                         Quinora standards for training

	Possible QUINORA – Standards

	QUALITY

CATEGORIES

	Examples of possible quality standard

	Quality of

Planning  and

conceptualising

the training

measure

	Exploration of labour market demands and specific needs of target group

• Definition of contents and goals of the course and necessary prerequisites and competencies of course participants

• Training design containing time frame, didactics and methods in detail according to contents, goals and target group needs

• Course materials and handouts to be used: This standard regulates what printed and other course materials and handouts can/should be used for which specific training contents in order to provide information to the clients adequately and in order to supplement the contents of the measures adequately with respect to the aims of the measures.

INVOLVED ACTORS:
Contracting body, training institution, trainers

	Infrastructure of

training

institution

	Group rooms: This standard regulates the size of a room for a certain quantity of clients, the kind of required equipment and the “equipment per client-key” (number of tools per client) required for vocational orientation and career guidance measures (e.g., TV and video, PCs, printer, scanner,

projector, photocopier, flipcharts, other office equipment)

• Additional rooms for face-to-face counselling

• Socialising rooms for participants during breaks

INVOLVED ACTORS: training institution

	Qualification

and training of

trainers

	Recruiting procedure of training institution is documented

• Job-specification, i.e. required formal qualification, competencies and working experience of trainers is defined and documented

• Training of trainers is required and specifically defined by the contracting body and offered as well as documented by the training institution.

INVOLVED ACTORS: contracting body, training institution

	Measures against

price-dumping

and precarious

training jobs

	Call for tender evaluation criteria weight the quality of the training concept and the training of trainers higher than the price (max: 30%)

• Minimum wage of trainers or remuneration of freelancing trainers is defined by the training institution and/or contracting body/authority

INVOLVED ACTORS: contracting body, training institution



	General quality

measures taken

on the system

level involving

different actors

	Quality management concept that includes different key

actors: The concept defines and documents relevant quality domains and involves the responsibility of all different actors. It determines different important quality domains and how to implement them.

• Communication between relevant key actors involved in

planning and conducting measures takes place according to the training concept

• Selection of participants takes place according to the definition in the concept

• Monitoring of sustainability of course success

INVOLVED ACTORS: contracting body, training institution

	General quality

measures taken

in the course

	Definition of individual learning goals and learning agreements:

They have to be defined and agreed upon both, the trainers and course participants. The trainer should monitor together with the participant the status quo and adjust the goals or try to find ways in better reaching them.

• Documentation and prevention of course drop-out

• Adaptation of course methods to individual training needs: This standard regulates that different levels of existing knowledge and motivation in the training groups have to be dealt with and that the measures have to be adapted to the individual needs of the clients in order to be able to reach personal and employment-political targets ( e.g. different

ICT-abilities). This also includes the individual language support of nonnative clients, or the individual support of people who return to the job (e.g., mothers with small children) concerning the planning of their day structure, etc.; moreover, that different levels of computer skills, individual learning skills, learning types and learning speed should be taken into

account, that informally acquired skills (additional to formal qualifications) should be activated and be made applicable in everyday life.

• Evaluation of individual learning success at the end of the

course: Course feedback by trainers and participants is given, analyzed and used with regards to possible changes in the organisations.

INVOLVED ACTORS: trainers, training institution, contracting body

	Internal QM

	Course feedback (questionnaires): handing out questionnaires to participants plus information processing and internal revision of training methods / goals / didactic principles

• Implementation and processing of external course evaluations according to the defined goals

• Implementation of intervision (collegial counselling) and

supervision for trainers as well as counselling/promotion of

trainers by the team leaders within the training institution

INVOLVED ACTORS: training institution, trainers
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