trainings“?

The organization of the course provides a natural progression of learning material and ensures 

that apprentices are introduced to a broad spectrum of knowledge-based intended learning 

outcomes. 

The smaller modules allow busy workers leave the course at logical points. 

3. Please indicate knowledge and skills of which subject the trainee needs the most for the

technician´s job?

Practical knowledge about work in the site. 

It would be beneficial to combine theories and practical training on-site. 

4. Which main difficulties you encountered during training process?

Hard to coordinate work in the evening. 

Difficult to work with students due to their different individual abilities. 

5. What kind of support would you expect from your country´s government?
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7. How satisfied were you with participating in this program/project? 

Was interesting. 

I am satisfied. 
 

Figure 2 presents the scope of the evaluation of the research questions. The teachers were satisfied 

with trainees´ participation (4.10) and the participants were motivated to participate in the training 

(4.03). Based on respondents’ answers we can conclude that the teachers were more satisfied with the 

training (4.30) than the trainees (4.17).  In contrast to trainees opinions, that it is possible to implement 

this kind of training in their country (4.05), the teachers did not agree with this statement (3.70). The 

teachers were slightly more certain that the training helps trainees to grow on professional level (4.30) 

compared with trainees (4.28). Both disagreed that the training helps to improve trainees´ job situation 

– the teachers (3.8), trainees (3.48).  The participants were totally convinced that the training 

improved their personal development (4.25), the lecturers had different opinion about that (3.80). The 

teachers agreed totally that the skills acquired during the training can be useful to trainees´ daily work 

(4.2), compared with the participants (3.88) who disagreed with the statement. Both parties agreed 

completely that the overall atmosphere or the training was very encouraging – the participants (4.47) 

and the teacher (4.40). 

 

 

 

 

That it will makes the course free for those that want to take it. 

 

6. How and why is the training beneficial for trainees in their future working life? Explain. 

Because construction workers are in high demand and this course gives them the right 

qualifications for their future job. 
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Figure 2. Participants and teachers evaluations of the scope of the research questions in Vilniaus 

statybininku rengimo centras. Training measure: Technology & Construction & Project (Parts B1 – B11) 
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3.6 Training measure: Business Administration and Management (Part C) in 

Panevezys Chamber of Commerce Industry and Crafts. Lithuania (PP5) 

 

Training measure: Business Administration and Management 

Test of the training measure: Panevezys Chamber of Commerce Industry and Crafts (PCCCI). 

Lithuania; PP5 PCCCI 

Period during which the test was carried out: January 2019 to March 2020 

Scope of the training: 350 hours 

Training time at vocational school: 100% 

Data collection 

a)Two written survey of all participants using an identical questionnaire in the first/second week of 

training and in the  penultimate/last week of training 

b) Two written survey of all teachers using an identical questionnaire in the first/second week of 

training and in the penultimate/last week of training 

Data collection: By PP5 PCCCI with advice from PP7 VK 

Participants: Adults 

3.6.1 Survey of Participants 

 

Table 1 presents the number and gender of participants who answered the online survey 

questionnaire. In the first/second week of the training there were 22 respondents: 82 percent (18 

respondents) were male and 18 percent (4 respondents) were female. In the penultimate/last week of 

the training the questionnaire was answered by 20 participants: 80 percent (16 respondents) were 

male and 20 percent (4 respondents) were female. 

 

Table 1. Participants by gender  

Please indicate your gender 
The first/second week 

of the training 

%  

  

Penultimate/last week 

of the training 
%  

Female 4 18% 4 20% 

Male 18 82% 16 80% 

Total 22 100% 20 100% 
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Table 2 presents the age of participants who answered the online survey questionnaire. In the 

first/second week of the training there were 22 respondents. 77 percent were age 18-24 (17 

respondents) and 23 percent were younger than 18 (5 respondents). In the penultimate/last week of 

the training the questionnaire was answered by 20 participants. 75 percent were age 18-24 (15 

respondents) and 25 percent were younger than 18 (5 respondents). 

Table 2. Participants by age   

Please indicate your age 
The first/second week 

of the training 
%  

Penultimate/last week 

of the training 
%  

Younger than 18 5 23% 5 25% 

18 - 24 17 77% 15 75% 

Total 22 100% 20 100% 

 

Respondents were asked a number of questions to determine their expectations and motivation to 

the training. The first/second week of the training results show that they were interested in topics 

(4.36), their participation and interaction was encouraged (4.27) and they evaluated their own 

contribution to individual work high (4.27). Participants were not very highly motivated to 

participate in the training (4.05). Penultimate/last week of the training results indicate change of 

their opinion. Trainees evaluated their own contribution to individual work high (4.70), their 

participation and interaction was encouraged (4.60), they were interested in training topics (4.50) 

and also motivated to participate in the training (4.40).   

 

Total results in this part of the questionnaire indicate that participants evaluated their own 

contribution to individual work high (4.48), their participation and interaction was encouraged 

(4.43), they were interested in training topics (4.43). Trainees were motivated to participate in the 

training (4.21) (Table 3). 

 

Table 3. Expectations and motivation of participants 

 

I part. Expectations and motivation of participants  

 
The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total  

My participation and interaction were encouraged (discussions 

etc) 

4.27 4.60 4.43 

I was very interested in training topics 4.36 4.50 4.43 

I evaluate my own contribution high to individual work 4.27 4.70 4.48 

I was highly motivated to participate in the training 4.05 4.40 4.21 
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Table 4 presents participants´ evaluations of the usefulness and satisfaction of the training. The 

first/second week of the training results show that participants were satisfied with the training 

(4.68), found distributed materials helpful (4.59) and the content easy to follow (4.50). They 

believed that the training could improve their personal development (4.45) and job situation (4.41). 

Respondents found topics relevant for them (4.41) and believed the training could help to grow on 

professional level (4.36). The training met their expectations (4.36). Trainees were positive about 

introducing a dual education system (4.27). They agreed that it is possible to implement this 

training in foreign country (4.32) but they were not very certain if it could be implemented in their 

country (4.00).  Participants were not very certain that skills acquired during the training can be 

useful for their daily work (3.86).  Penultimate/last week of the training results indicate the highest 

change in aspect implementing this kind of training in their country (4.60) and skills acquired 

during the training can be useful for their daily work (4.30). Participants agreed that the topics were 

relevant (4.70) and the materials were helpful (4.65). They were convinced that the training 

improved their personal development (4.60), could improve their job situation (4.65) and helps to 

grow on a professional level (4.55). The training met their expectations (4.50) and they were certain 

that it is possible to implement this training in other foreign countries (4.50). Also participants 

believed that introducing a dual education system was effective (4.40).  

 

Total results in this part of the questionnaire indicate that participants found distributed materials 

(4.62) and topics (4.55) helpful and relevant. Trainees were satisfied with the training (4.57). They 

believed that the training improved their personal development (4.52), job situation (4.52) and helps 

to grow on a professional level (4.45). The content was easy to follow (4.48) and the training met 

their expectations (4.43). Respondents were certain that it is possible to implement this training in 

other foreign countries (4.40) and in their country (4.29). Although they were not very convinced 

that the skills acquired during the training can be useful to their daily work (4.07), but still 

convinced. 
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Table 4. Usefulness and satisfaction of the training 

II part. Usefulness and satisfaction of the training  

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The materials distributed were helpful 4.59 4.65 4.62 

I am satisfied with the training 4.68 4.45 4.57 

The topics were relevant to me 4.41 4.70 4.55 

The training improved my personal development 4.45 4.60 4.52 

The training helps to improve my job situation 4.41 4.65 4.52 

The content was easy to follow 4.50 4.45 4.48 

The training helps to grow on professional level 4.36 4.55 4.45 

The training met my expectations 4.36 4.50 4.43 

It is possible to implement this training in other foreign 

countries 
4.32 4.50 4.40 

Introducing a dual education system was effective 4.27 4.40 4.33 

It is possible to implement this training in our country 4.00 4.60 4.29 

The skills acquired during the training can be useful to 

my daily work 
3.86 4.30 4.07 

Participants were asked a number of questions to evaluate the teachers and the organization of the 

training. Based on participants’ evaluations to the training we can conclude that trainees were very 

satisfied with the teachers and the organization because all average points were rated very high. The 

first/second week of the training results show that the overall atmosphere of the training was 

encouraging (4.59), the lecturer was a good communicator (4.59) and practical training was in 

accordance with theory studies (4.59). Trainees were very satisfied with the topics (4.55), materials 

(4.55) and the training process (4.50) and the duration (4.27). They were also satisfied with the 

lecturer who was knowledgeable about the training topics (4.23). Penultimate/last week of the 

training results indicate no significant change in opinions. Only aspect that rose up was that the 

lecturer was knowledgeable about the training topics (4.60). Participants found the overall 

atmosphere of the training was encouraging (4.75), the lecturer was a good communicator (4.65) 

and practical training was in accordance with theory studies (4.60). For trainees the training process 

was flexible (4.55), the topics (4.50) and the teaching materials (4.40) were presented in an 

organized manner and the duration of training was relevant (4.30).  

Total results in this part of the questionnaire indicate that the overall atmosphere of the training was 

encouraging (4.67), the lecturer was a good communicator (4.62) and practical training was in 

accordance with theory studies (4.60).  For participants the training process was flexible (4.52), the 

topics (4.52) and the teaching materials (4.48) were presented in an organized manner and the 
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lecturer was knowledgeable about the training topics (4.40). The lowest points received an opinion 

that the duration of training was relevant (4.29), but it is still very high. (Table 5) 

 

 

Table 5. Evaluation of the teachers and the organization of the training 

 

III part.  Evaluation of the teachers and the organization 

of the training 

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total  

The overall atmosphere of the training was encouraging 4.59 4.75 4.67 

The lecturer was a good communicator 4.59 4.65 4.62 

Practical training was in accordance with theory studies 4.59 4.60 4.60 

The topics were presented in an organized manner 4.55 4.50 4.52 

The training process was flexible 4.50 4.55 4.52 

The teaching materials were distributed in an organized 

manner 
4.55 4.40 4.48 

The lecturer was knowledgeable about the training 

topics 
4.23 4.60 4.40 

The duration of training was relevant 4.27 4.30 4.29 

 

3.6.2 Survey of Teachers 

 

The results 

Count of cases: 2 

Training time at vocational school: 100% 

Tables 6-8 present background characteristics of teachers. Survey questionnaire was answered by 

two teachers - one female teacher aged 45-with 21-30 years teaching experience and one female 

teacher aged 35-44 with 11-20 years teaching experience.  

Table 6. Teachers by gender 

Please indicate your gender 
The first/second week 

of the training 
%  

Penultimate/last week 

of the training 
%  

Female 2 100% 2 100% 

 Table 7. Teachers by age 

Please indicate your age 
The first/second week of 

the training 
%  

Penultimate/last week 

of the training 
%  

35 - 44 1 50% 1 50% 

45 - 54 1 50% 1 50% 

Total 2 100% 2 100% 
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Table 8. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

%  
Penultimate/last week 

of the training 
%  

11- 20 years 1 50% 1 50% 

21-30 years 1 50% 1 50% 

Total 2 100% 2 100% 

 

Teachers were asked a number of questions to evaluate participants´ expectation and motivation. 

The first/second week of the training results show that the teachers were very satisfied with 

participants´ participation (5.00). overall atmosphere (5.00) and organization of the training (5.00). 

They were not satisfied with trainees´ initiative (4.00), the length of the training (4.00). Teachers 

were not satisfied with the close cooperation between trainees (3.50) and trainees´ knowledge at the 

beginning of the training (3.50). Penultimate/last week of the training results indicate that there was 

no significant change in teachers opinion compared to the results in the beginning of the training. 

The teachers were still very satisfied with participants´ participation (5.00). overall atmosphere 

(5.00). organization of the training (5.00) and trainees´ knowledge at the end of the training (4.50).  

Highly improved trainees initiative (4.50). They were not very satisfied with the length of the 

training (4.00), the close cooperation between trainees (4.00). 

Total results in this part of the questionnaire indicate that the teachers were very satisfied with 

participants´ participation (5.00). overall atmosphere (5.00) and the organization of the training 

(5.00).  Also they were satisfied with trainees´ knowledge at the end of the training (4.50) and 

trainees initiative (4.25). Teachers were not very satisfied with the length of the training (4.00), the 

close cooperation between trainees (4.00) and trainees´ knowledge at the beginning of the training 

(3.50) (Table 9). 
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Table 9. Expectations and motivation of participants 

I part. Expectations and motivation of participants 

  

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total  

 

How do you evaluate trainees´ participation? 
5.00 5.00 5.00 

How do you evaluate the overall atmosphere of the 

training? 
5.00 5.00 5.00 

How do you evaluate the organization of the training? 5.00 5.00 5.00 

How do you evaluate trainees´ knowledge at the end of the 

training? 
 4.50 4.50 

How do you evaluate trainees´ initiative? 4.00 4.50 4.25 

How do you evaluate the length of the training? 4.00 4.00 4.00 

How do you evaluate the close cooperation between 

trainees? 
3.50 4.00 3.75 

How do you evaluate trainees´ knowledge at the beginning 

of the training? 
3.50 3.50 3.50 

 

Table 10 presents teachers’ evaluations trainees’ readiness for independent work. The first/second 

week of the training results show that the teachers were not satisfied with trainees. They did not 

agree totally that the skills acquired during the training can be useful to trainees´ daily work (4.00) 

or helps trainees to grow on a professional level (4.00). Neither they were not very satisfied with the 

training program (4.00) or possibility to implement this training in other foreign countries (4.00). 

Teachers did not think that the training helps to improve trainees´ job situation (3.50) or it is 

possible to implement this training in their country (3.50). Penultimate/last week of the training 

results show slight improvement in opinions. Teachers agreed that the skills acquired during the 

training can be useful to trainees´ daily work (4.50) and to improve trainees´ job situation (4.50). 

For teachers the training improved trainees´ personal development (4.50). They were not very 

satisfied with the training program (4.00) or it is possible to implement this kind of training in 

foreign countries (4.00). Teachers were not very convinced that the training helps trainees to grow 

on a professional level (4.00) or trainees acquired enough knowledge (4.00). They disagree that it is 

possible to implement this training in their country (3.50). 

Total results in this part of the questionnaire indicate that the teachers were satisfied with the skills 

acquired during the training can be useful to trainees´ daily work (4.25). They were not very certain 

that the training improved trainees´ personal (4.00) and professional level (4.00) or improve 

trainees´ job situation (4.00). Teachers were not very convinced that is possible to implement this 

kind of training in foreign countries (4.00). They were not very satisfied with the training program 
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(4.00). The reason was that the curriculum was quite long. The teachers disagreed that the trainees 

acquired enough knowledge (3.67) or it is possible to implement this training in our country (3.50). 

(Table 10). 

 

Table 10. Evaluation of the trainees´ readiness for independent work 

II part Evaluation of the trainees´ readiness for independent work  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total  

The skills acquired during the training can be useful to trainees´ daily 

work 
4.00 4.50 4.25 

The training improved trainees´ personal development 3.00 4.50 4.00 

The training helps trainees to grow on professional level 4.00 4.00 4.00 

The training helps to improve trainees´ job situation 3.50 4.50 4.00 

It is possible to implement this training in other foreign countries 4.00 4.00 4.00 

I am satisfied with the training program 4.00 4.00 4.00 

The trainees acquired enough knowledge 3.00 4.00 3.67 

It is possible to implement this training in our country 3.50 3.50 3.50 

 

 

 

Figure 2 presents the scope of the evaluation of the research questions. Based on respondents’ answers 

we can conclude that the teachers evaluated trainees´ participation very high (5.00) and the same was 

about trainees – they were motivated to participate in the training. (4.21). The trainees were more 

satisfied with the training (4.57) than the teachers (4.00). Participants agreed that it is possible to 

implement this kind of training in their country (4.29) but the teachers had different opinions (3.5). 

Trainees agreed more that the training helps them to grow on a professional level (4.45) compared 

with teachers (4.00). Participants believed that the training improved their personal development 

(4.52) and helped them to improve their job situation (4.52). Teachers were not so optimistic, they 

Suggestions done by teachers  

“Some topics were more interesting to students, some were less. But in general I am satisfied. 

“It is quite difficult to evaluate certain points at the very beginning of the training.” 

“It is quite difficult to make comments directly after trainings. It would be worth to make another analysis 

after 1 year. It means keeping in touch with trainees.” 

“At the beginning of the training the students are quite motivated and active. The overall atmosphere is 

good.” 

“The training organization was very good. Sometimes motivation of trainees felt down. it was useful to 

have some practical tasks to do.” 

“The curriculum is quite long -so it is a challenge to keep students motivated.” 
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evaluated those aspects lower than trainees (4.00). Teachers agreed more that the skills acquired 

during the training can be useful to trainees´ daily work (4.25) compared with participants (4.07). The 

overall atmosphere was very encouraging for both parties – for teachers (5.00) and trainees (4.67) 

(Figure 2). 

 

 

 

Figure 2. Participants and teachers evaluation of the research questions in Panevezys Chamber of Commerce 

Industry and Crafts, training measure: Business Administration and Management 
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3.7 Training measure: Business Administration and Management (Part C) in Latvijas 

Amatniecibas kamera. Latvia (PP6) 

Training measure: Business Administration and Management 

Test of the training measure: Latvijas Amatniecibas kamera. PP5 PCCCI  

Period during which the test was carried out: January 2019 to March 2020 

Scope of the training: 378 hours 

Data collection 

a)Two written survey of all participants using an identical questionnaire in the first/second week of

training and in the  penultimate/last week of training 

b) Two written survey of all teachers using an identical questionnaire in the first/second week of

training and in the penultimate/last week of training 

Data collection: By PP6 LAK with advice from PP7 VK 

Participants: Adults 

Training time at vocational school: 40% 

Training time in the company: 30% 

Training time in the training workshop: 30% 

Count of cases: 20 

3.7.1 Survey of Participants 

The results 

Table 1 presents the number and gender of participants who took part in the training. The online 

survey questionnaire was answered in the first/second week of the training and in the 

penultimate/last week of the training by 20 respondents; 65 percent (13 respondents) were male and 

35 percent (7 respondents) were female. 
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Table 1. Participants by gender  

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 7 35% 7 35% 

Male 13 65% 13 65% 

Total 20 100% 20 100% 

 

Table 2 presents the age of participants. Out of all respondents 35 percent were age 25-34 (7 

respondents), 35 percent were age 35-44 (7 respondents), 10 percent were age 18-24 (2 

respondents), 10 percent (2 respondents) were age 45-54 and 10 percent (2 respondents) were age 

55-64. 

 Table 2. Participants by age  

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

18 - 24 2 10% 2 10% 

25-34 7 35% 7 35% 

35-44 7 35% 7 35% 

45-54 2 10% 2 10% 

55-64 2 10% 2 10% 

Total 20 100% 20 100% 

 

Respondents were asked a number of questions to determine their expectations and motivation to 

the training. The first/second week of the training results indicate that participants agreed that their  

participation and interaction were encouraged (4.76). They evaluated their own contribution high to 

individual work (4.71). Likewise, the trainees were highly motivated (4.43) and very interested in 

training topics (4.33). Penultimate/last week of the training results indicate that trainees evaluated 

their own contribution high to individual work (4.95) higher than in the first week of the training. 

They agreed that their participation and interaction were encouraged (4.90). The trainees were 

highly motivated (4.43) adn very interested in the training topics (4.38). 

Total results in this part of the questionnaire indicate that the participants evaluated their own 

contribution high to individual work (4.83) and agreed greatly that their participation and 

interaction were encouraged (4.83). The participants were highly motivated (4.43) and were very 

interested in the training topics (4.36) “The amount of theory was sufficient”  
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Table 3. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

I was highly motivated to participate in the training 4.43 4.43 4.43 

My participation and interaction were encouraged 

(discussions etc) 
4.76 4.90 4.83 

I was very interested in training topics 4.33 4.38 4.36 

I evaluate my own contribution high to individual 

work 
4.71 4.95 4.83 

 

Table 4 presents participants´ evaluations of the usefulness and satisfaction of the training. The 

first/second week of the training results indicate also very high contentment level. For participants it 

is possible to implement this training in their country (4.81) and in other foreign countries (4.76).  

The topics were relevant (4.76) and the content was easy to follow (4.71). Dual vocational training 

will be recommended to others (4.71) because introducing a dual education system was effective 

(4.67). Respondents were very satisfied with the training (4.67). The trainees agreed that the 

materials distributed were helpful (4.67) and the training objectives met their expectations (4.52). 

They were convinced that the training helps to improve my job situation (4.48) and will be useful to 

their daily work (4.43), because of the growth on professional level (4.24). The training improved 

participants´ personal development (4.10).  

Penultimate/last week of the training results indicate that the trainees completely agreed that it is 

possible to implement this training in their country (5.00). They were convinced that the content 

was easy to follow (4.95). The dual vocational training can be recommended to others (4.90) and it 

is possible to implement this training in other foreign countries (4.90). For trainees the topics were 

relevant (4.90) and they totally agreed that introducing a dual education system was effective 

(4.86). The participants were very satisfied with the training (4.86) and the materials (4.81). The 

training objectives met their expectations (4.76). The trainees were convinced that not only the 

skills acquired during the training can be useful to their daily work (4.76), but also their personal 

development (4.67) and professional level (4.57) was improved. It was highly believed that the 

training helps to improve their job situation (4.52). 

 

Total results in this part of the questionnaire indicate that the participants totally agreed that  

it is possible to implement this training in their country (4.90) and in other foreign countries (4.83). 

For them the content was easy to follow (4.83)”I liked the study plan. Theoretical classes were 

mixed with group work and psychological topics.”, “I am satisfied with the content of the training.” 
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and they found the topics relevant to them (4.83). The trainees will definitely recommend dual 

vocational training to others (4.81) and were convinced that introducing a dual education system 

was effective (4.76). They were satisfied with the training (4.76)” I am satisfied with everything.” 

As well participants found that the distributed materials were helpful (4.74) “We were given well 

prepared handouts that will continue to be useful.” and completely agreed that the training 

objectives met their expectations (4.64) “The theoretical knowledge was sufficient.”. Furthermore, 

it was highly convinced that the training helps to grow on professional  level (4.40) “The students 

had to prepare a presentation and a business plan - this can be useful for further work.”, “ 

Information about project submission opportunities, the creation of a company’s PR.” 

The trainees were certain that the skills acquired during the training can be useful to their daily 

work (4.60) “The training helps to understand and better plan and organize work in the company. 

The training will help to better structure and plan the company's work, prepare an annual report”., 

“I now have more knowledge of project planning and development, business plan preparation.” 

As well the training helped to improve trainees´ job situation (4.50) and personal development was 

improved (4.38) due to the training. “The training was useful in general; knowledge of various 

forms of business and accounting issues will be especially useful.” 

 

Table 4. Usefulness and satisfaction of the training 

II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The training objectives met my expectations 4.52 4.76 4.64 

The content was easy to follow 4.71 4.95 4.83 

The topics were relevant to me 4.76 4.90 4.83 

The materials distributed were helpful 4.67 4.81 4.74 

The training improved my personal development 4.10 4.67 4.38 

The training helps to grow on professional  level 4.24 4.57 4.40 

The skills acquired during the training can be useful to my daily 

work 
4.43 4.76 4.60 

The training helps to improve my job situation 4.48 4.52 4.50 

Introducing a dual education system was effective 4.67 4.86 4.76 

I will recommend dual vocational training to others 4.71 4.90 4.81 

It is possible to implement this training in our country 4.81 5.00 4.90 

It is possible to implement this training in other foreign countries 4.76 4.90 4.83 

I am satisfied with the training 4.67 4.86 4.76 
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Respondents were asked a number of questions to evaluate the teachers and the organization of the 

training. Based on the questionnaire results we can conclude that trainees were very satisfied with 

the teachers and the organization and all average points were rated very high. The first/second week 

of the training results also indicate that the overall atmosphere of the training was encouraging 

(5.00) and the lecturer was a good communicator (5.00). According to participants´ opinions the 

training process was flexible (5.00) and practical training was in accordance with theory studies 

(5.00). Trainees totally agreed that the lecturer was knowledgeable about the training topics (4.81) 

and distributed materials (4.67) topics (4.52) in an organized manner. As well was the duration of 

training relevant (4.48). 

Penultimate/last week of the training results indicate that high and even more higher results, 

because all aspect received almost maximum level. For participants the atmosphere was 

encouraging (5.00), the lecturer was knowledgeable (5.00) and a good communicator (5.00). 

Trainees totally agreed that the training process was flexible (5.00) and practical training was in 

accordance with theory studies (5.00). As well the materials (5.00) and the topics (4.95) were 

distributed and presented in an organized manner. In addition the duration of training was relevant 

(4.81).  

Total results in this part of the questionnaire indicate the participant were extremely satisfied with 

the teacher and the organization of the training. According to their opinions the overall atmosphere 

of the training was encouraging (5.00) “There were no particular difficulties. In case of uncertainty, 

the teacher explained everything” and the training process was flexible (5.00) “Training in working 

groups was organized according to the students' experience in business.” It was totally agreed that 

practical training was in accordance with theory studies (5.00). The lecturer was a good 

communicator (5.00) ”I liked that the lessons were "real" rather than theoretical from the book.” 

and  knowledgeable about the training topics (4.90) “I liked that the teacher explained the topics 

simply and clearly.” Not only the teaching materials (4.83) and the topics (4.74) were distributed 

and presented in an organized manner, but also the duration of training was relevant (4.64). 
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Table 5. Evaluation of the teachers and the organization of the training 

III part  Evaluation of the teachers and the organization of the 

training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The lecturer was knowledgeable about the training topics 4.81 5.00 4.90 

The lecturer was a good communicator 5.00 5.00 5.00 

The teaching materials were distributed in an organized manner 4.67 5.00 4.83 

The topics were presented in an organized manner 4.52 4.95 4.74 

Practical training was in accordance with theory studies 5.00 5.00 5.00 

The duration of training was relevant 4.48 4.81 4.64 

The training process was flexible 5.00 5.00 5.00 

The overall atmosphere of the training was encouraging 5.00 5.00 5.00 

 

3.7.2 Survey of Teachers 

The results 

Count of cases: 1 

Tables 6-8 present background characteristics of the teacher. Survey questionnaire and personal 

interview were given feedback by one female teacher aged 65- with 21-30 years teaching 

experience.  

 Table 6. Teacher by gender 

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 1 100% 1 100% 

Total 1 100% 1 100% 

 Table 7. Teaches by age 

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

65 - ... 1 100% 1 100% 

Total 1 100% 1 100% 

 

Table 8. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

%  
Penultimate/last week 

of the training 
%  

21-30 years 1 100% 1 100% 

Total 1 100% 1 100% 
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The teacher was asked a number of questions to evaluate participants´ expectation and motivation. 

The first/second week of the training results indicate that the trainer was totally satisfied with the  

the organization (5.00), the length (5.00) and the overall atmosphere of the training (5.00). She was 

not very contented but still contented with trainees´ participation (4.00) and the cooperation between 

trainees (4.00). It can be concluded that the lecturer was not satisfied with trainees´ initiative (3.00) 

nor their knowledge at the beginning of the training (3.00).  

 

Penultimate/last week of the training results indicate that the lecuturer was fully satisfied with the 

atmosphere (5.00), the organization (5.00) and the length of the training (5.00). Very highly were 

evaluated close cooperation between trainees (5.00) and their knowledge at the end of the training 

(5.00). The teacher was not very satisfied with trainees´ initiative (4.00). 

 

Total results in this part of the questionnaire indicate that the teacher was very contented with  

the overall atmosphere (5.00), the organization (5.00) and the length of the training (5.00) “In my 

opinion, the study topics and the number of hours are optimal. If necessary, participants have the 

opportunity to apply for individual consultations after their training.” As well trainees´ knowledge 

were evaluated very highly at the end of the training (5.00). In addition to all mentioned above the 

trainer was very contented with trainees´ participation (4.50) and the close cooperation between 

trainees (4.50). She was not satisfied with trainees´ initiative (3.50) and their knowledge at the 

beginning of the training (3.00) “At the beginning of the training, it was difficult to "move" the 

students towards discussions and group work. Participants have different business experience 

(working individually, are employers or employees), thus there are different interests and necessary 

solutions.” 

 

Table 9. Expectations and motivation of participants 

I part Expectations and motivation of participants  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

How do you evaluate trainees´ participation? 4.00 5.00 4.50 

How do you evaluate trainees´ knowledge at the beginning of the 

training? 
3.00  3.00 

How do you evaluate trainees´ knowledge at the end of the 

training? 
 5.00 5.00 

How do you evaluate trainees´ initiative? 3.00 4.00 3.50 

How do you evaluate the length of the training? 5.00 5.00 5.00 
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I part Expectations and motivation of participants  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

How do you evaluate the overall atmosphere of the training? 5.00 5.00 5.00 

How do you evaluate the close cooperation between trainees? 4.00 5.00 4.50 

How do you evaluate the organization of the training? 5.00 5.00 5.00 

 

 

Table 10 presents teachers’ evaluations trainees’ readiness for independent work. The first/second 

week of the training results show that the teacher found it very possible to implement this training 

in their country (5.00) as well as in other foreign countries (5.00). She was totally satisfied with the 

training program (5.00) and was certain that the training improved trainees´ personal development 

(5.00). The lecturer was not very convinced, but still convinced that the trainees acquired enough 

knowledge (4.00). In addition to that, she gave the same average points to the aspects like the 

training helps trainees to grow on professional level (4.00), the training can be useful to trainees´ 

daily work (4.00) and the training helps to improve trainees´ job situation (4.00). 

Penultimate/last week of the training results indicate that the trainer was very satisfied with the 

training program (5.00). This kind of training can be successfully implemented in their country 

(5.00) and in other foreign countries (5.00). Not only mentioned above she was certain that  

the training improved trainees´ personal (5.00) and professional (5.00)development and helps to 

improve trainees´ job situation (5.00). She was not very convinced, but still convinced that 

the trainees acquired enough knowledge (4.00) and during the training can be useful to trainees´ 

daily work (4.00).  

 

Total results in this part of the questionnaire indicate that the lecturer was extremely satisfied with 

the training program (5.00) “I am satisfied.” She was very certain that this kind of training can be 

successfully implemented in their country (5.00) and in other foreign countries (5.00). The trainer 

highly believed that the training improved trainees´ personal development (5.00). Besides all 

mentioned above the teacher was very convinced that the training helps trainees to grow on 

professional level (4.50) “Management, psychological, business plan preparation knowledge and 

organizational skills” and helps to improve trainees´ job situation (4.50) “The main benefit - 

craftsmen that are trained in business administration.” She was not very convinced, but still 

convinced that the trainees acquired enough knowledge (4.00) and the skills acquired during the 

training can be useful to trainees´ daily work (4.00) “The acquired knowledge about the forms of 
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organization of economic activity, financial planning, documentation, relevant legislation will be 

useful in the participants further work.” 

Table 10. Evaluation of the trainees´ readiness for independent work 

II part Evaluation of the trainees´ readiness for independent work  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The trainees acquired enough knowledge 4.00 4.00 4.00 

The training improved trainees´ personal development 5.00 5.00 5.00 

The training helps trainees to grow on professional level 4.00 5.00 4.50 

The skills acquired during the training can be useful to trainees´ 

daily work 
4.00 4.00 4.00 

The training helps to improve trainees´ job situation 4.00 5.00 4.50 

It is possible to implement this training in our country 5.00 5.00 5.00 

It is possible to implement this training in other foreign countries 5.00 5.00 5.00 

I am satisfied with the training program 5.00 5.00 5.00 

 

 

Figure 2 presents the scope of the evaluation of the research questions. The teacher was very satisfied 

with trainees´ participation (4.50) and the participants were motivated to participate in the training 

(4.43).  Based on respondents’ answers we can conclude that the teacher was more satisfied with the 

training (5.00) than the trainees (4.76).  Both parties agreed that it is possible to implement this kind 

of training in their country – the teacher slightly more (5.00) compared with trainees (4.9). The teacher 

was more certain that the training helps trainees to grow on professional level (4.50) compared with 

trainees (4.44).Both equally agreed that the training helps to improve trainees´ job situation – the 

teacher (4.5), trainees (4.5). The lecturers were more convinced that the training improved trainees´ 

personal development (5.00) than the participants (4.38). The participants agreed more that, the skills 

acquired during the training can be useful to their daily work (4.6), compared with the teacher (4.0). 

The overall atmosphere or the training was very encouraging – the teacher (5.00), participants (5.00).  
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Figure 2. Participants and teachers evaluations of the scope of the research questions in Latvijas 

Amatniecibas kamera. Training measure: Business Administration and Management 
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3.8 Training measure: Vocational & Occupational education Part D in Zespol Szkol 

Mechanicznych i Logistycznych im. inz. Tadeusza Tanskiego. Poland (PP3) 

  

Training measure: Vocational & occupational education 

Test of the training measure: Zespol Szkol Mechanicznych i Logistycznych im. inz. Tadeusza 

Tanskiego. PP3 ZSLM 

Period during which the test was carried out: January 2019 to March 2020 

Scope of the training: 48 hours (new core curriculum) 

Participants: Adults  

Data collection 

a)Two written survey of all participants using an identical questionnaire in the first/second week of 

training and in the  penultimate/last week of training 

b) Two written survey of all teachers using an identical questionnaire in the first/second week of 

training and in the penultimate/last week of training 

Data collection: By PP3 ZSLM with advice from PP7 VK 

3.8.1 Survey of Participants 

 

The results 

 

Count of cases: 18 

Training time at vocational school: 100% 

Training time in the training workshop:  

 

Table 1 presents the number and gender of participants who took part in the training. The online 

survey questionnaire was answered twice, in the first/second week of the training and in the 

penultimate/last week of the training by 18 respondents; 78 percent (14 respondents) were male and 

22 percent (4 respondents) were female.  
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Table 1. Participants by gender  

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 4 22% 4 22% 

Male 14 78% 14 78% 

Total 18 100% 18 100% 

 

Table 2 presents the age of participants who answered to the online survey questionnaire. Out of all 

respondents 56 percent were age 35-44 (10 respondents), 39 percent were age 25-34 (7 

respondents), 6 percent were age 45-54 (1 respondent). 

Table 2. Participants by age  

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

25-34 7 39% 7 39% 

35-44 10 56% 10 56% 

45-54 1 6% 1 6% 

Total 18 100% 18 100% 

 

Respondents were asked a number of questions to determine their expectations and motivation to 

the training. The first/second week of the training results indicate that participants evaluated their 

own contribution very high to individual work (4.61). They were highly motivated to participate in 

the training (4.56) and their participation and interaction were encouraged (4.56). Besides that the 

trainees were very interested in training topics (4.50).  

Penultimate/last week of the training results indicate even higher average points. The 

traineesevaluated their own contribution high to individual work (4.89). They were highly 

motivated to participate in the training (4.84) and very interested in the training topics (4.84). They 

totally agreed that their participation and interaction were encouraged (4.79).  

Total results in this part of the questionnaire indicate that the participants evaluated their own 

contribution high to individual work (4.76). They were highly motivated to participate in the 

training (4.70). The trainees completely agreed that they were very interested in training topics 

(4.68) and their participation and interaction were encouraged (4.68). 
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Table 3. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

I was highly motivated to participate in the training 4.56 4.84 4.70 

My participation and interaction were encouraged  4.56 4.79 4.68 

I was very interested in training topics 4.50 4.84 4.68 

I evaluate my own contribution high to individual 

work 
4.61 4.89 4.76 

 

Table 4 presents participants´ evaluations of the usefulness and satisfaction of the training. The 

first/second week of the training results show that for trainees the content was easy to follow (4.67). 

They were satisfied with the training (4.56), as well the distributed materials were helpful (4.56). 

The respondents highly agreed that the training objectives met their expectations (4.50). The topics 

were relevant to them (4.44). The participants were very certain that the training improved their 

personal development (4.44), helps to grow on professional level (4.39) and helps to improve my 

job situation (4.39). In addition to that, it was highly believed that introducing a dual education 

system was effective (4.39) and they will recommend dual vocational training to others (4.39). It is 

possible to implement this kind of training in other foreign countries too (4.33). The trainees were 

convinced that the skills acquired during the training can be useful to their daily work (4.22) and it 

is possible to implement this training in their country (4.17). 

Penultimate/last week of the training results indicate that the participants were totally agreed thatthe 

training objectives met their expectations (4.89). They found the topics (4.84) and the materials 

(4.84) relevant and helpful. Moreover, the skills acquired during the training can be useful to their 

daily work (4.84). The trainees were totally satisfied with the training (4.79). Not only the content 

was easy to follow (4.79), but the training helps to grow on professional level (4.79) and helps to 

improve their job situation (4.74). The respondents were convinced that introducing a dual 

education system was effective (4.74). They completely agreed that the training improved their 

personal development (4.68) and they will recommend dual vocational training to others (4.63). 

Furthermore, it is possible to implement this training in other foreign countries (4.58) and in their 

country (4.53).  

Total results in this part of the questionnaire indicate that the participants were the most satisfied 

with the content, which was easy to follow (4.73). In addition to that the training objectives met 

their expectations (4.70) as well the materials were helpful (4.70). The trainees were very satisfied 
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with the training (4.68). Furthermore, the topics were relevant to them (4.65). Not only that the 

training helps to grow on professional level (4.59), improved their personal development (4.57), but 

also helps to improve their job situation (4.57). The trainees agreed highly that introducing a dual 

education system was effective (4.57) and the skills acquired during the training can be useful to 

their daily work (4.54). In addition to that they will recommend dual vocational training to others 

(4.51). Moreover, the respondents were totally convinced that it is possible to implement this 

training in other foreign countries (4.46) as well in their country (4.35). 

 

Table 4. Usefulness and satisfaction of the training 

II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The training objectives met my expectations 4.50 4.89 4.70 

The content was easy to follow 4.67 4.79 4.73 

The topics were relevant to me 4.44 4.84 4.65 

The materials distributed were helpful 4.56 4.84 4.70 

The training improved my personal development 4.44 4.68 4.57 

The training helps to grow on professional  level 4.39 4.79 4.59 

The skills acquired during the training can be useful to my daily 

work 
4.22 4.84 4.54 

The training helps to improve my job situation 4.39 4.74 4.57 

Introducing a dual education system was effective 4.39 4.74 4.57 

I will recommend dual vocational training to others 4.39 4.63 4.51 

It is possible to implement this training in our country 4.17 4.53 4.35 

It is possible to implement this training in other foreign countries 4.33 4.58 4.46 

I am satisfied with the training 4.56 4.79 4.68 

 

Respondents were asked a number of questions to evaluate the teachers and the organization of the 

training. Based on the questionnaire results we can conclude that trainees were very satisfied with 

the teachers and the organization because all average points were rated very high in the first and in 

the last week of the training. The first/second week of the training results also indicate that the most 

satisfying aspect of the training was the overall atmosphere (4.61). They totally agreed that practical 

training was in accordance with theory studies (4.50). In addition to that the topics were presented 

in an organized manner (4.44), the process was flexible (4.44) and the duration of training was 

relevant (4.39). The respondents were totally certain that the lecturer was knowledgeable about the 

training topics (4.39) and a good communicator (4.28) who distributed teaching materials in an 

organized manner (4.22).  

602



                                                        

87 
 

Penultimate/last week of the training results indicate that the participants were the most contented 

with the flexible training process (4.95). In addition to that the teaching materials (4.79) and the 

topics were presented in an organized manner (4.74). They totally agreed that practical training was 

in accordance with theory studies (4.74) and the overall atmosphere of the training was encouraging 

(4.68). Furthermore, the lecturer was a good communicator (4.63) and knowledgeable about the 

training topics (4.58). It appears that the duration of training was relevant as well (4.42). 

Total results in this part of the questionnaire indicate that the participants the most satisfied with 

the training process (4.70). In addition to that the overall atmosphere of the training was 

encouraging (4.65) and practical training was in accordance with theory studies (4.62). They totally 

agreed that the topics (4.59) and the teaching materials were distributed in an organized manner 

(4.51). Furthermore, the lecturer was knowledgeable about the training topics (4.49) and a good 

communicator (4.46). It appears that the duration of training was relevant (4.41). 

 

Table 5. Evaluation of the teachers and the organization of the training 

III part  Evaluation of the teachers and the organization of the 

training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The lecturer was knowledgeable about the training topics 4.39 4.58 4.49 

The lecturer was a good communicator 4.28 4.63 4.46 

The teaching materials were distributed in an organized manner 4.22 4.79 4.51 

The topics were presented in an organized manner 4.44 4.74 4.59 

Practical training was in accordance with theory studies 4.50 4.74 4.62 

The duration of training was relevant 4.39 4.42 4.41 

The training process was flexible 4.44 4.95 4.70 

The overall atmosphere of the training was encouraging 4.61 4.68 4.65 

 

3.8.2 Survey of Teachers 

 

The results 

Count of cases: 4 

Training time at vocational school: 100%  
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Tables 6-8 present background characteristics of teachers. Survey questionnaire was answered by 

four teachers - two female teachers and two male teachers, aged 45-with 21-30 years teaching 

experience and one female teacher aged 35-44 with 11-20 years teaching experience  

 Table 6. Teachers by gender 

Please indicate your gender 

The first/second 

week of the 

training 

% 
Penultimate/last 

week of the training 
% 

Female 2 50% 2 50% 

Male 2 50% 2 50% 

Total 4 100% 4 100% 

 Table 7. Teachers by age 

Please indicate your age 

The first/second 

week of the 

training 

% 
Penultimate/last 

week of the training 
% 

25 - 34 1 25% 1 25% 

35 – 44 3 75% 2 50% 

45 - 54 % 1 25% 

Total 4 100% 4 100% 

Table 8. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

% 
Penultimate/last week 

of the training 
% 

6-10 years 2 50% 1 25% 

11- 20 years 2 50% 3 75% 

Total 4 100% 4 100% 

Teachers were asked a number of questions to evaluate participants´ expectation and motivation. 

The first/second week of the training results indicate that the lecturers were totally satisfied with 

the organization (4.75) and the length of the training (4.50). The close cooperation between trainees 

(4.50) their initiative (4.50) was evaluated very high. The lecturer was extremely contented with 

trainees´ participation (4.25) and the overall atmosphere of the training (4.25).  

Trainees´ knowledge at the beginning of the training (4.00) was not rated very high, but still 

satisfactory.  

Penultimate/last week of the training results indicate that the teachers were totaly satisfied with 

trainees´ knowledge at the end of the training (5.00), as well their participation (5.00) and  
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cooperation (5.00). For trainers the organization (4.75) and the length of the training (4.75) was 

relevant. The lecturers were very satisfied with the overall atmosphere of the training (4.75).  

Trainees´ initiative (4.50) was evaluated highly.  

 

Total results indicate that the lecturers were totally contented with trainees´ knowledge at the end of 

the training (5.00). Moreover, the organization of the training (4.75) and the close cooperation 

between trainees (4.75) was evaluated very highly. The teachers were completely satisfied with 

the length of the training (4.63) and trainees´ participation (4.63). In addition to this, the trainers were 

totally contented with trainees´ initiative (4.50) and the overall atmosphere of the training (4.50). 

Trainees´ knowledge at the beginning of the training (4.00) was not rated very high, but still 

satisfactory.  

 

Table 9. Expectations and motivation of participants 

I part Expectations and motivation of participants  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

How do you evaluate trainees´ participation? 4.25 5.00 4.63 

How do you evaluate trainees´ knowledge at the beginning of the 

training? 
4.00  4.00 

How do you evaluate trainees´ knowledge at the end of the 

training? 
 5.00 

5.00 

How do you evaluate trainees´ initiative? 4.50 4.50 4.50 

How do you evaluate the length of the training? 4.50 4.75 4.63 

How do you evaluate the overall atmosphere of the training? 4.25 4.75 4.50 

How do you evaluate the close cooperation between trainees? 4.50 5.00 4.75 

How do you evaluate the organization of the training? 4.75 4.75 4.75 

 

Table 10 presents teachers’ evaluations trainees’ readiness for independent work. The first/second 

week of the training results show that the teachers were totally satisfied with the training program 

(5.00) and they were very convinced that the training helps trainees to grow on professional level 

(5.00). According to respondents opinions it is possible to implement this training in their country 

(4.50) as well as in other foreign countries (4.50). The lecturers totally agreed that the trainees 

acquired enough knowledge (4.50) and the training improved trainees´ personal development 

(4.25). Not only the skills acquired during the training can be useful to trainees´ daily work (4.25), 

but also the training helps to improve trainees´ job situation (4.25).  
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Penultimate/last week of the training results indicate that the lecturers were completely convinced 

that the trainees acquired enough knowledge (5.00), the skills acquired during the training can be 

useful to trainees´ daily work (5.00) and the training helps trainees to grow on professional level 

(5.00). They became certain that it is possible to implement this training in other foreign countries 

(5.00) and in their country (4.75). The teachers were very satisfied with the training program (4.75). 

The lecturers agreed highly that the training helps to improve trainees´ job situation (4.75) and  

personal development (4.25).  

 

Total results in this part of the questionnaire indicate that the teachers were totally certain that the 

training helps trainees to grow on professional level (5.00). They were completely satisfied with the 

training program (4.88). According to the lecturers opinions the trainees acquired enough 

knowledge (4.75). They were completely convinced that it is possible to implement this training in 

other foreign countries (4.75) and in their country (4.63). Also the acquired skills can be useful to 

trainees´ daily work (4.63). Furthermore, the lecturers highly agreed that the training helps to 

improve trainees´ job situation (4.50) and improved trainees´ personal development (4.25). 

 

Table 10. Evaluation of the trainees´ readiness for independent work 

II part Evaluation of the trainees´ readiness for independent work  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The trainees acquired enough knowledge 4.50 5.00 4.75 

The training improved trainees´ personal development 4.25 4.25 4.25 

The training helps trainees to grow on professional level 5.00 5.00 5.00 

The skills acquired during the training can be useful to trainees´ 

daily work 
4.25 5.00 4.63 

The training helps to improve trainees´ job situation 4.25 4.75 4.50 

It is possible to implement this training in our country 4.50 4.75 4.63 

It is possible to implement this training in other foreign countries 4.50 5.00 4.75 

I am satisfied with the training program 5.00 4.75 4.88 

 

Figure 2 presents the scope of the evaluation of the research questions. The participants were 

motivated to participate in the training (4.70) and the teachers were satisfied with trainees´ 

participation (4.63). Based on respondents’ answers we can conclude that the teachers were more 

satisfied with the training (4.88) than the trainees (4.68).  They both agreed that it is possible to 

implement this kind of training in their country – the teacher more (4.63) compared with trainees 

(4.35). The teachers were more certain that the training helps trainees to grow on professional level 
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(5.00) compared with trainees (4.59). Both agreed that the training helps to improve trainees´ job 

situation – trainees slightly more (4.57) compared with the teachers (4.50). The participants (4.57) 

were more convinced that the training improved their personal development (4.25) than the lecturers. 

The teachers agreed more that the skills acquired during the training can be useful to trainees´ daily 

work (4.63), compared with the participants (4.54).The overall atmosphere or the training was very 

encouraging for both parties - participants (4.65) and the teacher (4.50). 

 

 

Figure 2. Participants and teachers evaluation of the research questions in Zespol Szkol Mechanicznych i 

Logistycznych im. inz. Tadeusza Tanskiego. Poland, training measure: Vocational & Occupational education 
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3.9 Training measure: Vocational & Occupational education Part D in Latvijas Amatniecibas 

kamera. Latvia (PP6) 

 

Training measure: Vocational & occupational education 

Test of the training measure: Latvijas Amatniecibas kamera.PP6 LAK 

Period during which the test was carried out: January 2019 to March 2020 

Data collection 

a)Two written survey of all participants using an identical questionnaire in the first/second week of 

training and in the  penultimate/last week of training 

b) Two written survey of all teachers using an identical questionnaire in the first/second week of 

training and in the penultimate/last week of training 

Data collection: By PP6 LAK with advice from PP7 VK 

Scope of the training: 105 hours 

Participants: Adults 

Training time at vocational school: 60% 

Training time in the company: 40%  

 

3.9.1 Survey of Participants 

 

The results 

Count of cases: 20 

 

Table 1 presents the number and gender of participants who took part in the training. The online 

survey questionnaire was answered in the first/second week of the training and in the 

penultimate/last week of the training by 20 respondents; 70 percent (14 respondents) were male and 

30 percent (6 respondents) were female. 
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Table 1. Participants by gender  

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 6 30% 6 30% 

Male 14 70% 14 70% 

Total 20 100% 20 100% 

 

Table 2 presents the age of participants. Out of all respondents 50 percent were age 25-34 (10 

respondents), 35 percent were age 35-44 (7 respondents), 10 percent were age 55-64 (2 

respondents), and 5 percent were age 45-54 (1 respondent). 

Table 2. Participants by age  

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

25-34 10 50% 10 50% 

35-44 7 35% 7 35% 

45-54 1 5% 1 5% 

55-64 2 10% 2 10% 

Total 20 100% 20 100% 

 

Respondents were asked a number of questions to determine their expectations and motivation to 

the training. The first/second week of the training results indicate that participants were the most 

certain than their participation and interaction were encouraged (4.90). They were highly motivated 

(4.70) and very interested in the training topics (4.65). Trainees were very satisfied with their own 

contribution to individual work (4.65). Penultimate/last week of the training results indicate that 

participants were even more motivated to participate in the training (5.00). They agreed highly that 

the participation and interaction were encouraged (4.95). Trainees found the training topics 

extremely interesting (4.90) and they evaluated their own contribution high to individual work 

(4.90). 

Total results in this part of the questionnaire indicate that the participants agreed entirely that their 

participation and interaction were encouraged (4.92). “The interesting part was that we each had to 

prepare and lead a lesson.”, “We were able to learn from each other.” Trainees we highly 

motivated (4.85) and very interested in the training topics (4.78). “I am interested in the possibility 

to study this course in depth.” They evaluated their own contribution high to individual work (4.78) 

(Table 3). 
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Table 3. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

I was highly motivated to participate in the training 4.70 5.00 4.85 

My participation and interaction were encouraged 

(discussions etc) 
4.90 4.95 4.92 

I was very interested in training topics 4.65 4.90 4.78 

I evaluate my own contribution high to individual 

work 
4.65 4.90 4.78 

 

Table 4 presents participants´ evaluations of the usefulness and satisfaction of the training The 

first/second week of the training results show that the participants were very certain that it is 

possible to implement this training in their country (4.80). They found the distributed materials 

helpful (4.70). The trainees totally agreed that introducing a dual education system was effective 

(4.65) and would help to grow on professional level (4.65). The respondents were totally satisfied 

with the training (4.60) and believed that the training improved their personal development (4.55). 

Furthermore, the content (4.55) and topics were relevant (4.55) and the training objectives met their 

expectations (4.50). It was highly believed that the skills acquired during the training can be useful 

to their daily work (4.50). As well respondent will recommend dual vocational training to others 

(4.40) and it is possible to implement this training in other foreign countries (4.40). The trainees 

were extremely convinced that the training helps to improve their job situation (4.35). 

Penultimate/last week of the training results indicate that that the partcipants were even more 

contented with the training. They were totally satisfied with the topics (5.00). The trainees were 

more than certain that introducing a dual education system was effective (4.95) and it is possible to 

implement this training in their country (4.95), besides it helps to grow on professional  level (4.95).   

They were totally satisfied with the training (4.90). Furthermore, the content (4.90) 

and materials were relevant (4.90) and the training objectives met their expectations 

(4.85).Respondents were convinced that the training improved their personal development (4.80), 

can be useful to their daily work (4.80) and helps to improve their job situation (4.65). They will 

definitely recommend dual vocational training to others (4.65) and it is possible to implement this 

training in other foreign countries (4.55).  

Total results show that the participants were convinced that it is possible to implement this training 

in their country (4.88) and the training helps to grow on professional  level (4.80).  
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“Teaching methods, planning of training.”, “Teaching methods, determination of suitability for the 

chosen profession.”. “ Selection and application of teaching methods to apprentices. Crisis 

management.”Introducing a dual education system was found effective (4.80). Furthermore, the 

materials (4.80) and the topics (4.78) were relevant and helpful. The trainees were totally satisfied 

with the training (4.75) “I am very satisfied with the results of the training.”. As well the content 

was easy to follow (4.72) and the training objectives met their expectations (4.67) “All of the 

training was very useful.” The respondents were more than certain that the training improved their  

personal development (4.67) and the skills acquired during the training can be useful to my daily 

work (4.65) “The knowledge I acquired during the training will help to properly plan and organize 

learning process.”, “The study materials and tests given to the participants, which we completed 

during the training and which we will be able to use in the training of apprentices will be very 

useful.”, “ All the knowledge gained during the training will be useful.” In addition to all 

mentioned above the participants would recommend dual vocational training to others (4.53), 

because they believe that the training helps to improve the job situation (4.50). Besides 

implementing in their country, it is possible to implement this training in other foreign countries 

(4.47) as well. 

 

Table 4. Usefulness and satisfaction of the training 

II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The training objectives met my expectations 4.50 4.85 4.67 

The content was easy to follow 4.55 4.90 4.72 

The topics were relevant to me 4.55 5.00 4.78 

The materials distributed were helpful 4.70 4.90 4.80 

The training improved my personal development 4.55 4.80 4.67 

The training helps to grow on professional  level 4.65 4.95 4.80 

The skills acquired during the training can be useful to my daily 

work 
4.50 4.80 4.65 

The training helps to improve my job situation 4.35 4.65 4.50 

Introducing a dual education system was effective 4.65 4.95 4.80 

I will recommend dual vocational training to others 4.40 4.65 4.53 

It is possible to implement this training in our country 4.80 4.95 4.88 

It is possible to implement this training in other foreign countries 4.40 4.55 4.47 

I am satisfied with the training 4.60 4.90 4.75 
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Respondents were asked a number of questions to evaluate the teachers and the organization of the 

training. Based on the questionnaire results we can conclude that trainees were very satisfied with 

the teachers and the organization and all average points were rated very high. The first/second week 

of the training results indicate that according to participants’ feedback, the overall atmosphere of 

the training was encouraging (5.00), the lecturer was a good communicator (5.00) and 

knowledgeable about the training topics (5.00). He distributed the teaching materials (4.85) and 

presented the topics (4.80) in an organized manner. As well the practical training was in accordance 

with theory studies (4.75). For trainees the duration (4.70) and process (4.65) of training was 

relevant.   

Penultimate/last week of the training results indicate that the trainees were totally satisfied with the 

overall atmosphere of the training (5.00) and they highly agreed that practical training was in 

accordance with theory studies (5.00). In addition to that, the lecturer was knowledgeable (5.00) and 

a good communicator (5.00), who presented topics (5.00) and materials (5.00) in an organized 

manner. As well the training process was flexible (4.75) and the duration of training was relevant 

(4.70). 

Total results in this part of the questionnaire indicate that the participants were totally satisfied 

with the who was a good communicator (5.00) and knowledgeable about the training topics (5.00) 

“The lecturer showed with his example what an excellent lecturer should be”, “I have not met such 

a great lecturer so far. Thanks to him, everything was understandable, no hardships. There was no 

difficulty. Thanks to the perfect lecturer.” Everybody agreed totally that the overall atmosphere of 

the training was encouraging (5.00) “All training was based on practice (discussions, lesson 

preparation).” For trainees the teaching materials (4.92) and the topics were presented in an 

organized manner (4.90). The respondents were convinced that the practical training was in 

accordance with theory studies (4.88) “I liked the fact that learning was not as simple as listening at 

school, but mostly based on discussions and real-life examples.”As well the training process was 

very flexible (4.70) and the duration of training was relevant (4.70). 
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Table 5. Evaluation of the teachers and the organization of the training 

III part. Evaluation of the teachers and the organization of the 

training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The lecturer was knowledgeable about the training topics 5.00 5.00 5.00 

The lecturer was a good communicator 5.00 5.00 5.00 

The teaching materials were distributed in an organized manner 4.85 5.00 4.92 

The topics were presented in an organized manner 4.80 5.00 4.90 

Practical training was in accordance with theory studies 4.75 5.00 4.88 

The duration of training was relevant 4.70 4.70 4.70 

The training process was flexible 4.65 4.75 4.70 

The overall atmosphere of the training was encouraging 5.00 5.00 5.00 

 

3.9.2 Survey of Teachers 

 

The results 

Count of cases: 1 

Tables 6-8 present background characteristics of the teacher. Survey questionnaire and personal 

interview were given feedback by one male teacher aged 55-64 with 11-20 years teaching 

experience. 

Table 6. Teacher by gender 

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Male 1 100% 1 100% 

Total 1 100% 1 100% 

 Table 7. Teachers by age 

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

55- 64 1 100% 1 100% 

Total 1 100% 1 100% 

 

Table 8. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

%  
Penultimate/last week 

of the training 
%  

11- 20 years 1 100% 1 100% 

Total 1 100% 1 100% 
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The teacher was asked a number of questions to evaluate participants´ expectation and motivation. 

The first/second week of the training results indicate that the lecturer was extremely satisfied with  

the organization (5.00), the length (5.00) and the overall atmosphere of the training (5.00). The trainer 

was not very satisfied with trainees´ initiative (4.00), participation (4.00) and the close cooperation 

between trainees (4.00). The lecturer was not satisfied with trainees´ knowledge at the beginning of 

the training (3.00).  

Penultimate/last week of the training results indicate that the lecturer was totally satisfied with the 

overall atmosphere (5.00),  the length (5.00) and the organization of the training (5.00). As well  

the close cooperation between trainees (5.00) was extremely good. The teacher was very satisfied 

with the trainees´ knowledge at the end of the training (5.00). The lecturer was not very contented, 

but still contented with trainees´ initiative (4.00) and participation (4.00).  

 

Total results indicate that the lecturer was very contented with evaluate trainees´ knowledge at the 

end of the training (5.00) the overall atmosphere (5.00),  the length (5.00) and the organization of 

the training (5.00).  As well the teacher was very satisfied with the close cooperation between 

trainees (4.50). The lecturer was not very contented, but still contented with trainees´ participation 

(4.00) and initiative (4.00). The teacher was not satisfied with trainees´ knowledge at the beginning 

of the training (3.00). 

 

Table 9. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

How do you evaluate trainees´ participation? 4.00 4.00 4.00 

How do you evaluate trainees´ knowledge at the beginning of the 

training? 
3.00  3.00 

How do you evaluate trainees´ knowledge at the end of the 

training? 
 5.00 5.00 

How do you evaluate trainees´ initiative? 4.00 4.00 4.00 

How do you evaluate the length of the training? 5.00 5.00 5.00 

How do you evaluate the overall atmosphere of the training? 5.00 5.00 5.00 

How do you evaluate the close cooperation between trainees? 4.00 5.00 4.50 

How do you evaluate the organization of the training? 5.00 5.00 5.00 
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Table 10 presents teachers’ evaluations trainees’ readiness for independent work. 

Total results in this part of the questionnaire indicate exactly the same results as in the first/second 

week and in the penultimate/last week of the training. According to the results we can conclude that 

the lecturer was very satisfied with the training program (5.00) “I am satisfied.” 

The trainees acquired enough knowledge (5.00) “The main benefit - the participants have acquired 

knowledge in pedagogy during their studies, which is necessary for further training of apprentices 

and trainees.” The training improved trainees´ personal development (5.00) “There were no specific 

difficulties. Most of the participants had practical work and life experience. Pedagogical training 

helped to structure this knowledge and to understand which teaching methods to choose in a 

particular situation.” The training helps trainees improve trainees´ job situation (5.00) and to grow 

on professional level (5.00) “Professional, organizational skills, pedagogical, psychological 

knowledge, communication ability.” The skills acquired during the training can be useful to 

trainees´ daily work (5.00) “The knowledge gained during the training will help to plan the 

apprenticeship training process, to choose the most appropriate teaching methods for the 

apprentice” It is possible to implement this training in other foreign countries (5.00) and in their 

country (5.00) “The study content is optimal, prepared in accordance with the specifics of 

craftsmanship. If necessary (at the request of Latvian Chamber of Crafts) it is possible to prepare 

an in-depth study course on the basis of the developed program.” 

 

Table 10. Evaluation of the trainees´ readiness for independent work 

II part. Evaluation of the trainees´ readiness for independent work  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The trainees acquired enough knowledge 5.00 5.00 5.00 

The training improved trainees´ personal development 5.00 5.00 5.00 

The training helps trainees to grow on professional level 5.00 5.00 5.00 

The skills acquired during the training can be useful to trainees´ 

daily work 
5.00 5.00 5.00 

The training helps to improve trainees´ job situation 5.00 5.00 5.00 

It is possible to implement this training in our country 5.00 5.00 5.00 

It is possible to implement this training in other foreign countries 5.00 5.00 5.00 

I am satisfied with the training program 5.00 5.00 5.00 

 

Figure 2 presents the scope of the evaluation of the research questions. The participants were very 

motivated to participate in the training (4.85) and the teachers were satisfied, but not very, with 

trainees´ participation (4.00). Based on respondents’ answers we can conclude that the teachers were 
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more satisfied with the training (5.00) than the trainees (4.78). They both agreed that it is possible to 

implement this kind of training in their country – the teacher more (5.00) compared with trainees 

(4.88). The teachers were more certain that the training helps trainees to grow on professional level 

(5.00) compared with trainees (4.80). Both agreed that the training helps to improve trainees´ job 

situation – the teacher (5.00) compared with trainees (4.50). The lecturers were more convinced that 

the training improved trainees´ personal development (5.00) than the participants (4.67). The teachers 

agreed more that the skills acquired during the training can be useful to trainees´ daily work (5.00), 

compared with the participants (4.65).The overall atmosphere or the training was very encouraging 

equally for both parties, the teacher (5.00) and participants (5.00).  

 

 

 

Figure 2. Participants and teachers evaluation of the research questions in Latvian Chamber of Crafts. 

training measure: Vocational & Occupational education Part D 
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3.10 Training measure: Vocational & Occupational education Part D in Võrumaa 

Kutsehariduskeskus Estonia (PP7) 

 

Training measure: Vocational & occupational education 

Test of the training measure: Võrumaa Kutsehariduskeskus,T PP7 VK 

Period during which the test was carried out: January 2019 to March 2020 

Scope of the training: 80 hours 

Participants: Adults 

Data collection 

a)Two written survey of all participants using an identical questionnaire in the first/second week of 

training and in the  penultimate/last week of training 

b) Two written survey of all teachers using an identical questionnaire in the first/second week of 

training and in the penultimate/last week of training 

Data collection: By PP7 VK 

3.10.1 Survey of Participants 

 

The results 

 

Count of cases: 20 

Training time at vocational school: 50% 

Training time at the company: 50%  

 

Table 1 presents the number and gender of participants who took part in the training. The online 

survey questionnaire was answered in the first/second week of the training and in the 

penultimate/last week of the training by 20 respondents; 60 percent (12 respondents) were male and 

40 percent (8 respondents) were female. 
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Table 1. Participants by gender  

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 8 40% 8 40% 

Male 12 60% 12 60% 

Total 20 100% 20 100% 

 

Table 2 presents the age of participants. Out of all respondents 40 percent were age 45-54 (8 

respondents), 25 percent were age 35-44 (5 respondents), 25 percent were age 55-64 (5 

respondents) and 10 percent were age 25-34 (2 respondents). 

 Table 2. Participants by age  

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

25-34 2 10% 2 10% 

35-44 5 25% 5 25% 

45-54 8 40% 8 40% 

55-64 5 25% 5 25% 

Total 20 100% 20 100% 

 

Respondents were asked a number of questions to determine their expectations and motivation to 

the training. The first/second week of the training results indicate that participants agreed totally 

that their participation and interaction were encouraged (4.40). They were extremely interested 

(4.35) and highly motivated to participate in the training (4.10). As well was evaluated their own 

contribution high to individual work (4.05). Penultimate/last week of the training results indicate 

that trainees become even more interested in the training topics (4.60). They agreed totally that their 

participation and interaction were encouraged (4.50). Trainees were highly motivated to participate 

in the training (4.35) as well was evaluated their own contribution high to individual work (4.30). 

Total results in this part of the questionnaire indicate that the participants were very interested in 

training topics (4.47) and agreed completely that their participation and interaction were encouraged 

(4.45). Also the motivation level was high (4.22) and the lowest average points received evaluation 

of trainees´ own contribution to individual work (4.17) 
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Table 3. Expectations and motivation of participants 

I part. Expectations and motivation of participants  

The first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

I was highly motivated to participate in the training 4.10 4.35 4.22 

My participation and interaction were encouraged 

(discussions etc) 
4.40 4.50 4.45 

I was very interested in training topics 4.35 4.60 4.47 

I evaluate my own contribution high to individual 

work 
4.05 4.30 4.17 

 

Table 4 presents participants´ evaluations of the usefulness and satisfaction of the training 

The first/second week of the training results show that the participants agreed highly that it is 

possible to implement this training in our country (4.45) and they will recommend dual vocational 

training to others (4.45). They were convinced that introducing a dual education system was 

effective (4.30) and they were satisfied with the training (4.25). They were convinced that 

the training improved their personal development (4.15) and helps to grow on professional  level 

(4.15). It was also believed that it is possible to implement this training in other foreign countries 

(4.15). The trainees found the topics (4.15) and the materials (4.10) relevant and helpful. The 

respondents were not very highly convinced that the training objectives met their expectations 

(4.05). The content was easy to follow (4.05) and the skills acquired during the training can be 

useful to their daily work (4.00). The trainees did not agree that the training helps to improve their 

job situation (3.95). 

 

Penultimate/last week of the training results indicate that the participants were satisfied with every 

aspect they had to evaluate. The trainees were extremely convinced that they will recommend dual 

vocational training to others (4.55) and it is possible to implement this training in their (4.55)  in 

other foreign countries (4.50). The training objectives met their expectations (4.50). It was highly 

agreed that introducing a dual education system was effective (4.45). The respondents were totally 

convinced that their personal development was improved (4.40) and the skills can be useful to their 

daily work (4.40). The participants were satisfied with the training (4.30). They found the topics 

(4.35), the content (4.30) and the materials (4.20) relevant. The respondents were convinced that the 

training helps to grow on professional level (4.30) and the training helps to improve their job 

situation (4.20).  
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Total results in this part of the questionnaire indicate that the participants will certainly recommend 

dual vocational training to others (4.50) and it is possible to implement this training in their country 

(4.50). The trainees agreed that introducing a dual education system was effective (4.38) and 

definitely it is possible to implement this training in other foreign countries (4.33). The participants  

were satisfied with the training (4.28), the objectives met their expectations (4.28) and their 

personal development was improved (4.28). The trainees agreed that the topics were relevant (4.25) 

and the training helps to grow on professional  level (4.22). Furthermore, trainees were certain that 

the skills acquired during the training can be useful to their daily work (4.20). As well were 

the content (4.17) and the materials (4.15) relevant. Trainees believed that the training helps to 

improve their job situation (4.08).  

 

Table 4. Usefulness and satisfaction of the training 

II part. Usefulness and satisfaction of the training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The training objectives met my expectations 4.05 4.50 4.28 

The content was easy to follow 4.05 4.30 4.17 

The topics were relevant to me 4.15 4.35 4.25 

The materials distributed were helpful 4.10 4.20 4.15 

The training improved my personal development 4.15 4.40 4.28 

The training helps to grow on professional  level 4.15 4.30 4.22 

The skills acquired during the training can be useful to my daily 

work 
4.00 4.40 4.20 

The training helps to improve my job situation 3.95 4.20 4.08 

Introducing a dual education system was effective 4.30 4.45 4.38 

I will recommend dual vocational training to others 4.45 4.55 4.50 

It is possible to implement this training in our country 4.45 4.55 4.50 

It is possible to implement this training in other foreign countries 4.15 4.50 4.33 

I am satisfied with the training 4.25 4.30 4.28 
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Respondents were asked a number of questions to evaluate the teachers and the organization of the 

training. Based on the questionnaire results we can conclude that trainees were satisfied with the 

teachers and the organization and all average points were rated high. The first/second week of the 

training results also indicate that the most participants were very satisfied with the training process, 

which was flexible (4.50) and the overall atmosphere was encouraging (4.35). The trainees agreed 

that the practical training was in accordance with theory studies (4.20) and the teaching materials 

were distributed in an organized manner (4.10).  They were rather satisfied than unsatisfied with the 

duration of training (4.05). Similarly was about the lecturer, who was a good communicator (4.05), 

knowledgeable about the training topics (4.00) and presented topics in an organized manner (4.00). 

Penultimate/last week of the training results indicate that slight change in opinions. The trainees 

totally agreed that the training process was flexible (4.70). They were convinced that the lecturer 

was knowledgeable about the training topics (4.55) and the overall atmosphere of the training was 

encouraging (4.50). The respondents were completely convinced that the lecturer was a good 

communicator (4.45) and that practical training was in accordance with theory studies (4.45). As 

well the duration of training was relevant (4.30). Not very highly were evaluated the topics (4.20) 

and the teaching materials (4.10).  

Total results in this part of the questionnaire indicate that according to the participatns´ opinions, 

the training process was flexible (4.60),  the overall atmosphere of the training was encouraging 

(4.42) and practical training was in accordance with theory studies (4.33). They were very satisfied 

with the lecture, who was knowledgeable about the training topics (4.28) and a good communicator 

(4.25). As well the duration of training was relevant (4.17). The respondents were satisfied but not 

very satisfied with the teaching materials (4.10) and the topics (4.10). 

 

Table 5. Evaluation of the teachers and the organization of the training 

III part  Evaluation of the teachers and the organization of the 

training  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The lecturer was knowledgeable about the training topics 4.00 4.55 4.28 

The lecturer was a good communicator 4.05 4.45 4.25 

The teaching materials were distributed in an organized manner 4.10 4.10 4.10 

The topics were presented in an organized manner 4.00 4.20 4.10 

Practical training was in accordance with theory studies 4.20 4.45 4.33 

The duration of training was relevant 4.05 4.30 4.17 

The training process was flexible 4.50 4.70 4.60 

The overall atmosphere of the training was encouraging 4.35 4.50 4.42 
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3.10.2 Survey of Teachers 

 

The results 

Count of cases: 3/2 

Training time at vocational school: 50%  

Training time at the company: 50%  

Tables 6-8 present background characteristics of teachers. Survey questionnaire was answered by 

three teachers in the first/second week of the training and two teachers in the penultimate/last week 

of the training.  

Table 6. Teachers by gender 

Please indicate your gender 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

Female 3 % 1 % 

Male  % 1 % 

Total 3 100% 2 100% 

In the first/second week of the training there were 3 female teachers, ond aged 25-34, other 45-54 

and the third 55-64 years old. In the penultimate/last week of the training the questionnaire was 

answered by 2 respondents: one aged 35-44 and the other aged 55-64 (Table 7). 

 Table 7. Teachers by age 

Please indicate your age 

The first/second 

week of the 

training 

%  
Penultimate/last 

week of the training 
%  

25 - 34 1 33%   

35 – 44   1 50% 

45 - 54 1 33%   

55- 64 1 33% 1 50% 

Total 3 100% 2 100% 

 

According to the survey results done in the first/second week of the training 2 teachers have 21-30 

years teaching experience and 1 teacher has 6-10 years teaching experience. There were 2 teachers 

who responded to the questionnaire in the penultimate/last week of the training, one has 11-20 years 

and the other more than 30 years teaching experience. 
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Table 8. Teachers by teaching experience 

Please indicate your teaching 

experience 

The first/second 

week of the 

training 

%  
Penultimate/last week 

of the training 
%  

6-10 years 1 50%  50% 

11- 20 years   1  

21-30 years 2 50%  50% 

more than 30 years   1  

Total 3 100% 2 100% 

 

Teachers were asked a number of questions to evaluate participants´ expectation and motivation. 

The first/second week of the training results indicate that teachers were totally satisfied with the 

overall atmosphere of the training (5.00). They were also very contented with the length of the 

training (4.67). Furthermore, the organization (4.33) and trainees´ participation (4.33) was evaluated 

very highly. The lecturers were satisfied but not very highly, with trainees´ initiative (4.00) the 

close cooperation between trainees (4.00). 

 

Penultimate/last week of the training results indicate that indicate that teachers were totally satisfied 

with the overall atmosphere of the training (5.00). Not only they were totally contented with the 

organization of the training (4.50), but also trainees´ initiative (4.50),  the close cooperation between 

trainees (4.50) and trainees´ knowledge at the end of the training (4.50). They were satisfied, but not 

very highly with the length of the training (4.00) and trainees´ participation (4.00).  

 

Total results in this part of the questionnaire indicate that the lecturers were totally satisfied withthe 

overall atmosphere of the training (5.00). They evaluated trainees´ knowledge at the end of the 

training (4.50) very high. Moreover, the teachers were totally contented with the length (4.40) and 

the organization of the training (4.40). The teachers were rather satisfied with the trainees´ initiative 

(4.25) participation (4.20) and the cooperation between trainees (4.20). They were contented, but not 

very highly with trainees´ knowledge at the beginning of the training (4.00). 
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Table 9. Expectations and motivation of participants 

I part Expectations and motivation of participants  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

How do you evaluate trainees´ participation? 4.33 4.00 4.20 

How do you evaluate trainees´ knowledge at the beginning of the 

training? 
4.00  4.00 

How do you evaluate trainees´ knowledge at the end of the 

training? 
 4.50 4.50 

How do you evaluate trainees´ initiative? 4.00 4.50 4.25 

How do you evaluate the length of the training? 4.67 4.00 4.40 

How do you evaluate the overall atmosphere of the training? 5.00 5.00 5.00 

How do you evaluate the close cooperation between trainees? 4.00 4.50 4.20 

How do you evaluate the organization of the training? 4.33 4.50 4.40 

 

Table 10 presents teachers’ evaluations trainees’ readiness for independent work. The first/second 

week of the training results show that the teachers were extremely satisfied with the training 

program (5.00). They agreed highly that it is possible to implement this training in their country 

(4.67) and in other foreign countries (4.67). Not only the training improves trainees´ personal 

development (4.33), but also helps trainees to grow on professional level (4.33), can be useful to 

trainees´ daily work (4.33) and helps to improve trainees´ job situation (4.33). The trainers were not 

very convinced that the trainees acquired enough knowledge (4.00).  

 

Penultimate/last week of the training results indicate that according to the survey results the teaches 

were very satisfied with this aspect of the training. They totally agreed that it is possible to 

implement this training in their country (5.00) as well as in other foreign countries (5.00). Also the 

skills acquired during the training can be useful to trainees´ daily work (5.00). They were more than 

certain that not only the training improved trainees´ personal development (4.50), but also  

the helps trainees to grow on professional level (4.50), improve job situation (4.50) and the trainees 

acquired enough knowledge (4.50). The lecturers were very satisfied with the training program 

(4.50).  

Total results in this part of the questionnaire indicate that the teachers totally agreed that  it is 

possible to implement this training in their country (4.80) as well in other foreign countries (4.80). 

They were very satisfied with the training program (4.80). The lecturers were very convinced that 

the skills acquired during the training can be useful to trainees´ daily work (4.60). Furthermore, they 

were very certain that the training improved trainees´ personal development (4.40), professional 
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level (4.40) and helps to improve trainees´ job situation (4.40). The teachers were convinced that  

the trainees acquired enough knowledge (4.20). 

 

Table 10. Evaluation of the trainees´ readiness for independent work 

II part Evaluation of the trainees´ readiness for independent work  

The 

first/second 

week of the 

training 

Penultimate/last 

week of the 

training 

Total 

The trainees acquired enough knowledge 4.00 4.50 4.20 

The training improved trainees´ personal development 4.33 4.50 4.40 

The training helps trainees to grow on professional level 4.33 4.50 4.40 

The skills acquired during the training can be useful to trainees´ 

daily work 
4.33 5.00 4.60 

The training helps to improve trainees´ job situation 4.33 4.50 4.40 

It is possible to implement this training in our country 4.67 5.00 4.80 

It is possible to implement this training in other foreign countries 4.67 5.00 4.80 

I am satisfied with the training program 5.00 4.50 4.80 

 

Figure 2 presents the scope of the evaluation of the research questions. The participants were 

motivated to participate in the training (4.22) and the teachers were satisfied with trainees´ 

participation (4.20). Based on respondents’ answers we can conclude that the teachers were more 

satisfied with the training (4.80) than the trainees (4.28). They both agreed that it is possible to 

implement this kind of training in their country – the teacher more (4.80) compared with trainees 

(4.50). The teachers were more certain that the training helps trainees to grow on professional level 

(4.44) compared with trainees (4.22).Both agreed that the training helps to improve trainees´ job 

situation – the teacher (4.44) compared with trainees (4.08). The lecturers were more convinced that 

the training improved trainees´ personal development (4.44) than the participants (4.28). The teachers 

agreed more that the skills acquired during the training can be useful to trainees´ daily work (4.6), 

compared with the participants (4.2). The overall atmosphere or the training was very encouraging – 

the teacher (5.00) and participants (4.42).  
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Figure 2. Participants and teachers evaluations of the scope of the research questions in Võrumaa 

Kutsehariduskeskus, training measure: Vocational & Occupational education, Part D 
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3.11 Overall evaluation of all training measures A- D in Lithuania, Latvia, Poland and 

Estonia 

 

Figure 3 presents training time at vocational school, in the training workshop and in the company. 

Training measure: Language Training in Latvia was divided as follows: 60 percent at vocational 

school, 20 percent in the company and 20 percent in the training workshop. Training measure: 

Society & Environment in Panevezys, Lithuania was divided as follows: 90 percent at vocational 

school and 10 percent in the training workshop. Training measure: Technology & Construction in 

Vilnius, Lithuania was divided as follows: 20 percent at vocational school, 40 percent in the 

company and 40 percent in the training workshop. Training measure: Business Administration in 

Panevezys, Lithuania was divided as follows: 100 percent at vocational school. Training measure: 

Business Administration in Latvia was divided as follows: 40 percent at vocational school, 30 

percent in the company and 30 percent in the training workshop. Training measure: Vocational 

Education in Poland was divided as follows: 100 percent at vocational school. Training measure: 

Vocational Education in Latvia was divided as follows: 60 percent at vocational school and 40 

percent in the company. Training measure: Vocational Education in Estonia was divided as follows: 

50 percent at vocational school and 50 percent in the company. 

 

 
Figure 3. Training time at vocational school, training workshop and in the company of all trainings. 

Comparison chart.  
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3.11.1 Survey of Participants 

 

The online survey questionnaire was answered twice by 201 participants in the beginning and at the 

end of the training. Out of all respondents 40 percent (80 participants) from Latvijas Amatniecibas 

kamera, Latvia; 31 percent (62 participants) from  Panevezys Chamber of Commerce Industry and 

Crafts, Lithuania;  10 percent (20 participants) from Vilniaus statybininku rengimo centras, 

Lithuania ;  10 percent (20 participants) from Võrumaa Kutsehariduskeskus, Estonia and 9 percent 

(18 participants) from Zespol Szkol Mechanicznych i Logistycznych im. inz. Tadeusza Tanskiego 

(ZSLM), Poland. (Figure 4)  

 

Figure 4. The number of participants in total 

 

According to the online survey results 70 percent were male (140 participants) and 30 percent were 

female (61 participants). (Figure 5) 

 

 

Figure 5. Participants by gender in total 
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Based on survey results 31 percent were age 25-34 (63 respondents), 26 percent were age 35-44 (53 

respondents), 22 percent were age 18-24 (45 respondents), 11 percent were age 45-54 (21 

respondents), 6 percent were younger than 18 (11 respondents), 4 percent were age 55-64 (8 

respondents).  (Figure 6) 

 

Figure 5. Participants by age in total 

 
 

Figure 6 presents evaluation results in regards motivation, usefulness and organization of the 

training in the first/second week of the training, penultimate/last week of the training and in total 

amongst all participants. Interpretation results indicate that the majority of respondents in all 

trainings were totally satisfied with the trainings. Total results of all parts of questionnaire indicate 

that the participants were the most satisfied with the atmosphere of the training (4.78). Another 

significant point is that the trainees were extremely contented with the lecturer who was a good 

communicator (4.74) and knowledgeable about the training topics (4.69). Besides, the training 

process was flexible (4.68). Moreover, the trainees were totally convinced that the distributed 

materials were helpful (4.63) and presented in an organized manner (4.62).  Furthermore, the topics 

were relevant (4.61) and presented in an organized manner (4.6). The participants totally agreed that 

it is possible to implement this training in their country (4.56) and they were very satisfied with the 

training (4.55). Not only the training topics were interesting (4.53), but also the content was easy to 

follow (4.52). The respondents admitted that their participation and interaction were encouraged 
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(4.49) within the training process. They also highly agreed that the training improved their personal 

development (4.49) and helps to grow on professional level (4.48). Introducing dual education 

system was effective (4.48) for trainees. Next important point is that practical training was in 

accordance with theory (4.46) and the training objectives met participants´ expectations (4.45). 

Respondents will recommend dual vocational training to others (4.45). More importantly, they were 

highly motivated to participate in the training (4.41). In addition to that they evaluated their own 

contribution high to individual work (4.39). According to trainees opinions the skills acquired can 

be useful to their daily work (4.38). As well the duration of training was relevant (4.38) and the 

participants found it possible to implement this training in other foreign countries too (4.37). It was 

highly agreed that the training helps to improve their job situation (4.23). 
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Figure 6. Participants´ evaluation results in regards motivation, usefulness and organization of the training 

in the first/second week of the training, penultimate/last week of the training and in total amongst all 

participants 
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Lithuania; 23 percent (5 teachers) from Vilniaus statybininku rengimo centras, Lithuania; 18 

percent (4 teachers) from Zespol Szkol Mechanicznych i Logistycznych im. inz. Tadeusza 

Tanskiego (ZSLM), Poland; 18 percent (4 teachers) from Latvijas Amatniecibas kamera, Latvia; 9 

percent (3 teachers in the beginning and 2 teachers at the end of the training) from Võrumaa 

Kutsehariduskeskus, Estonia. (Figure 7) 

 

Figure 7. The number of teachers in total 

According to the online survey results 65 percent were female (15 teachers) and 35 percent were 

male (8 teachers) in the first/second week of the training. 59 percent were female (15 teachers) and 

41 percent were male (9 teachers) in the penultimate/last week of the training (Figure 8). 

 

 

Figure 8. Teachers by gender in total 
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Based on survey results out of all respondents 39 percent were age 35-44 (9 respondents), 26 

percent were age  55-64 (6 respondents in the beginning and 7 respondents at the end of the 

training), 22 percent were age 45-54 (5 respondents), 9 percent were age 25-34 (2 respondents), 4 

percent were age 65-...  (Figure 9).  

 

Figure  9. Teachers by age in total 

 

In the first/second week of the training the teachers by work experience divided following: 35 

percent of teachers (8 respondents) have 21-30 years teaching experience; 30 percent of teachers (7 
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experience; 32 percent of teachers (7 respondents) have 11-20 years teaching experience; 27 percent 

of teachers (6 respondents) have 6-10 years teaching experience; 14 percent of teachers (3 

respondents) 2 teachers have more than 30 years teaching experience. 
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Figure 10. Teachers by work experience in total 

 

Figure 11 presents teachers’ evaluation results in regards trainees´ expectations, motivation and 

readiness for independent work in the first/second week of the training, penultimate/last week of the 

training and in total amongst all teachers. Based on the survey results we can conclude that the 

teachers were the most satisfied with the overall atmosphere of the training (4.73). Furthermore, the 

trainings (4.68) were perfectly organized. The lecturers were totally satisfied with the training 

program (4.68). They were totally convinced that the training helps to grow on professional level 

 (4.55) and the skills acquired can be useful to trainees´ daily work (4.5). Most probably it is possible 

to implement this kind of training in other foreign countries (4.5). It appears that the trainers were 

completely satisfied with the trainees´ knowledge at the end of the training (4.47). Besides, the length 

of the training (4.45) was satisfactory. The teachers were certain that it is possible to implement this 

kind of training in their country (4.45). They were very contented with trainees´ participation (4.36) 

and highly believed that the training helps to improve trainees´ job situation (4.30). The trainers 
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they disagreed with this aspect (3.92). They were also highly convinced that the training improved 

trainees´ personal development (4.26). The lecturers were satisfied with the close cooperation 
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Also, the trainees´ initiative (4.19) was satisfactory. Total interpretation results indicate that the 

majority of respondents in all trainings were totally satisfied with the trainings with one exception: 

the teachers were not satisfied with the trainees´ knowledge in the beginning of the training (3.76).  
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Figure 11. Teachers’ evaluation results in regards trainees´ expectations, motivation and readiness for 

independent work in the first/second week of the training, penultimate/last week of the training and in total 

amongst all teachers 

 

Figure 12 presents the scope of the evaluation of the research questions in total. Based on respondents’ 

answers we can conclude that almost equally satisfying aspect for both parties was the overall 

atmosphere or the training – the participants (4.78), the teachers (4.73). The participants were 

motivated to participate in the training (4.41) and the teachers were very satisfied with trainees´ 

participation (4.36). The teachers were slightly more satisfied with the training (4.48) than the trainees 

(4.55). They agreed that it is possible to implement this kind of training in their country – trainees 

more (4.56) compared with teachers (4.45). The teachers were more certain that the training helps 

trainees to grow on professional level (4.5) compared with the participants (4.72).  

Both agreed that the training helps to improve trainees´ job situation – the teachers (4.3) compared 

with trainees (4.23). The participants were more convinced that the training improved their personal 

4,6

4,6

4,68

4,44

4,24

4,28

4,36

4,32

4,2

4,12

3,92

4

3,96

4,08

3,76

4,89

4,79

4,68

4,68

4,84

4,79

4,47

4,58

4,63

4,58

4,53

4,68

4,58

4,58

4,32

4,73

4,68

4,68

4,55

4,5

4,5

4,47

4,45

4,45

4,36

4,3

4,26

4,26

4,23

4,19

3,76

Overall atmosphere of the training

Organization of the training

I am satisfied with the training program

The training helps trainees to grow on professional level

The skills acquired can be useful to trainees´ daily work

Implementing this training in other foreign countries

Trainees´ knowledge at the end of the training

The length of the training

It is possible to implement this training in our country

Evaluation of trainees´ participation

The training helps to improve trainees´ job situation

Trainees acquired enough knowledge

The training improved trainees´ personal development

Close cooperation between trainees

Evaluation of trainees´ initiative

Trainees´ knowledge in the beginning of the training

the first/second week of the training penultimate/last week of the training Total

635



                                                        

120 
 

development (4.49) than the teachers (4.26). The participants agreed more that, the skills acquired 

during the training can be useful to their daily work (4.78), compared with the teachers (4.73). 

 

 

 
Figure 12. Participants and teachers evaluations of the scope of the research questions in total 
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4. CONCLUSIONS AND RECOMMENDATIONS 

 

The conclusions of the evaluation research will contribute to improve the quality and especially the 

effectiveness of training, show the limitations of the training model and indicate the direction for 

further activities. 

Interpretation of data based on the survey results we can conclude that the final results of all 

trainings, by the scope of the evaluation questions, indicate that the trainings were very successful 

and teachers and students were totally satisfied with the training program.  

 

As was to be expected, all aspects that were evaluated improved in the penultimate/last week of the 

training compared to the first week evaluation results. Besides, the overall atmosphere was 

encouraging in all trainings (trainees 4.78, teachers 4.73) and both parties in all trainings were 

satisfied with the training program (teachers 4.68, trainees 4.55). In addition to that, the 

organization of the training was satisfactory (teachers 4.68, trainees 4.68). Respondents opinions 

indicated that the training helps trainees to grow on professional level (teachers 4.55, trainees 4.48) 

and the skills acquired during the training can be useful to trainees´ daily work (teachers 4.45, 

trainees 4.38). Both parties agreed that the training improved trainees´ personal development 

(trainees 4.50, teachers 4.26). The teachers were satisfied with trainees´ knowledge at the end of the 

training (4.47). 

Limitations were the length, trainees´ initiative and cooperation between trainees in the beginning 

of the training. In more detailed way Technology Construction & Project work training was too 

long and the respondents were not satisfied with the length of the training (trainees 3.40, teachers 

3.80). The teachers were dissatisfied (3.76) with trainees´ knowledge at the beginning of the 

training, which is actually presumable. Teachers were not satisfied with the close cooperation 

between trainees (3.96) in the beginning of the training. Although, they were satisfied with this 

aspect at the end of the training (4.23).  

The trainers were contented with trainees´ initiative  in total  (4.19), but in contrast in some 

trainings like in Vilnius 3.90, Latvia business 3.50, Latvia Work-based English language 3.50, the 

teachers were dissatisfied with this aspect. As well not all the teachers were convinced that trainees 

acquired enough knowledge (total teachers 4.23, but in Vilnius 3.70, Panevzys Business 3.67)  
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or their job situation was improved (total teachers 4.3, but in Vilnius teachers 3.80, students 3.48, 

Panevezis Business students 3.80). The training improved trainees´ personal development (total 

teachers 4.23, in contrast in Vilnius 3.80).  It is possible to implement this training in our country 

(total teachers 4.45,  in contrast in Vilnius 3.70, Panevzys (Business) 3.50). It is possible to 

implement this training in other foreign countries (total teachers 4.5, students 4.37, in contrast in 

Vilnius teachers 3.70, students 3.23).  

Training parts A1&A2 which measured Language Training were tested and evaluated separately: 

Work-related English and Native Language.  

 

The English Language training was not as successful as Native Language training. The participants 

(4.42) and the teacher (5.00) were extremely satisfied with the training and found it possible to 

implement this training in their country, participants (4.9) and the teacher (5.00). The students were 

highly interested and motivated (4.58) to participate in the training.  The trainees acquired 

enough knowledge in communication, preparation of various documents, presentations; the main 

topics that would be necessary for learning the language, as well as psychological, pedagogical, 

organizational skills were developed. The start or the beginning was challenging for both parties 

because of the different language levels, poor knowledge of English and too fragmented, too 

demanding topics. The teacher was not satisfied with the trainees´ participation (3.5) and 

knowledge in the beginning of the training (3.00). At times it was difficult for some of the students 

to get actively involved in the study group work. Although, learning foreign languages is totally 

necessary because it broadens horizons and communication opportunities. The participants 

disagreed that the training helps to improve their job situation (3.85).  According to this survey 

results, it can be concluded that the English language skill is not so necessary for craft enterprises 

on their everyday basis.  

 

Native Language training was extremely successful and necessary for participants. The participants 

were very interested and highly motivated (4.6).  The participants (4.53) and the teacher (5.00) were 

totally satisfied with the outcome of the training. It is possible to implement this training in Latvia, 

participants (4.7) and the teacher (5.00). They were totally satisfied with the training, especially 

with topics, materials and the lecturer. The lecture explained the topics based on practical examples 

related to the participants’ professional work. The training was interesting, had many different 

useful topics, the teacher knew how to involve the group in discussions, and there were many 

638



                                                        

123 
 

practical tasks. The trainees acquired enough knowledge to improve their personal development and 

professional skills that are useful to work with apprentices every day. For example knowledge about 

preparing presentations and performances,  public speaking and speech preparation as well as 

grammar, business correspondence,  preparing reports, writing letters and document formatting. In 

the beginning of the training the most difficult part for trainees was to speak in public. For trainer it 

was hard to motivate group discussions, because some found it psychologically more difficult to 

speak in public. 

 

There must be kept in mind that the survey results of teachers´ from Latvia reflect only one 

teacher´s opinions and cannot be taken as a final conclusion.  

 

Training parts A3&A4 which measured Society & Environment were tested and evaluated 

separately.  Society (Part A3). Based on the online survey result we can conclude that participants´ 

participation and interaction was encouraged (4.61)  and they were very interested in the training 

topics (4.41) The participants found the content (4.71), materials (4.68)  and topic (4.63) relevant 

and interesting.  The training improved trainees´ personal development (trainees 4.46, teachers 4.5) 

and professional growth (trainees 4.46, teachers 4.75).  It is possible to implement this training in 

their country (teachers 5.00, trainee 4.54). The participants were totally satisfied with the lecturer 

(4.85) and the organization of the training.  Both parties were very satisfied with the training 

(teachers 5.00, trainees 4.59). Unfortunately the participants were not very certain that training 

could improve their job situation (3.80) On the contrary, the teachers totally agreed that the training 

helps to improve trainees´ job situation (4.25)  Surprisingly the same opinion was noticed in Work-

related English training in Latvia.  

 

Environment (Part A4). Online survey results conclude that this particular training was extremely 

successful in the beginning and at the end of the training, because all results indicate only satisfied 

and very satisfied scores within participants and lecturers. Participants (4.76) and the teachers (4.83) 

were both totally satisfied with the training: the content, materials, topics. The skills acquired will 

be useful for trainees´ job situation (trainees, 4.51, teachers 4.83) and professional development 

(trainees 4.93, teachers 4.83) and as well their personal development (teachers 4.83, trainees 4.51) 

was improved. Both parties agreed that it is possible to implement this training in their country 

(teachers 4.83, trainees 4.54) and they will recommend it to others. 
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Training parts B1-B11 which measured Technology Construction & Project Work indicate 

following conclusions. The participants were totally interested in the training topics (4.30) and 

really wanted to study and participate in the training to learn more about technical part, especially 

construction drawing aided by selected user programs (CAD), construction machinery and 

equipment, B2 construction drawing, innovation. The respondents were satisfied with the training 

(teachers 4.30, trainees 4.17) and the participants were really grateful for the teachers for their 

knowledge and patience. The training improved trainees´ personal development (4.25). The 

participants were extremely satisfied with practical training, because it helps trainees to grow on 

professional level (4.30). Dual vocational training gives the possibility to connect theory and 

practice exactly what is necessary for a job. It would be beneficial to combine theories and practical 

training on-site. This kind of training provided a broad spectrum of knowledge-based learning 

outcomes. Because construction workers are in high demand and this course gives them the right 

qualifications for their future job. 

 

Although, the teachers were not satisfied trainees´ participation (3.70) and initiative (3.90). The 

results indicate that in some cases the participants were persuaded to take part in the training by 

their colleague, the teacher, the head of the company, their family. There appeared to be participants 

who did not want to take part in the training because they were informed that the training is long. If 

it were shorter, then they would recommend it to others. Besides the content was not easy to follow 

(3.92) and sometimes the materials were quite difficult, like math and chemistry.  Also the trainees 

were not certain that the skills acquired during the training could be useful to their daily work (3.88) 

or their job situation (3.48). The respondents were not satisfied with the duration of training 

(trainees 3.40, teachers 3.80).  The training was too long. One suggestion is to divide it into smaller 

modules. This solution would allow busy workers leave the course at logical points. It is already 

hard to coordinate work in the evening and very difficult to work with students due to their different 

individual abilities.  

Training part C which measured Business Administration and Management and were tested in 2 

different countries (Lithuania, Panevzys and Latvia) indicate following evaluation results. Trainees 

were motivated to participate in the training (Panevezys 4.21, Latvia 4.43), they were satisfied with 

the training (Panevezys 4.57, Latvia 4.76), the lecturer (Panevezys 4.40, Latvia 4.90), the teaching 

materials (Panevezys 4.48, Latvia 4.83) and they totally agreed that it is possible to implement this 

training  in their country (Panevezys 4.29, Latvia 4.90). They were convinced that the training 
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improved their personal development (Panevezys 4.52, Latvia 4.38), job situation (Panevezys 4.52, 

Latvia 4.50) and helped them to grow on a professional level (Panevezys 4.45, Latvia 4.40). The 

acquired knowledge about the forms of organization of economic activity, financial planning, 

documentation, relevant legislation will be useful in the participants further work. Management, 

psychological, business plan preparation knowledge and organizational skills” and helps to improve 

trainees´ job situation (4.50). The main benefit - craftsmen that are trained in business 

administration. Teachers on the contrary were not as satisfied as the students in regards to all 

evaluation aspects. Although,  the teachers were satisfied with the training  (Panevezys 4.00, Latvia 

5.00). 

In contrast the teacher from Latvia were totally satisfied with the length (5.00). The study topics and 

the number of hours were optimal. If necessary, participants had the opportunity to apply for 

individual consultations after their training. Teachers from Lithuania agreed also that the length was 

satisfactory (4.00), but at the same time admitted that the curriculum is quite too long and at times it 

was challenging to keep students motivated. Interestingly, there were some disagreement between 

two countries´ teachers´ opinions. Firstly, Latvian  teacher agreed that trainees acquired enough 

knowledge (4.00), but the teachers from Panevezys disagreed with that (3.67). Secondly, Latvian 

teacher totally agreed that it is  possible to implement this training in their country (5.00) but 

Lithuanian disagreed with that (3.50).  Next, Lithuanian teacher was satisfied with trainees´ 

initiative (4.25), but Latvian was not (3.50).  At the beginning of the training, it was difficult to 

"move" the students towards discussions and group work. Participants have different business 

experience (working individually, are employers or employees), thus there are different interests 

and necessary solutions.” 

Training part D which measured Vocational & Occupational Education and were tested in 3 

different countries and Based on the survey results we can conclude that Vocational & Occupational 

Education was an extremely successful training in all 3 countries. The participants and the teachers 

were totally satisfied with the training, organization, duration, benefits, materials, topics, 

atmosphere and motivated to participate in the training. Vocational & Occupational Education is 

extremely necessary for internship supervisors at a company. Pedagogical knowledge helps to work 

with apprentices and trainees. Pedagogical training course comprised topics like professional, 

organizational skills, pedagogical, psychological knowledge, communication ability, teaching 

methods, planning of training, crisis management. This kind of training helped to structure this 

knowledge and to understand which teaching methods to choose in a particular situation. Majority 
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of participants possessed practical work and life experience themselves and therefore the most 

fascinating study method is discussions and real-life examples. The study materials and tests given 

to the participants, which we completed during the training and which we will be able to use in the 

training of apprentices will be very useful. All the knowledge gained during the training will be 

useful.  

RECOMMENDATIONS 

Based on respondents´ opinions the „Technician Training“ curriculum is effective, adaptable and 

sustainable and it can be implemented whether as a whole or by set of modules. To continue 

implementing „Technician Training“ curricula in tested countries and vocational schools and 

recommend the training and curriculum to other vocational education schools.   

Current curriculum and training program for technician training can be used not only nationally but 

also internationally. Country´s specifications and regulations need to be followed. Into 

consideration must be taken different demands in regards practical training quality expectations in 

different countries. The motivation of training the apprentices in the company is directly related to 

regulations of each responsibility in different countries. 

Implementing the curriculum entirely will raise the number of true professional in the field of 

technicians. Knowledge-based learning outcomes indicate that a person possess after graduating the 

training successfully professional job-related knowledge (construction, environment, society, 

law),  business and managerial skills,  good knowledge of native language as well as English, 

besides is able to work with apprentices as a work-based instructor. This kind of workforce is 

extremely necessary and awaited in the labour market in the tested countries.  

Study process needs to be effective and the practical tasks should be in accordance with theory. 

According to the survey results, definitely carry on using not only theoretical but also practical 

methods. The participants highly evaluated discussions and real-life examples as teaching methods. 

For example in Business Administration & Management business plan; Vocational & Occupational 

Education - planning and leading a lesson; Technology Construction & Project Work - 
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combining  studying theory and practice on-site; Language Training - preparing presentations, 

public speaking and speech preparation.  

According to the survey results and evaluation outcomes a very successful training measures were 

Native Language, Environment, Business Administration  & Management and Vocational Training. 

Differences were minor, but slightly less successful training measures were Work-related English, 

Society and Technology Construction & Project work. 

Definitely must be avoided too long trainings especially in the evenings. 1300 hours of training is 

too demanding for an adult learner because it is difficult to study after work and to find motivation. 

Other suggestion besides reducing the scope of training is to decrease or remove unnecessary tasks 

or topics from the trainings e.g. chemistry, math. Study programs should be as effective as possible 

and unnecessary tasks should be avoided.  In addition to that take a critical approach to trainings 

Work-based English and Society, because according to participants´ opinions it was not very certain 

how those trainings would improve their job situation. It can be interpreted like the system is new 

and participants just do not realize the benefits of the training completely. 

The results also indicated topics that should be added to the curricula and trainings e.g. 

bookkeeping, technical mechanics, structural design, public speaking. 

To link the training and the curricula into vocational education schools´ study programs with the 

support of the country's government, simplify conditions for training preparation and 

implementation - reducing overly bureaucratic and complex reporting systems, stimulate the 

acquisition of qualifications and to ensure appropriate remuneration. 
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SUMMARY 

“Technician Training” training was targeted for adult learners and students. The goal of the training 

program was to develop, implement and evaluate two-year dual training courses for the technician in 

an industry sector.  

Period during which the tests were carried out: January 2019 to March 2020 

Scope of the trainings was 2430 hours. The trainings were set as full time lessons 6 weeks or full-

time work in enterprise and lessons on evenings/weekends or 1-year full-time training. The number 

of participant was 201 and the number of teachers was 23 teachers in the beginning of the training 

and 23 at the end of the training. From the “Technician Training” trainings took part in each at least 

20 participants, except Poland where the number of participants was 18.  

Written surveys for participants and teachers were carried out twice – in the first/second week of the 

training and in the penultimate/last week of the training by all project partners. Personal interviews 

with 3 participants and personal interviews with 2 teachers were carried out by PP4 Vilniaus 

statybininku rengimo centras (VSRC), Lithuania in the middle of the training. Interviews were carried 

out by Latvijas Amatniecibas kamera as well with 3 participants and 1 teacher from one training 

measure. 

According to the methodology two questionnaires and two interviews were prepared for participants 

and for teachers which were prepared by Partner 7 Võrumaa Kutsehariduskeskus. Research methods 

were written surveys as quantitative method and interviews as qualitative research method.  

“Technician Training” consisted of a larger set of parts that deal with technical aspects and didactic 

matters. The curriculum was provided by by PP2 Berufsbildungs- und Technologiezentrum der 

Handwerkskammer Schwerin(BTZ) and the evaluation report of all tests was prepared by Partner 7, 

Võrumaa Kutsehariduskeskus 

 Training measures and the training time were as follows: 

• Training measure: Language Training Parts A1& A2 was carried out in Latvia (PP6), the

length was 150 + 100 hours. The training time: 60 percent at vocational school, 20 percent

in the company and 20 percent in the training workshop;
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• Training measure: Society & Environment Parts A3&A4 was carried out in Lithuania (PP5),  

the length was 100+150 hours. The training time: 90 percent at vocational school and 10 

percent in the training workshop;  

• Training measure: Technology & Construction & Project Parts B1 – B11 was carried out in 

Lithuania (PP4), the length was 1300 hours. The training time: 20 percent at vocational 

school, 40 percent in the company and 40 percent in the training workshop; 

• Training measure: Business Administration and Management Part C was carried out in  

• Lithuania (PP5), the length was 350 hours. The training time: 100 percent at 

vocational school.  

• Latvia (PP6), the length was 378 hours. The training time: 40 percent at vocational 

school, 30 percent in the company and 30 percent in the training workshop;  

• Training measure: Vocational & Occupational education Part D was carried out in 

• Poland (PP3) the length was 48 hours. The training time: 100 percent at vocational 

school 

• Latvia (PP6), the length was 105 hours. The training time: 60 percent at vocational 

school and 40 percent in the company.  

• and in Estonia (PP7), the length was 80 hours. The training time: 50 percent at 

vocational school and 50 percent in the company. 

 

At the end of the training, all participants received a certificate for completing a training program. 

 

The scope of the evaluation included the following research questions: 

• assessment of compliance of training with the expectations of participants; 

• assessment of the level of satisfaction of trainees; 

• assessment of the possibilities of implementation of training in different countries trainees, 

• determine the impact of training on the growth of professional qualifications and job situation and 

personal development training participants; 

• responds to the question of how the skills acquired during the training can be useful to participants 

in their daily work. 

 

The general aim of the study was  to evaluate the effectiveness of training „Technician Trainings“ 

realized within the Project “Establishment of two-stage industry competence centers of vocational 

education and training”(ICC4VET) carried out in Latvia, Lithuania, Estonia and Poland. The major 
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conclusion of this evaluation report is that on the basis of participants´ and teachers´ evaluations of 

the scope of the research questions in total, the Test “Technician Training” was successful and 

necessary training in all countries. The second conclusion is that the training´s curriculum can be 

implemented as a whole or by modules, combined to a training session and tailored to the specific 

country´s regulations, regional conditions and need of the participants. The curriculum can be used 

nationally and internationally. Business Administration & Management curriculum will continue to 

be implemented in the work of the Latvian Chamber of Crafts and Vocational Training curriculum 

will continue to be implemented in Võrumaa Kutsehariduskeskus. All the conclusions and 

summaries mentioned in the study can be applied to craft related trainings.  
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ANNEXES 

Annex 1 SURVEY OF PARTICIPANTS “TECHNICIAN TRAININGS” 

Dear Participant.  

The goals of the „Technician Trainings“ are to develop, implement and evaluate two-year dual 

training courses for the technician in an industry sector, realized within the Project “Establishment 
of two-stage industry competence centers of vocational education and training”(ICC4VET). We 

would appreciate you taking a few minutes of your time to complete this evaluation form. Your 

comments and suggestions will help us to improve the training. The questionnaire is anonymous. To 

fill out it takes you only a few minutes.  

Please indicate appropriate selection 

BACKGROUND INFORMATION 

Period ⃞  the first/second week of the training ⃞  penultimate/last week of the training 

Gender ⃞  male ⃞  female 

Age ⃞  Younger 

than 18 

⃞  18 - 24 ⃞  25 - 34 ⃞  35 – 44 ⃞  45 - 54 ⃞  55- 

64 

Country 

PP 
⃞  Germany. 

PP2 

⃞  Poland. 

PP3 

⃞  Lithuania. PP4 ⃞  Lithuania. PP5  ⃞  Latvia. 

PP6 

 ⃞  
Estonia. 

PP7 

Training 

measure  

⃞  Language 

training 

⃞  Society& 

Environment 

    ⃞  Technology 

Construction 

&Project Work 

   ⃞   Business 

Administration& 

Management 

 ⃞    Vocational& 

Occupational Education 

Scope of 

training 
⃞  80 hours ⃞  100 hours ⃞  250 hours ⃞  350 hours ⃞  1300 hours 

Training 

time 

⃞  ….%  full time lessons in 

vocational school 

⃞  …. % work in enterprise ⃞  ….. % in a training 

workshop 
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Please indicate your level of agreement with the statements listed below. 

1=Strongly Disagree; 2= Disagree; 3= Neither agree nor disagree; 4=Agree; 5=Strongly Agree 

I EXPECTATIONS AND MOTIVATION OF PARTICIPANTS 

Strongly 

Disagree 

Disagree Neither agree 

nor disagree 

Agree Strongly 

Agree 

1 I was highly motivated to 

participate in the training 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

2 My participation and 

interaction were encouraged 

(discussions etc) 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

3 I was very interested in 

training topics 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

4 I evaluate my own contribution 

high to individual work 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

Comments about this section: 

II USEFULNESS AND SATISFACTION OF THE TRAINING 

5 The training objectives met my 

expectations 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

6 The content was easy to follow 1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

7 The topics were relevant to me 1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

8 The materials distributed were 

helpful 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

9 The training improved my 

personal development 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

10 The training helps to grow on 

professional level 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

Strongly 

Disagree 

Disagree Neither agree 

nor disagree 

Agree Strongly 

Agree 
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11 The skills acquired during the 

training can be useful to my 

daily work 

1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

12 The training helps to improve 

my job situation 
1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

13 Introducing a dual education 

system was effective 
1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

14 I will recommend dual 

vocational training to others 
1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

15 It is possible to implement this 

training in our country 
1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

16 It is possible to implement this 

training in other foreign 

countries 

1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

17 I am satisfied with the training 1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

Comments about any of your answers about this section: 

III EVALUATION OF THE TEACHERS AND THE ORGANIZATION OF TRAINING 

18 The lecturer was 

knowledgeable about the 

training topics 

1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

19 The lecturer was a good 

communicator 
1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

20 The teaching materials were 

distributed in an organized 

manner 

1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

21 The topics were presented in 

an organized manner 
1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

22 Practical training was in 

accordance with theory studies 
1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

  
Strongly 

Disagree 

Disagree Neither agree 

nor disagree 

Agree Strongly 

Agree 

23 The duration of training was 

relevant 
1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 
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24 The training process was 

flexible 
1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

25 The overall atmosphere of the 

training was encouraging 
1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

What would you suggest doing better or change in the training program or organization of the 

training in the future? 

 

 

Thank you for your answers! 
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Annex 2 SURVEY OF TEACHERS “TECHNICIAN TRAININGS” 

Dear Teacher.  

The goals of the „Technician Trainings“ are to develop. implement and evaluate two-year dual 

training courses for the technician in an industry sector,  realized within the Project “Establishment 

of two-stage industry competence centers of vocational education and training”(ICC4VET). We 

would appreciate you taking a few minutes of your time to complete this evaluation form. Your 

comments and suggestions will help us to improve the training. The questionnaire is anonymous. To 

fill out it takes you only a few minutes.  

Please indicate appropriate selection 

BACKGROUND INFORMATION 

Period ⃞  the first/second week of the training ⃞  penultimate/last week of the training 

Gender ⃞  male ⃞  female 

Age ⃞  18 - 

24 

⃞  25 - 34 ⃞  35 – 44 ⃞  45 - 54 ⃞  55- 64 ⃞  65- ... 

Teaching 

experience 

⃞  less 

than 1 

year 

⃞  1-5 years ⃞  6-10 years ⃞  11- 20 years ⃞  21-30 

years 

⃞  more 

than 30 

years 

Country 

PP 

 ⃞  
Germany. 

PP2 

⃞  Poland. 

PP3 

⃞  Lithuania. 

PP4 

   ⃞  Lithuania. 

PP5   

⃞  Latvia. 

PP6 

⃞  Estonia. 

PP7 

Training 

measure  

 ⃞  
Language 

training 

⃞  Society& 

Environment 

   ⃞  Technology 

Construction& 

Project Work 

   ⃞   Business 

Administration& 

Management 

 ⃞    Vocational& 

Occupational Education 

Scope of 

training 

⃞  80 

hours 

⃞  100 hours ⃞  250 hours ⃞  350 hours ⃞  1300 hours 

Training 

time 

⃞  ….%  full time lessons 

in vocational school 

⃞  …. % work in enterprise ⃞  ….. % in a training 

workshop 
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I TRAINEES´ ENGAGEMENT AND THE ORGANIZATION OF THE TRAINING 

Please circle the appropriate number to indicate your level of satisfaction  

1 = very dissatisfied; 2=somewhat dissatisfied; 3= Neither satisfied nor dissatisfied; 

4=somewhat satisfied; 5=very satisfied 

Very 

dissatisfied 

Somewhat 

dissatisfied 

Neither 

satisfied nor 

dissatisfied 

Somewhat 

satisfied 

Very 

satisfied 

1 How do you evaluate 

trainees´ 

participation? 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

2 How do you evaluate 

trainees´ knowledge at 

the beginning of the 

training? 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

3 How do you evaluate 

trainees´ knowledge at 

the end of the 

training? 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

4 How do you evaluate 

trainees´ initiative? 
1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

5 How do you evaluate 

the length of the 

training? 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

6 How do you evaluate 

the overall 

atmosphere of the 

training? 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

7 How do you evaluate 

the close cooperation 

between trainees? 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

8 How do you evaluate 

the organization of the 

training? 

1  ⃞ 2  ⃞ 3  ⃞ 4  ⃞ 5  ⃞ 

What would you suggest doing better or change in the training program or organization of the 

training in the future? 
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II THE EVALUATION OF THE TRAINEES´ READINESS FOR INDEPENDENT 

WORK 

Please indicate your level of agreement with the statements listed below. 

1=Strongly Disagree; 2= Disagree; 3= Neither agree nor disagree; 4=Agree; 5=Strongly Agree 

  

Strongly 

Disagree 

Disagree Neither agree 

nor disagree 

Agree Strongly 

Agree 

9 The trainees acquired 

enough knowledge 
1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

10 The training improved 

trainees´ personal 

development 

1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

11 The training helps 

trainees to grow on 

professional level 

1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

12 The skills acquired 

during the training 

can be useful to 

trainees´ daily work 

1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

13 The training helps to 

improve trainees´ job 

situation 

1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

14 It is possible to 

implement this 

training in our country 

1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

15 It is possible to 

implement this 

training in other 

foreign countries 

1     ⃞ 2      ⃞ 3     ⃞ 4     ⃞ 5     ⃞ 

16 I am satisfied with the 

training program 
1     ⃞ 2      ⃞ 3     ⃞ 4    ⃞ 5     ⃞ 

Can you please give any constructive and helpful comments to make improvements? 

 

  

 

Thank you for your answers!  
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Annex 3 PERSONAL OPEN-ENDED INTERVIEW QUESTIONS WITH SELECTED 

PARTICIPANTS “TECHNICIAN TRAININGS” 

Dear Participant.  

The goals of the „Technician Trainings“ are to develop, implement and evaluate two-year dual 

training courses for the technician in an industry sector,  realized within the Project “Establishment 

of two-stage industry competence centers of vocational education and training”(ICC4VET). We 

would appreciate you taking a few minutes of your time to complete this evaluation form. Your 

comments and suggestions will help us to improve the training. The questionnaire is anonymous. 

 

1.  What you liked the most participating in the dual vocational training program? 

___________________________________________________________________________ 

___________________________________________________________________________ 

2. Which specific difficulties you encountered during participating in the dual vocational training 

program?  

___________________________________________________________________________ 

___________________________________________________________________________ 

3. Which theoretical knowledge you mostly lacked during the studies? 

___________________________________________________________________________ 

___________________________________________________________________________ 

4. Which part of the training was the most useful for you? 

___________________________________________________________________________ 

___________________________________________________________________________ 

5. How does participating in dual vocational training program prepare you for the future?  

___________________________________________________________________________ 

___________________________________________________________________________ 

6. If the training was repeated. what should be left out or changed? 

___________________________________________________________________________ 

___________________________________________________________________________ 

7. How satisfied were you with this training? 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

Thank you for your answers! 
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Annex 4 PERSONAL OPEN-ENDED INTERVIEW QUESTIONS WITH SELECTED 

TEACHERS “TECHNICIAN TRAININGS” 

Dear Teacher.  

The goals of the „Technician Trainings“ are to develop, implement and evaluate two-year dual 

training courses for the technician in an industry sector,  realized within the Project “Establishment 

of two-stage industry competence centers of vocational education and training”(ICC4VET). We 

would appreciate you taking a few minutes of your time to complete this evaluation form. Your 

comments and suggestions will help us to improve the training. The questionnaire is anonymous. 

1. Please indicate the main benefits of the training  „Technician Trainings“.

___________________________________________________________________________ 

___________________________________________________________________________ 

2. How would you evaluate content of „Technician Trainings“?

___________________________________________________________________________ 

___________________________________________________________________________ 

3. Please indicate knowledge and skills of which subject the trainee needs the most for the

technician´s job?

___________________________________________________________________________ 

___________________________________________________________________________ 

4. Which main difficulties you encountered during training process?

___________________________________________________________________________ 

___________________________________________________________________________ 

5. What kind of support would you expect from your country´s government?

___________________________________________________________________________ 

___________________________________________________________________________ 

6. How and why is the training beneficial for trainees in their future working life? Explain.

___________________________________________________________________________ 

___________________________________________________________________________ 

7. How satisfied were you with participating in this program/project?

___________________________________________________________________________ 

Thank you for your answers! 
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