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FOREWORD

In the past several years, it has become obvious that the market has transformed the world of supply 
of vocational education and adult training in Bosnia and Herzegovina. Schools are no longer the only 
providers of training. Businesses are impatient for inert, dormant and rigid education systems to move, 
adapt and respond to the increasing demand for adult training for the purpose of employment, and are 
therefore taking the initiative. 

There are various models and local solutions that tell us how impossible it is to copy and paste one 
model that would respond equally to everyone’s demands.  

Legislative frameworks and solutions are currently in the process of adoption, implementation, or revision 
throughout the country. At the same time, it appears that the key to success of these solutions, which 
is to respond to the current needs of economic innovation in a flexible and high-quality manner, lies in 
continuous improvements in the program quality and management capacities of adult education providers. 

This Handbook is based on the experiences of both implementation phases of our program that were 
gained through cooperation with a number of partners from the business and educational sectors. 
Based on these experiences, if training providers plan and implement their programs in cooperation 
with relevant industries and employers, these programs will be successful. 

Our intention was to clearly and concisely present the steps we believe a provider of vocational education 
and adult training should take in order to offer the market high quality and competitive training programs. 
The material is not exhaustive and will require further and continuous updating with new and revised 
chapters. 

We truly hope this Handbook will be of use in your work.
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1 INTRODUCTION

Establishing an efficient and open system of adult education in Bosnia and Herzegovina (BiH) is in the 
best interest of all of its citizens, who will contribute to achieving the development goals of the community 
to which they belong through their own development.1 Lifelong learning and adult education in BiH has 
been determined by a ‘dual’ strategic framework: first – ‘external’, consisting of international and EU 
documents signed and binding for BiH and second –‘internal’, consisting of development documents 
of multiple social sectors at the different levels of authority in BiH.2

adult education represents a significant component of the lifelong learning process that combines multiple 
forms and formal education programs and non-formal, informal and self-directed learning. This learning 
field includes a variety of topics: literacy and general (key, generic) skills, vocational education and training, 
family, civic, and environmental education in free time, and many other fields whose priorities depend 
on the specific needs of a country. In developing countries, lifelong learning, including adult education, 
is considered to be the best response to economic, social, cultural, environmental and other challenges. 
Awareness of the key role of adult education has increased in almost all countries, while in many EU 
member states an overall lifelong learning strategy has been adopted in response to the Lisbon Strategy. 
The advantages of adult education include socio-economic growth and the development of individuals 
and society as a whole. Adults who continuously work on their own development are most often more 
active and have better employment opportunities than those who do not invest in their own education.

The dynamics of trends and conditions in the labor market as measured through benchmarks as well as 
current trends and structural relationships point to key characteristics of the BiH labor market including: a 
high rate of long-term unemployment, a high rate of youth unemployment, a gap between supply, demand 
and employment, a considerable increase in the number of unemployed graduates, regional differences 
in unemployment rates and a huge number of difficult to employ people. The considerable imbalance in 
the labor market indicates structural imbalances between supply and demand in two main forms: there 
is demand for workers with specific qualifications, which are in short supply, and there is surplus of 
people with unnecessary qualifications. This is additionally caused because employers, in addition to 
basic qualifications gained through regular education, increasingly demand other skills and competences, 
as well as practical knowledge and skills for independently carrying out jobs and professional tasks.

Adult education has been recognized as a necessary means, which may and should contribute to 
creating new jobs and raising competitiveness by enhancing the business environment and developing 
skilled human resources in response to labor market needs. Improvements to knowledge, skills and 
competences increase employment opportunities and should develop lifelong learning. It is necessary 
to carry out varied training programs suitable for each target group, in an attempt to match supply and 
demand in the labor market as much as possible. This can be done through developing knowledge, 
skills and competences, and thus improving employment and employability, in particular of those who 
are most vulnerable in the labor market because of their poor competitiveness and social exclusion. 
Career guidance, education, and the labor market are interdependent, and represent the basis for the 
functioning of the entire economy of a country. It is a very complex relationship demanding a high level 
of professionalism and responsibility of their leaders and a high level of commitment and focus on 
pre-set goals – highly educated personnel, with expertise and practical knowledge and skills of career 
guidance in the labor market, offering new and diverse employment opportunities.

Adult education includes the entire spectrum of formal, non-formal and informal education and learning. 
It also includes active participation in society, personal fulfilment, social inclusion, as well as aspects 



1. INTRODUCTION

14

related to employment. The principles which support adult education and affect its successful application 
through the implementation of programs emphasize a focus on the student and on the importance of 
equal opportunities and equal treatment of those to whom the training is intended.

The Strategic Platform for Adult Education in the Context of Lifelong Learning in BiH 2014-2020. 
(hereinafter: Strategic Platform) identified the following benefits of adult education in BiH based on 
SWOT analysis3: a long tradition and vast experience in implementing adult education programs, certain 
infrastructure exists for the implementation of adult education, the high number of educational and 
other institutions offering adult education programs, a great diversity of formal and non-formal adult 
education programs, qualified teaching staff for the implementation of formal and non-formal adult 
education, seriousness in addressing adult education, an existing network of schools and institutions 
for formal adult education, awareness and a clearly-expressed position by key social partners and other 
interested groups that adult education is important. 

Prior experiences in the development and implementation of adult education programs indicate that 
despite a significant number of success stories and examples, there is still a lack of standardization of 
the processes and the results of such activities. This Handbook for adult training providers has been 
prepared given the importance of adult education mentioned above, particularly in the context of high 
structural unemployment and a discrepancy between the educational system and labor market needs in 
BiH. Based on the analysis of best practices in BiH, this manual includes basic guidelines for all steps 
in the process of implementing adult education, starting from establishing a center, through analysis 
of the market and need for specific training programs, the process of developing training programs, to 
the required activities in order to ensure high quality and the financial sustainability of the center. These 
guidelines have been divided into two key chapters. Chapter Three ‘How to start’ explains the procedure 
for establishing an adult education center, methods for analysis of the market and need for specific 
programs and presents in detail the steps in the process of developing an adult education program. 
Chapter Four ‘How to improve’ provides guidelines for the quality assurance process, development of 
a business plan, setting prices, and the financial sustainability of the center. Each chapter ends with a 
list of useful annexes and suggested literature for those who wish to get additional information on the 
steps briefly explained in the relevant chapter.

.

1.2 Who should use this Handbook?

The key users of this Handbook are training providers, as defined in the glossary. Training providers, 
both prospective and current, will find basic guidelines on how to start and improve the process of 
implementing an adult education program.

This Handbook may in addition be beneficial to other institutions pursuing education and employment. 
As mentioned above, the key objective of these organizations should be a highly educated staff, with 
expertise and practical knowledge and skills of career guidance in the labor market, and to offer new and 
diverse employment opportunities. This means that this Handbook may be of use to all decision makers 
in the fields of education and the labor market, such as ministries of education, pedagogical institutes, 
ministries of labor, employment services, regional development agencies, and similar organizations.
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NOTES

1See more: Ministry of Civil Affairs of Bosnia and Herzegovina. Principles and standards in adult education 
in Bosnia and Herzegovina. (Official Gazette of BiH 39/2014)

2See more: Ministry of Civil Affairs of Bosnia and Herzegovina. Strategic platform of Adult Education 
Development in the context of life-long learning in Bosnia and Herzegovina. (Official Gazette of BiH 96/2014)

3ibid
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2 GLOSSARY

The concepts used in this Handbook have the following meanings:

Accreditation means the procedure (as well as the result of the procedure) of accrediting in which the right 
is granted by a competent body to carry out a role or provide certain services. It relates to institutions, 
services, joint or executing bodies, educators and, also, programs (including curricula, modules, etc.).

Achievement standards are the criteria used in an occupation for establishing whether or not the task 
was carried out satisfactorily.

Adult education providers, pursuant to the Draft Law on Adult Education Principles in the Federation of 
BiH, Article 11, ‘Formal, or non-formal adult education … may be provided by primary schools, secondary 
schools, higher education institutions, adult education institutions, foreign language schools/centers, 
ICT schools/centers, cultural and education centers, driving schools, institutions for accommodation 
and care of disabled persons, penal and other institutions, public employment services, associations of 
citizens, businesses, and other legal entities that have listed adult education, inter alia, as one of their 
activities and have met the requirements stipulated by the Law.’ Pursuant to the Law on Adult Education 
of the Republika Srpska (Official Gazette of the RS, 59/09), ‘Adult education, either as a regular activity 
or an activity that they regularly follow, may be pursued by primary and secondary schools registered 
for adult education and specialized organizations for adult education such as workers’ universities, 
training centers, foreign language schools, driving schools as well as other legal entities meeting the 
requirements prescribed under individual adult education programs.’ Adult education providers was 
used in this Handbook consistently with these definitions.

Adult education standards are the agreed norms for organizing the adult education system in Bosnia 
and Herzegovina, whose consistent application ensures the recognized status of an adult education 
provider and educational processes, regardless if the standards are at the state/entity/cantonal level 
and the ethnic, cultural, economic and other circumstances of the environment where the education is 
implemented. 

Advisor (trainer or facilitator) is a person who guides a DACUM process and directs workers as he/she 
establishes their duties and tasks.

Analysis of teaching means the process of identifying all activities necessary for a teacher to teach and 
assess whether a task has been mastered.

Balance sheet means a financial statement giving insight into the assets available to the company and 
sources of funding from which the assets were obtained.

Break-even analysis means the method of determining the volume of sales where sales (program 
implementation) will only cover the operating expenses – or the point at which the organizational 
operations will be at zero.

Business plan is a written document describing in detail the proposed new venture and anticipated 
business results, drawn up by an entrepreneur (the founder of a center) and/or persons hired by him/her, 
in order to have a detailed and realistic overview of the goals, implementation activities and potential 
of the new business venture.
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Cash flow statement is a financial statement indicating company revenues and expenditures and its 
ability to achieve a positive cash flow.

CEDEFOP (European Center for the Development of Vocational Training) is the European agency 
established in 1975 in Berlin and relocated to Thessaloniki, Greece, in 1995. It assists in the improvement 
and development of vocational education and training in the EU. It is an EU reference center for vocational 
education and training and one of first specialized and decentralized agencies established to provide 
scientific and technical knowledge in certain areas and promote the exchange of ideas among different 
European partners. CEDEFOP promotes lifelong learning throughout the enlarged EU, provides information 
on vocational education and training system, and analyses, policies, research and practices. Some of 
CEDEFOP tasks are: to collect selected documents and data analyses; to contribute to the development 
and coordination of research; to use and disseminate information; to encourage joint approaches to the 
issues of vocational education and training; and to ensure a forum for discussion and exchange of ideas.

Certification means a formal process to prove that an individual possesses qualities necessary for 
carrying out an action. In other words, it is a process of formal recognition of achievement or compliance. 
Certification refers to individuals. An individual is trained to carry out a service or certain roles and tasks 
when properly certified or issued with an appropriate certificate/diploma.

Competences means the ability to apply knowledge, skills and personal, social and methodological 
abilities in the workplace or during learning, as well as in private and professional development.

Continuing vocational education and training (CVET) pertains to any program or learning (with or 
without gaining a qualification) following compulsory education and training; education or training after 
compulsory education or training. It is usually short and does not lead directly to a higher education 
degree. If it contains only vocational aspects, then it is only a Continuing Vocational Training (CVT).

Coordinator is a person planning the DACUM process and carrying out all preparations (including the 
selection of skilled workers).

Copenhagen process is a european process of cooperation in vocational education and training based on 
the Copenhagen Declaration (signed by ministers of education from 31 European countries in Copenhagen 
in 2002). The process seeks to help Europeans to meet labor market requirements and allow them to 
follow personal training needs among varied levels of education and varied occupations, sectors and 
countries. All this will play a key role in achieving the goal of the Lisbon Strategy of the EU becoming 
the most dynamic knowledge-based economy in the world until 2010. The Declaration addresses issues 
such as transparency, qualifications, quality assurance, principles, lifelong guidance, etc.

Curriculum means a system containing an orderly arrangement of activities of teaching, learning, and 
experience that a student should gain in order to achieve specific educational objectives.

Curriculum development is a practical and rational system designed to: collect data regarding needs; 
make decisions; establish content, standards and training activities; assess both processes and products; 
and revise educational programs pertaining to the occupation.

DACUM is an acronym for developing a curriculum. It is an approach to job or occupational analysis, 
which includes convening a board of experts for the occupation that is led by a trained facilitator in order 
to specify in detail the duties and tasks that the workers should carry out in their occupation.

DACUM chart (or map) is a diagram or matrix of duties and related tasks required from workers in a 
given occupation.

Duty means arbitrary or suitable clustering of similar or related tasks.
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Entry-level skills are skills required by a beginning worker in an occupation in order to be immediately 
productive following the entry into the occupation.

EQARF Recommendation – Recommendation of the European Parliament and of the Council of 18 
June 2009 on the establishment of a European Quality Assurance Reference Framework for Vocational 
Education and Training.

European Qualifications Framework (EQF), means a framework developed by the European Commission 
to facilitate the development of a national qualifications framework. It maintains the functioning of an 
organized system, allowing the user to clearly see the interconnection of qualifications embedded in 
different national sectoral systems in Europe. This is done through the structure of common reference 
levels of learning outcomes. 

European Quality Assurance in Vocational Education and Training (EQAVET) is a reference instrument 
designed to help EU Member States promote and monitor the continuous improvement of their vocational 
education and training systems on the basis of commonly agreed recommendations. EQUAVET is 
a voluntary system, which should be applied by public authorities and other bodies pursuing quality 
assurance.

Expert is a person with expertise in an occupation.

Expertise means indicated achievement of knowledge, skills and attitudes required from a worker to 
perform a task.

External quality assurance relates rather to the responsibility and the fact that an adult education 
provider outside VET schools and adult education providers issues a quality statement in relation to 
achievement of standards.

Fixed costs are operating expenses which exist and do not change whether or not the education program 
is implemented.

Formal education means learning directed by a teacher or instructor, implemented in an educational 
institution, according to curricula approved by competent educational authorities and finalized by an 
appropriate public document.

Framework for Qualifications of the European Higher Education Area is a document adopted by the 
Conference of European Ministers responsible for Higher Education in Bergen in 2005, defining generic 
descriptors for each of the three cycles of education and applied in all countries that are signatories to 
the Bologna Process.

Income statement means a financial statement indicating revenues, expenditures and net income that 
the company achieved in a certain period.

Indicative descriptor means an indicative, rather than a prescribed, description of a quality criterion, so 
that each VET provider could use it to identify its own quality indicators.

Informal learning means spontaneous learning and gaining knowledge and skills through daily activities.

Initial vocational education and training (IVET) means education and training which is, in principle, carried 
out prior to or after the first occupation/employment/working life, in the initial system of education and 
training of a country. IVET may be carried out at any level of general or vocational education (full time 
education in school or alternating training system) or via practical training. Some training undertaken at 
the start of working life may also be considered as initial training (also during retraining and reskilling).

International Labor Organization (ILO) is the organization established in 1919 to improve social justice 
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and ensure better working conditions throughout the world. In 1946, it became the first specialized 
agency connected to the United Nations. It is a tripartite organization, composed of representatives of 
workers, employers, and governments with equal status.

Job – See: occupation.

Job analysis means the process of organized collection and arranging relevant data and information 
on jobs, required knowledge and competences, responsibilities and other requirements necessary for 
carrying out a job. Information on a job has two orientations: towards the workplace (the job title, job 
description, duties and responsibilities, etc.) and towards the worker (vocational degree, work experience, 
knowledge of foreign language, etc.).

Job (occupation) description is a detailed list of a person’s duties and tasks in his/her job/occupation.

Knowledge is a set of facts, principles, theories and practices pertaining to the area of work or study. It 
results from adopting information in the process of learning. In the context of the European Qualification 
Framework for Lifelong Learning, knowledge is described as theoretical and/or factual.

Learning outcomes describe what a trainee/student/learning person knows, understands and can do 
on the basis of a completed learning process, defined through knowledge, skills and competences.

Level of qualification is a level at which the task was performed.

Lifelong learning means connecting formal, non-formal and informal learning to have the opportunity 
for constant improvement in the quality of life.

List of tasks – See DACUM chart.

National qualifications framework means an instrument for the classification of qualifications obtained 
in a country, providing the basis for clarity, access, progression, obtaining, and quality of qualifications. 

Non-formal education means an organized process of learning and education directed towards the 
improvement, specialization and upgrading of knowledge, skills and competences according to special 
programs organized by adult education providers (regular schools, training centers, companies, agencies, 
etc.).

Occupation is the name for a group of workers performing the same or similar duties and tasks for the 
common purpose of earning a living.

Occupational analysis means the process of identifying duties and tasks required from a successful 
employee in an occupation.

Occupational field is the main classification of related specific occupations which include general 
products, processes or services (e.g. healthcare, construction, etc.).

Occupational profile – See DACUM chart.

Occupational standard is a list of all jobs that an individual performs in a certain occupation and a list 
of competences necessary for their successful performance.

Qualification is a formal title for the result of the assessment and validation process, obtained when the 
competent authority determines that the individual has accomplished the learning outcomes according 
to the intended standards.

Qualifications Framework in Bosnia and Herzegovina (QFBiH) is an instrument for classifying qualifications 
gained in Bosnia and Herzegovina that provides a basis for clarity, access, progression, obtaining, and 
quality of qualifications.
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Qualification standards pertains to all normative provisions related to each involved component necessary 
for gaining qualification. Standards are usually included as an integral part of the qualification framework. 
If the framework is at the national level, then it is called a ‘National Qualification Framework’. Since 
qualification is based on evaluation, the individual who is active in efforts to gain qualification (who has 
applied for it) is called a ‘qualification candidate’, while the person in the process of learning, education 
or training that leads to qualification is called an ‘apprentice, student’, or ‘student’. Qualification exists 
for an individual if he/she received a relevant certificate.

Quality is a notion hard to define as it changes over time and has many different meanings in different 
societies, or even in different organizations in the same society. Quality may refer to individuals, joint 
bodies, operations and activities, programs, projects, organizations, etc. ‘Quality’ represents certain 
properties, characteristics, and features of an individual, system, process or product.

Quality assurance means the system and procedures applied in order to preserve agreed-upon standards 
of products and services and their ongoing improvement.

Related vocational (technical) knowledge means the minimum knowledge (facts, concepts, principles, 
and procedures) required for an occupation.

Self-assessment may be defined as any process or methodology implemented by a VET provider under 
its own responsibility, in order to evaluate its own performance.

Skills represent an ability to apply knowledge and use the ‘know-how’ principle to perform a task, and 
are of use when addressing an issue. Skills may be cognitive (including the use of logical, intuitive and 
creative thinking), practical (including physical dexterity and the use of methods, materials, devices, and 
instruments) and social (communication and cooperation skills, emotional intelligence, etc.).

Task means a specific perceivable labor unit; in itself is a whole (with certain starting and ending points); 
which may be divided into two or more steps; may be performed during a limited period of time. Once 
completed, the task results in a product, service or decision. It is what a worker is usually paid for. Typical 
occupations consist of 50-300 tasks.

Task analysis means the process of analyzing the task in order to determine the steps in performing 
the task, required the related technical knowledge that students need, and standards of business 
achievement for the task.

Training is the process of improvement of a person’s achievements by gaining knowledge, skills and 
attitudes required from an individual to achieve a specific objective of an occupation. 

Variable costs are costs depending (varying) on the implementation of an educational program and the 
number of students.

Verification is a process in which experts review, confirm or revise statements of tasks established 
through job analysis.
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3 HOW TO START?
Objectives of this chapter:

 describe the steps of registering an adult education center

 Describe the importance of and methods for carrying out market analysis

 Explain the link between the occupational/job analysis and training program development

 Present DACUM as one of recommended ways of drafting occupational/job analyses in 
order to identify the competences that will be developed in the training program

 Explain the structure of an adult training program with a particular emphasis on program 
outcomes

 Indicate the importance of a syllabus and detailed preparation of a lesson

 Indicate the importance of assessing training program participants’ achievements and of 
modifications to the training program and training program syllabus.

3.1 Registration of adult education providers

The procedure for registering adult education providers is explained in this section. The main steps 
are explained in as a generalized procedure with little reference to the specific legislation in order to 
be applicable regardless of the specific legislation at different levels of authority, and regardless of 
potential future changes to the legislation. However, these steps should only be considered guidelines 
and it is still important to study the current legislation applicable to the entity or canton in which an 
adult education provider will be established.

Figure 1. Set of steps to be taken in establishing a center

The steps depicted in figure 1 above are elaborated below.

Founder of 
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2
3

4
5 Founder of 

institution

application for program  implementation
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implementation

Minutes regarding meeting the requirements

start of the program

Competent ministry

Competent ministry

Commission
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1. The founder of an institution for adult education (lifelong learning) that is registered for the activity 
submits an application to the competent ministry for the implementation of program/application 
for establishing (in FBiH) or application in response to an open public call published by the RS Adult 
Education Institute. Prior to the submission of the application, the founder of the institution must 
arrange all material, technical and personnel conditions for the implementation of the program, and 
develop the program of formal education in line with the Law. Each competent ministry (in the RS at 
the entity level, and in FBiH at the cantonal level) has its law and a set of regulations to be studied prior 
to the submission of the application. The following documents should be attached to the application:

a. Excerpt from the court register (to prove that the founder has been registered for the activity 
of formal adult education)

b. Program of formal adult education (study) in line with the law which should contain the 
following elements:  

 program title

 Curriculum content

 Method and form of program implementation 

 program duration and methods of verification

 The conclusion of the program and the possibility for further advancement and 
development

 Educational background, vocational degree, occupation, or description of knowledge, 
skills and competences to be obtained upon the program completion

 Enrolment requirements

 Personnel, didactical and spatial requirements for program implementation

 Pedagogical and adult educational basis focusing on didactic and methodical requirements 
for the implementation of program 

 Monitoring, assessment and evaluation of the program and its achievements

c. Evidence of professionals’ competences to implement adult education programs (employment 
contract, diploma, proof of being trained to work with adults, contract between the institution 
and potential employee, in case of hiring a person employed elsewhere, proof of his/her work 
engagement in another institution and consent of the employer for his/her engagement)

d. Proof that the institution owns or leases space where the teaching will take place and 
equipment and classroom material, as well as that it meets other material requirements 
for the implementation of program in line with established standards and regulations

e. Proof of funds for the program implementation (deposited minimum funds necessary for 
the start of the program implementation and a statement that total necessary funds have 
been secured for the implementation of the complete program. The program provider 
has a material responsibility to indemnify the students in case the started program is not 
completed by the planned deadline
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 f. Proof of payment to the ministry in the amount set by the government of the Canton/Entity 
for the procedural costs regarding the application/call

g. Proof of payment in the amount set by the government for granting the implementation of 
an adult education program

h. Statement on the planned maximum number of students per program/programs for which 
they have spatial, material, technical and personnel capacities

2. The competent ministry appoints a commission (the composition may differ but commonly there is 
an odd number of members including the chairperson of the commission) who receive all documents 
that were attached to the application or competitive application

3. The Commission inspects the documents, conducts an investigation on the spot and composes 
minutes which are forwarded to the competent ministry

4. Based on the opinion of the Commission, the competent ministry issues a Decision granting the 
implementation of the program, which is then forwarded to the founder

5. Based on the Decision, the founder starts the implementation of the adult education program.

As mentioned above, these steps do not eliminate the need for further studying applicable legislation 
during registration. Table 1 provides a list of legislation governing the issue of adult education in BiH, 
applicable at the time of drafting the Handbook with chronology of their development.

Table 1. Chronology of development of the legal framework4

Year Document Level of 
authority

2007

(2009-2011)

law on adult education of the rs

law on amendments to the law on adult education of the rs 

institute for adult education of the rs 

Entity

2013 Law on Adult Education of the Una-Sana Canton Cantonal 

2014 Draft Law on Principles of Adult Education in FBiH Entity 

2015 Law on Adult Education in the Zenica-Doboj Canton Cantonal

2015 Law on Adult Education in the Bosnian-Podrinje Canton Cantonal

2015 Law on Adult Education in the West Herzegovina Canton Cantonal

2015 Law on Adult Education of the Tuzla Canton Cantonal

2015 Law on Adult Education of the Sarajevo Canton Cantonal

2016 Law on Adult Education of the Canton 10 Cantonal

2017 Law on Adult Education of the Central Bosnia Canton Cantonal

2018 Law on Adult Education of the Herzegovina-Neretva Canton Cantonal

2018 Law on Adult Education of the Brčko District of BiH Brčko District

Source: Popović, B. (2016); DVV International (2018)
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3.2 Market analysis
3.2.1 Introduction

Market analysis is one of initial activities when establishing a center and starting or revising an adult 
education program. Informed decisions regarding program selection of a new or existing center may 
be made based on market analysis in order to provide an adequate response to the demand for such 
services and ensure the financial sustainability of the center.

Market analysis consists of analysis of the environment, analysis of competitors, as well as analysis 
of demand. The methods and steps in the analyses of environment and of competitors are explained 
in Chapter Five. This section explains how to collect available information to identify demand for adult 
education center services and design appropriate programs that will reduce the gap5 between the 
existing and necessary skills in the labor market. Collecting information in order to make appropriate 
decisions may refer to defining initial services within a newly-established adult education provider, the 
introduction of a completely new program, redesigning an existing program within the existing adult 
education provider, or defining the need for individual modules within a targeted occupation. In addition, 
such information may be used to make appropriate decisions on the development of an adult education 
center, the need for recruiting additional staff and purchasing additional equipment, organizing additional 
trainings for educators, etc.

Prior to program development, it is necessary to gather information on the labor market needs. In most 
cases, adult education providers tend to rely on their own experience and knowledge for planning the 
trainings that they will provide. In addition, they often belong to professional networks and exchange 
experiences with other institutions regarding the training offered and solutions for meeting or creating 
demand for certain occupations. However, classifying the processes of data collection and analysis is 
recommended, so that the results of these data collection and analysis activities can provide adequate 
inputs for program development. The figure below presents the basic steps to be carried out in a market 
analysis.

Figure 2: Steps to be taken in a market analysis

source: authors

The recommendations regarding market analysis in this section of the Handbook focus on researching 
the need for new adult education programs6. These recommendations are consistent with the need 
for a market-oriented approach by the adult education providers who will use the Handbook. They are 
based on available literature on market research for the purpose of developing products that has been 
adapted to this field through additional handbooks for the analysis of labor market needs. The steps 
for such a market analysis that are presented later in this section are depicted in the diagram above. 
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3.2.2 Defining objectives of the analysis

Market analysis should answer the following questions: who are potential ‘buyers’, what are their specific 
needs that can be met by implementing appropriate programs, how much are the buyers ready to pay 
(‘booking price’), are there any competitors, what is the size of the market and what are the trends of 
market growth, etc. At this stage, it is necessary to understand that there different stakeholders have 
different interests, and it is necessary to analyze and properly formulate a strategy to respond to such 
needs. 

Most often, adult education providers set the following questions as research objectives (indicating 
potential sources of data that might answer each question):

Table 2: Key research questions of adult education providers regarding market analysis 
QUESTION SOURCE OF DATA

What knowledge and skills are required by employers for 
occupation X?

Surveys of employers, interviews with key employers

What knowledge and skills do individuals trained for 
occupation X lack?

Surveys of students, surveys on labor force

What trends are affecting adult learning and the needs of 
employers for education and training, such as population 
movements and the emergence of new industrial sectors 
(e.g. if a big investor plans to create a major number of jobs 
in that area, adult education institutions should take the 
opportunity to provide adequate training programs to prepare 
people for their new tasks)?

statistical bulletins and reports on macroeconomic 
trends, demographics, education, industry; monitoring 
media; contacts within the local community; 
cooperation with local councils for employment and/
or economic development

What existing community programs and resources are 
available to meet the identified education and training needs?

Collecting data on competitors, statistics in the field 
of education

source: authors

Depending on the predefined research objectives, a research plan will be developed to define the necessary 
data and data collection methods in order to answer these questions. 

3.2.3 Methodology

To properly answer the questions posed as the purpose of the market analysis itself, it is necessary to 
define the method of data collection, from whom it will be collected, and how the collected data will 
be processed.

In collecting data, it is necessary to answer a set of questions in advance. The following are some of 
the questions and their possible answers: 

  What will be collected? It is necessary to define a list of useful information for the purpose 
of responding to the predefined market analysis objective. On this basis, a questionnaire 
to collect the data necessary to be obtained in the primary research can be developed. A 
questionnaire sample is available in Annex 3.1. The key principle is to keep the questionnaire 
as short as possible in order to appreciate the time of respondents but still to have the 
possibility to obtain the key information needed. After developing the questionnaire, it is 
recommended to test it by having two-three employers fill it in and comment on the length, 
relevance, clarity of questions, etc.

  From whom will the data be collected? Depending on the type of data, we first have to define 
the data sources or, in other words, to identify what is already available and what needs to be 
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collected through the primary research. For the primary research, it is necessary to identify 
the sample size and list of respondents. In such research, particularly because this is the 
collection of qualitative data, it is not necessary to have a sample that is representative for 
the overall population according to probability theory, but rather to have a sufficient number 
of respondents. It is often recommended to have 20 employers, although the number may 
vary depending on the objective of the research. It is also recommended that the respondents 
come from companies of different sizes with more large companies in the sample as they 
have more experience and information on specific occupations. In addition, contact may 
be established with employers who recently published vacancies and may have ‘fresh’ 
experience available regarding the gap between required and available skills. It is worth 
mentioning here that the sample of respondents should not be limited to employers directly 
cooperating with the educational institution but to also include other employers who may be 
future beneficiaries of the training program. Lists of employers are usually available from 
regional chambers of commerce, public employment services, and similar institutions. In 
addition, it is important to clearly identify the respondents in the selected companies. They 
must be persons involved in the process of employment and professional development of 
employees. In smaller companies, it is usually the owner/director, while bigger companies 
usually have a special manager for that task (HR manager).

  Who will collect the data? The cooperation with employers is of key importance for the 
work of educational institutions, and also for the efficiency of the process itself. It is 
therefore recommended that primary data from employers be collected by an employee 
of the educational institution responsible for cooperation with employers. However, it is 
important that those who collect data be adequately prepared for conducting interviews 
through proper training, and if possible that they be persons with prior experience in such 
activities.

  How will the data be collected? Data from primary sources, or obtained by contacting 
employers, are best collected through personal interviews. Although telephone or online 
questionnaires have a financial advantage, due to the nature of information to be collected 
it is recommended that direct contact be established. These contacts should also be 
considered as promotional activities for getting the market familiar with programs offered 
by educational institutions. In addition to data collection, they can also lead to initiating 
cooperation with new employers.

3.2.4 Data collection

 a. Secondary data

The main principle in market research is the collection of any available data from secondary 
sources, and then collecting necessary additional primary data. Secondary data are those already 
made available to the researcher and may serve to obtain an answer to the research questions. 
Primary data are those the researcher must gather exclusively for the purpose of his/her own 
research, because data from secondary sources are not available or adequate. The main source 
of data for the development of training program globally is research on skills prediction, in which 
institutions such as public employment services and educational institutions combine data from 
different sources to obtain the necessary information for adequate planning of employment 
and educational policies. The methods of skills prediction vary from quantitative projections 
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of employment per sector and occupation, based on macroeconomic modelling, to qualitative 
methods (such as focus groups, round tables, vocational interviews, forecasting and scenario 
development), surveys of employers regarding demand, and research of transitions of recent 
graduates to the labor market. Data obtainable from surveys of employers carried out by public 
employment services in BiH (Agency and entities’ institutes) can be particularly useful. Such 
research provides direct information on the current lack of skills and difficulties in employment, 
needs for training and short-term hiring plans by employers, company owners and managers, or 
directors of human resources. On the basis of such information, specific occupations and skills 
in short supply may be established that require organizing training programs. It is also possible 
to assess trends in demand for specific occupations and skills in a geographical area. Although 
the use of combined analyses, which include macroeconomic forecasts, quality research and 
research regarding tracer studies would be of great assistance in getting an overall picture of 
the skill outlook in BiH, such studies have not yet been implemented. 

b. Primary data

Although secondary data may be abundant and easily available, it will often be necessary for an 
educational institution to implement limited primary information collection. Since educational 
institutions do not have the personnel and financial resources to carry out extensive research 
due to the nature of their business, the Handbook contains guideline on how to collect necessary 
data from primary sources as efficiently as possible.

The most common reason why educational institutions carry out market research is that the 
secondary data mainly provide information at regional or national levels, while the market for 
those institutions is local, particularly given the low mobility of the labor force available in BiH.

Employers are key sources for the collection of necessary primary data. It is possible to obtain 
additional qualitative data from interviews and focus groups with employers on the demand 
for skills and qualifications which not available in secondary sources. Such information can 
also be obtained from individuals, such as the unemployed or employees of certain companies, 
whose experience in a job search or work can identify the discrepancies between existing skills 
(mainly obtained through formal education) and skills necessary in a job.

3.2.5 Data processing

Data collected through the procedure described above need to be adequately processed so that the 
data analysis results can be presented in a form that provides the necessary answers in a manner that 
is clear to those who will use the results to make decisions on program development. The approach to 
data processing should meet the needs of the end users of the research and confirm the possibility of 
generalizing the obtained results. Therefore, it is important when planning the research to define the 
method of processing such data, the form in which the data will be presented to users, and the method 
of analyzing the data including appropriate statistical tests based on which the validity of the obtained 
information for making appropriate decisions may be established. Although the information may be 
collected and processed rather simply for most answers, it is recommended that the adult education 
provider hire an expert or organization specialized in providing such services for research that demands 
the collection of extensive primary data.



3. HOW TO START?

30

3.3 Occupational/job analysis

This chapter presents different approaches to the implementation of occupational/job analysis, including 
the purpose of occupational/job analysis, the implementation process, the importance of adhering 
to main principles when implementing occupation/job analysis, and the appearance of the results of 
occupational/job analysis. DACUM analysis is recommended as the main method for the implementation 
of occupational/job analysis. This method ensures participative analysis of duties, tasks, knowledge, 
skills, behavior, tools and equipment as well as future trends in occupational development. Occupational/
job analysis is a process of collecting data on steps, tasks and duties performed by employees in an 
occupation/job in order to develop and/or adapt the content of the training program to the necessary 
competences for the given occupation/job. 

Labor economies have changed considerably in the past 20 years. Occupations/jobs are becoming 
increasingly complex. Employees have more responsibilities requiring complex competences and less 
routine. Routine tasks are increasingly carried out by automated, robotized mechanisms. Therefore, 
economies require the flexibility and mobility of the labor force and of production, and adoption of 
innovative technologies as a response to market demands. The development of small and medium-sized 
entrepreneurship, the knowledge economy and the service sector have increased the demand for a flexible 
labor force. Such changes have caused an evolution from initial occupational/job analysis focused on 
tasks (job analysis) to wider analyses focused on competences (DACUM analysis or functional analysis). 
Job analysis, DACUM analysis and functional analysis are presented in this chapter of the Handbook.

Ensuring training quality for students requires harmonization between the competences that are developed 
during training and the requirements of specific occupation/job from students. The national policies of 
developed countries prescribe occupational standards and qualification standards in order to facilitate 
a balance of competences developed during training and the requirements of the occupation/job and/
or market. The development of occupational standards and qualification standards is based on the 
implemented occupation analysis and they jointly become the basis for the development of training 
program and validation of what was learned. In BiH, the development of occupational standards and 
establishing policies for the development of qualification standards have been initiated. However, at 
the time of drafting the Handbook, many occupations lack established occupational standards, and 
therefore also lack a qualification standard. On the other hand, the need to establish a training program 
for adults (either as a training program, upskilling or reskilling) requires a faster reaction to the market. 
As a result, this Handbook is focused on the process of occupational/job analysis and use of the data 
obtained for training program development and implementation, whether or not occupational standards 
and qualification standards are in place.

This chapter contains terminology related to the processes of adopting new knowledge and skills with 
the following meanings:

Training
Acquiring new knowledge and skills allowing the student in the minimum time following the 
completion of the program to more independently and productively perform work and working 
tasks for some simple occupations.

Upskilling
Acquiring new knowledge and skills, intended for students with only primary education or 
who have interrupted secondary education and wish to continue it, either in their existing 
occupation or another occupation.

Reskilling Acquiring new knowledge and skills, or qualification for a new occupation, on the basis of the 
previous educational background.

Occupation
A set of jobs and working tasks (work positions) which are organizationally and technologically 
so related and interconnected in their content and type that they can be carried out by one 
person with appropriate knowledge, competences and skills.
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Job (position)
A set of working tasks performed by one person. Data on organizationally and technological 
related jobs or positions are grouped together into occupations. Jobs may be more or less 
complex.

Qualification
The formal title of the result of a process of assessment and validation, obtained when a 
competent body has determined that the individual accomplished learning outcomes according 
to an established standard.

Qualification 
standard

A standard which determines the requirements for obtaining a public document regarding 
a certain qualification. It includes all the data necessary to determine the level, credits and 
qualification profiles, as well as the data necessary for ensuring the quality of qualification 
standards. 

Occupational 
standard

A list of all jobs that an individual performs in an occupation and a list of competences 
necessary for their successful performance.

Formal education
Learning directed by a teacher or instructor that is acquired in an educational institution, 
according to curricula approved by competent educational authorities, and resulting in an 
appropriate public document.

Non-formal 
education

An organized process of learning and education directed towards the development, specialization 
and updating the knowledge, skills, and competences according to special programs carried 
out by providers of education and training (regular schools, training centers, companies, 
agencies, etc.).

Informal learning Spontaneous learning and acquiring knowledge and skills through daily activities.

A training program may be created only on the basis of occupational/job analysis, but any occupational 
and qualification standards should also be taken into account. Occupational and qualification standards 
require adhering to certain principles and structure that the process of occupational/job analysis should 
follow in order to be compliant and lead to high quality training programs. Occupational and qualification 
standards are not a prerequisite for creating a training program, but they contribute to its quality. An 
occupational standard may be developed by a training provider or institution carrying out an occupation 
analysis, or there may be already-developed standards available. An occupational standard is an excellent 
means of verification of the identified competences following the process of occupational analysis. It 
is not recommended to use an occupational standard created by another institution as the basis for 
developing the training program, given that there may have been changes to the necessary competences 
over time, or that positions in companies used as the basis for developing the occupational standards 
may differ from positions in companies for which the occupational analysis is carried out. 

Figure 3: The connection between activities of analysis and standards
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3.3.1 Carrying out occupational/job analysis

There are a number of techniques for carrying out occupational/job analysis: work observation, interviews 
(individual or group), questionnaires, a review of current documents (job description, occupational 
standards in other countries, description of a technological process, etc.), conferences, and any other 
research technique. 

The following three approaches to carrying out occupational/job analysis best reflect the principles 
mentioned above: job/task analysis, DACUM, and functional analysis.

Regardless of the method used for occupational/job analysis, the products of analysis should provide 
information on:

 steps, tasks and duties to be carried out

 lists of general knowledge and skills the employee should have

 necessary forms of behavior of employees (with equipment and towards others)

 list of tools/equipment/materials/accessories used while performing tasks

 assumptions on future trends in the development of the occupation

The products of the analysis are used as the basis for planning and development of a training program 
and for the development of occupational standards. 

Occupational standards consist of performance standards that individuals are to achieve when carrying 
out tasks on their job, together with specifications of basic knowledge, skills and competences. They 
categorize and define the main jobs people carry out. The form for presenting occupational standards 
is adopted by the individual country, and a uniform form allows a more coherent display and facilitates 
understanding of the content by different users. An occupational standard is defined as a document 
with a list of all tasks that an individual carries out within an occupation and a list of learning outcomes 
necessary for their successful performance. Although this Handbook does not address the establishment 
of occupational standards, the content of occupational standards is good to know given that the 
information is the product of a completed occupational analysis. Below is a segment of the minimum 
elements of an occupational standard as an overview of the uses of occupational analysis.
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Table 3: Minimum elements of an occupational standard (excerpt taken from the web site of the Public 
Institution School of Agriculture Banja Luka7)

1. BASIC INFORMATION

1.1 Title of occupation: Teacher in primary and secondary education
1.2 Code of occupation: 
1.3 Connection with international classification: 
1.4 Level of necessary qualifications: 

2. KEY JOBS AND REQUIRED KNOWLEDGE, SKILLS AND COMPETENCES
2.1 Description of occupation

the obligation and role of a teacher is to support the development of the full potential of each student starting 
from their development level, competences and needs, and taking into account the learning and teaching 
objectives and outcomes. Independently and with other teachers and experts (s)he plans and prepares learning 
and teaching activities and selects and applies methods and strategies encouraging the active involvement 
of students, application of knowledge, learning through research, and solving problems by using different 
sources of knowledge and teaching materials, including information and communication technologies

2.2 Key/typical jobs and required knowledge, skills and competences

GROUPS OF JOBS KEY JOBS COMPETENCES (Teacher is competent to …)

1. PLANNING AND 
PROGRAMMING

1.1. Drafting global and 
operational work plan 
and program 
1.2. Planning and 
preparing immediate 
implementation of 
pedagogical and 
educational work 1.3. 
planning the support to 
students in accordance 
to their development 
needs and possibilities
1.4. Planning the 
development of key 
competences

 base planning and programming on measurable learning 
outcomes, while respecting development characteristics and 
individual capacities, needs and interests of students (s)he 
teaches

 select and plan the application of different teaching methods, 
forms and teaching material, and different contents, resources 
and sources of knowledge, in line with the established learning 
outcomes

 take part, as a team member, in developing individualized 
(customized) programs for students with special pedagogical 
and educational needs

 integrate teaching of key competences in the curriculum, 
regardless of the subject matter

2. LEARNING AND
TEACHING

2.1. Management of the 
learning and teaching 
process 
2.2. Selection and 
application of teaching 
methods and strategies
2.3. Individualization 
and differentiation 
2.4. Use of different 
sources of knowledge 
and resources for 
learning and teaching
2.5. Selection and 
application of social 
forms of work

 link the content and process of teaching to previous knowledge, 
skills and experience of students, encouraging curiosity and 
motivation for learning

 create a stimulating work environment, efficiently using the 
available time and adapting the dynamics of work to the 
possibilities of students

 select, use and adapt different teaching methods and strategies, 
thus ensuring active involvement of students in the process 
of learning, development of creativity, critical thinking and 
problem solving

 encourage autonomy and responsibility for their own learning 
and time management

 ensure that the students understand the meaning and purpose 
of learning and apply what they learn in real life situations

 differentiate teaching methods, forms and content, as well as 
the dynamics of work to adapt them to individual capacities, 
needs and interests of students (s)he works with (including 
students with special pedagogical and educational needs, 
gifted and talented students, etc.)

 select, adapt and efficiently use information and communication 
technologies, materials and resources for learning and teaching, 
and different sources of knowledge and information

 apply varied social work forms, encourage cooperative learning 
and cooperation among students
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3. QUALITY ASSURANCE

3.1 Justification for introducing occupational standards

 Existence of demand in the labor market
 Existence of a number of study programs which are considerably different from one another, which are used 

for the education of such personnel

3.2  Expert team for developing standards

 Ministry of Civil Affairs of BiH (first and last name)
 Ministry of Civil Affairs of BiH (first and last name)
 Ministry of Education and Culture of the Republika Srpska (first and last name)
 Etc.

3.3 Proposer of occupational standards and date: competent institution

3.4 Competent institution: in accordance with law

3.5 Date of adoption and validity: in accordance with law

4. ADDITIONAL INFORMATION

4.1 Specific legislation regarding occupation

4.2 Risks in occupation and working conditions

4.3 Specific employment requirements

source: authors

Key steps in the efficient development of occupational standards are as follows:

1. Identify and define the occupation

2. Gather information on the occupation

3. Identify key stakeholders and experts based on their possible interest regarding the occupation

4. Identify key groups of tasks that are important for the occupation

5. Learning outcomes (knowledge, skills and competences), analysis of each key group of 
tasks (including attitudes, values and characteristics)

6. Draw up complete occupational standards by using the adopted joint form

7. Verification of occupational standards by sectoral experts and recommendations for further 
improvement

8. Repeat all of the above steps from the beginning to the end of the process until completely 
satisfied with the results

3.3.2 Different methods of implementing occupational/job analysis

3.3.2.1 Job/task analysis

The first occupational standards were established using job/task analysis. This approach was dominant 
for a long time in industrial countries, given that it is appropriate for the analysis of tasks of mass 
production processes and in situations with less flexibility in organizing the production process. The 
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objective of the analysis is to divide tasks into their components (steps – small segments of tasks), 
to ensure information on necessary competences, content of training and to serve as a benchmark to 
determine competences. Competences are an ability to apply knowledge, skills and personal, social 
and methodological abilities in a job or during learning, both in private and professional development.

Job/task analysis includes observation of employees while carrying out their jobs/tasks. The observer 
(analyst) notes down each action by the employee and the time necessary to carry it out. Over time, the 
methodology for carrying out job/task analysis has included analysis of documents relevant for work, 
interviews with experts, employees and managers and analysis of statistical data from relevant areas. 
Thus, job/task analysis may suggest new methods of production but also create a stereotyped picture 
of the most efficient employee (champion).

3.3.2.2 Program development (DACUM – Developing A Curriculum8)

Instead of observing a job/task, DACUM uses group discussions. A facilitator introduces a focus group of 
5 to 12 expert workers in a discussion on ‘what do you do during working day’. Workers are encouraged 
to describe their activities in the form of tasks expressed as behavioral competences including active 
verbs, objects and descriptions (Mansfield and Schmidt, 2001). Participants in the group are encouraged 
to describe all the activities they are involved in and this ‘brainstorming’ in a group provides a basis for 
identifying tasks and duties. 

each member of the group should describe all steps carried out during the performance of working 
tasks. Each mentioned task is divided into steps to be taken in order to complete the task. The group 
discusses and reaches a consensus on the statement of tasks. Once the list of tasks is created, the 
facilitator requests that the tasks be placed in the sequential order of their execution. 

Established duties and tasks may be visually depicted as in the following illustration. Following the 
completion of the job/task analysis, the established duties and tasks may be printed on a large format 
(e.g. A3) in order to facilitate the visibility of the document.

Most occupations may be divided into 6 to 12 duties. Duties represent major fields of work, or groups 
of 6 to 20 related tasks. A task is a specific and complete unit of work which may be seen or followed 
as it is done in a limited time period. A task has a defined starting point and ending point. The result of 
a completed task is a product, service or decision. 

Table4:An example excerpt of identified tasks and duties for a CNC woodworking machine operator 
using the DACUM methodology

DUTY TASKS

A

Pr
ep

ar
at

io
n 

fo
r w

or
k/

 C
N

C 
pr

oc
es

s

A-1 Put on 
protective 
equipment

A-2 Carry out initial 
checks of CNC 
machine

A-3 Analyze working 
orders

A-4 Present 
technical design

A-5 Identify 
materials and tools

A-6 Collect materials 
and tools

A-7 Organize working 
space

A-8 Exchange 
information on the 
previous production 
cycle

A-9 Coordinate 
working activities

A-10 Assign work to 
subordinates

A-11 Take part 
in installing CNC 
equipment
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B

P
re

pa
ra

tio
n 

of
 th

e 
C

N
C 

m
ac

hi
ne

B-1 Activate the 
CNC machine

B-2 Adjustment of 
the  calibration / 
referencing of the 
CNC machine

B-3 Set up a CNC 
program

B-4 Set up 
parameters for tools

B-5 Adapt tools to 
the CNC program

B-6 Adapt clamps/ 
pattern

B-7 Simulate the 
production process

B-8 Put raw 
materials into the 
CNC machine

B-9 Activate 
support functions 
(ventilation, 
lubrication, cooling)

B-10 Produce a test 
sample

B-11 Identify differences 
between the established 
measures and the test 
product

B-12 Adjust the  
parameters of the 
CNC machine

Source: The Institute for Vocational Training, Labor Market and Social Policy GmbH (INBAS) and The Professional 
Capacity Building Institute (IFCP); produced for the Prilika Plus program

DACUM is based on three logical assumptions:

1. Experts can describe and define their occupations more precisely than anyone else. Full-
time employees at their workplaces are the true experts for the job. Although supervisors 
and directors usually know much about the job of their subordinates, they usually lack the 
expertise necessary for such a high-quality analysis..

2. An efficient way to define an occupation is to precisely describe the tasks carried out by 
professional workers. A successful worker carries out a number of tasks that either a buyer 
or employer want done. A mere positive attitude and knowledge is insufficient. Therefore, 
knowing what professional workers do provides the possibility to train other experts.

3. All tasks, in order to be properly carried out, require the application of certain knowledge, skills, 
tools and positive behavior of workers. Although knowledge, skills, tools and behavior of 
workers are not tasks, they make a successful worker. Since these four enabling factors are 
so important, in a DACUM workshop considerable attention is paid to drafting the respective 
lists. Due to the fact that the attributes are different from tasks, it is very important to be kept 
separate from them in order to create a high-quality analysis of requirements for carrying 
out work.

3.3.2.3 Functional analysis

Functional analysis starts by identifying the main purpose of the occupation and main functions, 
dividing them into sub-functions until the products of all functions have been identified, recognizing 
strict logical assumptions. Instead of activities, functional analysis focuses on the functions (products 
of work, results), and the resulting descriptions become independent from technologies and methods 
of pursuing functions. Instead of describing what the employees do, functional analysis describes what 
the employees should achieve. 

As in DACUM methodology, functional analysis requires that a group of experts (experts in the field, 
their superiors, and/or subordinates) gathers to evaluate the given occupation/job. Functional analysis 
starts by identifying the purpose and mapping the smallest work products. 
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Table 5: An example excerpt of identified functions and tasks for a CNC woodworking machine operator 
using functional analysis

FUNCTION TASKS AND DUTIES

A

P
re

pa
ra

tio
n 

fo
r w

or
k/

 
C

N
C

 p
ro

ce
ss

A-1 Worker 
uses protective 
equipment

A-2 CNC machine 
ready for operation

A-3 Technical 
design uploaded

A-4 Tools set in the 
CNC machine

A-5 Tasks 
distributed among 
workers

A-6 CNC equipment 
set

B

P
re

pa
ra

tio
n 

of
 th

e 
C

N
C 

m
ac

hi
ne

 

B-1 CNC machine 
calibrated

B-2 Program 
uploaded to CNC 
machine

B-3 Set tools 
correspond to CNC 
program

B-4 Raw material put 
in CNC machine

B-5 Support 
functions activated 
(ventilation, 
lubrication, cooling)

B-6 Test sample 
produced

B-7 Parameters 
of CNC machine 
set in line with the 
program

Purpose: Wooden model meeting the client’s needs created

Each function is further analyzed against tasks and duties that the workers should carry out in order 
to achieve the function. Unlike DACUM methodology, functional analysis includes entries of tasks and 
duties which as the end result have a certain product (function). Therefore, if compared to the table of 
tasks and duties in DACUM methodology, certain tasks will not be identified, particularly those pertaining 
to handling wood processing technology.

3.3.3 Comparison of different methods for occupational analysis

Each method has its value. The value of each method should be assessed against the desired outcomes, 
limitations in resources, and environment within which an occupation takes place. None of the methods 
provides completely reliable (consistent) results, given that the process always includes the subjectivity of 
analysts, the group facilitator, the focus group participants, etc. The following table shows the comparative 
characteristics of job/task analysis, DACUM and functional analysis in relation to the necessary resources 
for the analysis and types of occupation/job to which they are most appropriately applied.

Table 6: Similarities and differences between methods of occupational/job analysis

Job/tasks analysis DACUM Functional analysis

repeated observation Group discussion with experts Group discussion with experts

longer time period Most often, discussion lasts for 
two days

Most often, discussion lasts for two 
days

Carried out in the same location 
as the occupation

Carried out in any location 
appropriate for a group discussion

Carried out in any location appropriate 
for a group discussion

Analysis of rare occupations 
(Konjic woodcarving)

Analysis of occupations with 
standard operative procedures 
(police officer, fire-fighter, de-
miner, crane operator, CNC 
operator, etc.)

Analysis of occupations focusing 
on work outcomes with different 
techniques (manager, programmer, 
researcher, etc.)

inductive approach inductive approach deductive approach

Resources required: a long-term 
observer and analyst 

Resources required: a short-term 
group facilitator and group of 
experts 

Resources required: a short-term 
group facilitator and group of experts 
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Job/tasks analysis DACUM Functional analysis

Objective method Subjective method Subjective method

oriented to current occupational 
tasks

Analysis is directed also to future 
occupational requirements

Analysis is directed also to future 
occupational requirements

Verification during analysis may 
be done by observing the work of 
additional experts 

First-instance verification of 
identified tasks is carried out 
during discussion among experts 
in the group 

First-instance verification of identified 
functions is carried out during 
discussion among experts in the 
group 

Analysis is carried out in the 
working environment and may 
affect performance of tasks, given 
that the worker knows that (s)he 
is under observation

Analysis is relocated from the 
working environment and affects 
only productivity of the expert 
involved during the analysis

Analysis is relocated from the 
working environment and affects only 
productivity of the expert involved 
during the analysis

Occupational/job analysis and possible analysis of occupational standards are not carried out for the 
purpose of creating a document, but rather for harmonizing the training program with the needs of the 
market. As a result, DACUM charts and functional analysis need to be amended by information on the 
skills, behavior, tools, and future trends relevant for a given occupation in order to have a complete 
assessment of the required competences. The Handbook will continue to use the terminology of the 
DACUM method, however similar analyses can also result from functional analysis using different 
terminology.

3.3.4 A DACUM process

In general, a DACUM process may be divided into three parts. The first part pertains to preparation, the 
second part to analysis, and the third part primarily to verification.

Figure 4: Parts of a DACUM process

source: authors

3.3.4.1 Preparation of a DACUM workshop

In the preparation for DACUM workshop the most important is to make a good selection of experts to 
take part in the workshop.9 The selection process should be guided by the following criteria: : 

Preparation of a 
DACUM workshop

DACUM workshop Verification
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Figure 5: Selection process criteria10

Participants in a DACUM workshop are required to define their jobs in detail by identifying all important 
tasks recently done at work. Participants are experts for the content and are those that should lead the 
discussion and even occasionally discuss what is important in their job.

3.3.4.2 A DACUM workshop

In the introduction to the workshop, participants should be provided with an overview of the basics of the 
DACUM method, the importance of duties, tasks and steps, and the working experience of participants 
in the workshop. All participants should know which occupation/job will be included in the analysis, 
and which will be excluded. Participants may be presented with a short description of the occupation, 
after which the participants should agree that the title of the occupation/job is appropriate or suggest 
a new title and explain their reasons for this suggestion. Participants should be aware of the reason for 
their participation in the DACUM workshop. It is worth mentioning that they are recognized as experts 
for the given occupation based on the overall number of years of experience, in order to maintain their 
motivation for participation in the workshop. Information on the expertise of the experts involved could 
be forwarded to participants during the preparation for a DACUM workshop. Such information may be 
distributed in the form of a list of participants containing information on the company they come from, 
their functions, etc.

once participants are satisfied with the agreement reached regarding the working definition of the 
occupation/job, you should start identifying the broad areas of responsibilities (duties) of occupation/
job into which all specific tasks will fit. 

Participants should be explained that a duty is a large field of work, a group of a minimum of six related 
tasks. Statements of duties start with an active verb (what I do), usually contain an object and additional 
descriptions. The main difference between duties and tasks is in the volume of work comprised. A duty 
includes a number of tasks and is an important part of the production process in itself. 

TECHNICAL EXPERTISE

FULL-TIME EMPLOYMENT

EFFICIENT IN 
COMMUNICATION

TEAM PLAYER

Selected persons should be highly qualified in their job and be aware of 
its current development and relevant needs

Selected individuals should be currently employed in the occupaton full-time. 
This ensures their knowledge and awareness of all aspects of the work. 

In order to be efficient, board members should be quite precise in order to 
be able to explain accurately and in detail what they do. Since a DACUM 
workshop includes the development of ideas and seeking consensus, 
participants in the workshop must be able to carefully listen to the views 
of others and efficiently take part in the discussion. 

Participants in the workshop should influence each other without being 
dominating or being dominated. Ideally, each participant should want to 
take part in the process.
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Participants in the group should be asked to identify some major areas of duties. Participants might 
have difficulties in differentiating between a statement of task and statement of duties. Participants 
should be reminded that, for example, a duty is ‘maintenance of the CNC machine’, while one of the tasks 
take makes up the duty is ‘lubrication of the hydraulic system’. 

At that point, you may distribute some cards (A4/3 format) to the participants. Each participant receives 
the task to write down as many duties and tasks as possible that are, in their opinion, important for the 
successful performance of the occupation. They should be instructed not to worry at that point whether 
an action is considered a task or a duty, but they should also think about whether the action includes 
a number of other actions. If it does, then it is probably a duty, except in the case of small steps which 
make an integral part of a task. Participants may put their ideas (cards) on an agreed place on the wall. 
One should stress that some titles may change, and some statements of duties will end up as statements 
of tasks and vice versa.

Example 1. Possible ways to conduct an exercise with cards.

Prior to the workshop obtain 200-gram A4 colored paper (a minimum two colors; most often it is available 
in several colors). Cut the paper into three parts as shown in the figure.

Each part is one card. In addition to the cards, it is necessary to prepare the wall to ensure 
easily placing or removing the cards on the wall. A ‘sticky wall’ can be used for this purpose. 
There are permanent and temporary versions of a ‘sticky wall’. A permanent version of 
‘sticky wall’ may be purchased or made. A ‘Sticky wall’ is nothing but baize (cloth) over 
which you put a sufficient quantity of glue (e.g. spray adhesive). Such a ‘sticky wall’ may be 

used several times. An alternative is to get paper in rolls with a minimum width of 90cm. Next, apply a 
layer of adhesive on this paper and stick it to the wall of the room where the workshop is taking place. 
For this purpose, the wall in the room where the workshop takes place should be free from pictures and 
other items that may make it difficult to fasten the ‘sticky wall’. Gluing a ‘sticky wall’ on the wall should 
be done with adhesive masking tape, to avoid damaging the wall.

The filled-in cards are simply placed on the ‘sticky wall’ where they should stay. The glue on the paper 
should have a temporary adhesive character (such glues may be purchased in shops where pains are 
sold). Since glue with a temporary adhesive character is weak, the cards may be removed and placed back 
on the wall without damaging the card, the ‘sticky wall’ or the wall on which the ‘sticky wall’ is placed. 

During the work with cards, participants should be reminded to write in block letters and if possible not 
more than three rows of text per card. Furthermore, underline that one card should contain one task or 
one duty to make it easy to move the mentioned task within the sequence or among tasks and duties.

source: authors

When a statement of duties has been proposed, it is necessary to seek an opinion from all members of 
the group. This usually requires some discussion and consideration. At this stage, the participants should 
be informed about the construction of a good statement of duties. Once the first list of duties and tasks 
has been established, it is necessary to summarize them together with the participants and ask whether 
there are any additional tasks and/or duties not covered by the analysis. The posed question could be: 
‘Can you remember any task that would not properly fit in one of the statements of duties already on the 
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wall?’ If there are such tasks, it means that another area of duties is required. Participants are required 
to include one action verb in each statement of duties, because it makes the participants think in the 
direction of necessary learning outcomes during training.

When you have duties on the left side and tasks on the right side of the wall, read them aloud once more 
to the group. If one of the duties has less than six tasks, consider combining the duty with another one 
or ask participants whether they have additional tasks within the duty. Duties should not be broadly 
defined to avoid including too many tasks. If there are two or more verbs in a statement of duties or 
tasks, make a decision within the group which one to keep. For example, in the case of a duty containing 
the verbs ‘identify and select materials’ the verb ‘identify’ is unnecessary, since materials cannot be first 
‘selected’ unless you have first identified them.

Table 7: Layout of duties and tasks11

DUTIES TASKS

A. 1.1 1.2 1.3 1.4 1.5

B. 2.1 2.2 2.3 2.4 2.5 2.6

C. 3.1 3.2 3.3 3.4 3.5 3.6

D. 4.1 4.2 4.3 4.4 4.5 4.6 4.7

E. 5.1 5.2 5.3 5.4

When identifying the tasks, it is necessary to make sure that tasks also contain an action verb clearly 
reflecting an observable procedure by the workers. This is done to avoid focusing in this stage on the 
identification of knowledge, behaviors, skills or equipment, which follows in the next part of the DACUM 
workshop.
good statements of task have the following characteristics:

 precise and short

 each statement should be independent

 The terminology used is common for the occupation

 Avoid the use of dual verbs such as ‘eliminate and fix’, use the one that is more comprehensive

 Avoid statements of required knowledge

 Avoid vague adverbial provisions such as exact, precise, efficient, as necessary, etc.

 Avoid the use of statement of equipment or tools that simply support the performance of 
the task. Use of tools in the task or their independent use is not an activity of the task but 
rather is a means for achieving the working task

 Avoid the use of statement of behavior of workers (characteristics and attitude)

 Enter the task in the list only once

Statements of task should be as short as possible (usually up to eight words) but still completely 
descriptive. Often three words are sufficient. Long statements lose focus and are not suitable to be 
presented in a table. 
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During the identification of duties and tasks, if participants start repeating duties and tasks, the discussion 
may be enhanced by asking the following questions:

 ‘What do you additionally do when you work in this area of duties?’

 ‘What did you do last week?’

 ‘What is the first thing you do every day? Where do you go first and what do you do there? 
Where do you go last?’

 ‘What other duties do successful workers do?’

 ‘Have we determined all the tasks suitable for this field?’

The facilitator should avoid questions describing why and how something was done. The aim is to 
discover what is it that members of the focus group do which enables them to be successful.

When members of the group are satisfied with the identified duties and tasks, the tasks and duties can 
be sorted by the time of executing a task within the duty. For example, you will plan something before you 
carry it out, and you will evaluate it after planning and implementation. If two or more duties or tasks do 
not have a specific schedule, then it is not important on which part of the map they are located. Duties 
follow the top-down principle and tasks left-right principle. This sequencing usually helps participants 
to consider the structure of work as a whole.

Table 8: Schedule of performing duties and tasks12

DUTIES TASKS

A. 1.1 1.2 1.3 1.4 1.5

B. 2.1 2.2 2.3 2.4 2.5 2.6

C. 3.1 3.2 3.3 3.4 3.5 3.6

D. 4.1 4.2 4.3 4.4 4.5 4.6 4.7

E. 5.1 5.2 5.3 5.4

Identification of additional information necessary for the development of a training program

In order to create a training program that is relevant to an occupation/job, in addition to identifying duties 
and tasks (competences) it is necessary to get information from the group participants on:

 general knowledge and skills necessary for carrying out an occupation/job

 patterns of worker behavior important for the occupation/job

 tools, equipment and materials used while carrying out tasks

 assessment of future development trends and the importance of the occupation/job

time schedule of 
performing 
duty/task
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Identifying additional information may be carried out in various ways. The group may work on identifying 
additional information following summarizing one duty and related tasks. The discussion may also be held 
on additional information related to the occupation/job taking into account all of the duties and tasks. 

Unlike duties and tasks, lists of knowledge, skills, tools, etc. should not be expressed in the form of an 
action verb, object or description. 

a list of general knowledge and skills should consist of more significant areas of knowledge the workers 
need in that area of the occupation/job. It should also comprise skills such as decision-making, problem 
solving and interpersonal skills that form the basis of many tasks. General knowledge and skills should 
be considered as an important support that allows the workers to carry out their tasks in a precise and 
high quality manner. A list of general knowledge becomes an important part of the development of the 
high-quality program content which will be elaborated in the sub-chapter on training program development.

Table 9: Example of identified general knowledge and skills necessary for a CNC woodworking machine 
operator

Woodworking technology
Fundamentals of informatics
Fundamentals of mathematics
Fundamentals of CNC (working principles)
Fundamentals of CNC programming
Fundamentals of CAD/CAM software
interpretation of technical design
Safety at work regulations
Knowledge of raw materials
Fundamentals of production process

Fundamentals of mechanics
Fundamentals of electronics
Technical thermology
technical english
Fundamentals of measurement technology
Fundamentals of iso standards in woodworking
teamwork skills 
Troubleshooting/resourcefulness skills 
Communication skills
Analytical skills

Source: Center for Adult Vocational Education (WMTA)

Patterns of workers’ behavior (attitude and characteristics) are important in any occupation/job. As 
with general knowledge and skills, workers’ behavior serves as a parameter which allows the worker to 
have a positive attitude towards other workers, supervisors and clients. They support the successful 
performance of many tasks. One should avoid introducing patterns of behavior which may be differently 
interpreted by different persons. The example below includes ‘quality awareness’ as a pattern of behavior 
which may be interpreted both as ‘responsible’, ‘conscientious’, and ‘reliable’, depending on the reader’s 
interpretation. Such descriptions are already available on the list and there is no need to burden the list 
additionally with the same and/or ambiguous concepts.

Table 10: Example of identified patterns of worker behavior necessary for a CNC woodworking machine 
operator

patient
Motivated
Creative
takes initiative 
precise
perceptive
Physical strength

Organized
Quality awareness
Communicative
Cooperative
Responsible/reliable
Flexible
innovative

Source: Center for Adult Vocational Education (WMTA)
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It is very important that tools and equipment on the lists be analyzed separately from the actual working 
tasks in order to make a high-quality analysis of the occupation/job. The two words ‘use’ and ‘handle’ 
may be problematic when discussing tools and equipment. Using a wrench, computer, or other piece of 
equipment is rarely an actual working task. It is rather a means or step for achieving the task. Lists of 
tools and equipment will vary considerably depending on the type of job being analyzed. Entering brand 
of tools and equipment on the list should be avoided. Operations related to tools and equipment should 
be included as statements only when they reflect the actual tasks of the occupation/job. Participants in a 
DACUM workshop should be taught to think about whether the completion of the task of the occupation/
job involves the use of tools or if that tool was merely used as the means for completion. For example, 
‘mechanic uses a screw driver and other wrenches in the process’ is not a professional task in itself, but 
rather a step in carrying out the task.

Table 11: Example of identified tools, equipment, and materials necessary for a CNC woodworking 
machine operator

drills 
milling machine
saw
abrasive tools
measurement tools
clamping tools/clamps
lubricator
air gun
crane

wrench set

PC/laptop

USB stick

CNC milling machine

CNC lathe

CNC workstation

varnishing cabin

CNC panel saw

hand tools

edge bander
CNC drill
wood
plywood
MDF panels 
varnish 
putty
protective equipment
lubricants

Source: Center for Adult Vocational Education (WMTA)

Assessment of future trends should be made prior to the end of the workshop. It is important in order 
to ensure that the analysis has a more sustainable character. Occupations/jobs with a more dynamic 
development should be assessed more often.  

Table 12: Example of identified assessed future trends for a CNC woodworking machine operator

Improving computer skills will improve access to CNC occupations
Increased automation of production will result in higher demand for CNC operators
New CNC software will increase the scope of working tasks of CNC operators
Use of CNC equipment and technology will increase because of high demand for high quality products
CNC operators will carry out more programming tasks 
CNC operators must follow trends and technologies in order to be competitive

Source: Center for Adult Vocational Education (WMTA)

Some institutions want the level task complexity to be identified (beginning level, advanced level) so that 
during program planning, the beginning level can be included at the beginning of the training and the 
advanced level can happen at later stages or even left for training on-the-job. When a training program is 
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revised or developed, the participants in a DACUM workshop may be requested to use colored markers 
to label tasks they consider to represent advanced or beginning levels with a particular letter (e.g. ‘A’ for 
advanced). If the time sequencing of the tasks was properly done, this will only last a very short time 
because the advanced level tasks will probably be located at the end of each duty.

3.3.4.3 Verification

After the DACUM workshop, the workshop facilitator should sort out the material and present it on 
the DACUM chart as shown in Annex 3.2. While sorting out the documents, the facilitator should pay 
attention to the compatibility of duties and tasks as well as the presence of any additional information 
which were discussed during the DACUM workshop.

In order to keep the DACUM map simple to review it is suggested that each area of duties from top to 
bottom be marked in block letters (or numbers as mentioned in the previous examples): A, B, C, etc. 
Then, the tasks in each area of duty are similarly marked from left to right: A – 1, A – 2, A – 3; B – 1, 
B – 2, B – 3, etc.

Table 13: Coded layout of duties and tasks13

DUTIES TASKS

A. A – 1 A – 2 A – 3 A – 4 A – 5

B. B – 1 B – 2 B – 3 B – 4 B – 5 B – 6

C. C – 1 C – 2 C – 3 C – 4 C – 5 C – 6

D. D – 1 D – 2 D – 3 D – 4 D – 5 D – 6 D – 7

E. E – 1 E – 2 E – 3 E – 4

As a result of a DACUM workshop, the institution will have an occupational/job analysis indicating all the 
tasks that the workers perform in that occupation/job. It also has extensive lists of general knowledge 
and required competences, important behavior of workers, tools, equipment, accessories and material 
used and future trends/problems of the job. Those lists are obtained from professional workers and 
supervisors in the field. Such a DACUM chart should be considered a trial map to be verified by other 
experts who did not attend the DACUM workshop.

In addition to information on duties, tasks and additional information, the trial DACUM chart, should 
contain the following:

 Cover page

 name of institution

 Names of members of the DACUM group, their titles and the city/country that they come 
from

 Title of occupation/job

 Name of facilitator of the DACUM workshop and his/her association

 Dates of developing the DACUM chart

 logo of the institution

 Name(s) of observer(s)
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Some institutions prepare a special drawing on the cover page related to the referenced occupation/
job. Annex 3.3 contains an example of a completed DACUM chart.

After having finalized the trial DACUM chart, it is necessary to carry out the process of ‘verification’. 
Verification of a DACUM chart is aimed at confirming that the tasks mentioned truly are those that 
students/workers should be able to carry out. The DACUM chart is sent for verification to those who 
are currently active in the targeted occupation/job for their critical review. Those carrying out the 
verification are required to consider each item and establish whether or not the item is actually a part 
of the occupation. They can also suggest additional tasks which, in their opinion, have been omitted.

In the verification process, the institution should design a strategy for its implementation. The degree of 
sophistication and type of verification process may be very different. An interested institution may wish 
to carry out an extensive verification study for a new program for which there is not currently sufficient 
information available.

In order to structure the verification process, the following questions may come up:

 Who will carry out the verification?

 Which questions will be posed?

 Which instruments will be used?

 Which assessment scales will be used?

 How will those doing the verification be identified and selected?

 How will data be collected and analyzed?

 How will the statements of tasks be amended?

When the verification instrument is being prepared, one should carefully consider what type of information 
is necessary. Bringing the number of questions down to the minimum allows a higher percentage of 
answers. 

Collect only information relevant for the institution. The questions should include the following:

 The importance of the task. How important is carrying out the task in your occupation/job?

 Difficulty of learning. How difficult is it to learn how to do the task? Is carrying out the task 
expected from a beginning worker?

 Danger. How dangerous is it to carry out this task?

 Frequency of performance. How often is this task carried out?

You may want to ask the verifier to react to the four lists collected in the DACUM workshop. Make some 
space in case the verifiers want to add items they consider important.

It is better to know the purpose of the information and what will be done with it in advance, rather than 
asking many questions just to get information. It is a good idea to develop a high quality verification 
instrument and if possible, to carry out pilot-testing with two or three verifiers to make sure the instructions 
are clear. An example of a verification instrument can be found in Annex 3.4. The form is attached to a 
completed DACUM chart. For each duty and task in the form the verifiers are requested to state whether 
they suggest amendment of the statement/verb of duty and/or task, whether the task is carried out 
within the initial month, the importance of the task, the difficulty of the task, and its frequency. Below 
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the verification table there may be an adapted question related not only to the knowledge, but also to 
future trends, etc., depending on the interest of the organization developing the DACUM chart. On the 
basis of such information one may revise the DACUM chart or confirm the already-written text.

The selection of verifiers is very important for the verification process. Verifiers should be experts in 
the occupation and/or immediate supervisors of workers with direct responsibility for having the job 
done. Verifiers should not be foremen or theorists. The criteria for selection of verifiers are basically 
the same as those for identifying DACUM participants. 

When the data are summarized, they should be carefully interpreted to see what changes are needed in 
stating duties and tasks. One of the ways to add statements of tasks is to compose a team to carefully 
study them in order to see whether those are actually the tasks that comply with accepted criteria and 
also to make sure that they have not already been described in different words in other existing tasks.

3.3.5 Role of a DACUM analysis faciliator

The task of a DACUM analysis facilitator is full of challenges given that (s)he needs at the same time to 
facilitate the work of the group of experts and also to think about product quality. Therefore, a DACUM 
analysis facilitator should be properly trained and supervised prior to carrying out the first DACUM 
workshop. Training should include her/his participation in carrying out at least one DACUM workshop 
as either a participant or an observer.

The person carrying out DACUM analysis of the occupation/job should have the following:

 skills and knowledge of procedures of occupational/job analysis

 understanding the end goals of carrying out the occupational/job analysis (occupational 
standard, training program)

 ability to encourage and maintain motivation with group members

 ability to establish a close relationship with participants in the DACUM workshop

 a high degree of feeling for both verbal and non-verbal communication

 excellent skills of active listening and memorizing, given that (s)he has to be able to memorize 
many statements given by participants

 ability to achieve consensus from participants

Figure 6: Tasks of a DACUM analysis facilitator during the preparation for a workshop

Developing necessary profiles of participants in a DACUM workshop

Contact with selected participants in a DACUM 
workshop and their employers

Logistical preparation of a DACUM workshop 
(room, material, etc.)

Searching available literature on the occupation/job
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Figure 7: Tasks of a DACUM analysis facilitator during the implementation of a DACUM workshop

Figure 8: Tasks of a DACUM analysis facilitator after a DACUM workshop

The above-mentioned tasks of a DACUM analysis facilitator may be distributed among different persons 
who make up a team for developing DACUM analysis of an occupation/job. This team may include a minute 
taker, observer, expert for developing training programs, representative of the organization implementing 
the process, donor, etc. It is not recommended to shift obligations regarding the organization of a DACUM 
workshop to one person (usually a facilitator), but rather to distribute them among different participants 
in order to ensure that the focus of the facilitator is placed on the quality of directing discussions during 
a DACUM workshop and preparation for the workshop.

3.4 Development of an adult vocational education and training  
 program 
Only upon the completion of the occupational/job analysis is it possible to draft the content of the adult 
vocational education and training program. The program determines how to achieve the competences 
necessary for carrying out duties and tasks of the analyzed occupation/job (Tyler, 1949).14

The minimum structure of the adult vocational education and training program should contain: 1) 
outcomes and competences, 2) content of the program, 3) training organization and methods, and 4) 
way to assess achievement. (Despotović, Maksimović i Pejatović). The process of program development 
in vocational education is carried out through identifying optimal answers to the following questions: 

Control of dynamics of group work, not imposing the contents

Checking understanding of what was said using reinterpretation, 
additional descriptions

Identifikacija dužnosti i zadataka

Identifying required knowledge and skills, lists of behavior, lists of tools 
and equipment and future trends

Presenting working priciples, purpose and terminology during a 
DACUM workshop, including the roles of the attendees

Selecting strategy for verification of a DACUM chart, 
including the selection of verifiers

Contact with verifiers of a DACUM chart and 
ensuring feedback

Review of a DACUM chart in line with feedback 
from the verifiers

Coding the statements of tasks and duties and 
creating a DACUM chart
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 What is the learning objective?

 What is being learned or what is the expected result
 of learning?

 Under which conditions does learning take place? 

 How are achievements in learning identified and evaluated? 

Figure 9: General model of the structure of an adult vocational 
education and training program

In order to design an adult training program, it is necessary to establish an expert team for program 
development. The number of persons in the expert team depends on the capacities of the organization 
implementing the training program. It is recommended that as a minimum it should include an occupational 
analysis facilitator, an expert for program development, and an expert for the particular occupation. This 
expert team should be composed of people of the following profiles:  

 long-term experience in working in the given occupation

 familiar with standards of an industry

 knowledge and experience in working on adult education

 experience in program development for adult training

 developed writing skills

If there is a developed and accepted occupational standard, verification of the content and training 
objective is based upon it. If a job analysis was done, and there is an occupational standard including 
tasks and steps necessary to perform a given job, parts of the standard may be used for verification of 
the program. However, if there does not exist a current occupational standard, either an initiative should 
be prepared for its development or for the implementation of activities described above in the Handbook: 
an assessment of needs in the labor market, an analysis of applicable legislation (international and 
national) related to the relevant occupation/job, and occupational/job analysis.

3.4.1 Training program elements

During the process of developing an adult education and training program, the structure of the training 
program (outcomes, tasks, content, methods, forms, etc.) are produced and divided into additional 
substructures or structures at the same hierarchical level responding to prescribed policies within the 
educational sector. Additional division of the program structure into new chapters enables a functional 
program of education and teaching.

The essential elements of an adult vocational education and training program as implemented in Bosnia 
and Herzegovina are described below while the annex contains a form for the development of a training 
program.

The introduction to the training program should contain the title of the training program, the work area 
and field.

ASSESSMENT OF 
ACHIEVEMENTS

ORGANIZATION 
AND METHODS

OUTCOMES AND 
COMPETENCES

CONTENT
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Table 14: Example of introduction of a training program for a CNC woodworking machine operator

Training program title CNC woodworking machine operator

Work area Processing industry, subarea DD NACE 2 of activity classification 

Field Manufacture of builders’ carpentry and joinery, code 20.3 NACE 2 of activity 
classification

Source: Center for Adult Vocational Education (WMTA) 

3.4.1.1 Working competences

Working competences pertain to the skills that the student will have following successful completion of 
the training. They relate to performing duties defined in the occupational/job analysis. Enter competences 
necessary for performing certain tasks should be avoided, given that skills necessary for duties will 
also include skills necessary for tasks.

Competences should contain skills pertaining to cognitive, affective and psychomotor functions. 

 

Table 15: Segment of competences from the training program for a CNC woodworking machine operator

Completion of the training program leads to acquiring the following working competences:

	 Ability to organize the workplace

	 Ability to prepare the CNC machine for processing

	 Processing wood materials at CNC processing centers according to a defined technology

	 Continuity in quality of work and quality assurance of the entire working process

Source: Center for Adult Vocational Education (WMTA)

3.4.1.2 Program objective

Program objectives are general statements on the intention and purpose of acquiring knowledge, attitudes 
and skills in the scope of program outcomes and competences (this will be further elaborated in the 
following subchapters). Objectives are formulated as verbal nouns and outcomes as verbs. Objectives 
ensure planning and development of programs while outcomes ensure monitoring and evaluation of 
educational process.

Objectives should be defined with a focus on the purpose of the occupation. The purpose of the occupation 
in the examples above is not the operation of CNC machines but wood processing, and therefore it is 
better to formulate the objective in the form provided in the second example from Table 16 below.

Given that the program objective is hierarchically the highest level of learning achieved by a student 
during a training program, it is good to define the objective using verbs from higher levels of Bloom’s 
taxonomy. The second example below provides a statement of objective adding a new verbal noun from 
the synthesis level of Bloom’s taxonomy. For additional information on Bloom’s taxonomy please see 
the following subchapter Program outcomes.
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Table 16: Excerpt of program objectives from a training program for CNC woodworking machine operator

First example

Student trained to carry out tasks of a CNC woodworking machines operator 

special training tasks: 
	 Training for independent work, precision development, development of a critical relationship towards his/

her own and other people’s work, development of proper treatment of machines, tools and equipment

Second example

Student trained for wood processing using CNC machines and advanced CAM applications in accordance with 
an established design.

Source: Center for Adult Vocational Education (WMTA)

3.4.1.3  Program outcomes

In order to formulate expectations in the field of education, beside the concept of ‘outcome’, other very 
different concepts are also used: ‘purpose’, ‘objectives’, ‘functions’, ‘tasks’. Although often used as 
synonyms, they do not have the same meaning.

Objectives are broader intentions or purposes of the entire program (curriculum) or, in some cases, 
broader expected outcomes within a specific program.

In the broadest sense, objectives are intentions (of a trainer, interest groups, institutions, or the state). 
They enable planning and managing an education system, education institutions and the process of 
teaching and learning.

Table 17: Differences between objectives and outcomes

OBJECTIVES OUTCOMES 

enable designing and planning enable monitoring and assessment

describe intention describe result 

describe lessons describe learning 

describe what the trainer will do describe what the student does

oriented to possibilities and needs oriented to the use of what was learned

under the control of the trainer under the control of the student

include assessment of content quantity include assessment of amount of time

get formulated as a verbal noun get formulated as verbs

Outcome-oriented education is a philosophy and approach to planning and programming in which all 
decisions about a program are made on the basis of outcomes to be achieved at the end of the training. 
This means that the final product conditions the entire process. Outcomes define the program structure, 
methods, techniques and way of implementation and assessment of achievement.8

The entire process of an occupational/job analysis is carried out in order to identify relevant learning 
outcomes of a training program for an occupation. Learning outcomes describe what a learner knows, 
understands and can perform on the basis of a completed process of learning, defined through knowledge, 
skills and competences.
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Outcomes may describe learning prospectively or retrospectively. Hence, they get formulated in the 
future or present tense.

Figure 10: General structure for formulating outcomes in vocational education 

Given that outcomes are manifested as operations, the key thing in their formulation are verbs. 
However, it is necessary to avoid verbs with broad and vague meanings (categorical verbs: knows, 
understands, comprehends, applies, analyzes, synthesizes, evaluates) because they give space for different 
interpretations and do not enable precise verification of what was learned. Therefore, it is recommended 
to use verbs with as specific and as precise a meaning as possible. Verbs with a specific meaning 
within each group of verbs with a broad meaning are provided in the subchapter on Bloom’s taxonomy.

In order to formulate outcomes, it is recommended to use the following very simple introductory phrase: 
‘Following the completion of the course/program/teaching unit, the student is able to: state..., explain..., 
single out..., classify..., perform..., show readiness to..., etc.’

The program outcome is set as a superior change that will occur if competences are achieved. The 
verbs used should include the actions specified in duties. Outcomes are written in line with Bloom’s 
taxonomy although different occupations/jobs may focus on acquiring knowledge (cognitive level), 
attitudes, values and interests (affective level) and skills (psychomotor level). Depending on the level 
of acquired competences, Bloom’s taxonomy provides an overview of verbs with broader and narrower 
meanings (more details in the subchapter on Bloom’s taxonomy).

 

refer to the end of the learning process - Following the end of the lesson/teaching unit/
program/module/training/course/school year... and to the actor - identifying the one 
carrying it out - student, group...

indicate activity, or what the performer is able to (or must) do after the learning period 
- will be able to state/explain/do...

indicate what is influenced of how it is influenced - two main reasons for personal 
experiences of cultural difference...

describe conditions under which the action or activity occurs - when taking part in different 
activities in the local community

INTRODUCTORY 
PHRASES

VERBS

OBJECTS OF THE VERB

CRITERIA OR STANDARDS
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Table 18: Excerpt of outcomes from a training program for CNC woodworking machine operator

Student trained to:

	 Know and apply safety measures at work and security measures as prescribed in a rulebook and 
in line with requirements of the working task

	 Know elementary fire-fighting protection

	 Recognize places or rooms which are danger zones in CNC areas where injuries may happen

	 Know the most common causes and consequences of accidents in CNC workshops

	 Know how to apply first aid procedures in case of injuries in the workplace

	 Recognize the type, dimension, scale and header of technical drawings

	 Know rules of producing technical drawings

	 Know elementary software program for technical drawing

	 Know elementary ‘G’ code

	 Know types and properties of processing material (wood material, foils, laminates and materials 
for edges)

	 Know methods of processing and basic elements of each type of processing on a CNC machine

	 Know tools necessary for each method of processing on CNC, know technical properties of 
machining systems

	 Start a CNC machine

	 Read and analyze working order, operate a CNC program

	 Start and follow processing, coordinate working activities

	 Analyze process, look for improvement and develop professional skills

	 Maintain mechanic, hydraulic and pneumatic system of a CNC machine

	 implement maintenance of operating software of the machine

	 Make preparatory work on the machine

	 plan procedures for detection of errors in the process

	 Identify places where a problem appears in implementing the process

	 Perform troubleshooting actions in the CNC process

Source: Center for Adult Vocational Education (WMTA)

3.4.2 Bloom’s taxonomy

One of the most often used theoretical frameworks for planning, preparation and evaluation of primary, 
secondary and higher education, and courses for adults in the field of education and industry is Bloom’s 
taxonomy of learning (Krathwohl, Bloom, Bi Masia, 1964).

Bloom and his associates classified categories of behavior which are used during learning to assist 
educators in planning and evaluation of learning. Objectives of learning and behavior used by students 
during learning are classified into three interconnected and overlapping categories. Categories of 
learning areas are the following:

 cognitive (intellectual ability, knowledge, or opinion)

 affective (feelings, relationship, or attitude)

 psychomotor (physical skills or what a person can do)15
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Within each domain, educational objectives are classified in categories representing levels of knowledge 
and are hierarchically ordered on the basis of their difficulty or complexity, starting from the simplest 
to the most complex. Levels of knowledge are actually levels of progress in learning and their difficulty 
grows from the simplest and most specific to the most complex and abstract. This means that a student 
whose performance is at a higher level of knowledge demonstrates the use of more complex thinking. 
The person cannot move to a higher level until completing the previous one.

Table 19: Levels of knowledge and objectives of learning in cognitive area – revised Bloom’s taxonomy

LE
V

EL
S

OBJECTIVES (OUTCOMES) OF LEARNING
Meaning of the level

I
REMEMBER (Knowledge)
Recall, recognize, or reproduce information, idea, and principle in a form as close as possible to the 
previously learned.

II

UNDERSTAND (Comprehension)
Detect and link main ideas. Translate, understand, explain or interpret what was learned. Describe the 
course of events or processes. Draw a logical conclusion from available information. 
Draw a conclusion on the cause and anticipate consequences.

III

APPLY (Application)
Solve problems by applying what was learned in the context of learning or in a new situation in a routine or 
a new way. Use abstractions. See and apply data and principles for solving problems or tasks in another 
area with minimum guidance.  

IV

ANALYZE (Analysis)
Distinguish between the important and irrelevant parts of the presented material. Separate information 
into components so that parts of the whole can be established, as well as their interrelations, organizing 
principles, causes and consequences, present evidence and conclusions and support generalization. See 
a pattern. Recognize hidden meaning. Distinguish between facts and inferences.

V

EVALUATE (Evaluation)
Compare and find similarities and differences among ideas. Assess the validity of ideas and/or quality 
of product on the basis of known criteria. Detect inconsistencies within the process or product. Identify 
appropriateness of the procedure given the task or problem. Prove value. Select an option and give arguments.

VI

CREATE (Synthesis)
Creatively or divergently use existing knowledge to form a new whole (combine known parts in a new whole). 
Create new ideas and solutions. Make generalizations on the basis of received data. Link knowledge from 
different areas. Identify new patterns..

The first two levels of knowledge and the level of simpler application of the procedures learned by rote 
describe the opinion of the lower level. More complex application of knowledge (application of knowledge 
outside the context of learning in a new and untrained way) and the last three levels require the use of 
higher-level thinking abilities and the most complex intellectual functions.

The abilities of higher-level thinking are: observing, comparing, classifying, conceptualizing, setting 
a hypothesis, criticizing, collecting and editing data, looking for assumptions, summarizing, coding, 
interpreting and troubleshooting. When applying these abilities, the students combine facts and ideas, 
reconstruct and reorganize information units, link, generalize, explain, assume, infer or interpret. This 
allows them to solve problems, get understanding and discover new meaning. The outcome of such a 
troubleshooting is unpredictable and thus creative.
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The most intelligent (gifted) students may sometimes, even without stimulation and special encouraging, 
get to this level of knowledge. This level is possible also for a majority of (average) students provided 
that teaching is based on well programmed and methodically implemented teaching of problem solving. 
The task of the trainer is to prepare activities or the environment to ensure that the students use higher-
level thinking. In doing so, one should bear in mind that the transfer of general thinking skills in areas 
different from the one where they were trained is rather weak. This means that it is necessary to train 
the students in different thinking skills within varied specific areas. The person cannot move to a higher 
level until completing the previous one.

In examinations and tests of knowledge the students are most often required to merely recall and 
reproduce information. The most often questions asked are the following: List!, Say what…?, When?, 
Who?, Describe!, Circle!, etc. The objective of training is the preparation of students to solve problems 
that they will encounter every day, but it is not sufficient to merely recall and reproduce in order to solve 
such complex problems. It is therefore necessary to develop their overall potential and as a result it is 
important to encourage them to use a broad range of intellectual abilities. 

The revised Bloom’s taxonomy uses verbs instead of nouns for description of level of knowledge (the 
old version uses nouns, which are listed in brackets). This emphasizes that educational objectives are 
described as different forms of thinking, while thinking is an active process. Description of each level 
of knowledge contains the verbs that best reflect the nature of thinking used when a person acquires 
or shows knowledge of particular level of complexity and abstraction. Each level of knowledge contains 
key verbs describing activities of students who can use them, thus acquiring knowledge and checking 
knowledge of a level. This enables trainers to effectively define objectives of teaching and select the 
most suitable activities for acquiring and evaluation of knowledge of students at different levels.

Table 20: Key verbs in Bloom’s taxonomy by level

LE
V

EL

OBJECTIVES 
(OUTCOMES) OF
LEARNING
Meaning of level

KEY VERBS

Describe the activity to be trained and measured at each level.

I REMEMBER     
(Knowledge)

recognize, show, find, label, link, supplement, place, sort, name, list, identify, say 
who, when, where, why, how much/many, define, cite, repeat, describe

II UNDERSTAND
(Comprehension)

express, tell/write in own words, report, describe, summarize, extend, paraphrase, 
convert, translate, formulate, interpret, explain, discuss, reason, prove, give an 
example, assess, calculate, foresee, classify, place, set out, point out, (actively) 
participate

III APPLY     
(Application)

demonstrate, dramatize, show (procedure), prove, perform (experiment), carry 
out, use, apply, manipulate, show (graphically), make (formula), outline, adapt, 
change, complete, discover, solve (problem), suggest (solution), plan, choose, 
make, compute, assess, write, sort, classify, assemble
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IV ANALYZE    
(Analysis)

dismantle, break down, separate, find, set out, emphasize, recognize the unspoken 
assumptions, justify, interpret, explain, compare, differentiate, confront, comment, 
criticize, communicate, inform, discuss, sort, classify, group, assign, sequence, 
organize, arrange, design, graphically present, perform experiment, question, 
research, check, verify, appraise, calculate, determine the importance of data, 
review, relate, assume, distinguish between cause and consequence, answer 
‘what if?’, infer

V EVALUATE
(Evaluation)

check, judge (appropriateness of conclusion), appraise, evaluate, measure, 
value, identify, weigh, assess, compare, distinguish, criticize, argue, discuss, 
question, prove, assure, defend, justify, support, consider, research, decide, 
take possibility, choose, recommend, eliminate, prioritize, rank, grade, assume, 
foresee, infer, say why, perform

VI CREATE 
(Synthesis)

conceptualize, design, develop, create, invent, devise, invent, construct, conceive, 
produce, cause, formulate (hypothesis), foresee, forecast, make ready, prepare, 
prescribe, draw up a plan, outline, suggest, consolidate, combine, gather, join, 
assemble, put together, relate, arrange, compose, collect, organize, rearrange, 
change, reorganize, revise, improve, complete, compile, guide, manage, write, 
bear, tell, present, set (a theory), generalize

 

At the preparation stage of the training program, bearing Bloom’s taxonomy in mind, one may clearly and 
uniformly define specific teaching objectives (what we want or expect students to learn), which later 
facilitates their assessment of achievement (outcomes of learning/teaching) and the teaching process 
itself. It is important in this process to operationalize the objectives meaning that they are defined in 
observable behavior phrases (one should define precisely what the student will do or say, on the basis 
of which we can infer that (s)he has acquired knowledge of a certain type and level). 

When selecting verbs, one must bear in mind the meaning of certain knowledge levels or the cognitive 
processes that they require. Operationalized objectives should be in line with the general objectives of 
the subject. They describe a student’s behavior, rather than the teacher’s behavior or content that the 
student should learn. It is important to use simple formulations that even laypersons can understand. 
Educational achievements described in this way describe outcomes (and not the process) of learning. 

When expected learning outcomes are precisely and clearly defined, it is easier to select tasks to test 
the quality of knowledge at different levels. At the same time, students achieve better results, because 
they are completely clear what is expected from them and understand the purpose of the suggested 
or expected activities. The purpose of clear and uniform definition of educational objectives is to have 
both the teacher and students completely clear what students should learn. In addition, this leads to 
increased objectivity of knowledge quality assessment. When competences are defined by abstract 
phrases, they cannot be directly observed, and therefore there is greater subjectivity in assessing and 
the possibility of self-deception (of both students and teacher).

3.4.2.1 Educational content

Educational content is divided into areas which need to be mastered to gain necessary competences.

In programs for education and adult training, educational content is developed through modules8 

Modules are interdisciplinary (not divided into subjects) and represent structural parts which, in different 
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combinations, allow a student be trained for one or more occupations/jobs. A modular approach to the 
development of educational content reduces the time necessary for training program development, 
requires a specific area of expertise from the trainer, and ensures the subsequent preparation for 
conducting the training program. Modules include knowledge coming from different areas that are 
necessary for performing the job. Modules are specific, integral segments or packages, leading to 
recognized professional competences during occupational/job analysis. Depending on the recognized 
duties and tasks for a certain occupation/job, it may be suggested to conduct training in one or more 
modules depending on the complexity of training and time needed for conducting classes. If over 100 
hours is projected to be necessary for conducting classes, segmenting the training into two or more 
modules should be considered. Each module is based on the same DACUM chart (analysis of duties 
and tasks) but is directed to different duties. Each module has its own training program, syllabus and 
approach to evaluation of program achievements.

Modules may be designed as independent educational units or be hierarchically linked. Hierarchically 
linked modules require the student to complete the module with less complex educational outcomes 
prior to beginning a more demanding module. 

Modules may also be designed either as a common structure of one process of evaluation of educational 
achievements or a fragmented structure, where evaluation of educational achievements is carried out 
after completion of each module.

The advantage of modular programs is that the same modules (e.g. the so-called ‘soft skills’) may be 
used in different occupations/jobs where the need for the same competences was recognized. This 
reduces the time necessary for designing new educational programs.

Table 21: Basic characteristics of traditional and modular programs

TRADITIONAL PROGRAM MODULAR PROGRAM

Content divided into educational units Content divided into educational units and modules

several training programs with similar educational 
content are separately developed

several training programs with similar educational 
content, incorporate modular programs as their own 
integral parts

assessment of achievement of educational 
outcomes is carried out at the end of the training for 
the overall training program

assessment of achievement of educational outcomes 
may be carried out at the end of each module

suitable in short training program suitable in long training programs 

suitable in simple occupations Suitable in more complex occupations (demanding a 
combination of technical and soft skills)

Suitable in organizations dealing with vocational 
training for a small number of occupations

Suitable in organizations dealing with vocational 
training for a large number of occupations

Trainers must often diversify their competences to 
respond to the overall content of the program

Trainers may be specialized in individual modules, 
specialization within the module enables higher quality 
work with students

overall content of the program is most often 
compulsory for all students Modules may be compulsory or optional 

Compulsory modules represent a minimum standard for the development of competences necessary for 
carrying out a targeted occupation/job. Students must acquire the competences from compulsory modules 
during the execution of the training. Optional modules introduce additional competences, which depend 
on the preferences, abilities and plans of the students, and they are important for the improvement of 
competences for performing a targeted occupation/job.
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Table 22: Excerpt from educational content from a training program for CNC woodworking machine operator

1.   Security and safety at work 

 The concept and importance of safety at work
 Safety at work regulations and their application
 Use of personal safety equipment
 Fire load of the workplace
 Fire protection measures, use of fire-extinguishers
 Elementary first aid
 Movable parts of the machine
 Working space of the machine and access paths
 regular procedure and protection devices that must 

be on the machine
 danger of disintegration of tools and unwanted 

contact of cut material with tools
 protective footwear and clothes

2.   Elementary technical drawing

 Formats of technical drawing
 Dimensions on the drawing and drawing to scale;
 technical drawings headers
 Types of lines and their application in technical 

drawing
 Drawing in axiometry, oblique and orthogonal 

projection
 Drawing section of object and hatching
 dimensioning of technical drawing
 Marking of materials on technical drawing
 Technical drawing in CAD programs
 Uploading programs to a CNC machine
 Elementary CNC programming
 selection of an optimal working model

3. Elementary technological process in wood            
processing 

 Types of material in final processing of wood
 properties of materials
 Selection of appropriate required material for 

processing
 Quality of the manufactured part
 Types of processing
 elements of processing
 Quality of processing
 Knowledge of tools
 defining program parameters of tools 
 Poznavanje alata;

 Definisanje programskih parametara alata.

4.   Implementation of the CNC process

 Selection of tools and equipment for processing

 Preparation of accompanying devices for operation

 Rules of activating the CNC machine

 Rules of referencing the CNC machine

 rules of workplace planning in accordance with the 
task

 determining work method in accordance with the 
task

 selection of appropriate programs

 Program entry at the determined place

 Rules of activating the CNC program

 Checking controls used in a program

 Guiding CNC processing

 Memorizing changes made in the process

 Making patterns

 Technology of setting the workpiece in the pattern

 protection and preservation of patterns

5.   Maintenance of CNC equipment

 Types of errors and defects on CNC machines

 inspection of defects book

 Maintenance plan

 Keeping records of maintenance

 lubricants and lubrication

 Procedures for cleaning machine, tools and auxiliary 
devices

 Procedure for replacing mechanical, pneumatic and 
hydraulic parts

 verification of operating software of the machine

 procedure for upgrading operating software of the 
machine

6.   Troubleshooting in CNC processes

 Analysis of CNC processes

 Procedure of improving CNC processes

 Development of CNC operators in line with 
professional trends

Source: Center for Adult Vocational Education (WMTA)
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3.4.2.2 Duration of program and testing

This part should indicate the duration of the program (in months and lessons of theory and practice), 
methods of testing knowledge, skills and competences, as well as the grading system. The duration of the 
program depends on the number and complexity of identified educational contents the students should 
learn in order to acquire the required competences. In this part of the training program development, 
the number of theoretical and practical lessons for each educational content should be set, or the 
work (including independent work) necessary for a student with minimum competences to acquire the 
knowledge, attitudes and skills for a targeted occupation/job.

The grading system may use a three-grade or five-grade scale as in the example below. The subchapter 
pertaining to assessment of achievements of educational outcomes contains more information on 
composing test instruments used for testing the knowledge, skills and competences. Test instruments 
are used for the assessment of acquired knowledge, skills and attitudes and ability to apply them in 
a working environment (competences). The test instrument may be a question to be answered by the 
student or a request to carry out a certain action, which is an integral part of the tasks of a targeted 
occupation/job.
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Table 23: Excerpt regarding program duration and testing from a training program for CNC woodworking 
machine operator

 140 lessons (57 theoretical lessons with demonstrations and 83 practical lessons – practical training)

 During the training, there is ongoing monitoring of students and their working competences (advancement in 
work and training) in the training diary and a list of records is kept throughout the training.

 Testing knowledge of the student is done through a final practical examination before an examining board 
on the premises and/or in the workplace circumstances for which student was trained (place where practical 
training took place and/or circumstances equivalent to the working environment of final wood processing 
facilities). The examination commission determines the outline and details of final practical examination and 
gives a final grade regarding the acquired competences of students.

    The commission is composed of three to five members: two professional lecturers (one for theoretical lessons 
and the other for practical training, who must each demonstrate a minimum of five years of practical experience 
in the wood processing industry, respectively, with preference given to those specialized in final wood processing 
and processing on CNC machines). One of the professional lectures will be the chair of the commission. The 
third member of the commission is a representative of employers and the sector. If necessary, the chair of the 
commission will appoint two more members.

 The test is used to check the acquired theoretical knowledge and practical, working competences. The test 
has a maximum of 100 points. Checking the acquired theoretical knowledge is done by testing knowledge in 
writing and evaluating with a maximum of 20 points.

 Verification of the acquired practical, working competences is done by performing a practical working task. 
A special scoring list is used to evaluate the working task. The working task may be graded with a maximum 
of 80 points. Elements evaluated in each working task are the following:

 Orderliness in work (maximum 10 points)
 Performing operations and duties of organizing workplace and preparation for CNC processing 

(maximum 10 points)
 Basing of the manufactured part and processing operations as prescribed by the technology and 

quality assurance of processing (maximum 30 points)
 Quality Parameters regarding completeness of processing operations and the working task as a whole 

(maximum 30 points)

Success on the examination depends on the total number of points the student gained at the test of theoretical 
knowledge and by performing the practical working task. Points are translated into success. The scale of 
success is the following:

 up to 51 points – INSUFFICIENT

 from 51 to 63 points – SUFFICIENT

 from 64 to 76 points – GOOD

 from 77 to 88 points – VERY GOOD

 from 89 to 100 points – EXCELLENT

A student who fails the test may retake it following additional training.

Source: Center for Adult Vocational Education (WMTA)

3.4.2.3 Personnel, didactic, and spatial requirements for the performance, educational background or 
vocational degree, or occupation, knowledge and skills to be acquired by completing the program

This part should specify the personnel requirements or describe which persons can conduct the theoretical 
and practical lessons. It should describe the didactic requirements (the necessary equipment and 
tools) and the spatial requirements for both theoretical and practical lessons. Finally, it should explain 
the types of certificates of competence issued to the students who have successfully completed the 
training program.
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Table 24: Excerpt from personnel, didactic and spatial requirements of a training program for CNC 
woodworking machine operator

PERSONNEL REQUIREMENTS
Training may be carried out by teachers/educators with a minimum of five years of proven practical working 
experience in the field of wood processing (preference is given to those specialized in final wood processing and 
processing on CNC machines) for the theoretical part:

 MSc in Mechanical Engineering – department of mechanical wood processing (technology) 
 MSc in Forestry – department of mechanical wood processing (technology)

For the practical part:
 Skilled worker, highly skilled worker, secondary school education, college, university degree in the field of wood 

processing or final wood processing with proven practical working experience on CNC machines of at least five 
years 

SPATIAL REQUIREMENTS
Classroom/office equipped with classroom materials for the implementation of theoretical lessons 

 Blackboard (dry-erase board)
 Chalk (markers)
 Blackboard sponge
 Computers
 Necessary drawing software packages (Inventor/Auto Cad)
 Projector
 Models for demonstration
 school desks
 Chairs 

Final wood processing workshop equipped for carrying out practical lessons:
Tools, accessories and other equipment:
 a set of locksmith tools
 Measurement and control tools
 screw clamps
 dedusting gun and brushes
 overalls
 Work eyewear
 Antiphons (ear protection from noise)
 record books
 Manuals
 Fire-fighting and first aid devices

Machines and accompanying equipment:
 CNC machines with tools for milling, drilling and sawing
 vacuum pump
 Ventilation/dedusting system 
 Compressor
 Hand-held portable electric machines (for cutting, drilling and grinding)

Materials:
 sawn wood
 Wood-based boards
 sandpaper 
 Technical (expendable) materials: lubricants, cleaners
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Note:

The adult education provider may organize practical lessons also in an appropriate area at another legal entity 
based on a signed contract on business and technical cooperation or in the employer’s production plant. 

The institution providing the training will issue a certificate of competence to the student who has successfully 
completed the training program.

Source: Center for Adult Vocational Education (WMTA)

3.4.2.4 Requirements for admission, advancement and completion of the program

This part should specify the admission requirements and limitations regarding the minimum and maximum 
number of students. Any modules to complete before the admission to the relevant module should be 
clearly stated. This is particularly important in hierarchically linked training programs. 

If the program requires certain competences as a precondition to attend and understand the educational 
content, the applicants for the training program may be invited in order to evaluate the necessary 
competences using individual and/or group interviews or individual and/or group tests. If the targeted 
occupation/job requires verbal abilities, interviews are more appropriate as an evaluation method. 
Evaluating knowledge or psychomotor skills which do not require exceptional verbal abilities may be 
organized on the site of the theoretical part of the training or on a site where the psychomotor tasks 
corresponding to the recognized required competences can be simulated.

In cases where the completion of a training program requires prior completion of several training modules, 
this section should emphasize that by completing the training in given modules, the student is considered 
trained for certain occupation/job for which (s)he gets a special certificate, which is independent from 
certificates issued for individual modules.

Table 25: Excerpt of requirements for admission, advancement and completion of program from a training 
program for CNC woodworking machine operator

The admission requirement is that the student be an adult (18+) with a minimum of completed secondary school 
(III degree).

The student should pass basic psycho-physical and health examinations which is established by health and/or 
physical examination (as required).

Working experience in the wood sector is desirable, particularly in the sector of final wood processing and wood-
based boards (not a condition).

Verification of elementary knowledge and working skills of students is carried out through a written entrance 
test (4 to 32 students).

Theoretical training may be carried out for several groups of students at the same time (4 to 32 students), and 
practical training means 4 to 6 students per group (recommendation from practice).

Training is conducted 1 to 3 times a week, 4 lessons each time, and training should last between 2 and 6 months 
(recommendation from practice).

Source: Center for Adult Vocational Education (WMTA)
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3.4.2.5 Evaluation of program and learning achievements 

At the end of the training, training performance is assessed through an evaluation test or other forms of 
testing instruments. The Subchapter ‘Assessment of achievement of educational outcomes’ describes 
the content and approach to producing test instruments used to evaluate learning achievements.

3.5 Syllabus
For high quality delivery of the training program, the trainers develop a syllabus and prepare the 
educational content. The syllabus provides a detailed overview of the duration of theoretical, practical 
and independent work of the student for each educational content. Detailed preparation focuses on 
each lesson and addresses the teaching methods and techniques which will be used during the lesson. 
Detailed preparation for a certain module is completed and implemented by the selected trainer. The 
preparation describes the teaching process in detail and includes information on:

 Module for which it is intended

 Delivery modality (lecture, practice, independent work)

 specific tasks during lectures

 description of teaching methods

 link to previous lessons

 Description of students’ activities 

 Material necessary for lectures

 Questions for evaluation

 Topics for the next lesson

 Homework and other requirements from students

Detailed preparation ensures easy delivery of the teaching unit, especially in case of a change of trainer. 
If the same module is carried out with different groups, detailed preparation ensures harmonization of 
the performance of different trainers. Detailed preparation is done for each lesson regardless of the 
fact that several lessons address the same teaching unit.

detailed preparation of the lesson can consist of two parts: the part that ensures the trainers follow the 
flow of course delivery and the part especially prepared for students to more easily acquire the program 
content. Material for students may include textual and audio-visual content, tools and equipment of the 
production process. The purpose of the material is to motivate students for learning, present different 
conditions in which the production process is carried out, and prepare participants for the working 
environment they will experience during the practical part of the training (either in a room prepared for that 
purpose or on the site of the partner company where students undergo the practical part of the training).
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Table 26: Example of a lesson plan

Group of students 1/2013 date: lesson number: 46 and 47

Curriculum CNC OPERATOR - WOOD SECTOR

teaching module T1 - Elementary technological process in wood processing

teaching unit Movable parts of machines (kinematics of machines)

LESSON TYPE:

) presentation

b) revision

c) repeating

d) practice

e) systematization

f)_______________

FORMS OF TEACHING:

а) frontal

b) group

c) individual

d) pair work 

e)______________

f)______________

TEACHING METHODS:

а) monologue

b) dialogue

c) demonstration

d) text

e) combination

f)______________

TEACHING RESOURCES:

а) textbook

b) pictures

c) models

d) graphics

e) audio-visual equipment

f)_presentation__

LESSON OBJECTIVES Explain movable parts of machines and their functions during work

pedagogical task develop knowledge on the role of movable parts and their maintenance

educational task get students familiar with different performance options of kinematic components 
on a machine and their characteristics

Functional task Train students to inspect and maintain movable parts of a CNC machine

Flow of the lesson:

Motivation stage (5 min)

 On which axes does the machine move? (X, Y, Z)

Information stage (60 min)

 Explain that movable parts of machines are important components and need 
to be maintained to avoid their abnormal wear in which case operational 
failures appear.

 Replacing parts is extremely expensive and difficult.
 Go through document development for lessons 46-47
 Rails (round, square)
 Show video ‘Round rail vs. Square rail’
 Transfer systems (ball screw, rack)
 Gearboxes 
 Motors (stepper motor and servo motor)
 encoders

processing phase

Show a movie – annex - HOLZHER PRO-MASTER 7123 (Höchsmann) and discuss some parts of the lesson with 
students

discussion

Practice (25 min)

1. Task (Lesson 46-47 – Annex a)   

In line with ‘right-hand rule’ use the example from the picture to determine and mark the positive direction of the 
coordinate system (+X;+Y;+Z).

2. Task the students on the spot to identify some types of parts and motors

Source: Center for Adult Vocational Education (WMTA)
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Beside detailed lesson plans, organization of training should have a syllabus summarizing information 
from the detailed lesson plans. The syllabus gives an overview of the content and number of lessons 
for each teaching unit. There is a separate overview of lectures content and practice and independent 
work foreseen for each teaching unit. A syllabus example form is presented in the table below. The name 
of the teaching unit should correspond to topics in the training program. The total number of lessons 
should correspond to the total number of planned lessons.

Table 27: Example excerpt from a syllabus for a CNC operator

CONTENT NUMBER OF 
LESSONS

TO
TA

L

No Teaching 
unit

THEORETICAL LESSONS 
(TL) PRACTICAL WORK (PW) SAMOSTALNI 

RAD (Sr) TL PW IW

1

Working 
environment 
and 
functions 
of CAM 
applications

show working 
environment and 
functions of CAM 
applications

    2 2

2

CAM 
techniques 
for 3d 
geometry

Demonstrate CAM 
techniques for 3D 
geometry. Surface 
treatment 

Surface Machining 

Sub-programs of surface 
treatment:

Roughing, Sweep 
Roughing, Sweeping, 
Pencil, Z-level, Contour-
driven, Spiral Milling, 
Pocketing, Profile 
Contouring,

Auxiliary operations:

Rework area, Machining 
slope area, Offset Group

Defining CNC program 
for 3-axis milling of 
spatially arranged parts.

Sub-programs of surface 
treatment:

Roughing, Sweep 
Roughing, Sweeping, 
Pencil, Z-level, Contour-
driven, Spiral Milling, 
Pocketing, Profile 
Contouring,

Auxiliary operations:

Rework area, Machining 
slope area, Offset Group

  1 3 4

total 3 3 6

Source: Center for Adult Vocational Education (WMTA) 

3.5.1 Form of program delivery

A training program is mainly implemented in a combination of theory (lectures) and practical lessons 
(practical work – practical training). 

Theoretical teaching methods are defined as ways and methods by which students acquire knowledge, 
skills and habits. In practice, the following teaching methods are most often used:16

 Lecture method (theoretical lecture, storytelling has an oral presentation, verbal description, 
explaining as an oral presentation, lecturing using audio-visual resources, oral presentation 
with discussion, etc.)
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 Discussion method (instructional conversation, Socratic dialogue, developmental conversation, 
free discussion, debate – discussion, indirect conversation, conversation with an individual, 
systematization of answers, etc.)

 Reading method and text processing (reading with underlining important thoughts, stating 
the point of the reading, comparing the text with what was previously read, reading) 

 Essay method (written exercises and essays, rewriting, etc.)

 Illustration method (drawings, photographs and pictures, charts and graphs, applications, 
etc.)

 Demonstration method (demonstration of movements, showing dynamic natural phenomena, 
demonstration of experiments, demonstration by means of a movie, etc.) 

 Practical work method, etc. 

the combination of teaching methods and different forms of simulation in class brings an abundance 
of techniques that may be used to encourage students to acquire knowledge, skills and attitudes and 
to apply them (competences). Some of the techniques are the following17:

TECHNIQUE DESCRIPTION

‘BRAINSTORMING’

The individual or group has the possibility to suggest as many ideas as possible, offer 
answers to the topic, question or problem. In doing so, the following principles apply, 
depending on the topic and the objectives of activities: non-judgement, ‘quantity brings 
quality’, ‘whatever comes to mind is good’, ‘the ‘crazier’ idea the better’, combination 
and development of ideas.

ROUND TABLE As part of a small or big group each student states, verbally or in writing (on a shared 
piece of paper) his/her idea, proposal, answer or solution.

LECTURE (mini-
lesson)

a formal presentation where the trainer or student presents certain information and 
knowledge linking ideas, topics and facts to the students.

WORK IN PAIRS Students work in pairs exchanging facts, opinions, ideas, and solutions. The participant 
presents the ideas or proposals of his/her own pair in front of the group.

CASE STUDY On the basis of a real life situation, the group carries out analysis, makes decisions, or 
solves problems.

DEBATE
Individuals or groups are assigned different positions in relation to a controversial topic. 
After the necessary preparation time, opposing parties state their arguments. Possible 
variant: after some time, participants are required to change positions.

DEMONSTRATION
Students are presented (demonstrated) a technique, procedure or method, or are 
instructed how to do something and perform in practice. It is usually accompanied by 
the possibility for participants to test or do it themselves.

‘TRAVELLING’ Students leave the room and ‘go out in the world’ with a task: to observe or find something 
or gather information.

individual 
PRACTICE Students individually complete the task, read materials, keep notes, and provide answers.

PANEL DISCUSSION
Several persons who are familiar with issues and have connections to the topic (e.g. 
experts in the field, users, and experts of different profiles) state their views, discuss 
problems and answer students’ questions.

DISCUSSION GROUP
students discuss some topics in small groups and come to common answers and 
solutions. Groups may have the same or different tasks. Groups then report the entire 
group on their work for the purpose of comparison and discussion.
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dialogue group

Students talk about a topic, problem, idea, task, exchange ideas, starting points, and 
attitudes. The objective of the activity is not to persuade others about the correctness 
of your own opinion but to use the exchange in order to get to a solution that everyone 
will agree to and believe in.

PROBLEM SOLVING An identified real problem is solved by applying new knowledge, strategies, procedures, 
methods, or skills. The task may be solved individually or in a group.

CREATING MAPS/ 
CHARTS/MATRIXES

Key ideas, decisions, certain procedures or operations are labelled, analyzed and 
associated.

TABULATION 
analYsis Content is classified or synthesized according to a table.

PROJECT
Students prepare and implement a project applying certain procedures, research 
techniques, principles, skills, knowledge, or attitudes. Project may be ‘homework’. 
Students present the project results in front of the entire group.

QUIZ/TEST
May be used in different ways: before or after a teaching unit, topic, etc., as a means of 
evaluation, as a method of reviewing what was learned (summarizing and recapitulation), 
as a means of familiarizing the group (foreknowledge),

ROLE-PLAYING

Students play designed or assigned roles according to own ‘scenario’, applying real 
behavior in fictitious situations. Variants: asking students to change roles; taking over 
the role by another student; ensuring that several participants play the same character 
according to own scenario.

DRAMATIZATION
Individuals or small groups play roles in front of everyone on the basis of different or the 
same scenarios that are given in advance. The entire group will then discuss, analyze 
or solve the situation.

storY Students tell a specific experience related to the topic. Option: reading a story (from 
literature or life) linked to the topic.

diarY

Students keep diaries – noting down their own thoughts regarding a topic, problem or 
task before they move to discussion. This technique helps students to gain insight into 
their own though process so that they can move to discussion or another type of learning 
feely and with more confidence.

analYsis Individually or in groups, students analyze certain material (video-clip, text, story, 
vocational literature) applying a particular or new strategies, techniques or methods.

SPARING - PARTNER In a small or big group each student states, verbally or in writing (on a shared piece of 
paper) his/her own idea, proposal, answer, solution.

PYRAMID
Students get an individual task, then discuss in pairs what they did. Next they draw 
conclusions in a group of four and at the end, the entire group compares and discusses 
the results.

reporting establishing a relationship between two students who meet during the training to 
exchange problems, questions, give suggestions, tasks and guidelines to one another.

presentation
Students individually or in a group present their work (analysis of literature, research, 
project, practical work, action plan, etc.) in a way prepared in advance, applying different 
methods, techniques and equipment.

QUESTIONNAIRE Students fill out questionnaires, assessment scales or tests where they get insight into 
their own knowledge, attitudes, opinion, potential, etc. in connection with the topic/issue.

OVERVIEW OF THE 
MATERIAL

Individually or in a group, students read certain materials provided to them during, 
before or after lessons with a certain task, e.g. to become familiar with the content, to 
single out two key concepts or new concepts, to come up with a question on the basis 
of what they read.

ACTION PLAN 
Students individually or in group develop an action plan regarding the application of 
what was learned by identifying objectives, activities, resources, timeframe, division 
of tasks and roles.

guided FantasY
In a relaxed atmosphere, students are invited to imagine themselves in a situation 
which the trainer guides them through. After that, participants state what they saw, 
experienced, thought or felt.
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ASSOCIATIONS Students use words, pictures, moves or otherwise state their associations regarding a 
given topic, statement or notion.

MENTORSHIP Pairing up a student with another student who has more experience, knowledge and 
skills regarding the given issue.

E-LEARNING Students use an e-learning program or the internet as a resource or an on-line 
communication/blog, forum, e-conference.

GAME
Students take part in a game with certain material or a game with rules, e.g. solving 
puzzles of different content, ‘monopoly’ etc., where the content and rules are based on 
the issues being taught.

DOUBLE GROUPING

Students are divided into small groups. Each member of the group gets certain material 
which (s)he has to study and then teach other members of the group. Students from each 
group with the same task should be then associated in expert groups which jointly process 
the material. Then they go to their respective original groups to teach other members.

Taken from Alibabić, Popović and Avdagić (2012) 

Advice to trainers in order to have effective training program delivery (Nortwest Center for Public Health 
Practice, 2012):

1. Get students involved in discussion. Telling them is not enough.

2. Support positive group dynamics. Divide students into groups where appropriate.

3. Allow students to discover information themselves.

4. Ask students to create lists of questions or ideas, and during the training ask what they 
wrote, and then give them appropriate answers.

5. Bear in mind that learning is directly proportional to the level of fun students have during 
training.

6. Change the tempo. Active listening lasts for about 20 minutes.

7. Create the training in such a way that students get impressed by their own efforts and 
acquired knowledge.

8. Allow students to share their knowledge and skills ensuring enough time for exchange of 
experiences.

9. Provide students with material in different ways. Recognize different capacities of students.

10. Teach things you can talk about with passion.

The above-mentioned adult teaching principles are beneficial in both theoretical and practical work with 
students. It is necessary that the trainer in charge of the theoretical part of the training be aware of 
the practical work, if it is done in a separate facility by another trainer (or mentor in a workplace). It is 
also necessary that the mentor implementing the practical part of the training program be aware of the 
theoretical part of the training in order to adapt his/her own instructions to what was already learned 
in the theoretical part. Cooperation between mentors and trainers in charge of theoretical part of a 
training program is of extreme importance given that it represents the basis of developing competence. 
A combination of practical tasks and theoretical basis allows application of acquired knowledge and 
attitudes and automation of acquired knowledge in the form of the different skills necessary for performing 
an occupation/job. The applicability of knowledge, beliefs and skills in a working environment is the basis 
for assessing performance of a training program. Therefore, cooperation between mentors in companies 
and trainers in charge of the theoretical part of a training represents the backbone of the environment 
which supports acquiring competences. Given that the practical part of the training is often carried out 
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outside the institution where the theoretical part of the training program takes place, the best practice 
is that the mentors in charge of the practical part visit parts of the theoretical training and vice versa, 
that trainers in charge of theoretical part of training take part in the practical part of the training. 

3.6 Assessment of educational outcomes achievement
this chapter provides an overview of the basic characteristics of assessment of educational outcomes 
achievement. It is widely believed that this assessment is carried out at the end of the completed training. 
However, assessment of achievement should be an ongoing process throughout the program delivery as 
well as at the end of the educational process. During the training, assessment is carried out by trainers, 
while assessment of achievement at the end of the training may be done either by trainers or persons 
not involved in the training process with the students. If the training is carried out as an introduction to 
the development of competences, knowledge and skills necessary to gain qualifications, introducing 
a third person in the process of assessment of achievement may facilitate the process of gaining 
qualifications, given that the process usually involves competence assessment by another institution.

The assessment of educational outcomes achievement is an important step in training whose purpose 
is gaining qualifications, reskilling and upskilling but also in training whose purpose is adopting 
competences, knowledge and skills without formal qualification, or for vocational training. assessment 
of achievement should ensure feedback to a student on gained competences, knowledge and skills, 
while the trainer gains insight into the training quality against the background and existing capacities 
of the students. In line with the feedback, adjustments should be made to either the training delivery or 
to the training program itself. Feedback should be considered from the perspective of the number of 
students who successfully acquired the necessary competences and of those who failed to do so. The 
greater the number of students failing to acquire competences, the more indicative it is that something 
should be changed in the program content, performance or test instrument. If only a few students failed 
to acquire the necessary competences, their profile should still be considered, given that it is possible 
to add additional prerequisites to be met by candidates in order to enroll in the training program. 

Assessors may collect data on the achievement of students either directly or indirectly. During the 
assessment, different approaches may also be used. The approach may pertain to the behavior of 
students or their work products depending on the established outcomes of the educational program.

Table 28: Direct and indirect techniques of assessing the educational outcomes achievement

Direct Indirect

Student

Behavioral features:

 completing the task

 presentations

 discussion

 role-playing

 interviews

 oral examination

 multiple choice questions
 open-ended test
 essay questions
 audio-visual report
 mentor’s report

Work 
product

 assessment of product
 self-reporting on activities
 presentation of reports

 increase in sales
 increase in production
 level of work satisfaction by other 

employees

source: authors

Collecting data on achievement during training should be an ongoing process. However, the assessor 
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often creates an examination at the end of program delivery as a separate method of data collection. 
The collected data is often translated into numerical systems with defined minimum and maximum 
scores. Scores are often dependent on the assessor (unless provided for via legislation) and expressed 
ranging from 0 to 100. The assessor should develop a standard for the test used in order to increase 
objectivity while determining the test result.

Data on student’s progress is collected using test instruments based on the above-mentioned approaches. 
a test at the end of completed training most often contains test instruments focused both on student 
and work products in the same proportion as during training delivery. If training delivery contained 80% of 
practical lessons, the test should have approximately 80% of test instruments focused on work products.

A standard test instrument (each section of the test) should contain the following information:

1. Reference to the module for which it was created.

2. Level of complexity of the instrument (C1 – easy instrument, C2 – moderately difficult 
instrument, C3 – difficult instrument). An easy instrument is one which is expected to be 
solved or there already exists data that it has been solved by most respondents (more than 
75%), and on Bloom’s taxonomy of outcomes it corresponds to outcomes at the cognitive 
levels of knowledge and understanding. A moderately difficult instrument is one where it 
is expected that approximately 25-75% of students will answer correctly, and on Bloom’s 
taxonomy it corresponds to outcomes on the cognitive levels of application and analysis. A 
difficult instrument is one which is expected to be solved by a maximum of 25% of students, 
and on Bloom’s taxonomy corresponds to outcomes at the cognitive levels of evaluation 
and synthesis. A test (or a set of test instruments) should contain test instruments from all 
levels of complexity. If the group of students is prepared for a certain occupation exposing 
the student (employee) to a higher level of competences, the test may be composed so as 
to have more complex tasks and vice versa.

3. A description of the competences tested by the test instrument with clear indication for 
coding in curricula. If a certain competence is coded as A1. TIG welding procedure, then 
the test instrument standard should refer to A1 competence.

4. Accompanying duties and tasks from the DACUM chart. Each test instrument should indicate 
which tasks and duties may be performed by a student who successfully performs/completes 
the test instrument. Tests should contain test instruments pertaining to all important tasks 
identified during DACUM analysis. 

5. Anticipated average answering time. It is important for the purpose of assessing overall 
time for the application of the test/test situation.

6. Title of the question with the response system or instructions for performing the task for 
test instruments from work products. The response system should be in the same form as 
it will be on the test.

7. The available answers, the correct answers and the number of points for each available 
answer.
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Table 29: Example of test instrument standard

Module title of module

Level of complexity C1 C2 C3
Accompanying skills and knowledge educational outcome from program

Accompanying tasks A-1, A-5, B-2

anticipated answering time 1 min.

test instrument: According to mechanical agents’ action, massage can be (circle the 
correct answer):

a) _________________________
b) _________________________

answer: a) Manual massage (correct answer – 1 point)
b) Apparatus-aided massage (incorrect answer – 0 points)

Source: Center for Adult Vocational Education (WMTA)

A test is created by combining test instruments and answers (where applicable). A test instrument 
standard is made both for test instruments focused on students and on work products (theory/practice).

Table 30: Example of test instrument for practical work

Occupation CNC operator

Level of competences

Level of complexity P2 (most of questions will be P2)

 (P1, P2, P3) (P3 to do something specific)

Assessment of skills Replacing drill on the CNC machine

(Test instrument)

Accompanying tasks

Accompanying skills and knowledge

DACUM date Tool holder, wrench set, CNC machine, drill

Necessary tools, materials and equipment 15 min

Allocation of time student should bring overalls

Notes for candidates Student should take care of safety measures

Notes for members of the commission Old drill should be on the CNC machine. 

CNC machine should be started/turned on before the beginning of 
the practical task
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Evaluation table 

# evaluation criteria guidelines for scoring Maximum points

process Result/ work 
product

1 positioning tool holder to the 
place of the replacement

Give command to the machine to set drill-tool 
holder on the place of the replacement (code G6, 
check for specific machines)

Wait for the drill holder to come to the place of 
the replacement 

2 select tools Select a wrench ___________ for SCM

Select a wrench ___________ for Holzher

Select a wrench ___________ for Hommag

3 dismantle drill Select a wrench ___________ for SCM

Select a wrench ___________ for Holzher

Select a wrench ___________ for Hommag

4 Check impurities on tool 
holder

Source: Center for Adult Vocational Education (WMTA))

3.6.1 Differentiated tasking at different levels

When the expected educational achievements are operationalized with the assistance of the table, 
differentiated tasks are placed before the students depending on their achieved level of knowledge, 
so that they get more and more demanding tasks. Thus, their motivation for work is maintained and 
level of reflective functioning gradually increases. In other words, they gradually use more complex and 
more abstract thinking for troubleshooting, thus encouraging the development of their brains. Namely, 
students are motivated to work only when they encounter optimally difficult tasks, neither too easy nor 
too difficult, actually those that are somewhat above their current cognitive degree. Too easy tasks result 
in boredom and too difficult in giving up because they cannot solve them. Repeated failure results in 
the loss of self-confidence and interest for the area of failure. 

the following approaches are possible:

  All students solve tasks at the level of remembering and understanding, and then select at 
least one of the available activities from each of the following levels

  All students pass first two levels and then they choose one available activity from one of 
the higher levels

  Trainer determines in advance which students will work on the lower levels, and which on 
higher levels

  Each student chooses an activity from any level

  Some activities are marked as compulsory and some as optional

  Students work on lower levels, and then they themselves design activities at higher levels

  all students design activities themselves
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3.7 What are the lessons learned?
Na osnovu svega što je u ovom poglavlju prezentovano, može se zaključiti sljedeće:

 It is recommended that the main method for the implementation of occupational/job 
analysis is DACUM analysis, allowing participative analysis of duties, tasks, knowledge, 
skills, behavior, tools and equipment as well as of future trends of development of the 
occupation. Occupational/job analysis is the process of collecting data on steps, tasks 
and duties carried out by employees in an occupation/job in order to develop and/or adapt 
content of the training program to the necessary competences for the given occupation/
job.

 Once occupational/job analysis has been completed, the content of the adult vocational 
education and training program may be drafted. The program determines how to achieve 
competences necessary for the performance of duties and tasks of the analyzed occupation/
job. The minimum structure of an adult education and training program should entail: 1) 
outcomes and competences, 2) content of the program, 3) organization and methods of 
training and 4) method of assessment of achievements.

•  Outcome-oriented education is an approach to planning and programming in which all 
decisions about the program are made on the basis of outcomes to be achieved at the end of 
the training. This means that the final product conditions the entire process. Outcomes define 
the structure of the program, methods, delivery techniques and method, and assessment 
of achievements. The entire process of occupational/job analysis is carried out to identify 
relevant learning outcomes of a training program for an occupation.

 In programs for adult education and training, educational content is mainly developed in 
the form of modules. Modules are interdisciplinary and represent structural parts which, 
in different combinations, enable a training of students for one or more occupations/jobs. 
Modules are specific, integral segments or packages, leading to recognized professional 
competences during occupational/job analysis.

 In order to have a quality delivery of training program, trainers develop a syllabus and prepare 
educational content. The syllabus gives a detailed overview of the theoretical, practical and 
independent work of a student for each educational content. Detailed preparation focuses 
on one lesson and addresses the teaching methods and techniques that will be used during 
the lesson. Detailed preparation for a module is carried out and implemented by the selected 
trainer. A combination of teaching methods and different forms of simulation in teaching has 
created a number of techniques to encourage students in a training to acquire knowledge, 
skills and attitudes and apply them (competences).

 assessment of educational outcomes achievement is an important step in training aimed 
at gaining qualification, reskilling and upskilling but also in training aimed at acquiring 
competences, knowledge and skills without formal qualification, or for vocational training. 
Assessment of achievement should ensure feedback to the student on the acquired 
competences, knowledge and skills, while the trainer received insight into the quality of 
training in comparison to the background and capacities of students.
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3.9 Annexes

Annex 3.1: Questionnaire for analysis of needs for skills in a local market

This questionnaire was developed on the basis of the document ‘How to carry out qualitative local labor 
market assessments - a handbook for professional schools and institutions’, developed by the European 
Training Foundation (ETF) from Turin, and a questionnaire used so far by the WMTA Center from Banja 
Luka. The ETF Handbook was developed on the basis of experience from countries of the former Soviet 
Union and adapted to conditions and needs of institutions in those countries, and therefore we believe 
that it may serve as an adequate example for BiH. ETF’s Handbook contains several examples of survey 
questionnaires, on the basis of which the questionnaire below was developed, taking into account the 
BiH context, experience of adult education providers in BiH such as WMTA from Banja Luka, and the fact 
that some questions have already been included in other surveys, such as survey of employers. Selected 
questions below are focused on collecting information that serve adult education providers directly to 
plan their own activities on the basis of such information. 

1. To which sector of activity does your company belong?

2. 2. Average number of employees in your company? 

       1 - 5   6 - 9   10 - 49   50 - 249  250 and above.

3. How would you rate the change in the number of employees in the past two years?

a) considerable growth
    (above 20%)

b) moderate growth (5% to 20%) c) almost no change (turnover up 
to +/- 5%)

d) moderate decrease (5% to 20%) e) considerable decrease 
(above 20%)

f) difficult to answer

4. How would you rate the expected change in the number of employees in the next two years?

a) considerable growth 
    (above 20%)

b) moderate growth (5% to 20%) c) almost no changes
    (turnover up to +/- 5%)

d) moderate decrease (5% to 20%) e) considerable decrease 
(above 20%)

f) difficult to answer

5. How many employees per type have been employed in the past, or do you plan to employ in the 
future? Enter approximate numbers in the table.

Type
Number of 
employees in the 
past two years

Expected number of 
employees in the next 
two years

Workers engaged in basic physical tasks (not requiring 
professional skills)
Workers engaged in complex physical tasks (requiring 
professional skills)
Workers engaged in basic intellectual tasks (not requiring 
specific knowledge)
Workers engaged in complex intellectual tasks (requiring 
specific knowledge)
Executive managers (at the level of department, shop, 
division)
Executive managers (at the company level)
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6. Do you lack employees from the following types?

a. Workers engaged in basic physical tasks (not requiring professional skills),

b. Workers engaged in complex physical tasks (requiring professional skills),

c. Workers engaged in basic intellectual tasks (not requiring specific knowledge),

d. Workers engaged in complex intellectual tasks (requiring specific knowledge),

e. Executive managers (at the level of department, shop, division),

f. Executive managers (at the company level).

7. Has your company staff undergone reskilling initiated by administration in the past several years?

       a) No b) Yes, but not regularly       c) Yes, regularly d) Difficult to answer

8. Would you prefer to have direct cooperation with educational institutions providing services of 
training necessary for your company?

a) Yes, definitely b) Yes, probably c) Probably not d) Currently, there is no 
     need for that

e) Difficult to answer

 9. Would you be interested in participating in the program development and planning training for your 
company staff?

a) Yes, definitely b) Yes, probably c) Probably not d) teško je dati odgovor

e) Difficult to answer

10. Would you be interested in participating in training students of the program whose specific skills 
would match the needs of your company?

a) Yes, there is interest and 
     conditions

b) There is interest, but no 
     conditions

c)  There is neither interest
      nor conditions 

d) No interest e) Difficult to answer

11. Would you be ready to fund costs for a student doing practical lessons (circle): 

a) Meal, b) Transportation costs for student
    (if necessary),

c) Insurance costs for student. 

12. Do you have any special requests for adult education providers of training in the fields necessary 
for your company?

 ..............................................................................................................................................................

 ..............................................................................................................................................................
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Annex 3.2: DACUM research chart for an occupation (DACUM chart)

Occupation

Worker’s behavior Knowledge and skills

Tools, equipment and materials Future trends

Duties Tasks

a
A-1 A-2 A-3 A-4 A-5 A-6 A-7

A-8 A-9 A-10 A-11 A-12 A-13 A-14

B
B-1 B-2 B-3 B-4 B-5 B-6 B-7

B-8 B-9 B-10 B-11 B-12 B-13 B-14

C
C-1 C-2 C-3 C-4 C-5 C-6 C-7

C-8 C-9 C-10 C-11 C-12 C-13 C-14

d
D-1 D-2 D-3 D-4 D-5 D-6 D-7

D-8 D-9 D-10 D-11 D-12 D-13 D-14

e
E-1 E-2 E-3 E-4 E-5 E-6 E-7

E-8 E-9 E-10 E-11 E-12 E-13 E-14
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Annex 3.3: DACUM research chart for CNC operator

DACUM research chart for CNC operator (woodworking) a

Employee's behavior Knowledge and skills

1. patient
2. motivated
3. creative
4. takes initiative
5. precise
6. perceptive
7. physical strength
8. organized
9. quality awareness
10. communicative
11. cooperative
12. responsible / reliable
13. flexible 
14. innovative

1. woodworking technology 
2. fundamentals of informatics 
3. fundamentals of mathematics
4. fundamentals of CNC (work 

principle) 
5. fundamentals of CNC 

programming 
6. fundamentals of CAD / CAM 

software
7. Interpretation of technical design
8. safety at work regulations
9. knowledge of raw materials
10. fundamentals of production 

process
11. fundamentals of mechanics
12. fundamentals of electronics
13. technical thermology
14. technical English
15. fundamentals of measurement 

technology
16. fundamentals of knowledge of ISO 

standards in woodworking
17. team work skills 
18. troubleshooting/resourcefulness 

skills 
19. communication skills
20. analytical skills 

Tools, equipment and materials Future trends

1. Drills 
2. Milling machine
3. Saw
4. Abrasive tools
5. Measurement tools
6. Clamping tools/clamps
7. Lubricator
8. Air gun
9. Crane 
10. Wrench set
11. PC / laptop
12. USB stick
13. CNC milling machine
14. CNC lathe
15. CNC workstation
16. Varnishing cabin
17. CNC panel saw
18. Hand tools
19. Edge bander
20. CNC drill
21. Wood
22. Plywood
23. MDF panels 
24. Varnish 
25. Putty
26. Protective equipment
27. Lubricants

1. Improving computer skills 
will improve access to CNC 
occupations

2. Increased automation of 
production will result in higher 
demand for CNC operators

3. New CNC software will increase 
the scope of working tasks of CNC 
operators

4. Use of CNC equipment and 
technology will increase because 
of high demand for high quality 
products

5. CNC operators will carry out more 
programming tasks 

6. CNC operators must follow trends 
and technologies to be competitive

CNC operator (woodworking)

DACUM Committee                                   Produced for

Dragan Dunđerović, Interfob, 
Banja Luka 

 

Novak Erceg, Interfob, Banja 
luka 

Dalibor Gigović, Nova DIPO, 
Gornji Podgradci  

Vladimir Tendžerić, 
Nova DIPO, Gornji 
podgradci  

Milkan Vručinić, AM 
Međugorje d.o.o., Banja Luka 

Adnan Mašić, Ingforest 
d.o.o., Sarajevo  

Mr. Jasmin Žugor, “Intera” 
Foundation, Mostar  

DACUM facilitators 

Mrs. Annett Hilpert INBAS 
GmbH, Germany     

Mrs. Gabriela Damian-
Timosenco, Professional 
Capacity Building Institute, 
IFCP, Moldova 

Program Prilika plus

Razvijeno od strane

INBAS/IFCP

On behalf of 
Swiss Agency for 
Development and 
Cooperation (SDC)

7 -8 November 2011, 
Banja Luka, Bosnia 
and Herzegovina
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dutY 
  

  
TASKS 

A
preparation 
for work/ CNC 
process 

A-1 

put on 
protective 
equipment  

A-2 

Carry out 
initial checks 
of CNC 
machine 

A-3 

Analyze 
working 
orders 

A-4 

present 
technical 
design 

A-5 

Identify 
materials and 
tools

A-6 

Collect 
materials and 
tools 

A-7 

Organize 
workspace

 

A-8 

Exchange 
information 
on previous 
production 
cycle 

A-9 

Coordinate 
working 
activities

A-10 

assign 
work to 
subordinates

A-11 

take part 
in installing 
CNC 
equipment

   

B preparation of 
CNC machine

B-8 

put raw 
materials in 
CNC machine

B-2 

adapt 
calibration / 
referencing of 
CNC machine

B-3 

Set up a CNC 
program

B-4 

set up 
parameters 
for tools

B-5 

Adjust tools to 
CNC program

B-6 

Adjust clamps 
/ pattern

B-7 

simulate 
production 
process 

B-8 

put raw 
materials in 
CNC machine

B-9 

activate 
support 
functions 
(ventilation, 
lubrication, 
cooling) 

B-10 

produce test 
sample

B-11 

Identify 
differences 
between set 
measures 
and test 
product

B-12 

adapt 
parameters of 
CNC machine

B-13 

receive 
approval for 
production 

 

 

 

C production 
process  

C- 1 

put workpiece 
in CNC 
machine

 

C-2 

produce 
patterns 

C-3 

set patterns 

C-4 

Choose 
optimal 
working 
model 

C-5 

set program 
variables 

C-6 

enter 
parameters 
for shelf life of 
tools in CNC 
program 

C-7 

supervise 
operational 
work of CNC 
machine 
(e.g. cutting, 
pressing)  

C-8 

Synchronize 
CNC machines

C-9 

supervise 
scrap 

C-10 

supervise 
process 
of scrap 
production 

C-11 

Check 
quality 
of final 
product 

C-12 

take part 
in the 
development 
of new 
products

C-13 

suggest 
improvement 
in production 
process 
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D
Maintenance 
of CNC 
equipment

D-1 

Familiarize with 
maintenance 
instructions 

 

D-2 

Check 
mechanical 
parts of CNC 
machine (dust, 
‘leeway’)  

D-3 

Apply 
lubricant to 
hydraulic 
system

D-4 

Clean filters

D-5 

Change filters 

D-6 

Check errors 
in the system 

D-7 

Store/save 
data 

D-8 

Fill in request 
for equipment 
department

D-9 

submit 
request to 
maintenance 
department 

D-10 

Fill in 
logbook for 
maintenance 

    

E
detection of 
faults in CNC 
process

E-1 

Carry out 
initial/original 
assessment

 

E-2 

Carry out 
partial self-
assessment 

 

E-3 

Analyze 
assessment 
results 

E-4 

Identify 
damaged 
parts 

  

E-5 

Change 
damaged 
parts 

 

E-6 

Change tools 

E-7 

Hand over 
damaged 
tools to 
repair 
department 

E-8 

Check 
functionality of 
tool warehouse 

E-9 

adapt tool 
parameters  

E-10 

Check 
functionality 
of support 
systems 

E-11 

Consult 
service 
station 
of CNC 
producer  

   

F Finalizing work 
process

F-1 

take part in 
quality control 
(internal, 
external)  

F-2 

draw up a 
report on 
job done, 
materials and 
tools 

F-3 

remove 
patterns and 
tools 

F-4 

Clean 
patterns 
and tools

F-5 

store patterns 
and tools

 

F-6 

Clean CNC 
machine and 
workspace 

F-7 

Hand off the 
shift

F-8 

give 
recommend-
ations for 
improving CNC 
process 

F-9 

participate 
in training 
courses

 

F-10 

Exchange 
experience 
with 
colleagues 
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Annex 3.4: Task verification form for occupation   

Organization: 
Verifier:

Occupation: Date: 

Change in 
statement, 
change of verb

is this task 
performed at 
the elementary 
level (in the 
first month of 
employment)? 
YES/NO

the 
importance of 
the task (low/ 
medium/ high)

Difficulty of 
task (low/ 
medium/ high)

Frequency of 
performing the 
task (rarely/ 
occasionally/ 
often)

Duty A

task a1

task a2

task a3

What other tasks do 
you perform?

What knowledge is important for good performance of your job?

Other comments, suggestions?
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Annex 3.5: Training program form

Title of training program

program code: enter program code

Module:   Enter module number

title of module:    enter title of module

Module code:   Enter module code

development of program: author 1

author 2

author 3

author 4

Author 5

1.Title of training program enter title of training program

2.Area of work enter area of work

3.Field enter field 

4.Working competences enter working competences
	 Competence 1

	 Competence 2

5.Program objective Enter program objective 

6.Program outcomes upon the completion of education student will be trained to:

LO-1; 

LO-2; 

LO-N

7.Educational content
(Detailed elaboration of educational 
content in syllabus)

enter the list of topics of educational content
	 teaching unit 1

	 teaching unit 2

8.Form of instruction enter forms of instruction
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9. Duration of 
program and 
method of 
verification

duration of program

Theoretical lessons Practical work Independent work TOTAL

N lessons N lessons N lessons

Method of verification of knowledge

Testing knowledge Working task Independent work total

N points N points n points

Three-grade scale of performance 

Insufficient Good Excellent

0 – N1 points N1 – N2 points N2 – N3 points

Five-grade scale of performance

Insufficient Sufficient Good Very good Excellent

0 – N1 points N1–N2 points N2-N3 points N3-N4 points N4-N5 points

10.Personnel, didactic, spatial 
conditions for conducting, and 
educational background or vocational 
degree, or occupation, knowledge 
and skills acquired by completing the 
program

personnel conditions 

didactic conditions 

spatial conditions 

issuance of certificates

11.Students and admission 
requirements, progress and completion 
of the program

Requirements for admission and attending the program

Student group size 

12.Evaluation of the program and 
learning achievements 
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NOTES

4 Based on the above, one must keep in mind key international documents and documents of the 
European Union (EU) on adult education policies in the context of lifelong learning. The documents 
are explicitly stated in the following principles and standards: the UN Universal Declaration of Human 
Rights (1948); the International Covenant on Economic, Social and Cultural Rights (1966); Protocol to 
the Convention for the Protection of Human Rights and Fundamental Freedoms (1952); the European 
Social Charter (1961); The European Union Treaty (1992); Charter of Fundamental Rights of the European 
Union (2000); United Nations Millennium Declaration (2000); World Declaration on Education For All 
(1990); the Hamburg Declaration – the Agenda for the Future (1997); White Paper of the European 
Commission: Teaching and Learning – Towards the Learning Society (1995); Memorandum on Lifelong 
Learning (2000); Communication from the European Commission: Making European Area of Lifelong 
Learning a Reality (2001); the Copenhagen Declaration (2002); the Conclusions of the EU Council on 
Identification and Validation of Non-Formal and Informal Learning (2004); Communication from the 
European Commission: Adult learning – It is never too late to learn (2006); EQF - European Qualifications 
Framework for Lifelong Learning (2008); Communication from the European Commission: New skills 
for new jobs – Anticipating and matching labor market and skills needs (2008); ET 2020 - Strategic 
Framework for European Cooperation in Education and Training – Education and Training 2020 (2009); 
EUROPE 2020 – A strategy for smart, sustainable and inclusive growth (2010); EU Council Resolution on 
a renewed European agenda for adult learning (2011); EU Council Recommendations on the validation 
of non-formal and informal learning (2012).

5 Existence of a gap between current and required skills on the labor market should be seen as ‘a market 
opportunity’, and its reduction as the mission of an adult training center.

6 Therefore, before initiating the program (‘development of product’), or in the first phase of the PDCA 
cycle, ‘planning’. Market analysis to measure the satisfaction of users (the third phase of the PDCA 
cycle) and possible program redesign (the fourth phase of the PDCA cycle) will be elaborated in other 
chapters of the Handbook pertaining to designing and quality assurance of the program.

7 JU Poljoprivredna škola Banja Luka /School of Agriculture/– Occupational standard - Teacher in 
elementary and secondary education. Retrieved from http://www.poljskolabl.rs.ba 

8 Retrieved from Despotović, M. (2016)

9 ibid

10 Retrieved from Norton, Robert E, (2006) 

11 ibid 

12 ibid

13 ibid

14 ibid

15 For more information see Simpson, E. J. (1972).

16 Retrieved from Alibabović, Bošković, Popović, Minić, Peković, Pejović and Zeković (2016) 

17 For more information about the advantages and disadvantages of some methods see, for example 
see Alibabić, Popović and Avdagić(2012); Desforges (ur); Despotović, 2000; Dijanošić (ur), 2012; Kulić 
and Despotović, 2004; Pavlović Breneselović, Pavlovski and Ninčić, 2000; Roeders, 2003; Terhart, 2001
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4. HOW TO IMPROVE?

Objectives of the chapter:

 Describe specific characteristics of the quality assurance system in the field of adults

 Explain guidelines for quality assurance in vocational education and training

 Explain qualities in adult vocational education and training 

 Indicate appropriate tools for quality assurance of a VET provider

4.1 Introduction 
In the broadest sense, quality assurance pertains to verification of the quality of the process and outcomes.

However, what is understood within quality assurance? 

Quality assurance represents a system and procedures that are applied in order to preserve agreed 
standards of products and services, including their ongoing improvement.18 

Establishing a quality assurance system is in the best interest of VET providers. 

The purpose of establishing a quality assurance system is to ensure relevant information on the obtained 
qualifications that is important to both internal (students, trainers, administrative and technical staff, 
management) and external users (employers, local community, governmental and non-governmental 
sector and the community as a whole). 

VET provider should not approach quality assurance only from the position of an obligation but also 
from the aspect of the benefits directly resulting from the process, such as: 

  Increased transparency of vocational education and training

  enhanced reputation of vet providers and trust of all stakeholders

  Increased mobility of students, trainers and other VET provider staff

  Internationalization/networking of VET providers

  Easier recognition of acquired qualification within the home country and abroad

  A guaranteed minimum level of quality at the level of the VET program and the VET provider 
itself

  Improved competitiveness of VET providers by applying quality standards

  Meeting requirements of the labor market and the entire social community

  Increased trust in the lifelong learning system
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Establishing a quality assurance system in the field of adult education means:19

1. Defining clear and measurable criteria and quality standards for adult education

2. Establishing consistent assessment methods linking internal and external assessment

3. Establishing mechanisms and procedures for improving quality

4. Ensuring wide availability of assessment results

Quality adult education may be achieved if there exist (Dimitrijević, 2016):

1. A clearly defined institutional framework for implementing non-formal adult education or 
institutions implementing it, whose work is governed by laws, regulations, etc.

2. Programs adapted to the target group

3. Clearly defined objectives of educational activities

4. Program flexibility

5. A trained and competent trainer

6. Interactive, horizontal relationships between trainer and all students

 

The above, in fact, suggests that the quality of vocational education and training should be considered at 
the level of the entire VET system and VET provider, in which students and assessment of their acquired 
competences are at the center. Therefore, it is safe to say that the main principle of quality assurance 
is placing the student in the center and assessing his/her acquired competences, as depicted below.

Figure 11: Assessment of acquired competences of students as the focus of quality assurance

source: authors

students and 
assessment of 
their acquired 
competences

Quality
assurance at 

the level of vet 
system

Quality 
assurance at 

the level of vet 
provider
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Regarding the quality of adult vocational education and training, this mainly implies:

 appropriate institutional solutions

 achieved learning outcomes

 appropriate programs

 professional and vocational competence of the trainer

 Technical and material equipment in VET provider, work organization, etc. 

 

In line with the above, quality assurance in adult vocational education and training surely has to operate 
at three levels, as follows:20 

1. The level of qualifications for which students get educated, do the degree that qualifications 
correspond to labor market needs

2. The level of VET providers operating in a satisfactory manner and whose work improves

3. The level of the VET system, insofar as vocational education and training involve a large 
number of students receiving adequate jobs in the labor market.

The link between the above-mentioned levels is illustrated below. 

Figure 12: Quality assurance in the VET system

source: authors

Quality assurance 
at the level of vet 

system

Qualification

Qualification determines 
minimum learning 

outcomes that the students 
should achieve. 

in order for an individual to 
acquire a certain qualification it is 

necessary to attend lessons at VET 
providers meeting minimum spatial 
and material requirements, as well 
as human reqources requirements.

vet provider
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Qualification is a formal name for the result of an assessment process and the validation reached when the 
competent authority determines that the student achieved the learning outcomes according to established 
standards. Learning outcomes represent a statement of what the learner knows, understands and can 
do on the basis of a completed learning process, defined through knowledge, skills and competences. 
Programs of vocational education and training lead to the outcomes, in which a student is assessed to 
establish whether (s)he achieved the targeted learning outcomes. Specific characteristics of developing 
a program of vocational education and training were elaborated in detail in the previous part of the 
Handbook. In this part of the Handbook, we will deal more with quality assurance at the level of the VET 
system and the VET provider. 

In simplified terms, acquiring a certain qualification requires that an individual attends lessons at a VET 
provider which meets certain minimum spatial and material requirements, as well as human resources. 
Once those minimum requirements are met, the VET provider should be inclined to ongoing improvement. 
At the level of an entire VET system, it is necessary that each desire has an appropriate number of people 
who will acquire qualifications through programs of vocational education and training, on the one hand, 
and use what they have learned through their activity in the labor market, on the other hand.

 

4.2 Guidelines for quality assurance in vocational education  
 and training

The Recommendation of the European Parliament and of the Council of June 18, 2009 on the 
establishment of a European Quality Assurance Reference Framework for Vocational Education and 
Training (Recommendation of the European Parliament and of the Council of 18 June 2009 on the 
establishment of a European Quality Assurance Reference Framework for Vocational Education and 
Training – The EQARF Recommendation ) was adopted in 2009. This introduced a reference instrument 
designed to help EU Member States promote and monitor the continuous improvement of their vocational 
education and training systems.

The European Quality Assurance Reference Framework (EQAVET)22 is a voluntary reference instrument 
designed to help EU Member States promote and monitor the continuous improvement of their vocational 
education and training systems on the basis of commonly agreed recommendations. 

EQAVET should not only contribute to quality improvement in vocational education and training but 
also make it easier for countries to mutually recognize skills and competences by building mutual trust 
between different national vocational education and training systems. 

EQARF is intended to contribute to improving quality of vocational education and training, and more 
transparency and consistency in the development of vocational education and training policy, thus 
promoting mutual trust, worker and student mobility and lifelong learning. 

EQARF should be considered a voluntary instrument from which different users can choose those parts 
they consider the most important for their respective systems. 

The core of the implementation of quality assurance system according to EQARF includes ten systemic 
blocks or assumptions (‘building blocks’) indicated in the table below. 
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Table 31: Assumptions for quality assurance according to EQARF

No. Assumption for quality assurance Meaning

1. set clear rules for deciding who offers 
VET provision.

Member States manage the supply of high quality training by 
having clear systems to decide which organizations can offer 
courses and/or qualifications.

2. Recognize and build on existing internal 
arrangements.

The EQARF recommendation can be supported through the use 
of existing provider-based systems and VET quality assurance 
arrangements.

3. set clear roles and responsibilities for 
different parts of the VET system

At both provider and system levels (either of state/entity/
canton or regionally) it is important to be clear about what 
each organization is expected to do.

4.
Identify what information and data 
should be collected and used in the vet 
system.

There is extensive data on vocational training, the challenge is to 
identify and use a relevant core set of data consistently – with 
a focus on providers, inspectors, evaluators and government 
using the same definitions of the indicators and measures.

5. define and implement a 
communications strategy.

Whilst mainly relevant at the system level, there are clear 
needs for up-to-date, consistent and accurate information on 
the quality assurance process to be shared and understood. 

6. Pilot initiatives and value success.

Quality assurance can be achieved through recognizing effective 
practice. Staged approaches which include pilot programs, 
awards and funding can all play a part in recognizing successful 
quality assurance systems.

7. Use feedback to improve VET.

VET has to meet both employers’ and learners’ needs. The key 
to any quality assurance system is the way that feedback is 
used to improve the state/entity/cantonal or regional system, 
and training providers systematically collect and use the 
experiences and feedback from learners and employers to 
modify and improve their programs.

8. Provide clarity over funding.

Public and private sector funds are not limitless. The link 
between high quality programs and funding provides both 
an incentive as well as an accountability measure for quality 
assurance arrangements.

9. Ensure quality assurance covers all 
aspects of VET provision.

Quality assurance covers both the content of training and the 
administrative and staff arrangements which support teaching 
and learning. The EQARF should be seen as all encompassing.

10.
ensure vet is founded on the strong 
involvement of external and internal 
partners and relevant stakeholders.

VET is based on effective partnerships. These exist between 
government, social partners and national stakeholders; 
employers and training providers; and learners and society. 
They create the cornerstone of the VET system which gives it 
strength, relevance and acceptability.

Source: European Network for Quality Assurance in VET. (2009).  



4. HOW TO IMPROVE?

92

Each assumption contains certain suggestions about what should be done to create a quality assurance 
system in line with EQARF. This approach may be implemented by VET providers and all other stakeholders.

One should bear in mind that EQAVET is merely an umbrella framework and that applying other quality 
management systems does not contradict core EQAVET principles. 

Therefore, applying EQAVET principles makes it easy for VET providers to achieve standards in the field 
of adult education. 

In the broadest terms, standards, or minimum requirements, in the field of adult education pertain to:

 What students want to learn

 How they will learn it

 Evaluation of quality and content of learning

How can a VET provider find out whether these requirements have been met?

There are many ways on the basis of which a VET provider can get answers to this question.

One of possible ways is self-assessment which will be elaborated in detail in the following chapter. 
Following self-assessment, it is desirable that VET be exposed to external assessment, the so-called 
‘peer review’, which will be more discussed at the end of the chapter. A VET provider can also be subject 
to the process of certification by reference bodies. In addition, a VET provider can decide to compare 
its performances with competitors’ performances, etc. 

Each of the forms is voluntary and has its advantages and disadvantages.

The advantages of self-assessment are that by applying it, the VET provider can find out its standing and 
which direction to go, or identify their own weaknesses and deficiencies in a timely fashion, and work 
on their elimination through adequate action plans. A potential weakness of this method is the lack of 
willingness of the VET provider to face their own deficiencies, as well as possible lack of motivation of 
the staff to get actively involved in the self-assessment process. 

The advantages of other mentioned methods are strengthening competitiveness and distinctiveness. 
A disadvantage is the certification cost. 

However, given that standards in the field of adult education are not unified, the International Organization 
for Standardization (ISO) has established ISO/TC-232, or a Technical Committee in the International 
Organization for Standardization dealing with education services23. 

In that context, it is important to draw the attention to ISO 29990 – Learning services for non-formal 
education and training – Basic requirements for service providers24, whose objectives pertain to:25:  

1. Ensuring a general quality model of professional practice and performance in the field of 
non-formal education

2. Creating joint recommendations for VET providers and their students in the process of 
designing, developing and providing non-formal education, training and development

ISO 29990:2010 specifies basic requirements for a VET provider providing services of non-formal 
education and training in general, and it contains (Dimitrijević, 2016): 

1. Services and service management (establishing educational needs, drafting curricula, 
organization and implementation, monitoring and measuring services, evaluation by VET 
provider)
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2. Requirements pertaining to management (general requirements, strategy and business 
management, management review, preventive and corrective measures, finances and risk 
management, human resources management, communication, provision of resources, 
internal reviews and feedback from stakeholders).26

The following table presents an overview of the requirements for VET providers within the ISO 29990: 
2010 standard.

Table 32: Overview of requirements for VET providers within the ISO 29990:2010 standard

Requirements for VET providers referred to in the 29990:2010 standard
3. Learning services 
3.1.Identification of the needs for learning
3.1.1. General needs
3.1.2. Needs of stakeholders
3.1.3. Content of education and process

3.2. Development of learning-oriented services 
3.2.1. Specification of objectives and scope of services 
3.2.2. Specification of methods of support and monitoring the transfer of learning 
3.2.3. Curriculum planning 

3.3. Provision of learning services 
3.3.1. Information and orientation
3.3.2. Availability and access to learning resources
3.3.3. Learning environment
3.4. Monitoring delivery of learning services

3.5. Evaluation carried out by a VET provider 
3.5.1. Evaluation of objectives and scope
3.5.2. Evaluation of learning 
3.5.3. Evaluation of learning services 

4. Management-related requirements

4.1 General requirements

4.2 Strategy and business management

4.3 Management review

4.4 Preventive and corrective actions

4.5 Finance and risk management

4.6 Human resource management 

4.7 Communication

4.8 Resource allocation

4.9 Internal reviews

Source: BS ISO 29990:2010. (2010). Learning services for non-formal education and training — Basic requirements 
for service providers. (p. 16). Geneva: ISO.
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Useful information on comparison of the EQAVET framework and relevant ISO standards is provided in 
Overview of the EQAVET Framework, the EFQM Excellence Model and the ISO 9001 Standard (EQAVET, 2009). 

It is worth mentioning that the EduQua certificate is open to all institutions active in the area of lifelong 
learning or adult education. 

EduQua offers the basis for quality of a VET provider in the form of control and improvement. 

Requirements that must be met by EduQua certified institutions are described in the Manual eduQua:2012 
– Information about the procedure for certification27.

EduQua is strongly focused on the needs and satisfaction of users. Basic EduQua criteria pertain to:

1. lifelong learning programs (education opportunity, meeting the needs of education and 
educational needs of users)

2. information (information is a transparent overview of VET provider program and its 
management principles)

3. education (education enables learning and demands, supports and mediates learning 
success)

4. trainers (trainers have highly professional methodical and didactic competences)

5. quality management systems (contract is maintained, and promises are kept, thus ensuring 
continuing development of quality)

6. leadership and management (leadership and management ensure economic, effective and 
efficient education oriented to users) (EduQua, 2012)

On the basis of the above six criteria, 22 EduQua standards there have been developed that are oriented 
to success factors, or those business activities a VET provider necessarily must undertake to achieve 
the set objectives. 

The EduQua standard is a mandatory and defined level of quality classified in one of EduQua criteria. 
Illustration of the standards, in comparison to factors of success and criteria, may be found below.

Table 33: Overview of requirements for VET providers according to the EduQua standard

EduQua criterion Success factors EduQua standards

lifelong learning 
program

	 Identifying the need and necessity of 
education

	 program development

	 assessment and further program 
development

1. Defining program 

2. Learning objectives 

3. Content of education 

4. Verification of achieved educational 
success

5. Evaluation of program 

information  informing program users
6. Information on program provider

7. Information on programs
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education 	 program implementation

8. Selection of program users
9. Lessons planning 
10. Methods of learning and teaching
11. Learning instruments and media
12. Transfer of learning 

trainers

 recruiting trainers

 Support to trainers (ensuring further 
professional development)

 Continuing and timely feedback for the 
purpose of developing didactic and 
methodical competences

13. Vocational and general qualifications 

14. Activities of continuing development and 
education 

15. Feedback for teachers

Quality 
management 
system

	 Defining the system of leadership and 
management 16.Osiguranje i razvoj kvaliteta 

leadership and 
management

	 defining implementation and determining 
requirements and values

	 Objective leadership

	 Structural definition of the organization

	 planning and maintenance of resources

	 Measuring satisfaction of program users

	 Further development of performance and 
quality

17. Defining the mission of institution and 
andragogic leadership principles

18. Tools of leadership and management

19. Organization 

20. Classrooms and infrastructure 

21. General satisfaction of program users

22. Evaluation and further development 

Source: EduQua. (2012) 

Therefore, in order for a VET provider to achieve appropriate standards it is necessary that it voluntarily 
develops own quality assurance system that will meet its needs and circumstances. 

In doing so, the application of the quality cycle which will be elaborated below can be of assistance. 
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4.3 The quality cycle in vocational education and    
 training
EQARF recommends applying the quality cycle as presented in the following figure.

Figure 13: Quality cycle in vocational education and training

source: authors

Developing a quality assurance system is a complex and time-consuming process. 

The four phases mentioned in the figure are interconnected and at any moment must be considered 
as parts of a whole. In that context, we should not forget the previously explained principles of quality 
assurance whose connection with the phases of the quality cycle is indicated in the table below.

Table 34: Connection between principles of quality assurance and the quality cycle

Quality assurance principle
Quality cycle phase

Planning Implementation Evaluation Review

set clear rules for deciding who offers vet provision +

Recognize and build on existing internal arrangements +

set clear roles and responsibilities for different parts of 
the VET system +

Identify what information and data should be collected 
and used in the VET system + + +

Define and implement a communications strategy + + + +

pilot initiatives and value success + + +

use feedback to improve vet + +

Provide clarity over funding +

Ensure quality assurance covers all aspects of VET 
provision + + + +

ensure vet is founded on a strong involvement of 
external and internal partners and relevant stakeholders + + + +

Source: European Network for Quality Assurance in VET (2009)

In order to monitor the achievement of respective phases of the cycle indicative descriptors and indicators 
are used and should be applied at the level of the VET system and of the VET provider.  

planning

evaluation

review implementation
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What are indicative descriptors 

It is a matter of indicative and not prescriptive description of a quality criterion, so that each VET provider 
could use it to identify their own quality indicators.

What are indicators?

Indicators are measurable indications of quality. A VET provider knows its standing and determines 
which direction to go based on indicators. 

Good indicators should be SMART, or:

S pecific (specified)

M easurable (quantitatively or qualitatively)

A vailable (within eligible costs) 

R elevant (realistic)

T ime bound

On the basis of indicative descriptors, it is possible to identify specific VET indicators at the level of the 
system and at the level of the specific VET provider. 

This process has been illustrated below.

Figure 14: Illustration of identification of SMART indicators

source: authors

Annex 4.3 contains an overview of indicative descriptors for each of the mentioned quality cycle phases, 
at the level of VET system and VET provider.   

Finally, it must be stressed that when selecting indicators (whether at the level of VET system or specific 
provider) one should bear in mind the following:

Identify quality 
cycle phase.

according to own needs 
and circumstances, select 

indicative descriptiors 
(describe the selected 

quality criterion).

Identify SMART 
indicators for each 
selected indicative 

descriptor 
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 Define indicators as precisely as possible 

 define instruments to be used for data collection 

 State type of source of requested data (secondary or primary)

 Bear in mind the possibility of applying indicators in practice.

4.4 Quality indicators at the level of the VET system

VET providers, in an endeavor to ensure as high quality service of vocational education and training as 
possible and meet the needs of the labor market and entire social community, may also, in accordance 
with their circumstances and needs, use the quality indicators defined at the level of the VET system.  

What are the quality indicators at the level of the VET system?

EQARF suggests the following 10 quality indicators that may be used in support of evaluation and quality 
improvement of the VET system (EQAVET, 2017):

1. Relevance of quality assurance systems for VET providers

 This indicator pertains to the number of accredited institutions, as well as the number of 
the VET providers applying the quality assurance system.

2. Investment in training of teachers and trainers

 This indicator is particularly interesting for VET providers because it pertains to the number 
of trainers participating in further professional development programs, as well as the amount 
of funds spent annually on further professional development programs for trainers.  

3. Participation rate in VET programs

4. Completion rate in VET programs

5. Placement rate in VET programs

this indicator is interesting for vet providers because it pertains to:

 Number of students who, following the completion of the vocational education and 
training program either got employed or continued further development (including 
university) in the period of 12 to 36 months after the completion of the program

 Number of students who, one year after the completion of the program, are still employed
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6. Utilization of acquired skills at the workplace

This indicator is particularly important for VET providers because it pertains to:

 Number of students who completed VET program and received employment corresponding 
to the referenced occupation

 Number of employees in a sector who, within 12 to 36 months after the completion of 
the vocational education and training program, believe that the program is relevant for 
their current occupation

 Number of employers in a sector who believe that students who completed the specific 
VET program acquired adequate qualifications

 Number of employers in a sector who are satisfied with students who completed the 
specific vet program

7. Unemployment rate

8. Prevalence of vulnerable groups

9. Mechanisms to identify training needs in the labor market

10. Schemes used to promote better access to VET

Detailed explanation of mentioned indicators may be found in European Quality Assurance in Vocational 
Education and Training EQAVET Indicators’ Toolkit 28. 

it is important to mention that there is not only one solution, because each system should identify, in 
line with own needs and circumstances, indicative descriptors and relevant indicators. Illustration of 
possible application of mentioned indicators is presented in the table below.

Table 35: Potential EQAVET indicators for selected indicative descriptors at the level of VET system

Phase Selected indicative descriptor Potential EQAVET 
indicators

P
la

nn
in

g

Goals/objectives of VET are described for the medium and long term and linked 
to European goals. 4 a 7

social partners and all other relevant stakeholders participate in setting vet 
goals and objectives at different levels. 4, 5, 6, 7 a 9

Targets are established and monitored through specific indicators. 3, 4, 7 a 10
Mechanisms and procedures have been established to identify training needs of 
the labor market and society. 9

An information policy has been devised to ensure optimum disclosure of 
quality results/outcomes subject to state/entity/cantonal and/or regional data 
protection requirements.

9 a 10

Standards and guidelines for recognition, validation and certification of 
competences of individuals have been defined. 1, 4 a 7
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im
pl

em
en

ta
tio

n

Implementation plans are established in cooperation with social partners, VET 
providers and other relevant stakeholders at different levels. 1, 6 a 8

Implementation plans include consideration of the resources required, the 
capacity of the users and the tools and guidelines needed for support. 2, 3 a 8

guidelines and standards have been devised for implementation at different 
levels. 1, 7 a 10

implementation plans include specific support towards the training of teachers 
and trainers. 1 a 2

VET providers’ responsibilities in the implementation process are explicitly 
described and made transparent. 1, 4, 9 a 10

A national/entity/cantonal and/or regional quality assurance framework has 
been devised and includes guidelines and quality standards at VET-provider level 
to promote continuous improvement.

1, 4, 7 a 10

ev
al

ua
tio

n

A methodology for evaluation has been devised, covering internal and external 
evaluation. 1, 3, 7 a 10

stakeholder involvement in the monitoring and evaluation process has been 
agreed and clearly described. 5, 6 a 7

The national/regional standards and processes for improving and assuring 
quality are relevant and proportionate to the needs of the sector. 1

Systems are subject to self-evaluation, internal and external review, as 
appropriate. all indicators

Early warning systems are implemented. 1, 3, 4, 6 a 7

Performance indicators are applied. svi indikatori
Relevant, regular and coherent data collection takes place, in order to measure 
success and identify areas for improvement. Appropriate data collection 
methodologies have been devised, e.g. questionnaires and indicators.

2, 3, 4, 5, 6, 7, 8 a 10

re
vi

ew

Procedures, mechanisms and instruments for undertaking reviews are defined 
to improve quality of VET service at all levels. all indicators

Processes are regularly reviewed and action plans for change devised. Systems 
are adjusted accordingly. 3, 7 a 10

Information on the outcomes of evaluation is made publicly available. 10
Source: EQAVET (2018) 

It is worth mentioning that further development regarding vocational education and training quality is 
oriented to the creation of the European Credit System for VET, the so-called ECVET. For more information 
on ECVET, we suggest you study ECVET Toolkit User Guide.29

Based on the presented phases of the quality cycle and explained indicators, you may find a checklist 
below which may be used for preliminary assessment of the current VET system.
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Table 36: Initial checklist for evaluating VET system quality
Quality cycle 
phase Question Answer

pl
an

ni
ng

Are goals/objectives of VET described for the medium and 
long term, and linked to European goals? Yes no N/A

do social partners and relevant stakeholders participate in 
setting VET goals and objectives at different levels? Yes no N/A

are targets established and monitored through specific 
indicators? Yes no N/A

Have mechanisms and procedures been established to identify 
training needs of the labor market and society? Yes no N/A

Have standards and guidelines for recognition, validation and 
certification of competences of individuals been defined? Yes no N/A

Have VET qualifications been established on the basis of 
learning outcomes? Yes no N/A

Have mechanisms been established to ensure quality 
through designing, assessment, certification and review of 
qualifications?

Yes no N/A

im
pl

em
en

ta
tio

n

are implementation plans established in cooperation with 
social partners, VET providers and other relevant stakeholders 
at different levels?

Yes no N/A

do implementation plans include consideration of the 
resources required, the capacity of the users and the tools and 
guidelines needed for support?

Yes no N/A

Have guidelines and standards been devised for 
implementation at different levels? Yes no N/A

do implementation plans include specific support towards the 
training of teachers and trainers? Yes no N/A

Are VET providers’ responsibilities in the implementation 
process described and made transparent? Yes no N/A

ev
al

ua
tio

n

Is there a methodology for evaluation, covering internal and 
external evaluation? Yes no N/A

is stakeholder involvement in the monitoring and evaluation 
process agreed upon and clearly described? Yes no N/A

Is VET system subject to self-assessment and, where 
appropriate, internal and external review? Yes no N/A

Are early warning systems implemented? Yes no N/A
Have appropriate methodologies for data collection been 
developed at the level of the VET system? Yes no N/A

Does regular data collection take place, in order to 
measure success of the VET system and identify areas for 
improvement?

Yes no N/A

re
vi

ew

Are procedures, mechanisms and instruments for undertaking 
reviews clearly defined? Yes no N/A

Are processes regularly reviewed? Yes no N/A
Are improvement plans being drafted? Yes no N/A
Is information on evaluation results publicly available? Yes no N/A

source: authors

The next part will elaborate more on specific characteristics of quality assurance at the level of VET 
providers.  
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4.5 Quality assurance at the level of VET providers
In order for a VET provider to implement quality assurance system, it is necessary that it adheres to 
the basic principles, whose application is aimed at ensuring and improving the quality of VET services. 
These basic principles are shown on the figure below.

Figure 15: Basic principles for quality assurance system within a VET provider

Source: EQAVET (2018) 

Starting from the above principles, it may be concluded that resolve and commitment of management 
and all staff to start the process of quality assurance in their VET provider are of key importance in this 
process. 

This actually means that the VET provider should formalize its commitment to quality assurance system 
through an adequate document in the form of a written statement. 

In addition, it is very important that the strategic commitment of the VET provider supports the quality 
assurance system based on the quality cycle and use of indicators and that it is all supported by 
appropriate evidence or documents. 

The following figure illustrates basic steps to be taken in order to initiate the implementation of quality 
assurance system according to EQAVET principles

01 Management culture

02 Develop approaches 
which reflect the provider’s 
circumstances

03 Develop a culture of self-
assessment

04 Support staff training in 
relation to quality assurance

05 Use data and feedback to 
improve VET

06 Ensure involvement of all 
relevant stakeholders

	 Does the management team value quality assurance?

	 Are all managers involved in ensuring high quality VET?

	 Does the management team take responsibility for quality assurance?

	 How can VET providers use the EQAVET recommendation to improve 
their approach to quality assurance?

	 Is the approach to quality assurance manageable and realistic?

	 Are all those involved in VET participating in self-assessment?

	 Does the management team support self assessment?

	 Is there support and training in quality assurance for all those involved 
in VET?

	 Is data and feedback analyzed and used to improve VET provision?

	 Do the EQAVET indicators and indicative descriptors help to identify 
areas for development ?

	 Is the quality of provision improving as a result of stakeholders’ feedback?

	 How are the internal and external views taken into account?

	 Is there a systematic approach to collecting and meeting the needs of 
stakeholders?
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Figure 16: Basic steps for the implementation of a quality assurance system in VET providers

Source: NCFHE (2013)

More useful information on the steps presented above (with specific examples) may be found in 
Implementation of Quality Assurance in Vocational Education & Training (VET) Institutions - A Manual 
for VET Providers30

1. MENT TO QUALITY ASSURANCE SYSTEM

Does your institution have a document which clearly states the 
COMMITMENT  to quality assurance system?

NO

You need to adopt a document which will clearly 
state your commitment to quality assurance.

2. COMMITMENT TO QUALITY CYCLE AND INDICATORS

does the strategic commitment of the vet provider 
support a quality assurance system based on the quality 

cycle and use of indicators?

NO

You need to develop mechanisms and procedures, 
and include them in strategic documents related 
to quality assurance

3. IMPLEMENTATION OF PROCEDURES AND 
MECHANISMS

ensure that  thedeveloped mechanisms and procedures 
for quality assurance are implemented

YES

Identify documents indicating strategic 
commitment of the vet provider supporting a 
quality assurance system.

YES

Identify the document clearly stating your 
commitment to quality assurance. 
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Therefore, the first thing a VET provider should ensure is strategic commitment regarding quality assurance. 
After that, VET provider should develop its own indicators by following the indicative descriptors, and 
apply them in the quality cycle (Figure 12). 

The next part will elaborate more on the specific characteristics of individual phases of the quality cycle 
within a VET provider.

4.5.1 Planning  

Phase 1 pertains to strategic planning that should reflect a strategic vision shared by all relevant 
stakeholders. 

VET provider should have clearly defined and written vision and mission. 

While the mission should define why the VET provider should exist, the vision should be written in a way 
that one can clearly see based on it in which direction the VET provider intends to go. 

Objectives, directly inferred from the previously defined vision and mission should be formulated in 
clearly understandable terms and, where possible, combined with SMART indicators because these 
allow verification of achievements of the planned objectives at later phases. 

In addition, it is clear that activities also have to be planned, as well as the necessary resources (financial, 
human, material, etc.) for the implementation of the established objectives. 

The process is depicted below.

Figure 17: Steps in the strategic planning process of a VET provider

Source: CEDEFOP. (2015). 

Simply, at the planning phase, as the first phase of the quality cycle, a VET provider should use indicative 
descriptors to develop their own indicators (see Annex 4.3: Indicative descriptors at the level of a VET 
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system and a VET institution) in order to consider effectiveness of their own practice and establish 
measures for improvement.

More useful information on the steps presented above (with specific examples) may be found in Handbook 
for VET providers: Supporting internal quality management and quality culture CEDEFOP (2015).

4.5.2 Implementation

at this phase the vocational education and training programs that have been created start to be 
implemented.

at the implementation phase, it is necessary to establish key principles underpinning the implementation 
of the planned actions in order to ensure effectiveness in achieving the goals and objectives which have 
been planned. 

Coherence between the established principles and planned objectives can be achieved in many ways, 
for example through regulations, funding incentives, provision of guidelines on how to proceed at the 
local level, building the capacity of key stakeholders on quality issues through training, combination of 
internal quality systems at the provider level with external inspections, etc. 

Whichever approach is chosen, it is essential that expectations are transparent and that the procedural 
steps, including time-spans and tasks to be fulfilled are clear for all the relevant actors involved. Developing 
ownership and personal motivation amongst staff, trainers and trainees, are important preconditions to 
achieve coherence between goals, objectives and implementation. 

At the implementation phase, as the second phase of the quality cycle, it is desirable that VET providers 
develop their own indicators on the basis of the recommended indicative descriptors (see: Annex 4.3). 
This should be done in order to monitor the implementation of the established objectives, as well as to 
follow best practices.

This phase of the quality cycle should be at least viewed through:

 Management of the VET provider in broadest terms

 Monitoring quality of instruction and learning (CEDEFOP, 2015)

This will be further elaborated below.

4.5.2.1 Management of a VET provider and quality management within a VET provider

An effective internal relationship among top managers, trainers, quality managers and other staff is 
of key importance for ensuring the implementation of the activities that have been planned in order to 
achieve quality assurance objectives. 

Such objectives will be achieved if staff at all levels take responsibility for the process, set their own 
objectives and take initiative for their implementation.

At this phase, the motivation and ability of staff are decisive factors for the success of all activities 
regarding quality improvement. Therefore, VET providers need a strategy of professional development 
of their staff in line with the provider’s quality objectives. 

Annex 4.6 contains a suggestion for a tool that VET providers may use for staff performance evaluations.
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4.5.2.2 Monitoring quality of instruction and learning  

the main function of monitoring is to provide evidence of the course of the procedure in order to undertake 
interventions in case of differences between the actual and expected process results. 

Monitoring helps for collecting evidence (e.g. professional development drop-out rate, number of those 
successful in completing the training, number of unjustified absence, number of cancelled lessons, etc.). 
Annex 4.7, Annex 4.8 and Annex 4.9 contain best practice examples of monitoring tools. 32

4.5.3 Evaluation

At the evaluation phase, as the third phase of the quality cycle, it is desirable for VET providers to develop 
their own indicators on the basis of recommended indicative descriptors (see: Annex 4.3). This is done 
in order to monitor the implementation of the established objectives, as well as to follow best practices.

The effectiveness of assessment depends to a large extent on a clear definition of the methodology 
and frequency of data collection, and on the quality of collected data and the pre-defined indicators.

The relevant stakeholders (i.e., current and former trainees, staff, employers and trade union representatives) 
should be involved in the discussions arising from the evaluation results.33

In general, at this phase, special attention should be paid to:

 the collection of target data,

 the collection of feedback from internal and external stakeholders,

 the staff performance evaluation, and

 the self-assessment process.

More details follow below. (CEDEFOP, 2015)

4.5.3.1 Collection of target data  

Some basic data, particularly those related to starting a VET program, should be immediately available 
for extraction from the VET provider’s management system without involving stakeholders. For example, 
this includes information on the participation rate in individual vet programs and the number of students 
completing the program. 

The VET provider management system should ensure storing such data divided into individual characteristics 
of students, such as sex and age, or belonging to vulnerable groups.

With such data generated from the business management system, a VET provider may already evaluate 
some of indicators involved in the EQAVET framework (see: Quality indicators at the level of the VET 
system).

4.5.3.2 Collection of feedback from internal and external stakeholders

Feedback is usually collected from students, but also from trainers, former students and their employers, 
partner companies and other stakeholders from the local community.

 Annex 4.11, Annex 4.12, Annex 4.13 and Annex 4.14 contain best practice examples of tool which may 
be used for the purpose of collecting feedback from internal and external stakeholders. 
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4.5.3.3 Staff performance evaluation 

Quality-oriented VET providers should regularly evaluate their staff performance. 

The evaluation criteria may include general professional attitudes (professionalism, being methodical, 
encouraging talented students), special educational activities (extracurricular activities) and other 
quality-related aspects (commitment to the institution, partnership management, communication, 
working discipline, administration). 

Annex 4.15 and Annex 4.16 contain best practice examples of tools which may be used for the purpose 
of staff performance evaluation. 

4.5.3.4 Self-assessment

Self-assessment may be defined as any process or methodology carried out by a VET provider under 
its own responsibility, to evaluate its performance in relation to two dimensions:

 an internal dimension (‘micro level’) that covers services, internal staff, beneficiaries or 
clients, policy and/or internal organization, development plan, etc.

 an external dimension (‘macro level’) that covers the educational offerings of this institution 
compared to others: relationship with relevant stakeholders (local decision-makers, unions, 
local authorities), VET needs, type of populations interested in a learning offering and 
evolution of the needs, main results of work at the national and European levels in the VET 
sector. (CEDEFOP, 2011).

The self-assessment process of a VET provider is depicted below.

Figure 18: Self-assessment process of a VET provider

Source: CEDEFOP. (2015)

PHASE I PHASE II PHASE III PHASE IV

PLANNING IMPLEMENTATION CHANGE AND 
IMPROVEMENT

ENSURING 
CONTINUOUS 

QUALITY 
DEVELOPMENT
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assessment

3. Compose a 
self-assessment 
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7. Establish an 
improvement plan

11. Stabilize your 
drive for better 
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4. Organize 
training

 8. Communicate the 
improvement plan

12.  Create a 
quality culture 
within your VET 
provider5. Undertake self-

assessment
9. Organize change 
and improvement

6. Draw up a 
report

10. Establish 
a coherent 
development 
strategy

2. Establish a 
communication 
strategy



4. HOW TO IMPROVE?

108

However, for a VET provider to carry out the self-assessment process at all, it is necessary to have a 
law or another relevant regulation defining and agreeing on key priority areas. 

After that, each priority area has to be divided into appropriate quality areas.

It is recommended to follow the Common Quality Assurance Framework for VET in Europe, CQAF, which 
suggests five quality areas: purpose and plan, implementation, evaluation and assessment, review 
and methodology. These areas may be integrated into the previously clarified quality cycle (planning = 
purpose and plan; implementation = execution; evaluation = assessment and valuation, and review = 
feedback and change).

Finally, each quality area requires identified performance descriptors and quality criteria. The purpose 
of performance descriptors is to direct the focus towards the most important quality criteria (e.g. those 
which had the most effect on the student’s learning process) and indicate to VET providers the level 
of quality of their activities and processes (Agency for Vocational Education and Training and Adult 
Education, 2011).

It is recommended that quality criteria be based on An European Guide on Self-assessment for VET-
providers. (CEDEFOP, 2003). The following figure indicates criteria for each phase of the quality cycle. 

Figure 19: Quality criteria according to the European Guide on Self-assessment for VET providers

Source: CEDEFOP. (2003)

Annex 4.4, Annex 4.5, Annex 4.10 and Annex 4.20 contain an overview of key issues regarding the 
above-mentioned quality criteria. 

The figure below illustrates prerequisites for conducting a self-assessment for a VET provider.

planning

REVIEW

IMPLEMENTATION

evaluation

•	 leadership
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•	 Strategy and planning
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• Teaching results
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• Labor market and societal 

results
• Financial results
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Figure 20: Prerequisites for conducting a self-assessment for a VET provider

source: authors

In the context of the self-assessment process, each quality area needs to be addressed individually, 
while ensuring analysis and evidence.

On the basis of this analysis and evidence, it is necessary to identify strengths and weaknesses, and 
activities for improvement in the following period. This process has been illustrated in the figure below.

Figure 21: Self-assessment per identified quality areas

source: authors

Following the assessment of compliance with each standard, it is necessary to analyze the strengths, 
weaknesses, opportunities and threats for a VET provider. The easiest way to achieve this is by using 
SWOT analysis (see: Annex 4.18).

In BiH, Principles and standards in the field of adult education in BiH prescribe that the competent 
educational authorities and professional institutions and bodies develop standards34 and criteria for 
internal and external quality assessment of adult education providers in BiH, in the fields of: 

1. Work plans and programs of adult education providers

2. Leadership and management

3. Educational program

4. Process of education

5. Student’s educational achievements

6. Information, advice and career guidance of student

7. Human and other resources

8. Public communication and information
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As an example of a good practice, we will mention that the EU-funded project Development of Qualifications 
Framework for Life Long Learning proposed quality assurance standards in vocational education and training 
with accompanying documents for conducting self-assessment35 , following the above-mentioned areas.  

Specifically, seven standards or quality areas have been suggested in total, which need to be taken into 
account in internal and external quality assurance, as follows: 

1. Leadership and managing the institution

2. Teaching and learning

3. Students’ achievement

4. Support to students

5. Organization and content of curricula

6. Human resources (HR), physical resources and in-house specialized resources

7. Quality assurance systems and processes

Indicators have been developed for each of the seven standards (see: Annex 4.17).

The form that may be used when writing a report on self-assessment is available in Annex 4.19.36

More useful information on the evaluation phase (with specific examples) may be found in Handbook 
for VET providers: Supporting internal quality management and quality culture CEDEFOP (2015).

4.5.4 Review

Quality assurance and development is a continuous and systematic process. It must undergo constant 
review combining internal and external assessments. 

A key factor in this process is to make the results of the quality assessment procedure available publicly 
and to foster an open debate with the relevant stakeholders on the factors which might have contributed 
to certain results.37

At the review phase, as the fourth phase of the quality cycle, it is desirable that VET providers develop 
their own indicators on the basis of the recommended indicative descriptors (see Annex 4.3: Indicative 
descriptors at the level of VET system and VET provider). This is done in order to monitor the implementation 
of the established objectives, follow best practice examples, identify guidelines for introducing necessary 
changes and take responsibility for publishing information on their own performance.

Once the results have been presented to key stakeholders and the most important areas of improvement 
have been agreed upon, the plan for improvement can be drawn up, comprising:

 Corrective activities, to eliminate detected shortcomings as a direct answer to the major 
complaints of students and other stakeholders

 Adaptive activities for structural improvement and adjustment of VET providers and the 
programs themselves.

at the base of all this there is the development of a plan for improvement which is based on the results 
of analysis of achievements and shortcomings and includes challenges, opportunities and resources 
available for change.
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A timetable of development of a plan for improvement is illustrated in the figure below.  

Figure 22: Timetable for developing an improvement plan

Source: Modernization of Secondary Vocational Education System in Serbia. (2012) 

Annex 4.21 contains best practice examples of a tool which may be used in drawing up a plan for 
improvement.

More useful information on the review phase (with specific examples) may be found in CEDEFOP (2015). 
Based on the presented phases of the quality cycle, and the clarified indicators, below is a checklist 
VET providers may use for preliminary assessment of their current situation regarding a quality system.
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Table 37: Initial checklist for internal quality assurance of VET provider

Quality cycle 
phase Question Answer

pl
an

ni
ng

Do you have clearly defined and written mission and vision? Yes no N/A

Do you have set and written strategic objectives? Yes no N/A
Do you consult social partners and other relevant stakeholders to identify 
specific local/individual needs? Yes no N/A

Are your policy objectives clear and measurable? Yes no N/A
Are European objectives for vocational education and training system included 
in the objectives you set? Yes no N/A

Do relevant stakeholders participate in the analysis of local needs? Yes no N/A

Do you have established mechanisms to ensure quality in your institution? Yes no N/A

How do you rate the level of response to the established objectives? describe

im
pl

em
en

ta
tio

n

Does your VET provider have a special quality division? Yes no N/A

Do you evaluate staff performance? Yes no N/A

Do you keep records of regular attendance in class? Yes no N/A
Do you collect feedback from current students in relation to each specific 
program and its trainer? Yes no N/A

Do you use valid, accurate and reliable methods for the assessment of 
students’ learning outcomes? Yes no N/A

Do your staff regularly participate in trainings and develop cooperation with 
relevant external stakeholders? Yes no N/A

Does your VET provider have a strategic development plan for staff 
competences? Yes no N/A

Do you invest funds in the ongoing development programs of your teachers 
and trainers?

ev
al

ua
tio

n

Do you collect data on the number of students who completed certain 
programs? Yes no N/A

Do you collect data on the number of students who dropped out the program 
for which they applied? Yes no N/A

Do you examine satisfaction of current students with overall VET services? Yes no N/A

Do you ask former students about their perceived quality of VET services? Yes no N/A

Do you cooperate with employers? Yes no N/A

Do you evaluate cooperation with employers? Yes no N/A

Do you evaluate the performance of trainers? Yes no N/A

Do you have clear procedures for evaluation of trainer performance? Yes no N/A

Do you carry out self-assessment? Yes no N/A

How often do you carry out self-assessment? describe

Do you get stakeholders involved in self-assessment? Which ones? describe

How do you ensure evidence during self-assessment? describe

Do you carry out SWOT analysis? Yes no N/A

Does your VET provider have early warning systems developed? Yes no N/A

Is the self-assessment report of your VET provider publicly available? Yes no N/A
Evaluation results are discussed with relevant stakeholders and adequate 
action plans are devised. Yes no N/A
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re
vi

ew
Do you regularly collect feedback from students regarding their respective 
experience, learning and learning environment? Yes no N/A

Is information on review results widely and publicly available? Yes no N/A

How do you make feedback transparent? describe

How do you ensure that evaluation results are used? describe
Does your VET provider have clear procedures regarding drawing up 
improvement plans? Yes no N/A

Do you have data on the number of students who, following a VET program, 
either were employed or continued further development in the period of 12 
to 36 months upon the completion of the program?

Yes no N/A

Do you have data on the number of students who, within one year following 
the completion of the program, got employed? Yes no N/A

Do you have data available on the number of employers in a given sector 
who are satisfied with students’ competences upon the completion of your 
VET program?

Yes no N/A

Do you have available data on the number of employers in a given sector 
who are not satisfied with students’ competences upon the completion of 
your VET program?

Yes no N/A

Do you have data available on the number of students of your program who 
have been classified as disadvantaged groups? Yes no N/A

source: authors

4.6 External quality assessment of a VET provider

Usual international practice particularly pertains to accreditation of a vocational training program, 
accreditation of a VET provider, accreditation of an executive body, accreditation for adult education 
providers at workplaces and in companies, accreditation of bodies competent for awarding qualifications, 
etc.38 

External quality assessment of VET provider assesses the quality of all fields defined under quality 
standards, while verification whether the defined criteria and standards have been met, as well as 
recommendation for accreditation is conducted by a competent accrediting body. (EU VET-3, 2008).

External quality assurance pertains to the fact that an adult education provider outside the VET and 
adult education provider issues a statement of quality in terms of achievement of standards. External 
quality assurance is a cyclical process repeated every several years and is usually based on the four-
step model depicted below.

Figure 23: External assessment model 

source: authors
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The external assessment model presented above includes:

1. Report on self-assessment submitted by VET or adult education providers. Usually, it is 
prepared by an internal quality assurance unit in the school or an adult education provider 
and is approved by school management.

2. Direct visits by an independent expert panel to VET providers. The panel is mainly composed of 
representatives of different groups, participants in the VET sector (VET teachers, representatives 
of the labor market, professional associations, employers’ associations, etc.).

3. Publicly available external report of the panel mainly includes external assessment of 
achievements of each standard (compliance with standards) and a set of recommendations 
for improvement.

4. Monitoring procedure or action plan is implemented by the VET provider on the basis of 
the panel’s recommendations for improvement. The aim is to ensure that areas identified 
for improvement are quickly solved and that improvement is encouraged. (IPA program EU 
for Bosnia and Herzegovina, 2017)

Annex 4.22 contains a useful overview of external assessment criteria according to strategic areas and 
phases of the quality assurance cycle.

Concerning external quality assessment of VET provider, it is worth mentioning The European Peer Review 
Manual which describes in detail European standard procedures for external assessment of VET providers 
and provides practical guidelines for VET providers that wish to be subject to external assessment.

Figure 24: Phases of a European external assessment (peer review) of a VET provider

Source: Austrian Institute for Research on Vocational Training. (2007)
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In Bosnia and Herzegovina, accreditation pertains to all VET providers in the field of adult education that 
implement vocational education and training programs. The accreditation process of adult education 
providers and adult education programs is carried out by an independent accrediting body established 
by the competent educational authority. (Ministry of Civil Affairs of Bosnia and Herzegovina, 2014).

The status of accredited institution is limited in time but may be extended through a re-accreditation 
process, in which accredited programs get periodically evaluated and innovate, where appropriate. 
(Ministry of Civil Affairs of Bosnia and Herzegovina, 2014).

It should also be noted that, in addition to institutional and program accreditation, a VET provider may 
consider the possibility of certifying a trainer. Examples of interesting certificates are the following:

 SVEB certificate.  A certificate offered by Swiss Federation for Adult Learning (SVEB) is the 
first step in the Swiss modular system ‘Training of Trainers’ (Ausbildung der Ausbildenden). 
The certificate represents the basic qualification for adult education course instructors/
trainers and is recognized throughout Switzerland. In order to obtain the certificate you 
must complete a training module consisting of 90 hours plus 165 hours of independent 
study, as well as have a minimum of 150 hours over at least two years of experience training 
adults. An evaluation procedure for equivalent current competences may substitute for the 
completion of the training module. 

 WBA certificate – ‘Certified adult educator’. This certificate represents first of the two 
qualification levels for adult educators within the Austrian Academy of Continuing Education 
(WBA). WBA is part of an Austrian partnership system of adult education of the Austrian 
Federal Institute for Adult Education. WBA prescribes standards in the form of a curriculum. To 
obtain the certificate, adult educators must prove that they have the prescribed competences 
which can be in different forms. Missing competences may be subsequently obtained by 
attending courses. Relevant practical experience of a minimum 300 hours as an adult 
educator is also a prerequisite for obtaining the certificate.

 Diploma in Teaching in the Lifelong Learning Sector (DTLLS).In 2007, obtaining relevant, 
accredited qualification was prescribed by law in England for teachers in the publicly funded 
sector of continuing education. Since 2007, new candidates must complete the elementary 
course of 30 hours in the first year of teaching. In order to receive a valid DTLLS qualification, 
they must complete an extensive modular training program within five years, which may 
be completed in one to two years in the institution where they work. A prerequisite is 150 
hours per year and this is an integral element of this training program. In order to obtain 
accreditation, DTLLS programs must comply with ‘LLUK professional standards for teachers, 
professors and trainers in the lifelong learning sector’, providing the reference framework 
of competences that must be acquired. (Lattke, Popović and Weickert, 2013)

 At the end of this chapter, we would like to focus attention on the following relevant web sites containing 
very useful information and practical tools VET providers may use when establishing and developing 
their own quality assurance system:

 EQAVET - the European Quality Assurance in Vocational Education and Training (https://
www.eqavet.eu/)

 EQARF – European Quality Assurance Reference Framework for Vocational Education and 
Training (https://publications.europa.eu/en/publication-detail/-/publication/f9077064-09cd-
49fa-aea6-b5cdef5c78b9/language-en)
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 ECVET - The European Credit System for Vocational Education and Training (https://ec.europa.
eu/education/policy/vocational-policy/ecvet_en)

 CEDEFOP - European Center for the Development of Vocational Training (http://www.cedefop.
europa.eu/)

 SVEB - The Federation for Adult Education (https://alice.ch/en/)

 EduQua – Swiss quality label for continuing education institutions (https://alice.ch/de/
qualitaet/eduqua/)

 ISO 29990:2010 – Learning services for non-formal education and training - Basic requirements 
for service providers (https://www.iso.org/standard/53392.html)

 WBA - Austrian Academy of Continuing Education (https://wba.or.at/english/about_us.php)

 European Peer Review Association (http://www.peer-review-network.eu/pages/about-us.
php)

 EPALE - Electronic Platform for Adult Learning in Europe (https://ec.europa.eu/epale/en)

 Erasmus+ VET Mobility Charter 2017 - 2020 (http://europski-fondovi.eu/content/erasmus-
povelja-za-mobilnost-u-strukovnom-obrazovanju-i-osposobljavanju-2017-2020)

 AGADE - A Good Adult Educator in Europe - Curriculum development project (https://
www.up2europe.eu/european/projects/agade-a-good-adult-educator-in-europe-curriculum-
development-project_119684.html)

 VINEPAC - Validation of Informal and Non-Formal Psychopedagogical Competencies of 
Adult Educators (https://ec.europa.eu/epale/en/resource-center/content/vinepac-validation-
informal-and-non-formal-psychopedagogical-competencies)

 FLEXI-PATH – Flexible professionalization pathways for adult educator between the 6th 
and 7th level of EQF (http://www.flexi-path.eu/products.htm)

4.7 What are the lessons learned?
On the basis of everything presented in this chapter, the following may be concluded:

 Establishing a quality assurance system is in the best interest of each VET provider.

 Quality assurance should not be viewed through the prism of an obligation but rather 
through a number of benefits that directly resulting, such as: increasing transparency of 
vocational education and training, strengthening the reputation of a VET provider and the 
trust of all stakeholders, increasing mobility of students, trainers and other VET provider’s 
staff, internationalization/networking of VET providers, facilitated recognition of acquired 
qualifications in the country and abroad, ensuring a minimum level of quality at the level 
of VET program and VET providers, strengthening competitiveness of VET providers by 
implementing quality standards, meeting the needs of the labor market and the entire social 
community, increasing trust in the lifelong learning system, etc.
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 The main principle of quality assurance is placing the student in the center and assessing 
his/her acquired competences. This implies that minimum requirements, in the field of adult 
education, pertain to what students want to learn, how they will learn it, and the manner of 
evaluation of quality and learning content. 

 the first thing that a vet provider should ensure is strategic commitment regarding quality 
assurance.

 For a VET provider to meet minimum requirements it is recommended to voluntarily develop 
its own quality assurance system which will match its needs and circumstances. This can be 
assisted by applying the quality cycle, composed of four phases: planning – implementation 
– evaluation – review. 

 Following indicative descriptors, VET providers should develop their own indicators and 
apply them in the quality cycle.

 It is desirable if a VET provider would conduct self-assessment at least once a year, to know 
its standing and the way forward, or to timely identify its own weaknesses and shortcomings, 
and develop adequate action plans to eliminate them.

 In order to strengthen its own competitiveness and distinctiveness, a VET provider should 
seek to achieve internationally recognized quality standards, such as EduQua standard, ISO, 
GRETA, etc.

 In addition to institutional and program accreditation, VET providers may consider the 
possibility of certifying a trainer.

 



4. HOW TO IMPROVE?

118

4.8 Literature
Agencija za obrazovanje odraslih (2009), Međunarodne organizacije u obrazovanju odraslih (1), Zagreb, 
Birotisak d.o.o.

Agencija za predškolsko, osnovno i srednje obrazovanje (2017), Unapređenje vještina odraslih – Društveni 
izazov za Bosnu i Hercegovinu, Banja Luka, Europrint.

Agencija za strukovno obrazovanje i obrazovanje odraslih (2011), Metodologija za razvoj strukovnih 
standard zanimanja, kvalifikacija i kurikuluma, Zagreb, Printera grupa d.o.o.

Agencija za strukovno obrazovanje i obrazovanje odraslih (2011), Priručnik za samovrjednovanje za 
ustanove za strukovno obrazovanje, Zagreb, RD DIGITAL d.o.o.

Austrian Institute for Research on Vocational Training (2007), European Peer Review Manual for initial 
VET, retrieved from: http://www.peer-review-network.eu/media/pdf/Manual/Peer_Review_European_P_R_
Manual_EN_08.pdf, on January 28 2018.

BS ISO 29990:2010 (2010), Learning services for non-formal education and training — Basic requirements 
for service providers, Geneva

CEDEFOP (2003), An European Guide on Self-assessment for VET-providers, retrieved from: https://
www.eqavet.eu/Eqavet2017/media/Policy-Documents/European-Guide-on-Self-Assessment-for-VET-
ProvidersEuropean-Guide-on-Self-Assessment-for-VET-Providers.pdf?ext=.pdf, on January 18 2018.

CEDEFOP (2011), Glossary: Quality in education and training, Luxembourg, Publications Office of the 
european union

CEDEFOP (2015), Handbook for VET providers: Supporting internal quality management and quality culture, 
Luxembourg, Publications Office of the European Union, Cedefop Reference series, No 99

Declaration of the European Ministers of Vocational Education and Training, and the European Commission, 
convened in Copenhagen on 29 and 30 November 2002, on enhanced European cooperation in vocational 
education and training — ‘The Copenhagen Declaration’ (Not published in the Official Journal), retrieved 
from: http://ec.europa.eu/dgs/education_culture/repository/education/policy/vocational-policy/doc/
copenhagen-declaration_en.pdf, on October 26 2017.

Developing guidelines for supporting quality assurance in VET systems: Results of the work undertaken by 
the thematic group on Developing guidelines for supporting quality assurance in VET systems, retrieved 
from: https://www.deqa-vet.de/_media/PDF_allgemein/TG_Report_Developing_guidelines.pdf, on 
December 11 2017.

Dimitrijević, Lj. V. (2016), Sistem kvaliteta kao faktor unapređivanja efektivnosti i efikasnosti obrazovanja 
odraslih, Doktorska disertacija, Beograd, Filozofski fakultet Univerziteta u Beogradu, p. 46.

ECVET (2018), ECVET Toolkit User Guide, retrieved from: http://www.ecvet-toolkit.eu/userguide, on 
January 12 2018.

EduQua (2012), Priručnik EduQua:2012 – Podaci o uputama za izdavanje potvrda / certifikata, retrieved 
from: www.eduqua.ch, on February 10 2018.

EPALE (2017), Implementacija Evropske agende za obrazovanje odraslih, retrieved from:  https://ec.europa.
eu/epale/hr/content/implementacija-evropske-agende-za-obrazovanje-odraslih, on November 24  2017.

EPALE Nacionalni servis podrške za Crnu Goru (2016), Obrazovanje odraslih u Crnoj Gori i međunarodnim 
okvirima, Podgorica, JU Centar za stručno obrazovanje,  retrieved from: https://ec.europa.eu/epale/hr/



4. HOW TO IMPROVE?

119

resource-centre/content/publikacija-o-obrazovanju-odraslih-u-crnoj-gori-i-medunarodnim-okvirima, on 
December 1 2017.

EQAVET (2009), Overview of the EQAVET Framework, the EFQM Excellence Model and the ISO 9001 Standard, 
retrieved from: https://www.eqavet.eu/Eqavet2017/media/Documents/Mapping-tables-EQAVET-ISO-at-
system-level.pdf, on February 5 2018.

EQAVET (2017), EQAVET Indicators, retrieved from: http://www.eqavet.eu/EU-Quality-Assurance/For-
VET-Providers/monitoring-your-system/evaluation/EQAVET-Indicators, on November 27 2017.

EQAVET (2018), EQAVET+ approach – Complementing EQAVET, retrieved from: http://www.eqavet.eu/
EU-Quality-Assurance/For-VET-System/Eqavetplus/EQAVET-Approach, on January 28 2018.

EQAVET (2018), Quality – Assurance  for VET Providers, Building blocks System level – EQAVET Indicative 
descriptors and indicators https://www.eqavet.eu/EU-Quality Assurance/For-VET-Providers/Building-
blocks, retrieved on January 12 2018.

EQAVET (2018), System level – EQAVET Indicative Descriptors and Indicators, retrieved from :  
https://www.eqavet.eu/EU-Quality-Assurance/For-VET-System/Materials, on January 30 2018.

EU VET-3 (2008), Konzicni glosar termina i pojmova stručnog obrazovanja i obuke za BiH, retrieved from: 
http://www.vetbih.org/portal/images/stories/Definicije%20pojmova%20-%20Lokalni%20jezik.pdf, on 
December 13 2017.

European Commission (2004), Fundamentals of a ‘Common Quality Assurance Framework’ (CQAF) for 
VET in Europe, retrieved from: www.eqavet.nive.hu/download.php?filename=The_CQAF.pdf, on December 
25 2017.

European Network for Quality Assurance in VET (2009), Developing guidelines for supporting quality 
assurance in VET systems: Results of the work undertaken by the thematic group on Developing guidelines 
for supporting quality assurance in VET systems, retrieved from: https://www.deqa-vet.de/_media/
PDF_allgemein/TG_Report_Developing_guidelines.pdf, on December 11 2017.

European Quality Assurance for VET (2012), Building a quality assuarance approach in line with EQAVET 
Framework, Dublin, EQAVET Secretariat Quality and Qualifications Ireland (QQI)

European Quality Assurance in Vocational Education and Training (EQAVET), retrieved from: http://www.
eqavet.eu/, on December 22 2017.

European Quality Assurance in Vocational Education and Training EQAVET Indicators’ Toolkit, retrieved from: 
http://www.eqavet.eu/SpecialPages/Page-Not-Found.aspx?aspxerrorpath=/Libraries/Working_Groups/
EQAVET_Indicators_Toolkit_final.sflb.ashx, on December 15  2017.

European Quality Assurance Reference Framework (EQARF), retrieved from: http://www.eqavet.eu/What-
We-Do/European-Quality-Assurance-Reference-Framework/Overview, on December 18 2017.

European Commission  (2008), European Qualifications Framework for lifelong learning (EQF), retrieved 
from: http://www.asoo.hr/UserDocsImages/dokumenti/eqf.pdf, on October 26 2017.

European Commission (2014), Report from the Commission to the European Parliament and the Council 
on the implementation of the Recommendation of the European Parliament and of the Council of 18 June 
2009 on the establishment of a European Quality Assurance Reference Framework for Vocational Education 
and Training, retrieved from: http://ec.europa.eu/dgs/education_culture/repository/education/policy/
vocational-policy/doc/eqavet_hr.pdf, on December 22 2017.



4. HOW TO IMPROVE?

120

European Commission (2009), EU cooperation in education and training (ET 2020), retrieved from:
http://eur-lex.europa.eu/legal-content/HR/TXT/?uri=LEGISSUM:ef0016, on October 30 2017.

European Commission (2010), EUROPE 2020. A European strategy for smart, sustainable and inclusive 
growth, retrieved from: http://www.esf.hr/wordpress/wp-content/uploads/2015/02/eu_hr.pdf, on October 
30 2017.

European Commission, Strategic framework - Education and Training 2020,  retrieved from:
http://ec.europa.eu/education/policy/strategic-framework_hr, On October 30 2017.

European Parliament and Council of European Union (2006), Recommendation of the European Parliament 
and of the Council of 18 December on key competences for lifelong learning, retrieved from:
http://publications.europa.eu/resource/cellar/89e165de-b214-4013-81c6-c8a12e52330b.0019.02/
DOC_1 , on October 30 2017.

Fundamentals of a Common Quality Assurance Framework (CQAF) for VET in Europe, retrieved from:
https://www.bvekennis.nl/Bibliotheek/06-0133_EC_fundamentals.doc, on November 22 2017.

http://qflll.ba/doc/Standardi_osiguranja_kvaliteta_u_strucnom_obrazovanju_i_obuci-verzija_na_hrvatskom_
jeziku.pdf, on October 31 2017.

http://www.eqavet.eu/EU-Quality-Assurance/For-VET-Providers/Building-your-System/Planning/
EQAVETplus-Indicative-Descriptors , on December 20 2017.

http://www.eqavet.eu/EU-Quality-Assurance/For-VET-Providers/Building-your-System/Implementation, 
on December 20 2017.

http://www.eqavet.eu/EU-Quality-Assurance/For-VET-Providers/Building-your-System/Evaluation/
EQAVETplus-Indicative-Descriptors, on December 20 2017. 

http://www.eqavet.eu/EU-Quality-Assurance/For-VET-Providers/Building-your-System/Review/EQAVETplus-
Indicative-Descriptors, on December 20 2017.

http://www.eqavet.eu/EU-Quality-Assurance/For-VET-Providers/Building-your-System/Review,
on December 20 2017.

http://www.eqavet.eu/eu-quality-assurance/glossary/self-evaluation-(of-a-vet-provider),
on December 19 2017.

International Labour Organization (2010), The International Standard Classification of Occupations (ISCO), 
retrieved from: http://www.ilo.org/public/english/bureau/stat/isco/ , on January 30 2018.

EU IPA program for Bosnia and Herzegovina(2017), Standardi osiguranja kvaliteta u strukovnom obrazovanju 
i obuci s dokumentima za podršku unutarnjem vrednovanju, retrieved from: http://qflll.ba/doc/Standardi_
osiguranja_kvaliteta_u_strucnom_obrazovanju_i_obuci-verzija_na_hrvatskom_jeziku.pdf, on October 31 
2017.

ISO 29990:2010, Learning services for non-formal education and training — Basic requirements for service 
providers, retrieved from: https://www.iso.org/obp/ui/#iso:std:iso:29990:ed-1:v1:en, on January 30 2018.

ISO/TC 232, Learning services outside formal education, retrieved from: https://www.iso.org/
committee/537864.html, on January 30 2018.

Lattke, S., Popović, K. i Weickert, J. (2013), Globalni kurikulum za obrazovanje i učenje odraslih, Bonn, 
dvv international

Ministry of Civil Affairs of Bosnia and Herzegovina(2006), Državni akcioni plan za priznavanje kvalifikacija 



4. HOW TO IMPROVE?

121

u Bosni i Hercegovini, retrieved from: http://www.mcp.gov.ba/org_jedinice/sektor_obrazovanje/dokumenti/
strateski_doc/default.aspx?id=2051&langTag=bs-BA, on November 24 2017.

Ministry of Civil Affairs of Bosnia and Herzegovina (2007), Provođenje okvira za kvalifikacije za visoko 
obrazovanje u Bosni i Hercegovini, retrieved from: http://www.mcp.gov.ba/org_jedinice/sektor_obrazovanje/
dokumenti/strateski_doc/default.aspx?id=2049&langTag=bs-BA, on November 24 2017.

Ministry of Civil Affairs of Bosnia and Herzegovina (2007), Strategija razvoja stručnog obrazovanja 
i obuke u Bosni i Hercegovini za period 2007–2013. godine, retrieved from: http://www.mcp.gov.ba/
org_jedinice/sektor_obrazovanje/dokumenti/strateski_doc/Archive.aspx?langTag=bs-BA&template_
id=108&pageIndex=2

Ministry of Civil Affairs of Bosnia and Herzegovina (2014), principi i standardi u oblasti obrazovanja 
odraslih u Bosni i Hercegovini,  retrieved from: http://www.mcp.gov.ba/org_jedinice/sektor_obrazovanje/
dokumenti/strateski_doc/Archive.aspx?langTag=bs-BA&template_id=108&pageIndex=1, on November 
24 2017.

Ministry of Civil Affairs of Bosnia and Herzegovina (2014), Strateška platforma razvoja obrazovanja 
odraslih u kontekstu cjeloživotnog učenja u BiH za period 2014-2020, retrieved from: http://www.mcp.gov.
ba/org_jedinice/sektor_obrazovanje/dokumenti/strateski_doc/Archive.aspx?langTag=bs-BA&template_
id=108&pageIndex=1, on November 27 2017.

Ministry of Civil Affairs of Bosnia and Herzegovina (2015), Akcioni plan za izradu i provedbu kvalifikacijskog 
okvira u Bosni i Hercegovini za period 2014-2020, retrieved from: http://www.mcp.gov.ba/org_jedinice/sektor_
obrazovanje/dokumenti/strateski_doc/Archive.aspx?langTag=bs-BA&template_id=108&pageIndex=1, on 
November 24 2017.

Ministarstvo znanosti, obrazovanja i sporta  (2013), Implementacija Europske agende obrazovanja 
odraslih, retrieved from: https://ec.europa.eu/epale/sites/epale/files/obrazovanje_odraslih_u_hrvatskoj_-_
implementacija_europske_agende_obrazovanja_odraslih.pdf, on November 26 2017.

Modernizacija srednjeg stručnog obrazovanja u Srbiji (2012), Vodič za samovrednovanje za ustanove u 
stručnom obrazovanju, retrieved from: http://ceo.edu.rs/images/stories/OkvirSamovrednovanje/Vodic%20
za%20samovrednovanje%20za%20ustanove%20u%20strucnom%20obrazovanju.pdf, on January 30 2018.

Nacrt zakona o principima obrazovanja odraslih u FBiH, retrieved from: http://www.parlamentfbih.
gov.ba/dom_naroda/bos/parlament/propisi/El_materijali/Nacrt%20zakona%20o%20principima%20
obrazovanja%20odraslih%20u%20FBiH_2014.pdf, on October 1 2017.

National Commission for Further and Higher Education (NCFHE) (2013), Implementation of Quality 
Assurance In Vocational Education & Training (VET) Institutions – A Manual for VET Providers, Malta

NSS tim Crne Gore, Indikatori kvaliteta u obrazovanju odraslih – Crna Gora, retrieved from: https://
ec.europa.eu/epale/sites/epale/files/indikatori_kvaliteta_u_obrazovanju_odraslih-gordana_boskovic.
pdf, on January 30 2018.

Osiguranje kvaliteta u strukovnom obrazovanju i osposobljavanju (EQAVET), retrieved from: http://ec.europa.
eu/education/policy/vocational-policy/eqavet_hr, on December 22 2017.

Pejatović, A., Dimitrijević, Lj. (2016), Kvalitet u neformalnom obrazovanju odraslih – od zahteva do 
mogućnosti primene, Andragoške studije, 11, 39–56.

Popović, B. (2016), Implementacija EU agende za obrazovanje odraslih Bosna i Hercegovina, IV Međunarodni 
andragoški simpozij, Makarska 18. 4. 2016, retrieved from: https://ec.europa.eu/epale/sites/epale/files/
biljana_popovic_-_implementacija_eu_agende_za_obrazovanje_odraslih_bih.pdf, on November 30 2017.



4. HOW TO IMPROVE?

122

Qualifications and Vocational Education and Training Development Centre (2015), Summary of results 
of external assessment of the quality of vocational education and training programmes implementation. 
Recommendations for improvement of programmes and vocational education and training quality 
assurance system, retrieved from: http://www.kpmpc.lt/kpmpc/wp-content/uploads/2013/04/2-knyga-
rekomendacijos-Eng.pdf, on January 30 2018.

Quality Control (QC) Certification (2018), What is ISO 29990:2010?, retrieved from: http://www.qccertification.
com/ISO-29990-2010.aspx, on January 31 2018.

Razvoj osiguranja kvaliteta u strukovnom obrazovanju i osposobljavanju i Agencija za strukovno 
obrazovanje i obrazovanje odraslih (2012), Strateške smjernice za osiguranje kvaliteta u strukovnom 
obrazovanju i osposobljavanju – sažetak, retrieved from: http://www.ssmb.hr/libraries/0000/3980/
strat_smjernice_print_3_FINAL.pdf, on November 24 2017.

The European Parliament and the Council of the European Union (2009), Recommendation of the 
European Parliament and of the Council of 18 June 2009 on the establishment of a European Quality 
Assurance Reference Framework for Vocational Education and Training (Text with EEA relevance),retrieved 
from: http://eur-lex.europa.eu/legal-content/EN/TXT/?uri=uriserv:OJ.C_.2009.155.01.0001.01.ENG, on 
December 22 2017.

Tunjić, Đ., Kiš, D. i Kljajin, M. (2007), Sustav upravljanja prema normi ISO 9001:2000 na primjeru Visoke 
škole za sigurnost u Zagrebu, Tehnički vjesnik, 3(4), 53-57.

Vijeće ministara Bosne i Hercegovine (2011), Osnove kvalifikacijskog okvira u Bosni i Hercegovini, retrieved 
from: https://ec.europa.eu/epale/hr/resource-centre/content/osnove-kvalifikacijskog-okvira-u-bosni-i-
hercegovini, on October 28 2017.

Vlada Republike Hrvatske (2016), Program razvoja sustava strukovnog obrazovanja i osposobljavanja 
(2016-2020), retrieved from: https://vlada.gov.hr/UserDocsImages//Sjednice/2016/41%20sjednica%20
Vlade//41%20-%202.pdf, on January 28 2018.

Zakon o izmjenama i dopunama Zakona o obrazovanja odraslih RS, retrieved from: http://www.
narodnaskupstinars.net/?q=la/akti/usvojeni-zakoni/zakon-o-izmjenama-i-dopunama-zakona-o-
obrazovanju-odraslih, on November 11 2017.

Zakon o obrazovanju odraslih Kantona Sarajevo, retrieved from: http://mon.ks.gov.ba/sites/mon.ks.gov.ba/
files/Zakon%20o%20obrazovanju%20odraslih%20u%20Kantonu%20Sarajevo.pdf, on November 26 2017.

Zakon o obrazovanju odraslih Republike Srpske, retrieved from: http://www.vladars.net/sr-SP-Cyrl/Vlada/
Ministarstva/mpk/Servisi/Gradjani/Documents/Nacrt%20zakona%20o%20obrazovanju%20odraslih.pdf, 
on November 22 2017.

Zakon o obrazovanju odraslih Tuzlanskog kantona,retrieved from: http://cms.pztz.ba/userfiles/pztz/files/
SrednjeObrazovanje/ZakoniPravilnici/ZakonObrazovanjeOdraslih.pdf, on November 12 2017.

Zakon o obrazovanju odraslih u Bosansko-podrinjskom kantonu, retrieved from: http://www.bpkg.gov.ba/
mo/media/uploads_mo/2014/10/Nacrt-zakona-o-obrazovanju-odraslih-BPK-a.pdf, on November 23 2017.

Zakon o obrazovanju odraslih u Zeničko-dobojskom kantonu, retrieved from: http://uciradi.ba/index.php/
files/preview/29/34, on November 25 2017.

Zakon o obrazovanju odraslih Unsko-sanskog kantona, retrieved from: https://ec.europa.eu/epale/sites/
epale/files/zakon_o_obrazovanju_odraslih_usk.pdf, on November 20 2017.



4. HOW TO IMPROVE?

123

Zakon o strukovnom obrazovanju Republike Hrvatske, retrieved from: https://narodne-novine.nn.hr/clanci/
sluzbeni/2009_03_30_652.html, on November 10 2017.

Zavod za vrednovanje kvaliteta obrazovanja i vaspitanja Srbije (2012) Vodič za samovrednovanje za 
ustanove u stručnom obrazovanju, retrieved from: http://ceo.edu.rs/images/stories/OkvirSamovrednovanje/
Vodic%20za%20samovrednovanje%20za%20ustanove%20u%20strucnom%20obrazovanju.pdf, on January 
30 2018.

4.9 Annexes

Annex 4.1: Development chronology of the legal framework39

Year Document Level of 
government

2007.

2011.

law on adult education of the republika srpska  rs40 

law on amendments to the law on adult education of the rs41 
Entity

2007.
Strategy for the Development of Vocational Education and Training
in Bosnia and Herzegovina for the period 2007-2013.42

state

2013. Law on Adult Education of the Una-Sana Canton43 Cantonal

2014.
Strategic Platform for the Development of Adult Education in the Context of Lifelong 
Learning in Bosnia and Herzegovina for the period 2014-202044

state

2014. Principles and Standards in the Field of Adult Education in Bosnia and Herzegovina45 state

2014. Draft Law on Principles of Adult Education in the Federation of Bosnia and Herzegovina46 Entity

2015. Law on Adult Education in the Zenica-Doboj Canton47 Cantonal

2015. Law on Adult Education in the Bosnian-Podrinje Canton48 Cantonal

2015. Law on Adult Education in the West Herzegovina Canton Cantonal

2015. Law on Adult Education of the Tuzla Canton49 Cantonal

2015. Law on Adult Education of the Sarajevo Canton50 Cantonal

2016. Law on Adult Education of the Canton 10 Cantonal

2017. Law on Adult Education of the Central Bosnia Canton Cantonal

2018. Law on Adult Education of the Herzegovina-Neretva Canton Cantonal

2018. Law on Adult Education of the Brčko District of BiH Brčko District
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Annex 4.2: List of the key existing competent institutions in charge of monitoring adult education and 
quality improvement51

No. COMPETENT INSTITUTION RESPONSIBILITIES REGULATION

1.

Agency for Preschool, 

Primary and 

Secondary Education 

 

The Agency is responsible for setting 
the standards in preschool, primary 
and secondary education, as well as for 
other professional tasks pertaining to 
the standards of knowledge and quality 
assessment stipulated by special laws and 
other regulations. The Agency monitors 
the standards and quality of education 
and training within secondary vocational 
education and training, including adult 
education and training; it also carries out 
other activities relating to implementation of 
these standards.

Law on Agency for 
Preschool, Primary and 
Secondary Education 
(Official Gazette of BiH, 
88/07)

Framework law on 
Secondary Vocational 
education and training in 
Bosnia and Herzegovina 
(Official Gazette of BiH, 
63/08)

2.
Labor and Employment 
Agency of Bosnia and 
Herzegovina

The Agency is, inter alia, responsible 
for initiating necessary activities in the 
employment services of the entities and 
Brčko District, in order to organize and 
implement career guidance and education 
programs together with employers, trade 
unions, educational institutions and other 
associations, with a view to increasing 
employment. 

law on the labor and 
Employment Agency of 
Bosnia and Herzegovina 
(Official Gazette of BiH, 
21/03, 43/09)

3. institute for adult education 
of the republika srpska

The Institute is responsible for carrying out 
professional, administrative, and other tasks 
relating to adult education in the republika 
Srpska: analytical and development activities 
relating to adult education; verification 
of compliance with the requirements and 
criteria for providing services of adult 
education as well as for monitoring the 
performance of the institutions - service 
providers; making recommendations for 
applicable educational programs aimed at 
gaining qualifications, reskilling, additional 
education, training, vocational training of 
the employed and unemployed; approving of 
and monitoring adult education programs; 
establishing and keeping the registers of the 
programs, participants and adult education 
providers; organizing and implementing 
trainings for teachers, associates, etc.

law on the republic 
Administration (Official 
Gazette of the Republika 
Srpska, 118/08, 74/10, 
and 86/10)

law on adult education 
(Official Gazette of the 
Republika Srpska, 59/09 
and 1/12)

4.

pedagogical institute of the 
department of education of 
the Brčko District of Bosnia 
and Herzegovina

the pedagogical institute is responsible for 
professional and pedagogical supervision 
and improvement of educational activity 
in the District (it also develops the adult 
educational programs in the framework of 
defined responsibilities)

Law on Primary and 
Secondary School 
Education in the Brčko 
District of Bosnia and 
Herzegovina (Official 
Gazette of the Brčko 
District of Bosnia and 
Herzegovina, 10/08, 
25/08 and 4/13)
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5. pedagogical institute of the 
republika srpska

the institute carries out duties and tasks 
related to expert and advisory services for 
the purpose of monitoring, improvement and 
development of pedagogical and educational 
activity in preschool, primary and secondary 
education (inter alia, monitoring and 
assessment of quality, pedagogical, advisory, 
instructive, corrective and supervisory work 
in preschool establishments, primary and 
secondary schools and dormitories; research 
and analytic work aimed at improving 
pedagogical and educational practice, etc.).

law on the republic 
Administration (Official 
Gazette of the Republika 
Srpska, 118/08, 74/10 
and 86/10)

6.

Cantonal Pedagogical 

Institutes / Institutes for 
education in the Federation of 
Bosnia and Herzegovina

All pedagogical institutes/institutes for 
education in the cantons/counties of the 
Federation of Bosnia and Herzegovina 
have very similar competences relating 
to carrying out professional activities 
on implementation, improvement and 
development of pedagogical and educational 
activity; advisory-instructive actions and 
professional-pedagogic supervision of 
performance of the institutions of preschool, 
primary and secondary education. The 
professional activities carried out for 
implementation of pedagogical and 
educational activity also encompass the 
competences of the institutes for adult 
education.   

6.1
public institution pedagogical 
Institute of the Una-Sana 
Canton

decision on 
establishment of the 
public institution 
pedagogical institute 
of the Una-Sana Canton 
(Official Gazette of the 
Una-Sana Canton, 3/07)

6.2 pedagogical institute Zenica

Law on Cantonal 
Ministries and Other 
Cantonal Administrative 
Bodies (Official Gazette 
of the Zenica-Doboj 
Canton, 13/08, 3/10 and 
6/12)

6.3 pedagogical institute of the 
Tuzla Canton

Law on the Ministries 
and other administrative 
Bodies of the Tuzla 
Canton (Official Gazette 
of the Tuzla Canton, 
17/00, 3/01, 12/03, 
10/05 and 3/08)

6.4 educational and pedagogical 
Institute Sarajevo

Law on Organization 
and scope of the 
administrative 
authorities and 
administrative structure 
of the Sarajevo Canton 
(Official Gazette of the 
Sarajevo Canton, 7/08, 
16/08)
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6.5 Pedagogical Institute Goražde

The Institute, while performing the tasks 
within its competence, also monitors 
the labor market and the programs of 
reskilling and upskilling of youth and adults. 
it also participates in the educational 
system reform ‘in order to catch up 
with the modern world – to master the 
information technologies, multilingual skills, 
experimental science in the full variety 
provided by the lifelong learning’. 

Law on the Cantonal 
Ministries and Other 
Cantonal Administrative 
Bodies(Official Gazette 
of the Bosnian Podrinje 
Canton, 5/03, 8/04, 6/10, 
and 13/12)

6.6 Pedagogical Institute Mostar

Law on the Cantonal 
Ministries and Other 
Cantonal Administrative 
Bodies (Official Gazette 
of the Herzegovina-
Neretva Canton, 4/98, 
1/02, 4/07; Herzegovina-
Neretva Canton 
assembly 2013

6.7 Institute for Education Mostar

7. institutes and public 
Employment Services

These institutes/services are, inter alia, in 
charge of mediation between employers and 
unemployed persons, as well as assisting 
the unemployed to adapt their qualifications 
and skills to labor market demands by 
participating in various training and 
educational programs. 

The responsibilities, 
organization and 
activities of these 
institutes/services 
are stipulated by the 
regulations of the 
Federation of Bosnia and 
Herzegovina, Republika 
Srpska, Brčko District of 
Bosnia and Herzegovina 
and cantons of the 
Federation of Bosnia and 
Herzegovina.

7.1
Employment Institute of the 
Federation of Bosnia and 
Herzegovina 

7.2
Public Institution Employment 
institute of the republika 
srpska

7.3
Employment Institute of the 
Brčko District of Bosnia and 
Herzegovina

7.4
Public employment services, 
established in all 10 cantons 
of the Federation of BiH
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Annex 4.3: Indicative descriptors at the levels of VET system and VET provider52

INDICATIVE DESCRIPTORS AT THE LEVEL OF: 

VET system vet provider

pl
a

n
n

in
g

1. The medium-term and long-term objectives of 
the VET system described and related to the 
European objectives.

2. Social partners and all other relevant 
stakeholders participate in setting vet 
objectives at different levels.

3. The objectives established and monitored using 
the specific indicators (success criteria).

4. Mechanisms and procedures to identify the 
training needs of the labor market and society 
established.

5. An information policy created to ensure optimal 
disclosure of the quality results/outcomes that 
are subject to state/entity/cantonal/regional 
requirements for data protection. 

6. The standards and guidelines for recognition, 
evaluation and certification of the competences 
of individuals defined. 

7. The VET qualifications described through 
implementation of learning outcomes. 

8. The mechanisms for quality assurance during 
designing, assessment, certification and review 
of qualifications established.

1. The European, national and regional objectives of 
the VET system are reflected in the local objectives 
established by the VET providers. 

2. The objectives are clearly defined, and the programs 
designed to contribute to achievement of the 
objectives.

3. Consultations with the social partners and other 
relevant stakeholders are carried out in order to 
identify specific local/individual needs. 

4. The responsibilities for quality management and 
development clearly assigned.

5. Early involvement of the staff in planning, including 
that relating to development of quality, is in place. 

6. VET providers plan to cooperate with other VET 
providers and all other relevant stakeholders.

7. Relevant stakeholders take part in the process of 
local needs analysis.

8. VET providers have a clear and transparent quality 
assurance system.

IM
PL

EM
EN

TA
TI

O
N

1. The implementation plans established in 
cooperation with the social partners, VET 
providers and other relevant stakeholders at 
different levels.

2. The implementation plans encompass 
consideration of necessary resources, 
beneficiaries’ capabilities, tools and guidelines 
needed to provide support.

3. The guidelines and standards developed for the 
implementation at different levels. They include 
assessment, validation and certification of the 
qualifications.

4. The implementation plans include providing 
specific support to training of the teachers 
and trainers. 

5. The responsibilities of VET providers in the 
implementation process clearly described and 
made transparent. 

6. The national and/or regional framework for 
quality assurance developed encompassing 
the guidelines and standards for quality at 
the level of a vet provider in order to promote 
continuous improvement.

1. The resources are properly harmonized internally 
in order to achieve the objectives set in the 
implementation plans.

2. The relevant and inclusive partnerships strongly 
supported for the implementation of the planned 
activities. 

3. The need for training the trainers specified in 
the strategic plan for development of the staff 
competences. 

4. The staff regularly participate in the trainings 
and develop cooperation with relevant external 
stakeholders in order to support capacity building, 
improvement of quality and efficiency. 

5. VET providers enable the students to achieve the 
expected learning outcomes and get involved in 
the learning process. 

6. VET providers meet the learning needs of 
individuals by using relevant approaches of 
pedagogy/andragogy and grading system that 
allows the students to achieve the expected 
learning outcomes.

7. VET providers apply valid, precise and reliable 
methods to assess the learning outcomes of 
individuals. 
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ev
a

lu
at

io
n

1. Methodology for internal and external 
evaluation is in place. 

2. Participation of stakeholders in the process of 
monitoring and evaluation agreed and clearly 
described.

3. State/entity/cantonal/regional standards 
and processes of quality improvement and 
assurance are relevant and in line with the 
sectoral needs.

4. Systems are subject to self-assessment and 
internal and external review, if required.

5. Early warning systems implemented.

6. Performance indicators applied.

7. Important, regular and coherent data collection 
carried out in order to measure success and 
identify areas for improvement. Adequate 
data collection methodologies developed, e.g. 
questionnaires and indicators.

1. Self-assessment carried out periodically according 
to state/entity/cantonal and regional regulations/
framework or upon the initiative of a VET provider.

2. Evaluation and review comprise processes and 
results of training, including results of measuring 
the satisfaction of students as well as results of 
measuring the satisfaction and performance of 
staff. 

3. Adequate and effective mechanisms for involving 
internal and external stakeholders during 
evaluation and review, collecting and using data 
developed.

4. Early warning systems implemented.

RE
VI

EW

1. Review procedures, mechanisms and 
instruments defined and used for improving 
the quality of VET service at all levels.

2. Processes regularly reviewed and action 
plans for changes drafted. Systems adapted 
accordingly.

3. Information on evaluation results publicly 
available.

1. Feedback from students regarding their individual 
experience, learning and learning environment 
itself collected. Such information, in aggregate 
with feedback from other stakeholders, used for 
formulating future actions.

2. Information on review results publicly available 

3. Review procedures are part of strategic 
organizational learning, supporting the 
development of quality VET service and improving 
the possibilities for students.

4. Evaluation results discussed with relevant 
stakeholders and appropriate action plans 
established.
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Annex 4.4: Key questions about quality criteria in the planning phase53

Key question Possible answer at the system 
level

Possible answer at the VET provider 
level 

Are your policy objectives clear 
and measurable?

relevant stakeholders are familiar 
with the national and european 
objectives of vocational education 
and training.

There are procedures for identifying 
future needs at the system level. 

Several minimum objectives/
standards are set.

The European, national and local 
objectives are known throughout the 
provider. 

Which objectives of your system/
provider are related to the 
vocational training and education 
system?

Description of objectives Description of objectives

Are the European objectives* 
of the vocational training and 
education system included in the 
objectives you have established?

the action plan for achieving 
the European objectives was 
developed. 

Focus on several european 
objectives in cooperation with VET 
providers from other countries. 

How do you assess the level of 
achievement of the established 
objectives?

The objectives are conveyed to the 
VET providers.

the results of specific indicators 
are collected at the system level. 

A self-assessment process is carried 
out every two years.

The departments draft reports, 
supported by certain indicators, for 
the management level. 

describe procedures for 
developing a plan within the 
applied quality assurance 
approach.

description of procedure description of procedure

* For example, matching supply and demand of vocational training and education services, promotion of the approach, 
meeting the needs for training of vulnerable groups.
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Annex 4.5: Key questions about quality criteria in the implementation phase54

Key question Possible answer at the system level Possible answer at the VET provider 
level

How do you 
implement the 
planned activity?

pursuant to legislation:

 laws, regulations, rules

 national approach to quality

 request for quality assurance system at the 
level of a vet provider

pursuant to funding:

 based on inputs

 based on outputs

in cooperation with the social partners

In cooperation with other VET providers.

Pursuant to a system-based approach 
to quality assurance and planning.

involving local stakeholders and 
adapting to local needs.

Investing in staff training.

Harmonizing the tasks, powers and 
responsibilities.

Describe the key 
principles of the 
implementation 
process..

Conferring full responsibility for 
implementation on VET providers.

setting several minimum criteria that providers 
of vocational training and education services 
must meet. 

Defining the specific quality approach that all 
VET providers will use. 

Organizing and allocating assets for:

 finances and resources;

 partnership;

 management;

 process management;

 training the trainer;

 didactic materials.

Requiring transparency and coherence 
with the objectives.

involving different stakeholders in the 
activities. 

ensuring good working conditions and 
facilities throughout the organization.
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Annex 4.6: Guidelines for the staff assessment interview55

Name and surname

Position

Date of interview

Date of the last interview

Interviewer

Other persons present

Employee’s feedback to the principal

Principal’s feedback regarding the employee

Proposals for improvement of the school's operations.

Needs for additional training

Mutually agreed objectives and activities

Signed by the principal: Signed by the employee:
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Annex 4.7: Peer review of teaching56

1

official date

teacher peer:

date: time: Class:

teaching unit

2 What is the structure of a lesson? 

3. How is students’ autonomy encouraged?

4. What materials does a teacher use during the 
lesson?

5. What are the proposals for future lessons?

A teacher has to place this form in his/her personal file.
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Annex 4.8: Questionnaire for students to evaluate both training courses and trainers57

title of training: 

trainer:

Please indicate level of your agreement with the listed statements using a 0 to 5 rating scale, 
where 5 means strongly agree, while 1 means strongly disagree. If a statement is not applicable to 
the given training, please circle 0. 

a) Evaluation of the training

1. The training has considerably improved my leve
    of knowledge and skills. 5 4 3 2 1 0

2. I find the training very interesting. 5 4 3 2 1 0

3. The training was very intensive. 5 4 3 2 1 0

4. The teaching materials were available. 5 4 3 2 1 0

5. The level of the teaching materials recommended by a trainer was 
appropriate. 5 4 3 2 1 0

6. All resources necessary for the learning process were available. 5 4 3 2 1 0

7. The theoretical (lectures) and practical (seminars, workshops) parts 
of the course form an integral unit. 5 4 3 2 1 0

8. The training contributed to achieving the objectives set by the 
curriculum and learning for the chosen vocation. 5 4 3 2 1 0

b) Evaluation of the trainer

9. The lessons were delivered in a clear and logical way. 5 4 3 2 1 0

10. The lessons were interesting. 5 4 3 2 1 0

11. The level of training was acceptable. 5 4 3 2 1 0

12. The trainer adhered to the training program. 5 4 3 2 1 0

13. All information regarding examinations were provided at the 
beginning of the course. 5 4 3 2 1 0

14. The trainer provided clear answers to students' questions. 5 4 3 2 1 0

15. The trainer encouraged students to apply individual work. 5 4 3 2 1 0

16. The trainer had good communication with students. 5 4 3 2 1 0

17. The trainer was kind and helpful to students. 5 4 3 2 1 0

18. The possibilities of contacting the trainer were very good. 5 4 3 2 1 0

19. The trainer was accurate, observing the deadlines and timeline. 5 4 3 2 1 0

20. All planned lectures were given. 5 4 3 2 1 0

c) Information on the respondents

Class 

Name and Surname (optional)

Previous knowledge was sufficient for mastering the lessons. 5 4 3 2 1 0

I consulted with the instructor. 5 4 3 2 1 0

I attended all lessons. 5 4 3 2 1 0

Your proposals for improvement of the training course:
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Annex 4.9: Regular class attendance sheet  

Date: ___________________________

Teacher:_________________________

Class:___________________________ 

Subject:_________________________

Teaching unit:____________________

PREPARATION:

a) proper and complete b) partial c) none

Lesson objective:  

a) precisely defined b) imprecise c) undefined

Lesson type:  

a) presentation b) review c) practicing d) systematization e) grading of written work

Teaching methods: 

a) conversation b) oral presentation c) demonstration d) reading and comprehension
e) laboratory method f) drawing graphs g) practice h) writing and essays

Type of activity: 

a) lecture b) group c) individual d) individualized e) pair work

Teaching equipment:

a) visual b) auditory
c) audio-visual (drawings, pictures, photographs, 
diagrams, charts, tables, slides, patterns, models, 
instruments, globes, tapes, records, CDs, films, TV 
shows, CD-ROMs, etc.)

d) textual (textbooks, handbooks, articles, 
dictionaries, encyclopedias...)
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Teaching aids: 

a)geometry instruments b) boards c) slide projector d) tape recorder
e) radio f) TV g) computer

Teaching technology: 

a) computer with a software system for learning b) computer with projectors
c) networked computers with internet connection d) ____________________

LESSON OBSERVATION:

Type of activity: 

a) compatible with 
the teaching unit

b) not compatible with
     the teaching unit

c) partially compatible with
     the teaching unit

Classroom management: 

a) successful b) with minor problems c) very difficult

Teaching equipment: 

a) adequate b) inadequate c) absent

Method selection: 

a) adekvatan b) ne odgovara sadržaju c) oskudan

Students’ active participation in classroom: 

a) full b) partial c) poor

Assessment of the classroom atmosphere: 

a) appropriate b) satisfactory c) unsatisfactory d) poorly designed from a 
pedagogical point of view

Attitude towards students: 

a) cordial and 
natural

b) decent and 
authoritative

c) rigid and 
unpleasant

d) poorly designed from a 
pedagogical point of view

Teacher in a classroom:

a) unobtrusive but 
confident

b) decent and 
authoritative

c) rigid and 
unpleasant

d) poorly designed from a 
pedagogical point of view

Did the teacher make a summary of a teaching content: a) yes     b) no 

Was the student knowledge assessed:         a) yes     b) no 

Was the lesson properly articulated:          a) yes    b) no 
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Comments on the lesson: 

___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________

Recommendations: 

____________________________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________

 

The lesson was attended by:  

1.______________________ 

2.______________________ 

3.______________________ 

                                                                                                                                                        

Signed by the observed teacher:                                                                                           Guidance Counsellor:

________________________________                                                                           _________________________
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Annex 4.10: Key questions on the quality criteria in the evaluation phase58

Key question Possible answer at the system level Possible answer at the VET 
provider level 

Describe your process of 
evaluation of:

	 inputs

	 processes

	 outputs

	 outcomes

By using:

	 control systems
	 inspectorates
	 public access to the internet
	 benchmarking
	 state/entity/cantonal 

standards on inputs, 
processes, and outputs

By applying:

	 self-assessment

	 external evaluation

	 internal quality assurance

Comparing actual and expected 
results.

Benefiting from the results of 
training and learning.

How do you ensure relevant and 
systematic evaluation methods?

On the basis of the system-based 
procedure of data collection. 

On the basis of system-based 
procedure of data collection.

Which stakeholders are involved in 
the evaluation process?

those participating at the level 
of the entire system and social 
partners.

Managers, teachers, students, 
employers.

What is the role of different 
stakeholders in the evaluation 
process?

participation of the relevant 
stakeholders in launching 
initiatives, making decisions, 
conducting evaluation, certification, 
and providing political support. 

participation of the relevant 
stakeholders in launching initiatives, 
making decisions, conducting 
evaluation, certification, and liaising 
with labor market. 

How often do you conduct 
observation and evaluation?

during the reforms of vocational 
education and training: 

ex-ante, in itinere (on a regular 
basis), and ex-post evaluations. 

Every three to five years.

Ex-ante, in itinere (on a regular 
basis), and ex post evaluation of the 
program.
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Annex 4.11: Questionnaire for current students59

Please rate the statements below on 1 (strongly agree) to 6 (strongly disagree) rating scale: 

PART I PROVIDER’S ENVIRONMENT

1 The provider and its courtyard are clean. 1 2 3 4 5 6

2 A classroom offers a nice working atmosphere. 1 2 3 4 5 6

3 The workshops and functional areas (e.g. for chemistry, physics, 
IT, laboratory, kitchen) are well equipped 1 2 3 4 5 6

4 The classrooms are well equipped (e.g. with projectors) 1 2 3 4 5 6

5 The equipment (e.g. computers, machines) is always ready for use. 1 2 3 4 5 6

PART II ORGANIZATION AND INFORMATION

1 i receive the information about schedule and relevant changes 
on time. 1 2 3 4 5 6

2 The problems with the building (e.g. heating, windows, toilets, 
lighting, etc.) are resolved quickly. 1 2 3 4 5 6

3 Besides the trainer, I can contact other persons. 1 2 3 4 5 6

4 The VET provider website is updated and informative. 1 2 3 4 5 6

5 The signs are understandable and the room identification is clear. 1 2 3 4 5 6

PART III STUDYING IN THE INSTITUTION

1 The lessons begin and end on time. 1 2 3 4 5 6

2 The selected textbooks are properly used. 1 2 3 4 5 6

3 We can often accomplish the curriculum tasks by ourselves 
(worksheets, book materials, Internet materials, etc.) 1 2 3 4 5 6

4 Homework is regularly assigned and checked. 1 2 3 4 5 6

5 the teaching materials that are used are up to date and with attractive 
design. 1 2 3 4 5 6

PART IV ASSESSMENT

1 Tests are announced on time. 1 2 3 4 5 6

2 Grading of tests is always comprehensible. 1 2 3 4 5 6

3 Tests are graded and returned timely. 1 2 3 4 5 6

4 The final grades are not based on tests only, but presentations, 
participation, doing homework are also taken into account. 1 2 3 4 5 6

5 There are enough tests. 1 2 3 4 5 6

Would you recommend this VET provider?

Yes                              no

Comments and proposals for improvement:
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Annex 4.12: Questionnaire for former students60

You have just completed our training. We hope it will be very useful to you. By filling in this 
questionnaire you will help us evaluate the quality of our services. Your comments and 
remarks will contribute to improving future trainings. Answers to the set questions will be 
analyzed at the system level. The analysis will result in undertaking corrective actions, if 
required. Thank you for sparing a few minutes to fill in this form. 

training end date:

training title:

overall evaluation of the service - - - + ++

What did you like?

What did you dislike?

What did you miss?

Orientation, informing - - - + ++ Comments

The staff was available during orientation. - - - + ++

The mentioned information was clear and relevant. - - - + ++

The time interval between your first contact with the provider 
and training date proposal was reasonable. - - - + ++

Planning of training 

Your personal limitations were taken into consideration 
when the training plan was developed. - - - + ++

The objectives and content of the training met your 
expectations. - - - + ++

You were provided with all information necessary to start 
training. - - - + ++

Implementation of training

The facilities were suitable. - - - + ++

The available materials were satisfactory. - - - + ++

The provided teaching materials were clear and useful. - - - + ++

The guidelines were dynamic and effective. - - - + ++

You are satisfied with the applied methods. - - - + ++

The balance between theory and practice is satisfactory. - - - + ++

The trainers were competent in their professional fields. - - - + ++

The trainers were available and supportive. - - - + ++

A trainer encourages your development of independence. - - - + ++

You can easily monitor your progress. - - - + ++

You achieved the training objectives. - - - + ++

Recognition of acquired competences increased the value 
of training. - - - + ++
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Annex 4.13: Questionnaire for former students – WMTA Banja Luka 

Adult Vocational Education Institution – WMTA Banja Luka

address: 

E-mail: 

Web: www.wmta-edu.com

telephone: 

Date, Place: 

Dear beneficiaries of our services and training programs, in order to improve the performance of the Adult 
Vocational Training Institution WMTA Banja Luka, we would appreciate your filling in this questionnaire 
as the beneficiaries of our training programs! 

The questionnaire is anonymous and will be used for internal purposes. 

We ask you kindly to give honest answers, as we are interested in improving our performance based on 
the questionnaire findings.  

If you want, you can put your name at the bottom of the form.

Thank you in advance. 

QUESTIONNAIRE

1) Did the training meet your expectations? Circle one of the answers.

- fully

- partially

- no

2) Evaluate the theoretical part of the training. Circle one of the answers.

- excellent – 5

- very good – 4

- good – 3

- satisfactory – 2

- poor – 1

3) Evaluate demonstrational/practical part of the training. Circle one of the answers.

− excellent – 5

− very good – 4

− good – 3

− satisfactory – 2

− poor – 1
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4) Do you think that the knowledge/skills gained from the training will be useful to you in your future 
endeavors/employment? Circle one of the answers.

- yes

- maybe

- no

5) Would you recommend your colleagues to attend similar trainings? Circle one of the answers.

- yes, definitely

- probably 

- no 

6) Did your self-confidence regarding your working capabilities or your competitiveness in the labor 
market increase after the training ended? Circle one of the answers.

- fully

- mainly

- no

7) If you decided to continue with your education – advanced training from this area – would you 
like to attend another training organized by ‘WMTA’? Circle one of the answers.

- yes

- maybe 

- no

8) When you compare the overall PROS and CONS, do you think that it was worth attending this 
training? Circle one of the answers.

- fully

- partially

- no

9) We would like you to indicate what you liked the most/the least regarding this training/organization 
of the training:

10) SPACE FOR COMMENTS – If you have any comment or want to explain any of your answers 
relating to this training, please write in the space below:

We would like you to either submit thoroughly completed questionnaire directly to our staff or to e-mail 
it to …… and/or …….

Thank you!
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Annex 4.14: Evaluation of the cooperation with employers61

please rate the statements below:

a) Cooperation and communication between the VET provider and our company run smoothly.

1 2 3 4 5 6

excellent insufficient

b) The company receives information about a student, whenever appropriate. 

1 2 3 4 5 6

excellent insufficient

c) The training days are well organized by the VET provider.

1 2 3 4 5 6

excellent insufficient

d) The training course schedule is coordinated with the company’s needs.

1 2 3 4 5 6

excellent insufficient

e) The theoretical and practical instructions are adapted to new contents.

1 2 3 4 5 6

excellent insufficient

f) Are you interested in presenting your company to our students?

Yes no no answer

g) What would you recommend to us in order to maintain the cooperation between the VET provider 
and the company:

1) To organize round tables 2) questionnaires
3) Other form of 
communication. 
Which one?

h) How important, in your opinion, is the accreditation of the VET provider?

1) Very important
2) Less important as there 
are other criteria that are 
more important

3) Irrelevant

i) Our institution has concluded partnership agreements with providers from abroad. Are you ready 
to include your employees in exchange programs (e.g. for a period of three weeks)?

Yes no no answer

j) Concerning exchange programs, would you be willing to recruit and support foreign students from 
partner schools in your company? 

Yes no no answer
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Annex 4.15: Guide to evaluation of the trainer’s performance through observation in the classroom62

Class:

Subject:

date:

Trainer begins a lesson by reviewing the previous lessons. Yes no N/A

Trainer uses the materials and teaching aids such as slides, audio-visual equipment, 
blackboards, and textbooks. Yes no N/A

Trainer does not waste time and starts a lesson immediately. Yes no N/A

Trainer provides clear and thorough explanations. Yes no N/A

Trainer engages all students. Yes no N/A

Trainer encourages students to be proactive. Yes no N/A

Students are interested in a lesson and participate in it. Yes no N/A

Students listen carefully to their colleagues’ comments. Yes no N/A

All students participate in the group work and cooperate with each other. Yes no N/A

When a trainer asks a student the questions, other students listen carefully and participate. Yes no N/A
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Annex 4.16: Methodology for monitoring, evaluation and assessment of trainer’s performance

BOSNIA AND HERZEGOVINA
FEDERATION OF BOSNIA AND HERZEGOVINA
ZENICA-DOBOJ CANTON
TEŠANJ MUNICIPALITY
Mixed Secondary School Tešanj
Telephone: / e-mail: 
Ref.: 
date:

METHODOLOGY

for monitoring, evaluation and assessment of trainer’s performance

EVALUATION FORM 

Trainer’s name (father’s name) and surname: ______________________________

Subject: ____________________________

Period of monitoring: _____________________ 

School year:____________

1. Planning and programming Points Explanation

points

6
a) annual work plan and program are submitted to the pedagogical services 

department prior to commencement of a school year, and monthly plans and 
programs are submitted by the end of the month for the following month. 

6

b) Plans and programs are submitted with a delay. 3

2. Implementation of the planned program content

a) Implementation of the planned program content is in line with the plans. 6

6b) There are minor and unjustified deviations from the plan. 3

c) the deviations from implementation of the planned program content are 
significant and unjustified. 0

3. Keeping pedagogical documentation and records 

a) The required pedagogical documentation and records are kept in an orderly 
and timely fashion. 8

8b) There were gaps identified in keeping required pedagogical documentation; 
but they were addressed within the deadline. 4

c) The identified gaps were not addressed on time. 0

4. Responsibilities and working discipline

a) There is neither late arrival to nor leaving early from a lesson. 8
8

b) A late arrival or leaving early from a lesson was observed. -4

4.1. Responsibilities and working discipline
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a) Regular attendance at sessions of competent bodies. 8
8

b) Absence from the sessions of the competent bodies was not excused. 0

5. Frequency of assessment and dissemination of grades

a) Assessment is in line with the Regulations on student assessment.
8

8b) Assessment slightly deviates from the Regulations on student assessment.
4

c) Assessment is not in line with the Regulations on student assessment. 0

6. Leisure, cultural and public activities 

a) A teacher is involved in at least one leisure activity and takes part in the cultural 
and public activities of the school. 8

8b) A teacher takes part in the cultural and public activities of the school. 4

c) a teacher is neither involved in the leisure activities of the school nor takes 
part in cultural and public activities of the school. 0

7. Tutoring and supplementary teaching 

a) Tutoring and supplementary teaching are conducted in line with a 40-hour 
workweek and result in positive changes. 8

8b) Trainer conducts tutoring and supplementary teaching, but with unsatisfactory 
results. 4

c) Neither tutoring nor supplementary teaching are conducted. 0

8. Relationship with students

a) Trainer helps the students to achieve desired success in school, performs the 
function of educator and equally respects all students. 8

8b) Objections can be made regarding the trainer’s work with the students. 4

c) An improper relationship was clearly identified. -8

9. Cooperation with parents

a) Trainer develops partnership relationships with parents. 8

8b) Cooperation with parents was formalized. 4

c) Substantial objections can be raised regarding cooperation with parents. 0

10. Preparation and holding of an experimental lesson

a) During the school year one experimental lesson was successfully held or the 
trainer attended at least two experimental lessons and participated actively 
in the analysis; there are orderly records thereof. 

8

8
b) During the school year, one experimental lesson was held but the lesson 

analysis indicates weaknesses, or the trainer did not participate actively in 
the analysis of the lesson (s)he attended, or the trainer did not attend at least 
two experimental lessons.

4

c) An experimental lesson was not held or the trainer did not attend the scheduled 
experimental lessons. 0

11. Implementation of professional topics in competent bodies

a) Trainer regularly attends meetings of competent bodies, prepares and 
implements a minimum one professional topic per year which are documented. 8

8b) Trainer regularly attends meetings of competent bodies, but does not lead a 
professional topic. 4

c) Trainer has not implemented a single element. 0
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12. Vocational training of a trainer

a) Attends seminars regularly. 8

8b) Does not attend seminars regularly. 4

c) Did not attend seminars. 0

total points 100

note:

                                                                                                              

principal:
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Annex 4.17: Examples of good practice for the identified indicators of self-assessment of VET providers 
in BiH64

STANDARD 1: Administration and management of the VET provider

Indicators: 

1. Provider is registered with the competent authorities and approved to offer qualifications by providing 
education and training within its competences.

2. Vision and mission of the provider are defined and understood and acknowledged by stakeholders.

3. Procedures for all key operational areas are in place and used to guide the organization and functioning 
of the provider.

4. A Development Plan was drafted on the basis of the statements on vision and mission. It sets objectives 
that are reviewed and updated annually.

5. VET provider has a clear organizational structure for running its activities; meeting minutes are kept 
efficiently.

6. All stakeholders contribute to the planning and operational processes, recognizing the importance of their 
roles and contribution to the institution’s success. As a result, effective connections with businesses, 
local community and other stakeholders were established.

7. VET provider offers equal opportunities to all and manages them efficiently.

8. Records on enrolment, attendance, progress and completion of the education process are efficiently and 
regularly updated, used at all levels, and reviewed progressively to identify improvements.

STANDARD 2: Teaching and learning

Indicators:

1. Qualifications offered by the providers are verified and included in the Qualifications Framework of Bosnia 
and Herzegovina.

2. A curriculum was developed in accordance with the learning outcomes and drafted following the modules 
for which the ECVET credits were allocated.

3. Teaching and learning are planned effectively, meeting the needs of students and achieving qualification 
standards.

4. Teaching is encouraging, reflecting students’ interests and broadening their knowledge, skills and 
competences.

5. Trainers apply different teaching methods and resources to ensure students learn more effectively and 
achieve the best possible results.

6. Key competences, with a particular focus on the key competence ‘sense for initiative and entrepreneurship’, 
are integrated into teaching and learning.

7. Operational work plans of every teacher and written lesson plans are in place. 

8. Written lesson plans are obligatory for all qualifications, courses and classes.

9. School journals and practical work logbooks are duly kept and all students’ papers are graded on time.

10. Students perform practical work effectively and safely.

11. Practical training for students is implemented in line with the curriculum requirements and written norms.

12. Evaluation is carried out in line with legislation; it is recorded timely and consistently.
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STANDARD 3: Students’ achievements

Indicators:

1. Evaluation of students is carried out as formative and summative evaluation, in line with the qualification 
requirements, covering all learning outcomes at a certain level.

2. Evaluation, record-keeping and data protection are carried out in line with the applicable legislation.

3. The provider sets achievable and implementable learning objectives.

4. Students’ achievements are at the appropriate level.

5. School reports, diplomas and certificates are verified at a proper level of security and recording necessary 
to prevent fraud and security threats. 

6. Dropout prevention objectives and a high level of successful completion of VET programs were set or 
already achieved. 

7. Students’ expectations are observed and checked; high quality studies regarding the training delivered 
in the institution are conducted. 

8. Students are encouraged to participate in competitions, extracurricular activities and, where appropriate, 
gain work experience within the industry or business sector.

STANDARD 4: Supporting students

Indicators:

1. Before and on arrival to the institution, students are provided with impartial guidance relating to selection 
of occupation.

2. Students are effectively given insight into the provider and informed about the options and rules.

3. The provider established a student support system to enable effective learning.

4. The provider developed policy and agreements to support students with special educational needs. 

STANDARD 5: Curricula organization and contents

Indicators:

1. The training program is adopted and approved by the competent education authorities.

2. The training program is reviewed systematically to ensure its consistency with the needs of students 
and of industry through established systems, in order to identify the training needs and ensure that the 
qualifications meet market demands.

3. The provider gives students advice and guidelines on the qualifications and opportunities available to 
them upon completion of the training.

4. The provider established a complaint system for students which is transparent and easily available to 
students.

5. Students are offered various extracurricular activities.
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STANDARD 6: Human resources (HR), physical and specialist resources within provider

Indicators:

1. Trainers are qualified and properly trained.

2. A vocational training program was developed for the staff of the provider and appropriate resources were 
allocated.

3. There are clear descriptions of the jobs and responsibilities of staff members and they are reviewed 
annually.

4. Every new staff member is provided with insight into the provider by being appropriately informed about 
the policies, procedures and legislation.

5. There are enough resources (equipment, teaching materials and consumables) for every qualification 
and training program implemented in the institution.

6. Equipment and resources are maintained and fully used.

7. IT equipment and computers are suitable and effectively used.

8. Equipment renewal and replacement plan is in place.

9. Every library/learning resource center is well equipped and efficiently administered, thus providing students 
and staff members with opportunities to learn.

10. Provider’s premises, offices, classrooms, toilets, general-purpose rooms are kept clean and tidy and a 
surveillance system is in place. 

11. Laboratories and workshops are well kept, well organized and health protection and security procedures 
are in place.

12. Extracurricular resources are managed, and maintenance is effective and efficient

STANDARD 7: Quality assurance systems and processes

Indicators:

1. Responsibility for quality management is explicitly delegated.

2. Quality assurance policy and systems are established.

3. A clear and transparent system of quality assurance, comprehensible to all stakeholders, is in place.

4. All staff members are involved in continuous quality improvement.

5. Staff members and the provider understand and support the quality assurance system; they meet all 
requirements of the ministry and qualification.

6. Quality assurance procedures cover every aspect of the provider’s performance and are reviewed 
systematically.

7. Performance indicators are clearly identified and effectively applied.

8. A system of reporting was established within the institution, including the evaluation of its performance.

9. Staff performance evaluation and professional development are considered in the context of the institution’s 
quality assurance. 

10. The quality assurance system includes regular gathering of feedback from all stakeholders (students, 
parents, employers, etc.).

11. The institution makes a periodic on critical self-assessment and it contains an action plan as a response 
to identified weaknesses. 
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Annex 4.18: SWOT matrix

Strengths:  
•	

•	

•	

•	

•	

•	

•	

•	

•	

Weaknesses:
•	

•	

•	

•	

•	

•	

•	

•	

•	

Opportunities:
•	

•	

•	

•	

•	

•	

•	

•	

•	

Threats:
•	

•	

•	

•	

•	

•	

•	

•	

•	

Annex 4.19: Example of good practice for the proposed template of VET provider’s self-assessment report65

vet provider:

Mailing address and town:

Competent ministry of education:

Website:

telephone:

E-mail:

Manager of institution (name and surname):

Contact details for manager of institution:

Person in charge of self-assessment (name 
and surname):

Contact details:
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LIST OF PROGRAMS AND 
PRELIMINARY STATISTICS ABOUT 
STUDENTS

 please provide the list of operating vet programs and number of 
students over the past three years. 

BACKGROUND

	 please provide information related to history and organization of 
your VET provider – a summary of development of the provider 
and major events over the past 10 years (organizational changes, 
relocations, serious problems with functioning, etc.).

	 describe profile and all activities of the provider.

	 Explain why the provider is important and exceptional compared 
to other providers.

	 indicate the number of students and staff members working full-
time. 

	 Specify the management structure of the provider and describe 
briefly the roles and selection procedure of the members of 
management.

	 Describe the VET system in your context (legal framework and 
requirements).

	 Describe briefly your relationship with the competent ministry of 
education and pedagogical institute (if any).

	 indicate the core information on finances (annual budget, sources 
of income), explain the funding problems (if any).

SELF-ASSESSMENT PROCESS

 please describe the process of self-assessment. 

     Describe the means that your VET provider applied in developing 
and drafting the self-assessment report (appointment of a team, 
involvement of stakeholders, etc.).

 provide the names and titles of the self-assessment team 
established in the provider.

 Explain how you collect data and what conclusions you reached 
as a result.

 Which authorities were involved – who reviewed the report and 
what were the conclusions? 

 Provide the information and opinions of the key stakeholders. 

 provide the information when those authorities accepted the 
report.

COMPLIANCE WITH THE 
STANDARDS FOR ASSURANCE IN 
VET

 please elaborate on each standard separately.

 provide analyses and evidence.

 Based on that, identify strong and weak points. 

 Identify improvement activities for the future period.

SWOT ANALYSIS

 Please analyze strengths, weaknesses, opportunities and threats 
related to your VET provider.

 You can use these strong and weak points to assess whether they 
depend on internal or external factors.

CONCLUSIONS

 Molimo, obezbijedite zaključke zasnovane na SWOT analizi. 

 Dajte sveukupan plan aktivnosti za poboljšanja kvaliteta, na 
osnovu aktivnosti identifikovanih po indikatorima.

 Osigurajte diskusiju o vremenskom okviru i resursima koji se 
trebaju pripremiti za poboljšanja.
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Annex 4.20: Key questions on the quality criteria in the review phase66

Key question Possible answer at the system level Possible answer at the VET 
provider level 

How do you ensure feedback and 
procedures for introducing changes?

procedures for ensuring feedback 
are stipulated by legislation.

They are reviewed by each reform 
of the vocational education and 
training system, for example, every 
three to five years.

the procedures for ensuring 
feedback and procedures 
for introducing changes 
are integral parts of each 
organization.

How do you ensure systemic feedback?

Feedback is provided in line with 
the predefined plan.

Feedback is collected on an ad hoc 
basis.

Every department has to 
report collection of the 
feedback carried out in 
line with the plan to the 
management.

How do you make feedback transparent?

By posting the data and conclusions 
on the website

By holding various seminars on the 
quality of vocational education and 
training

By posting the data and 
conclusions on the home 
page. 

How do you ensure the application of the 
evaluation results?

By making the process transparent

By involving inspectors

By establishing appellate 
procedures

By applying sanctions and awards

By combining meetings with 
different departments of the 
institution on control and 
development matters. 

How do you relate the objectives to 
evaluation? during reforms 

during the meetings at the 
level of departments and 
institutions, as an integral 
part of decision-making 
structure.



4. HOW TO IMPROVE?

153

Annex 4.21: Improvement plan template67

Activity Objective Expected result Person in 
charge Period Monitoring

prior knowledge 
assessment

adapting lessons to 
the capacities of the 
students and meeting 
the students early

Better academic 
achievements, better 
understanding of subjects 
and shortening of 
introductory explanations

Every 
trainer

assessment 
period Manager

use of films 
and computer 
simulations

increase motivation 
and improve students’ 
capabilities of, create 
database of resources 
to demonstrate 
procedures and make 
it accessible to every 
trainer

Successful students, 
better jobs for students

Manager
trainer

Next school 
year Manager

encourage 
students to use 
professional 
literature and look 
for solutions by 
themselves

students use 
professional literature 
and look for solutions 
by themselves 

Higher level of knowledge, 
diversity of lessons 
and achievements; 
professional literature - 
journals 

trainer Next school 
year Manager

Career counselling

More proficient 
students, connecting 
with companies with 
modern equipment 

students more active at 
work, higher self-esteem 
achieved

trainer Continuous Manager

professional 
seminars

increased number of 
competent teachers professional seminars trainer Once a year Manager

Annex 4.22: Matrix of external evaluation criteria by strategic areas and phases of the quality cycle68

strategic area 
for evaluation

Phases of the quality assurance cycle

planning implementation evaluation review

learning 
environment

vet provider focused on 
continuous development 
of learners, open to 
changes, creative and 
responsible.

Local community to 
which the vet provider 
belongs familiar with the 
objectives.

attractive learning 
environment

encouraging learning 
environment

Quality culture is 
being developed.

information on 
implementation of 
the vet program 
is available to all 
stakeholders.

lifelong 
learning

various programs 
foreseen

Mobility options between 
different sectors of 
education are in place.

successful completion 
of learning

Continuation of 
training within other 
programs

Quality culture is 
being developed.

information on 
implementation of 
the vet program 
is available to all 
stakeholders.
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participation 
in trainings

participation in 
vet programs is 
available to all 
students having 
different skills. 

attendees who have 
different needs 
successfully complete 
the program and find 
jobs.

Quality culture is 
being developed.

information on 
implementation of 
the vet program 
is available to all 
stakeholders.

Up-to-date 
training 

training fulfils 
the modern 
requirements of 
developments in 
science, technology 
and culture. 

Quality culture is 
being developed.

information on 
implementation of 
the vet program 
is available to all 
stakeholders.

Compatibility 
between 
qualifications 
and labor 
market needs

programs developed and 
updated regularly in line 
with the labor market 
needs.

indicators for 
monitoring the quality of 
implemented programs 
defined.

trainers 
continuously 
improve their 
qualifications.

effective 
assessment of 
competences 
acquired by students 
carried out.

Quality of 
implemented program 
assessed.

High employability 
rate of students.

Employers are 
satisfied with the 
qualifications of 
students. 

Quality culture is 
being developed.

information on 
implementation of 
the vet program 
is available to all 
stakeholders.

information 
efficiency 
and career 
planning

effective information
Qualified assistance 
is provided to every 
attendee.

effective enrolment of 
attendees

High employability 
rate of attendees

Quality culture is 
being developed.

information on 
implementation of 
the vet program 
is available to all 
stakeholders.
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5. SETTING PRICES AND FINANCIAL 
SUSTAINABILITY

Objectives of this Chapter:

 Define and explain the purpose of drawing up a business plan

 Emphasize the importance of business planning

 provide guidelines on how to write a business plan

 Demonstrate the anatomy of a business plan

 describe and elaborate the chapters of a business plan in detail

 Explain the content of a business plan executive summary

 Explain the procedure for setting prices for training programs and analysis of break-even 
points for training programs

 Provide guidelines to ensure the financial and institutional sustainability of the training 
provider

5.1 Introduction

This Chapter contains an overview of the components of drawing up a business plan for the establishment 
and functioning of VET providers and implementation of training programs within the VET provider. 
The guidelines including budgets and profitability calculations for a particular training program are 
presented, as well as assumptions and guidelines to ensure the financial and institutional sustainability 
of VET providers. 

This part of the Handbook focuses on drawing up two types of business plans:

1. Business plan for the establishment and functioning of a VET provider69

2. Business plan for the establishment and implementation of training programs within an 
existing VET provider

Legislation relating to adult education providers at the entity level of the Republika Srpska and at the 
cantonal level in the Federation of Bosnia and Herzegovina clearly stipulate which institutions may 
provide adult education. In terms of institutions, and pursuant to existing legislation, two types of adult 
education providers can be distinguished:

a. Providers that offer adult education as their main (primary) activity

b. Providers that offer education as a supplemental activity



5. SETTING PRICES AND FINANCIAL SUSTAINABILITY

162

The providers that offer adult education as their main (primary) activity should be considered as any 
other business that should be profitable. Those specialized providers would be interested in drawing 
up a business plan with the aim to summarize, in writing, the fundamental aspects of doing business 
and prove if the business idea is profitable. At the same time, a business plan would be an important 
document for those providers and would make potential investors, partners, and creditors (banks) 
interested in investing in a business venture to establish a vet provider or implement a new training 
program within an existing VET provider.

The providers that offer adult education as their supplemental activity (primary and secondary schools, 
university or special departments within a company) would be interested in drawing up business plans 
for the establishment and delivery of training programs that would analyze their financial justification 
and set the program price per student.

Given the significance of drawing up a business plan, we begin this Chapter by answering two important 
questions.

The first question refers to a clear and precise definition of a business plan in the context of establishing 
a VET provider, and/or implementing a training program.

The second question refers to understanding the importance (and purpose) of drafting such a document.

 

5.2 What is a business plan?  

a business plan is a written document describing in detail the proposed new business venture and 
anticipated business results, written by the founder of a VET provider and/or a person hired by him/her, 
with the aim to thoroughly and reasonably assess the objectives, implementation activities and potential 
of the new business venture.

A business plan drawn up for any business venture, including for the establishment of a specialized 
adult education provider (VET provider), is a key document comprising all the elements necessary for 
understanding a business idea. In the literature available in the local languages, as well as in business 
terminology, the English phrase ‘business plan’ is often used instead of the local phrase ‘poslovni plan’.

Seek advice from the experts is recommended when drawing up business plans. 

A business plan is a written document presenting all of the findings, conclusions and analyses carried 
out in the course of the business planning process. Business planning is a precondition for a successful 
business.

Planning is not an end in itself. Planning is used not only in assessing the justification for the establishment 
of a VET provider or introduction of a new training program, but, as noted, it is the first and crucial phase 
in the process of quality assurance in the performance of a VET provider.

In that context, a planning approach should be taken when establishing a VET provider or when introducing 
a new training program in a VET provider.
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It should be remembered that a planning approach requires planning at two levels, as follows:

1. Strategic (long-term) planning. Strategic planning implies the determination of a long-term 
commitment of a VET provider. It is formalized by clearly defining the mission and vision 
of the organization, as well as strategic (long-term) objectives and activities. The result 
of strategic planning is a strategic plan, with a planning timeframe of three to five years.

2. Operational (medium-term and short-term) planning. operational planning relies on strategic 
planning. It refers to planning of activities and tasks at the annual level and it is aimed at 
achieving the organization’s long-term objectives. 

Operational planning results in two types of planning decisions: one-off decisions and ongoing decisions.

A business plan, as previously defined, facilitates making a one-time decision about establishing a VET 
provider and/or introduction of a new training program. Drawing up a business plan does not preclude 
the need for ongoing planning at strategic and operational levels.

An indicative overview of the necessary background information in business plans for the establishment 
and functioning of VET providers or for implementation of a training program within a VET provider, is 
provided in the table below.

Table 38: Indicative overview of the information contained in a business plan

VET
provider

	 information on resources needed to establish a vet provider

	 Information on investment, or sources of securing the necessary resources for establishing 
a vet provider

	 Information on training program/programs to be implemented by the VET provider

	 Information on work organization (management of the VET provider and human resources - 
employees of the provider)

	 Information on marketing/promotion and sales

	 Financial estimates from which it is possible to establish whether a VET provider’s operations 
will result in financial benefits for its founders 

Training
 program

	 information on the developed adult training program

	 information on the resources needed to implement a training program

	 Information on investment, or sources of securing the necessary resources for implementing 
a training program, unless these substantive conditions for training program implementation 
have already been provided within a VET provider

	 Information on organizing the implementation of a training program (human resources - the 
VET provider educators) 

	 Information on marketing/promotion and sales

	 Financial estimates from which it is possible to establish whether a training program ensures 
a return on the investment to the founders of a VET provider.

source: authors
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5.3 What is a business plan intended for?

A business plan has a dual role: internal and external. 

internal role:

A business plan, as an internal document, enables a founder to explore and elaborate his/her idea, verifies 
the important, and in some cases key, aspects of feasibility and sustainability of the idea. It will indicate 
the development path of a business venture and facilitate faster response to changes. 

It is most important to draw up a business plan for your own sake. 

External role: 

The aim of a business plan, as an external document, is to justify the investment in a venture (project) 
to the investors. The business plan is drawn up also for those who will read it with a view to approving 
the finances (funding).

It should always kept in mind that those who read a business plan are reading while ‘looking after’ their 
own interests or financial justification.

5.4 What are the key elements of a business plan? 
Having defined a business plan and presented the reasons for drawing it up, we will now focus on the 
elements of a business plan. What should we pay attention to while drawing up a business plan? In other 
words, what is the structure of a business plan?

Given the circumstances of VET providers, and at the same time respecting different methodological 
approaches to drawing up business plans70, we propose that a business plan of a VET provider follow 
the following structure:

 table of contents; 

 executive summary; 

 business idea description; 

 market analysis (research);

 competition analysis;

 marketing plan; 

 operational plan and organization of business operations and

 financial plan.

Annex 5.1 contains an outline of a typical business plan content, with a brief explanation of what should 
be described in each of the mentioned chapters.

In the following sections, we elaborate the business plan structure in detail by proposed chapters. The 
focus is on the guidelines and recommendations for drafting this document.
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5.5 Guidelines and recommendations for drawing up a VET 
provider business plan by business plan elements

5.5.1 Executive summary

An executive summary is a short review of a business plan, of no more than one or two pages. The key 
aspects of a business venture should be summarized in the executive summary.

Although an executive summary is at the beginning of a business plan, it is drafted last - after all elements 
of the business plan are defined. Drafting an executive summary is not easy at all as it is necessary to 
succinctly and concisely describe all important aspects of the overall business plan.

As one of the reasons for drawing up a business plan is to persuade potential investors (banks, donors, 
etc.) to finance a business venture, it is necessary to answer four key questions in an executive summary:

 Who are you?

 What are you dealing with?

 Why you?

 What is your goal (not a long-term vision), what exactly do you want to achieve and what 
resources do you need to achieve it?

5.5.2 Description of a business idea  

The second part of a business plan is the description of a business idea. In this part of the business 
plan, it is necessary to describe a business concept and reasons for establishment of a VET provider. 
This chapter of a business plan may contain two parts:

 description of a vet provider

 description of training program/programs

Description of a VET provider 

In the description of a VET provider, it is necessary to emphasize the mission, vision and objectives of 
a VET provider (that were defined during the strategic planning process). Reflecting on the needs of the 
wider social community for establishment of a VET provider is recommended. 

Description of training program 

In the description of training program/programs offered by an institution, it is particularly necessary to 
point out the possible accredited training programs offered by the VET provider, as well as cooperation 
with other centers, institutions or economic operators who contribute to the quality of the provided training 
programs. Surely, if a program was granted internationally recognized accreditation it is a significant 
competitive advantage and should be particularly highlighted.

a business idea for implementation of the training programs implies development of a training program 
in line with the methodology recommended under Chapter 3 of the Handbook ‘How to start?’- in section 
3.4 ‘Development of an adult vocational education and training program’. 
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Training program/programs offered by the VET provider as a final product (or service), should be as 
attractive as possible to end users (training program students). In that context, it is necessary that the 
provider, if possible, ensures and/or creates preconditions for accreditation and distinctiveness of the 
training programs. Chapter Four of the Handbook entitled ‘How to improve?’ elaborates in detail how a 
VET provider can ensure creation of these preconditions. 

5.5.3 Market analysis

In this part of a business plan, it is necessary to provide an overview of the market needs for training 
programs offered by the VET provider. Market analysis is no more than an analysis of labor market 
needs and market needs for labor force with specific qualifications. The activities, methodology, and 
instruments for the analysis of labor market needs are explained in Chapter Three of the Handbook 
entitled ‘How to start?’. 

It is necessary in a business plan to clearly present the results of the market analysis pertaining to: 

 identified labor market demand for specific types of occupation (focus is on longer-term 
demand forecast)

 identified target groups of students that would be offered a training program

 identified demographic characteristics of potential beneficiaries of a training program (for 
example, age, level of education, economic situation, and geographic location)

The information obtained through the labor market analysis will be a key input for assessment of the 
number of students per training program, as well as for assessment of the number of training cycles that 
could be implemented, for example, in the course of one year. Based on these inputs, the VET provider 
will be able to assess the current capacities and need to invest in additional capacities to meet the 
market demand.

 Furthermore, the information on the labor market will later provide inputs for income projections 
deriving from the training program implementation and for determination of the cost-effectiveness of 
the program (in other words, whether the income from program implementation is sufficient to cover 
all costs incurred during the implementation process). 

At the same time, this input is necessary for forecasting the financial results of the VET provider that 
is pursuing this as its core business activity. Therefore, it is necessary that the analysis be as detailed 
and precise as possible. 

 

5.5.4 Competition analysis

Competition analysis, as a part of a business plan, may be contained in a marketing plan, but it is 
recommended to draft separately. 

The objective of this chapter is to outline:

 analysis of the business environment

 identified vet providers as potential competitors
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The objective of the competition analysis at the level of a VET provider is to determine whether the VET 
provider to be established would offer a recognized service of better quality to its clients, as well as 
what should be improved in the VET provider’s performance and/or in training programs offered by the 
provider so that the program is better than competing programs.

The objective of the competition analysis at the level of training program is to determine whether a 
training program that will be introduced is better than the training programs offered by the competition.

Analysis of the business environment 

Analysis of the business environment should show the trends in the adult education activity at the local, 
cantonal, entity, state and, where appropriate, regional levels. These are some of the key questions that 
should be answered:

 What are long-term trends in a business environment?

 Is adult education activity on the rise?

 Is it difficult to reach the market of adult education?

The questionnaire for analysis of this sector (available in Annex 5.2) may be used to analyze different 
aspects of the business environment.
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Identification of potential competition

The key information on the competitors that should be familiar are:

 Who are the competitors, or other training providers (indicate three to five competitors 
within the geographic area covered by the provider)?

 What are their objectives?

 What are their business strategies?

 What are strengths and weaknesses of the competitors? Do the competitors have accredited 
training programs (and/or programs recognized by employers)?

 What is their reputation?

It is recommended to carry out the competition analysis in the phases shown below. 

Figure 25: Phases of competition analysis

source: authors

When analyzing the competition, it is necessary to research the following aspects of competitors’ 
businesses that primarily refer to the quality of the provider and training programs it offers:

 Are the providers accredited and by which institutions (national, international)?

 Are the training programs accredited and by which institutions (national, international)?

 Were the training programs developed in line with the actual needs of companies?

 Do they maintain cooperation with the companies participating in assessment and verification 
of knowledge?

 Do the providers have modern equipment for implementation of the training programs or 
do they maintain cooperation with businesses to ensure implementation of the trainings 
with equipment used in practice?

 Are internal and external evaluations carried out in the providers, as the preconditions for 
provider quality?
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avoid
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5. . Evaluation 
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A sample form for gathering information on the competitors is available in Annex 5.3.

The information on competitors should provide answers to the following questions on competitiveness 
of the vet provider:

 Why is our VET provider better than others?

 Why is our training program better than others?

 Why should our training program be more successful than the competing training programs?

 If we are not better than the others, what can we do to improve our competitive position?

5.5.5 Marketing plan

The marketing plan is a key part of a business plan because it defines how the service (training program) 
offered by the VET provider will be sold.

It is necessary to answer the following questions for the purpose of developing a marketing plan:  
How is the provider going to reach its potential buyers (students)?

 How is it going to turn potential buyers into beneficiaries of its services?

 How to develop a program that will be interesting to the beneficiaries?

 What is the necessary budget for these activities?

 How long will the promotion process take?

How to reach the buyers?

The first answer to the question on drawing up a marketing plan refers to potential beneficiaries of the 
training program, their age group and/or financial situation.

potential beneficiaries of the training program are:

 final year secondary school pupils

 university students and graduates

 the unemployed

 the employed

 employment services

 companies with a need for staff education

The answer to the question on potential beneficiaries of the training program was partially provided 
in the labor market analysis. It is also necessary to assess and understand the needs of potential 
beneficiaries of the training programs. The overview of needs of the key groups of training programs 
potential beneficiaries is provided in the table below. 
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Table 39: Indicative overview of the training program needs of potential beneficiaries 

Potential beneficiaries Possible needs of potential beneficiaries

Final year secondary school students

students and graduates

The unemployed

The employed

prompt recruitment

Career advancement 

Change of career or job

professional development

gaining new knowledge and skills

upskilling and reskilling 

Employment services Trainings in line with the employment strategies for 
specific business activities 

Companies wishing to educate their employees

Need for trained employees
Need for qualified employees
Validation of the employees’ qualifications
Improvement of qualifications of current employees
labor cost reductions
reduction of costs relating to new recruitment

 source: authors

How to turn potential buyers into beneficiaries of your services?

The marketing strategy provides the answer to the question on how to reach potential beneficiaries and 
how to turn them into VET provider beneficiaries. The strategy can be considered through the elements 
of marketing mix (product, distribution price and promotion). Marketing mix, as a set of marketing 
instruments, facilitates improvement of the market position in the target market through decision-making 
on four key elements of marketing mix. (Kotler & Keller, 2006).

The answers to the following questions will be provided from the strategy for marketing mix:

 How to develop a training program that will be interesting for the beneficiaries?

 How to determine the price that will be acceptable to the beneficiaries?

 How will a training program be distributed to the beneficiaries?

 How will a training program be promoted to the beneficiaries?

The guidelines for drawing up the marketing mix strategy for VET providers are provided in the following 
table.
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Table 40: Strategy for development of the marketing mix elements 

MARKETING MIX ELEMENTS

Explanation Vodič za planiranje strategije

PRODUCT

A training program is considered a service, that represents 
what is offered to target beneficiaries 

	 How to coordinate marketing activities to have 
them timed from the moment when the training 
program is ready to be implemented, because 
development of a program requires time?

	 How to get the potential beneficiaries 
interested in the training program?

	 Which characteristics of the training program 
will you point out?

	 Will you offer individual training programs, 
develop modular programs and offer more 
training programs as a package?

	 Will you expand the existing programs, and 
will you accredit them?

PRICE

Price of a training program can be determined by applying 
these methods:

1. cost-based method 

a) cost-plus method

b) marginal method

c) method of target rate of return

2. methods based on demand and competition 

a) methods based on demand

b) methods based on competition

When setting the price, it is necessary to take 
into consideration the following:

	 What are the costs of delivering courses?

	 What is the price compared to the competition?

	 Are students willing to pay that price?

	 Does the intended price generate a profit?

DISTRIBUTION

	 in classroom and laboratories

	 In-house education

	 Which facility for conducting courses will 
enable the most effective transfer of knowledge 
to students?

PROMOTION
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	 direct contacts

	 Social networks (Facebook / Facebook Ads, LinkedIn, 
websites)

	 Advertising through key terms at search engines (Google 
AdWords advertising, Yahoo, etc.)

	 Mailing lists

	 recommendations

	 tv and radio advertising

	 Public relations, TV and radio shows, newspaper articles

	 Which media are the most effective in terms 
of effects and costs?

	 How to use the selected media?

	 What is the budget for promotion?

	 take into consideration the option of sponsored 
advertising on social networks!

	 How to measure the results of the promotional 
campaign and benefits for the provider?

source: authors

What budget is necessary for marketing activities?   

A budget estimate is of crucial importance for the implementation of marketing activities. To wit, marketing 
costs have to be included in the program price, and it is important to have them properly specified. 

A matrix for classification of marketing costs is included (Annex 5.4). This table will serve as the input 
on marketing costs for the estimation of the total costs of a training program.

It is recommended, in addition to drawing up a marketing budget, to develop a schedule for promotional 
activities that should include all promotional activities and the period for their implementation. The 
marketing activities implementation plan should be linked to the operational business plan, in other 
words, the marketing activities implementation plan should be a part of integrated business plan.

5.5.6 Operational plan and organization of business operations

The operational plan includes the overview of all programs implemented by the VET provider, the schedule 
for training program implementation, as well as an activity plan relating to promotion of the training 
programs. It is recommended to develop a plan for the first year by month, and for the next few years 
(two to three years) at the annual level (Annex 5.5). 

Part of a business plan referring to the organization of business operations should also include:

 An organizational chart of the provider

 An overview of the provider’s staff and persons hired on a service contract to implement 
the education programs (Annex 5.6).

5.5.7 Financial plan

A financial plan, as part of the business plan, allows us to get familiar and understand the financial side 
of the business and to establish whether the business is profitable. In other words, the purpose of the 
financial plan is to consider whether the revenues gained from the implementation of training program 
will cover all the costs incurred in order to implement the training. 

Therefore, a financial plan allows consideration whether the business operation of the VET provider or 
the implementation of the training program is profitable. 
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A financial plan helps us in answering several key questions, as follows:

 What are the necessary investments?

 What are the planned revenues?

 What are the operational costs?

 What is the break-even point of business expenses?

 What are the planned income statement, balance sheet, and cash flow?

Given the questions to be answered, the financial plan classifies information on:

 investment plan

 sources of funding

 Projected income

 estimate of operating costs

 Projected income statement, balance sheet and cash flow statement

 Analysis of break-even point

a serious approach should be taken in drafting the financial part of the business plan because wrong 
estimates of the financial aspect may jeopardize not only the financial but also the institutional 
sustainability of the training program and the VET provider. Development of financial projections is a 
very complex process. Therefore, it is recommended to consult or engage a financial analyst for this 
stage of drawing up the business plan.

Investment plan 

Development of the financial plan may be approached in different ways, but it is recommended first to 
draft an investment plan. 

The investment plan contains an overview of material resources necessary for the functioning of the 
VET provider. The investment plan is conditioned by legislation prescribing technical, hygienic, spatial, 
personnel and material requirements for delivering an adult education training program. For that purpose, 
the establishment and functioning of a VET provider require insight into the relevant legislation against 
which investment in fixed and current assets should be planned.

An itemized list of investment plan means making a systemized overview of (long-term and short-term) 
assets necessary for the functioning of the VET provider and overview of sources of funding from which 
the assets will be acquired.

The following table provides an example of the necessary investment as well as potential sources for 
funding the purchase.
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Table 41: Overview of necessary investment and sources of funding

Investment Sources of funding

Capital investment

	 Investment in business premises – classrooms, training 
rooms/workshops (purchase or rent)

	 Classroom equipment

	 Teaching resources and aids (ICT equipment, blackboard, 
models, pictures, posters, specialized equipment, etc.)

	 Investment in drafting the curriculum* 
 

Investment in current assets (working capital)

	 purchase of raw materials for conducting classes

Own sources of funding
	 Capital of the founder(s) of the 

institution

Borrowed sources of funding
	 Loans (long-term and short-term 

loans)

Grants and donations
	 State/entity/cantonal aid

	 donor funds

	 Funding by EU projects

* If it is in line with accounting legislation, investment in drafting the curriculum may be recorded as an intangible 
investment; otherwise, it will be included in business costs in case certain resources to develop the program were 
necessary (for example, costs of working groups for a program development by DACUM, etc.). 

source: authors

If the resources are funded by loan, a loan repayment plan may be drafted (Annex 5.7), or a repayment 
plan may be obtained from a bank to properly record the costs on the basis of funding.

The overview of necessary investments will be conditional upon the type of business plan that is being 
drawn up.

A business plan for establishment and ongoing functioning of a VET provider will be more complex than 
an investment plan for the implementation of training program within a VET provider. An investment plan 
for the implementation of a program within an existing institution will require checking on the existing 
and needed equipment in the training program provider, while the investment plan will contain only the 
needs for additional investments.

Regarding the sources of funding of capital investments, it is recommended to analyze all of the available 
funding sources (loans and donor funds) in order to organize the VET training and lifelong learning 
programs, such as: 

 Relevant ministries of education,

 Employment services,

 Local government units,

 International donors (for example, USAID, GIZ, IPA, ILO, etc.).

Based on the investment plan and overview of the provider’s current assets, it will be possible to draw 
up the planning balance sheet of the provider. A balance sheet is an overview of the assets and sources 
of funding from which those assets were acquired. An example structure of a balance sheet is provided 
in Annex 5.8. 
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Projected income 

In order to determine whether training programs, and consequently the VET provider, are profitable, it is 
important to draw up as precise an income projection as possible and to determine the structure of costs. 

The projected income is a summary of total revenue that a VET provider can generate from the 
implementation of one or more training programs. The projected income is developed annually.

Developing the projected income on a monthly basis is recommended for the first year, and for the 
following two years on an annual basis.

There are two key parameters for the projected income development:

 Number of attendees per training cycle, as well as the number of training cycles that can be 
implemented during a year (if a VET provider organizes several different training programs, 
the previously-mentioned training parameters should be in place for all trainings) and

 Training program price per student.

he key input to determine the number of students per training cycle and the number of trainings that can 
be implemented during the year is a high-quality market analysis containing an assessment of students’ 
interest as well as the estimate of the number of training program students.

If the VET provider can generate revenue by providing consulting services, that revenue should also be 
included in the projected income.

The projected income development is conditional upon formation of the program prices.

If the price of the program is determined by comparison with the competition, the forecast revenue is 
calculated according to the price which is competitive in the market (externally determined) in line with 
the number of program students. For example, if the VET provider offers a training program for a CNC 
woodworking machine operator, and if the price for the same training per student at competitors ranges 
from BAM 1,000 to BAM 1,500, then the VET provider can charge its candidates a price within that range.

the second option for setting the price is that the program price is determined against the program 
costs. It is possible when the VET provider offers a program that is not available in the market and/or 
the quality can justify prices that are higher than competitors’. 

Regardless of the method, when determining the revenues, or the training program price, it is necessary 
to take the following into consideration:

 Who are the potential students of a program, or what financial group do they belong to 
(such information is collected through the market analysis) in order to determine the price 
that the students can really afford? To wit, a VET provider can have an excellent program 
but if it is not affordable for the potential beneficiaries, then the provider will not generate 
the forecasted revenue.

 It is important to be aware of the training program prices offered by competitors. Those 
prices may serve as a basis for determining the price of a VET provider’s program, or, as 
previously pointed out, the competitors’ prices will literally dictate the potential price that 
can be set.
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Estimate of program costs

the second component important to establish if the training program and vet provider are profitable 
is the estimate of program costs.

As precise classification of costs as possible is, arguably, of crucial importance to determine profitability 
because experience shows that the most common reasons for failure of a business venture are related 
to incorrect operating cost estimation, omitted cost components, or hidden costs. 

The estimation of a training program’s implementation costs is elaborate as the costs are incurred at 
one or more levels (see the table):

 At the level of the VET provider,

 at the training program level and

 At the level of students of training program.

Table 42: An overview of VET provider’s costs per cost driver

Type of costs At the provider 
level

At the program 
level

At the students’ 
level 

Costs of premises (building, classrooms, etc.) + +

Costs of equipment (e.g. computers, blackboards, CNC 
machines, etc.)

+ + +

Salary costs (fees for educators, fees for administrative 
staff)

+ + +

insurance costs + + +

Marketing costs + +

Financial costs (interest costs) + +

Costs of supplies (e.g. protective equipment, etc.) + +

Costs related to textbooks and other teaching material +

source: authors

In any event, the types of costs will vary depending on the type of a training program. To wit, the costs of 
a training program for CNC operator are considerably different from the costs of a training program for a 
cook or the costs related to programs implemented by a foreign language school. However, regardless 
of the type of the program, all costs can be classified into one of the categories of costs indicated in 
the previous table. 

After the classification of all costs related to the training program is completed, they should be further 
classified into fixed and variable costs. The classification of fixed and variable costs is important for a 
break-even point analysis which will be further discussed in the following section.

Fixed operating costs are the existing costs and they do not change regardless of whether or not the 
training program is implemented. The fixed operating costs are incurred at the level of a VET provider 
and at the level of a program. The examples of fixed costs are:
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 costs of premises (if the premises are owned by the provider, that cost is shown as a 
depreciation charge, while if the provider’s premises are rented, that cost is indicated as 
the rental cost),

 costs of equipment (indicated as depreciation cost or as equipment rental cost),

 costs of administration (personnel costs – gross salaries of the manager and other personnel 
working full-time),

 cost of fees for trainers hired on a service contract to implement a specific program,

 maintenance costs,

 insurance costs,

 marketing costs (if they cannot be allocated to an individual educational program),

 interest costs on loans,

 other costs that have the characteristics of fixed costs.

Variable operating costs are those that depend on (vary from) training program implementation and number 
of students. In other words, those costs will not be incurred if a training program is not implemented. 
The variable costs are indicated per student. The examples of variable costs: 

 Costs of materials for implementation of the training program,

 Costs of printing or procurement of textbooks,

 Costs of printing training materials and handbooks for learning, diplomas, certificates, etc,

 Costs of insurance of students and trainers,

 Costs of passing examinations before an examining board, if planning for the training 
program (this may also be considered a fixed cost),

 Other costs with the character of variable costs.

When drafting the estimation of fixed costs, it is necessary to pay special attention to the estimation of 
costs related to the use of fixed assets such as premises and equipment. If the premises and equipment 
are not rented but owned by the VET provider, those costs are indicated as a depreciation charge. By 
definition, a depreciation charge is the gradual expending of fixed assets, recorded as a cost for using 
a fixed asset (non-current assets) and calculated at the end of a fiscal year. This cost does not imply 
an expenditure in that particular year and therefore it will not be included in the cash flows statements. 
However, it will be recorded on the income statement as a period cost. Any fixed asset, whether it be a 
building, machine or car, has a service life. Depreciation reflects usage of the fixed asset in a business 
process. Depreciation rates prescribed by relevant legislation are used to calculate depreciation. A plan 
for depreciation of fixed assets can also be developed (Annex 5.9).

A planning income statement can be developed based on the income projection and estimation of 
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operating costs. Projecting an income statement for at least three years is recommended: a monthly 
plan of income and expenditure to be developed for the first year and annual plans for the remaining two 
years. The indicative structure of an income statement is included in Annex 5.10. In addition to the income 
statement, it is also necessary to draft a cash flow statement (Annex 5.11). The key difference between 
an income statement and cash flow statement is that the income and expenditure for the accounting 
period are summarized in the former, while cash inflows and outflows are summarized in the latter.

Determination of a program price per student and break-even point analysis  

Break-even point analysis can be used to examine the financial justification of a training program. 

In the context of a training program, the break-even point analysis enables:

 Determining the number of students where only the operating costs will be covered from 
the revenues generated from implementation of the program

 Exploring the impact of change in price and number of students of the training program on 
profitability, assuming that fixed and variable costs are determined precisely.

Break-even point analysis is carried out for a short-term horizon, i.e. usually for up to one year. The 
break-even point analysis enables forecasting revenues, costs and prices for one year, which is a relevant 
framework for business decision-making based on the break-even point analysis; it is recommended 
for analysis of effectiveness (profitability) of an individual training program, regardless of its provider. 

For a long-term forecast of profitability of the VET provider business operations as a business entity, 
applying the methods of assessment of investment projects – capital investments is recommended (i.e. 
period of return, net present value, internal rate of return, and index of profitability).

the guidance list provided in table 43 can be used to determine the training program price as well as 
for break-even point analysis.
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Table 43: Guidance list for setting training program price

Steps in setting training price Issues to be considered

I Identify necessary investments 

Indicate resources necessary for implementation of a training program 
(provide the list of resources):

 Do you already have the mentioned resources at your disposal or do 
you have to purchase them?

 Consider from which sources you will finance the procurement of 
necessary resources (donation, loan, own sources). How will the 
sources of funding affect the costs of training? 

II Classify costs 

Classify costs on the basis of assessment of the resource needs:

a. classify fixed costs 

b. classify variable costs

c. calculate total costs (per student, per program) 

For the purpose of classification of costs, consider the answers to the 
following questions:

 Which of the costs are incurred at the level of a VET provider/center?

 Which costs are program-related?

 Which costs are student-related?

 Would you allocate all costs incurred at the level of the provider to 
one training program?

III Set the training program price

How will you determine the price of education per student?

1. against the costs of a training program

2. against the prices offered by the competition

3. other (specify and explain the alternative approach)

IV Calculate the break-even point 
per individual training program

Identify the number of students necessary to cover the costs with regard to 
the selected method of price determination: 

 against the price set by comparison with competition

 against the total costs of the program

The minimum number of students necessary to cover the costs of 
implementing the program should be determined according to the set price 
and costs of the program. 

 Is the minimum/maximum number of students defined by the 
program?

 Will the limitation on the number of students affect covering the 
costs and how?

 Did you count the profit of the provider and how?

V Determine the break-even 
point for provider’s sustainability 

 How many training program cycles would you have to implement to
cover all operating costs?

source: authors
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For the purpose of better understanding the process of setting a training program price and break-
even point analysis, below is a practical example of setting a price for a training program by using the 
guidance lists for setting prices:

The example of setting a training program price and break-even point analysis

The example calculation is done for the training program for a CNC woodworking machine operator 
within an informal training of 140 hours.

Step I – Identification of necessary investments:

 It has been established that the provider needs to rent the premises and equipment to hold 
theoretical and practical lessons.

 No need for additional investments was identified.

Step II – Classification of costs

Overview of fixed costs:

Type of cost BAM

Total fixed costs (A + B + C) 9,446.00

A. Costs of educators and staff

Fee for an educator for theoretical and demonstration lessons (per contract – gross) 1,925.00

Fee for an educator for practical lessons (per contract – gross) 2,575.00

Costs of a coordinator for the training program implementation (per contract – gross) 1,285.00

Costs of an administrator in the VET provider (per contract – gross) 771.00

Educators' travel costs 100.00

Coordinator’s travel costs 100.00

Travel costs of the Examining Commission 300.00

B. Rental costs 

Renting premises for theoretical lessons (per contract) 560.00

Renting premises for practical lessons (per contract) 880.00

Renting premises for the diploma awarding ceremony (per contract) 60.00

C. Overheads

Electricity and depreciation costs of practical lessons 390.00

Insurance of students and educators (group) 200.00

other costs

Costs of snacks and beverages offered to students during breaks 100.00

Costs of cocktails and buffet offered at the diploma awarding ceremony 200.00
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Overview of variable costs:

Type of costs BAM

Total variable costs per student 502,00

Costs of the materials (wood/MDF/plywood) 200,00

Costs of the materials (fittings, tools) 200,00

Costs of the materials (protective clothing) 75,00

printing of diplomas 2,00

printing of manuals for students 15,00

printing of other training materials 10,00

Step III – Setting training program price:

Option A: Price determined by comparison with the costs of production

Option B: Price determined by comparison with the competition and amount
   of BAM 1,950 per student

Step IV – Determination of break-even point

Option A: Price determined by comparison with the costs of production

The calculation of a training program price per number of students is provided in the table below.

Table 44: Price calculation per number of students for the training program ‘CNC woodworking machine 
operator’

NUMBER OF 
students 1 2 3 4 5 6 7 8 9 10

Fixed costs 9.446 9.446 9.446 9.446 9.446 9.446 9.446 9.446 9.446 9.446

total variable 
costs 502 1.004 1.506 2.008 2.510 3.012 3.514 4.016 4.518 5.020

total costs 
(fixed + 
variable)

9.948 10.450 10.952 11.454 11.956 12.458 12.960 13.462 13.964 14.466

Total revenue = 
total costs 9.948 10.450 10.952 11.454 11.956 12.458 12.960 13.462 13.964 14.466

training 
program price 
per student 
(total costs/
number of 
students)

9.948 5.225 3.650,67 2.863,50 2.391,20 2.076,33 1.851,43 1.682,75 1.551,56 1.446,60
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The expected profit margin is added to the calculated price.

Option B: Price determined by comparison with the competition and amount
   of BAM 1.950 per student

The following table provides an overview of the break-even point calculation when the training program 
price is determined by comparison with the competition.

Table 45: Calculation of the break-even point for the training program ‘CNC woodworking machine operator’

number of students 0 1 2 3 4 5 6 7 8 9 10

training program 
price per student 1.950 1.950 1.950 1.950 1.950 1.950 1.950 1.950 1.950 1.950 1.950

total revenue 0 1.950 3.900 5.850 7.800 9.750 11.700 13.650 15.600 17.550 19.500

(program price* / 
number of students) 9.446 9.446 9.446 9.446 9.446 9.446 9.446 9.446 9.446 9.446 9.446

Fixed costs 0 502 1.004 1.506 2.008 2.510 3.012 3.514 4.016 4.518 5.020

total variable costs 9.446 9.948 10.450 10.952 11.454 11.956 12.458 12.960 13.462 13.964 14.466

Total costs (fixed + 
variable) -9.446 -7.998 -6.550 -5.102 -3.654 -2.206 -758 690 2.138 3.586 5.034

Profit / Loss

A chart on break-even point analysis can be drawn based on the calculation.

Chart 1. Break-even point for the training program ‘CNC woodworking machine operator’

Source: Authors’ calculation

The tabular and graphical representations of the break-even point for the training program for CNC 
woodworking machine operator show that the training program is cost-effective if a minimum of seven 
students are enrolled.
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5.6 Financial and institutional sustainability of VET providers  

When considering a VET provider’s sustainability, it is necessary to take into consideration two aspects 
of sustainability: 

1. financial sustainability

2. institutional sustainability

Recommendations for financial sustainability:

 to ensure stable sources of funding

 to actively monitor the potential sources of funding, particularly the sources related to 
funding from the state budget and budgets of the lower government levels

 to ensure stable revenue from educational programs

 to perform additional activities (e.g. consulting services) which could represent additional 
source of revenue

 to network with companies, as well as with other similar institutions, where practical training 
on the topic of educational program may be held

Recommendations for institutional sustainability of a VET provider

 validation of the training program that is recognized by employers to indicate quality in the 
market

 accreditation of the provider and program

 assuring training program quality

 quality assurance at the level of the provider,

 development of modular programs, if more complex and time-consuming training programs 
are offered, to simplify the training process

5.7 What are the lessons learned?
Based on everything presented in this Chapter, the following conclusions can be made:

ü	Business planning is a precondition for the successful business operations of a VET 
provider. Planning is not only analyzing the justification for establishing a VET provider or 
for introducing a new training program, but it is the first and key phase in the process of 
quality assurance in business operations of a VET provider.

ü	A business plan facilitates making a one-off decision on establishment of a VET provider 
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or introduction of a new training program. In doing so, drawing up a business plan does not 
preclude the need for ongoing long-term planning at the strategic and operational levels.

ü	It is important to take into consideration why a business plan is drawn up. A business plan 
is drawn up for two reasons. First, to explore and elaborate on a business idea, to explore 
key aspects of feasibility and sustainability of that idea; therefore, it is most important to 
draw up a business plan for yourself. Second, the aim of a business plan is to demonstrate 
to potential investors that investment in a business venture is justified.

ü	A business plan, as a written document, has its structure. A business plan should contain 
the following elements (chapters): table of contents, executive summary, description of a 
business idea, market analysis (research), competition analysis, marketing plan, operational 
plan, organization of business operations, and financial plan.

ü	When drawing up a business plan, it is recommended to consult an expert in drafting such 
documents. However, if you decide to draw up a business plan on your own, it is strongly 
recommended to hire a financial analyst for drafting the financial part of the business plan.

ü	When considering a VET provider’s sustainability, it is necessary to remember two aspects 
of sustainability: financial and institutional sustainability.
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5.9 Annexes

Annex 5.1: Business plan content

Table of Contents 

This element of a business plan is a guidance to its key components and is particularly helpful if a plan contains 
over 10 pages. 

Executive Summary

A summary of a business plan that should not be longer than one to two pages. It contains the key aspects of a 
business venture. Given the fact that many do not engage in a closer reading of a business plan, this part has to 
be clear, concise and hold the reader’s attention. 

Description of a business idea 

This section includes a description of a business concept and reasons for establishing a VET provider. 
It is necessary to emphasize the mission, vision and objectives of the provider. The description of training 
program/programs offered by the institution is also provided.

Market analysis 

This section includes the analysis of labor market demand for training programs offered by the provider, and/
or the description of identified labor market demand (focus is on longer-term forecast of needs), target groups 
who will be offered a training program, identified geographical area, etc. 

Competition Analysis  

OThis section includes an analysis of the business environment and potential competitors, in order to determine 
if a VET provider to be established (or a training program) would offer higher quality and more distinguished 
services to its clients. 

Marketing plan  

This section includes a description of how the provider intends to reach its potential buyers (students), how 
it will turn the potential buyers into beneficiaries of its services, the budget necessary for these activities, and 
duration of the promotion process. 

Operational plan and organization of business operations

This section includes an overview of all training programs that the VET provider implements, as well as 
schedules of their implementation

Overview of financial operations 

This section includes an overview of the financial situation and projections for financial operations of the VET 
provider. It should contain the financial report, income statement and cash flow statement.
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Annex 5.2: Questionnaire for the analysis of a sector

1. How many competitors do you have?  

¨ many     ¨  little      ¨ a few

Has a new competitor (or several of them) entered the market?  

¨ yes  ¨ no

3. Has any competitor from your environment recently left the business? 

¨ yes  ¨ no

4. How difficult is it for new competitors to enter your market? 

¨ very difficult      ¨ difficult ¨ easy

5. How do technological changes affect your business operations? 

¨ a lot  ¨ somewhat ¨ a little

6. What is the current trend of demand in the market in your sector?

¨  increasing   ¨ stable  ¨  decreasing

7. Is there free space in the market where your business activity could gain an advantage?  

¨ yes      ¨ maybe  ¨ no

8. What do the clients most appreciate about your business?  

¨  price       ¨ service   ¨ both

9. How could students find other institutions that offer similar or same programs?  

¨ easily       ¨ with difficulty         ¨ not at all

11. What is the trend of general costs like in your sector? 

¨ high      ¨ average ¨ low

11. What is the trend of general costs like in your sector?  

¨ decreasing ¨ stable         ¨ increasingx

12. How would you describe the overall situation in your sector?  

¨ very stable        ¨ somewhat stable           ¨ unstable

Source: Adapted from Peterson, S., Jaret, P. E., Schenck, B. F. (2008).
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Annex 5.3: Form for collecting information on competitors

Collecting information on competitor:  _______________________

¨  Mission and vision

¨ Number of years of activity

¨  Organizational chart

¨  Biographies of managers

¨  Number of staff (number of full-time employees, number and qualifications of educators)

¨  database of education program students

¨  information on education programs 

¨ information on method of setting prices

¨ research and development plans 

¨  distribution

Source: Adapted from Peterson, S., Jaret, P. E., Schenck, B. F. (2008).

Annex 5.4: Program and budget of marketing activities

Type of promotion aim of promotion Budget timeline responsible person
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Annex 5.5: Training program implementation plan  

education 
program

First year (by month) other 
years

price of 
program 
(BAM)

i ii iii iv v vi vii viii iX X Xi Xii 2 3

 in units of measure (number of courses planned to be implemented)

Annex 5.6: Recruitment plan

structure of 
employees

First year (by month) Other years
Salary 
(BAM)

i ii iii iv v vi vii viii iX X Xi Xii 2 3

Manager

administrator

Trainer (full-
time job)

trainer 
(service 
contract)

....
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Annex 5.7: Loan repayment plan

Components of a loan repayment plan a 

loan amount

interest rate

Period of repayment (years)

Commencement of loan repayment

Monthly instalment

number of instalments

interest in total

total of charges for the loan

year month instalment 
number interest rate principal annuity remainder of 

debt
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Annex 5.8: Indicative summarized structure of a balance sheet

No. description amount in 
BAM No. description amount in 

BAM

A. Fixed assets A. Capital and reserves

1 intangible investments 1. registered capital

2 tangible assets 2. reserves

3 Financial assets 3. Profit from previous years

A. Current assets B. Long-term liabilities

4 Inventory C. Short-term liabilities

5 receivables 

6 Cash

Annex 5.9: Depreciation plan for fixed assets

Component purchase 
price

percentage of 
depreciation

First year (by month) Other years

ii iii iv v vi vii viii iX X Xi Xii 2 3 4

Buildings 

Equipment 

Business 
inventory
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Annex 5.10: Indicative structure of income statement

Component
First year (by month) Other years

i ii iii iv v vi vii viii iX X Xi Xii 2 3 4

I Total revenue

1. Revenue from 
providing 
educational 
services 

2. Revenue from 
additional activities 

II Expenditures

1. Material costs 

2. Intangible costs (rental 
costs, insurance 
costs)

3. Depreciation

4. Salary costs

5. Marketing costs

6. Interest costs

III Profit before taxation

1. Corporate income tax

iv net profit
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Annex 5.11: Cash flow statement

Component

First year (by month) Other years

i ii iii iv v vi vii viii iX X Xi Xii 2 3 4

I Total inflow of funds

1. Inflow of funds from 
providing educational 
services

2. Inflow of funds from 
additional activities 

II Outflow of funds

1. Material costs (office 
supplies) 

2. Expenditure on buildings 
and equipment 

3. Salary costs

4. Marketing costs

5. Taxes

6. Interest costs

NET DIFFERENCE IN THE 
AMOUNT OF CASH (Total 
inflow – Total outflow)

Changes in liquid assets: 

Cash 

other 

total changes

NET DIFFERENCE IN THE 
AMOUNT OF CASH MONEY 
(Total inflow – Total outflow)
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NOTES

69If establishment and functioning of the provider was designed as a project or a part of project funded 
by a donor, then the donor will probably require that the project cycle management approach, log-frame 
approach, or theory of change approach be taken in drafting a project proposal. 

 70In practice, there are several internationally recognized methodologies for drawing up business plans, 
as well as prescribed (recommended) business plan templates used in the markets of the region (Serbia, 
Croatia, Bosnia and Herzegovina, Montenegro). Those methodologies are: UNIDO methodology, World 
Bank methodology, UNCTAD, Razvojna Banka Srbije [Serbian Development Bank], Employment Service 
of Croatia, Razvojna Banka FBiH [Development Bank of the Federation of Bosnia and Herzegovina], 
etc. Each of these methodologies has its particular characteristics, but also some common elements.




