
 

 

MINISTRY OF LABOUR, WAR INVALIDS 
AND SOCIAL AFFAIRS        

DIRECTORATE OF VOCATIONAL 
EDUCATION AND TRAINING  

THE SOCIALIST REPUBLIC OF VIETNAM 
Independence - Freedom - Happiness  

 

  
No.:   766       /QĐ-TCGDNN Hanoi, 28 October 2020 

 

DECISION  

on the 
Promulgation of Management Training Programme for In-Company 

Coordinators  

 
 

THE DIRECTOR GENERAL OF THE DIRECTORATE OF 
VOCATIONAL EDUCATION AND TRAINING (DVET)  

 

Pursuant to the Labour Code; 

Pursuant to the VET Law dated 27/11/2014; 

Pursuant to the Government’s Decree No. 15/2019/NĐ-CP dated 

01/02/2019 detailing several articles and measures for the implementation 

of VET Law; 

Pursuant to the Prime Minister’s Decision No. 29/2017/QĐ-TTg dated 

03/7/2017 prescribing the functions, tasks, powers and organizational 

structure of the DVET under MOLISA;  

Pursuant to Circular No. 06/2017/TT-BLĐTBXH dated 08/32017 by 

Minister of Labour, War Invalids and Social Affairs prescribing the 

recruitment, utilisation and training of TVET teachers; 

In response to the Prime Minister’s Directive No. 24/CT-TTg dated 

28/5/2020 re catalysing the development of skilled human resources, thus 

contributing to greater labour productivity and higher national 

competitiveness in the new circumstances; 

In response to the request made by the Director of the Department of 

Continuing Training. 

DECIDES: 
 

Article 1. To promulgate, together this Decision, the Management 

Training Programme for In-Company Coordinators (Please see the 

attached Programme). 

 



 

 

Article 2. This Decision shall come into effect from the date of 

signature. The Department of Continuing Training shall be assigned to 

take lead and coordinate with relevant units in the implementation process. 

Article 3. The Chief of DVET Front Office, Director of the 

Department of Continuing Training, heads of relevant units shall take their 

responsibilities for executing this Decision./. 

 
Recipients: 
- As indicated in Article 3; 
- Director General (for reporting 
purpose);  
- DVET’s website; 
- For filing: Clerical Section, Department 
of Continuing Training; 

 

ON BEHALF OF DIRECTOR 
GENERAL 

DEPUTY DIRECTOR GENERAL  
 
 
 
 

Do Nang Khanh 
 



 

 

MANAGEMENT TRAINING PROGRAMME FOR  

 IN-COMPANY COODINATOR 

 (Promulgated together with the Decision No.       /QĐ-TCGDNN dated       

/      /2020 by the DVET’s Director General) 

 

I. OBJECTIVES  

Overall objectives  

Upon the completion of this programme, participants will be able to 
perform the functions of in-company training management/coordination 
and networking with education/training institutions. 

Specific objectives  

Upon the completion of this programme, participants will be able to: 

- Coordinate the in-company training process;  

- Apply TVET-related legal and technical regulations in a business 
environment; 

- Arrange for an assessment of in-company training needs; 

- Arrange for an assessment of company’s cooperative training 
capacity; 

- Develop a training management profile; 

- Plan and conduct the training delivery, monitoring and evaluation; 

- Ensure the training partner networking. 

- Be aware of the issues related to occupational safety, environmental 
protection, gender equality and equal access in a working environment in 
order to effectively integrate them into a training process. 

II. PARTICIPANTS  

- Companies’ training/HR managers;  
- Managers of production and business departments;  
- Internal instructors and in-company trainers. 

III. PROGRAMME CONTENTS  

The training programme comprises 08 modules with minimum time 
duration allocated as follows: 



 

 

Table 1: Time allocation by module 

No. Modules 
Minimum duration/h 

Total Knowledge Skills 

BH01 General introduction of TVET and in-
company training 

4 3 1 

BH02 
Arrangements for an identification of 
internal training needs  

4 1 3 

BH03 
Arrangements for an assessment of 
cooperative training capacity 

4 1 3 

BH04 
Assessment of a company’s training 
and human resource development 
needs  

4 1 3 

BH05 Preparation of a training plan 4 1 3 

BH06 Training monitoring and evaluation 4 1 3 

BH07 
Negotiation and signing training 
agreements 

2 1 1 

BH08 
Development of a network of training 
partners 

2 0.5 1.5 

 Course evaluation 2   
 Total 30 9.5 18.5 

Details of each module is presented in the Appendix of this 
Programme. 

IV. TRAINING DURATION:  

Minimum training duration: 30 hours. 

Time unit for each session: one knowledge session is 45 min; one 
skills session is 60 min; one integrated session is 60 min; one exam/test 
session is 60 min.  

A training day must not exceed 08 hours. 

V. CONDUCTING THE PROGRAMME AND ASSESSING THE 
LEARNING OUTCOMES  

Organisation of training 

The training programme can be conducted in a full-time, part-time or 
distance mode in one or more module-based batches.  

Training and certificate providers are the units designated by the 
Government/Prime Minister to carry out professional training programmes 
for TVET managers or organisations that are capable of providing training 
management skills training and granted with the permission for training 
delivery and certification by the DVET. 



 

 

Trainers  

Trainers are teachers/educators or managers working in the TVET 
system, who have expertise and skills in pedagogical or TVET 
management training, and good understanding of in-company training.  

Training approach  

The programme is conducted in an action-oriented training approach, 
which is combined with other active teaching methods such as 
presentations, conversations and problem-solving so as to help 
participants develop their wide-ranging competencies based on their 
knowledge, skills, self-determination and self-responsibility. These include 
professional, methodological, social and personal competencies. The 
performance-based action-oriented training involves information, plans, 
decisions, implementation, testing and evaluation with pedagogical topics 
derived from various situations of output-oriented occupational activities.  

Standard resources required for the programme shall be classroom 
computer(s), overhead projector(s). Specific resources required for each 
module shall be described in a detailed module-based plan. 

Assessment method and grading scale  

The learning outcomes shall be assessed for each module and at the 
end of the training course on the basis of the performance-based 
assessment approach. The competencies shall be assessed with two 
grading levels: Satisfactory and Unsatisfactory. The end-of-course 
evaluation shall be done by means of a comprehensive test, which aims 
at demonstrating the participants’ real-life application and consolidation of 
their acquired competencies. 

Condition(s) for course completion  

Participants shall be certified for completing the training programme 
once they shall have acquired all the competencies specified in the 
programme and satisfactorily fulfilled the training regulations. They shall 
be granted with a Certificate of Management Skills for In-Company 
Trainers. 

Training venue(s) 

Training venue(s): Preference shall be given to the organisation of the 
training programme in companies where actual production and business 
activities take place. 

VI. REFERENCES 

[1] Legal documents: VET Law 2014, Decision No. 1981/QĐ-TTg 
dated 18/10/2016, Decision No. 1982/QD-TTg dated 18/10/ 2016, Circular 
No. 38/2017/TT-BLĐTBXH dated 29/12/2017, Decision No. 782/QĐ-
TCGDNN dated 06/10/2017, Circular No. 43/2015/TT-BLĐTBXH dated 
20/10/.2015, Circular No. 29/2017/TT-BLĐTBXH dated 15/12/2017, 
Circular No. 56/2015/TT-BLĐTBXH dated 24/12/2015, Circular No. 
34/2018/TT-BLĐTBXH dated 26/12/2018. Circular No. 03/2017/TT-



 

 

BLĐTBXH dated 01/03/2017, ILO Conventions on Labour Standards and 
Gender Equality. 

[2] J. Barbazette: Training Needs Assessment, Pfeiffer 2006. 

[3] Bill Lucas, Ellen Spencer and Guy Claxton: How to teach 
vocational education: A theory of vocational pedagogy. City & Guilds 
Centre for Skills Development 2012. 

[4] Joerg-Peter Pahl: Ausbildungs- und Unterrichtsverfahren, W. 
Bertelmann Verlag 2005. 

[5] Hilbert Meyer: Unterrichtsmethoden, Cornelsen Verlag 1987. 

[6] P. Aharsa, D. Manik, Y. Holungo, Bui The Dung: Modular In-Plant 
Training – A Practical Guide to In-House Training (Project Working Paper). 
GIZ, Bonn 2014. 

[7] Tony Bray: The Training Design Manual. Kogan Page USA, 2007. 

 

 

 

 

 



 

 

DETAILS OF MODULES  

MODULE BH01 

General introduction of TVET and in-company training  

Duration:04 hours 

 

1. Objectives  

Upon the completion of this Module, participants will be able to:   

- Analyse the vocational training process, parts of process and 
training quality factors; 

- Apply TVET-related legal/regulatory and technical regulations in a 
business environment;  

- Analyse the roles/features of in-company training and organisational 
forms of in-company training activities; 

- Analyse and apply the cooperative training offered by TVET 
institutes and enterprises. 

2. Contents  

2.1. Knowledge (03 hours) 

2.1.1 Systems and legal normative documents  

- National Education System, TVET and in-company training; 
- National Qualification Framework, Occupational Skills Standards, 

and actual application; 
- Legal framework governing the TVET activities at TVET institutes 

and enterprises. 

2.1.2. TVET training models  

- School-based training;  
- In-company training; 
- Cooperative training. 

2.1.3. Training process, basic pedagogical/didactic elements and 
interactions  

- Training process; 
- Basic pedagogical/didactic elements;  
- Training quality assurance factors;  
- Performance-based training; 
- Action-oriented training, based on full activity model. 

2.1.4. Social-environmental issues in TVET 

- Labour safety;  

- Environmental protection;  

- Gender equality;  

- Equal access for disadvantaged groups. 



 

 

2.2. Skills (01 hour) 

2.2.1. Management of in-company training 

- Analysis of in-company training activities and organisation process;  
- Identification of in-company training features and significance;  
- Identification of barriers to in-company training;  
- Job description and competences of in-company trainers. 

3. List of teaching/learning resources  

- Relevant regulatory documents; 
- Relevant company information profile(s). 

4. Assessment aspect(s) and method(s)      

Assessment aspect(s):  

- Roles of in-company training in TVET; 
- Features, activities and organisation of in-company training; 
- Duties, competencies and qualities of in-company training 

management personnel.  

Assessment method(s)  

A written or oral test. 

 5. Guidance on implementation 

Suggested training method(s): Presentations and group discussions. 

 

MODULE BH02 

Arrangements for an identification of internal training needs  

Duration: 04 hours 

 

1. Objectives  

Upon the completion of this Module, participants will be able to 
arrange for an identification of internal training needs, make an 
assessment and propose training alternatives to improve capacities of 
employees/workers in a company. 

2. Contents  

2.1. Knowledge (01 hour)     

- Method(s) and process(es) of training needs identification; 
- Method(s) of performance assessment;    
- Method(s) of training cost/return on investment calculation. 

2.2. Skills (03 hours)     

2.2.1. Arrangements for an identification of training needs     

- Develop rules/tools for an identification of training needs; 
- Prepare company profiles/information related to training needs 

identification; 
- Arrange for an identification of training needs in a company’s units 



 

 

2.2.2. Summary of internal training alternatives 

2.2.3. Assessment of internal training alternatives 

- Develop assessment criteria for training alternatives  
- Assessment of training alternatives  

2.2.4. Prepare and submit training alternatives for approval 

- Update a training management profile. 

 2.3. Self-determination and self-responsibility 

Participants shall perform the tasks independently and/or in groups, 
and be responsible for the outcomes of identifying internal training needs. 

3. List of teaching/learning resources 

- Relevant company information profile(s); 
- Regulations on a company’s training cost/return on investment 
calculation; 
- Regulations on a company’s training procedures. 

4. Assessment task(s) and method(s) 

Assessment task(s): Develop assessment criteria for training 
alternatives and make an assessment of a training alternative. 

Assessment method(s): Assessment of a development process and 
proposed training alternative(s).  

5. Guidance on implementation 

Suggested training method(s): Action-oriented approach to fully 
performing the “arrangements for the identification of internal training 
needs” tasks, in combination with presentations, conversations and group 
discussions. 

 

MODULE BH03 

Arrangements for an assessment of cooperative training capacity  

Duration: 04 hours 

 

1. Objectives  

Upon the completion of this Module, participants will be able to make 
arrangements for an analysis of training requirements by a partner TVET 
institute, evaluate training programmes, and assess a company’s 
responsiveness to training requirements and engagement in cooperative 
training. 

2. Contents 

2.1. Knowledge (01 hour) 

- Structure/components of TVET curricula; 
- Conditions/factors related to training delivery; 
- Criteria for assessing a company’s cooperative training capacity;   



 

 

- Methods of cooperative training cost/return on investment 
calculation. 

2.2. Skills (03 hours) 

2.2.1. Make arrangements for an analysis of cooperative training 
requirements  

- Arrange for an analysis of the training programme; 
- Arrange for an analysis of elements and conditions of in-company 
training. 

2.2.2. Conduct an assessment   

- Develop assessment criteria and tools for cooperative training 
capacity;  
- Develop related company information profile(s); 
- Instruct and perform an assessment against the criteria 

2.2.3. Consolidate assessment results  

Consolidate, check and prepare a report on assessment results 

2.3. Self-determination and self-responsibility 

Participants shall perform the tasks independently and/or in groups, 
and be responsible for the outcomes of assessing the cooperative training 
capacity. 

3. List of teaching/learning resources 

- Relevant company information profile(s)  
- Regulations on cooperative training in TVET sector. 

4. Assessment task(s) and method(s) 

Assessment task(s): Assessment of a training capacity assessment 
criterion for an occupational module within the cooperative training 
programme offered by a partner TVET institute.  

Assessment method(s): Review the assessment process and 
validity of the “Report on the assessment of cooperative training capacity”, 
as prepared in the course of this Module.  

5. Guidance on implementation 

Suggested training method(s): Action-oriented approach to fully 
performing the “arrangements for the assessment of cooperative training 
capacity” tasks, in combination with presentations, conversations and 
group discussions. 

 

MODULE BH04 

Assessment of a company’s training and human resource 
development needs  

Duration: 04 hours 

 



 

 

1. Objectives  

Upon the completion of this Module, participants will be able to assess 
the needs of in-company training, including internal and cooperative 
training; and propose a company’s training courses and HR development 
plan.  

2. Contents 

2.1. Knowledge (01 hour) 

- Social-environmental issues at work; 
- Methods of training needs assessment/classification;   
- Methods of designing a training course;        
- Training resource management;                                                                                       
- HR characteristics and a company’s HR development. 

2.2. Skills (03 hours) 

2.2.1. Develop a system of worksheets for collecting a company’s 
training needs information                                                                                                   

2.2.2. Conduct a training needs assessment  

- Consolidate/analyse various alternatives for internal training and 
assessment of cooperative training capacity; 

-  Design a training course and associated training conditions; 
- Analyse training resources; 
- Propose a list of training courses to be conducted.   

2.2.3. Propose a company’s HR development plan  

- Recruitment plan; 
- Upskilling plan; 
- Next generation development plan. 

2.3. Self-determination and self-responsibility 

Participants shall perform the tasks independently and/or in groups, 
and be responsible for their performance. 

3. List of teaching/learning resources: 

- Training proposals from different divisions/units; 
- Report(s) on the assessment of cooperative training capacity; 
- Information on training resources; 
- Information on a company’s business management/plan and 

development strategies. 

4. Assessment task(s) and method(s) 

Assessment task(s): Design a training course 

Assessment method(s): Assess outcomes of the designed training 
course  

5. Guidance on implementation 

Suggested training method(s): Action-oriented approach to fully 
performing the “assessment of a company’s training and human resource 



 

 

development needs” tasks, in combination with presentations, 
conversations and group discussions. 

 

 

MODULE BH05 

Preparation of a company’s training plan  

Duration: 04 hours 

 

1. Objectives 

Upon the completion of this Module, participants will be able to 
develop an effective training plan for in-company training courses.    

2. Contents 

2.1. Knowledge (1 hour) 

- A company’s physical, human and financial resources for training 
delivery; 

- Methods of preparing an in-company training plan. 

2.2. Skills (03 hours) 

2.2.1. Prepare for the development of a training plan    

- Prepare a list of training courses to be provided; 
- Collect information on the requirements and availability of training 

facilities/equipment;  
- Collect information on work schedules of trainer(s) and relevant 

trainees, as well as on when the training can be conducted.  

2.2.2. Plan for training 

- Propose a training plan for each training course, including the 
information on training time/venue, trainer(s), trainees and schedule for 
facilities to be used in each training course; 

- Prepare a company’s overall training plan, which consolidates the 
proposed training plans of all training courses. 

2.2.3. Assess a training plan  

- Plan feasibility and effectiveness;  
- Stakeholder inputs for finalising a training plan; 
- Approval of a training plan. 

2.3. Self-determination and self-responsibility 

Participants shall perform the tasks independently and/or in groups, 
and be responsible for their performance. 

3. List of teaching/learning resources 

- A list of training proposals;  
- Information on the facilities of departments/sections that will 

participate in training, and work schedules of trainer(s) and relevant 
trainees  



 

 

4. Assessment task(s) and method(s) 

Assessment task(s): Planning for a company’s training courses. 

Assessment method(s): Assess the planning process and a 
company’s Training Plan, as prepared in the course of this Module.  

5. Guidance on implementation 

Suggested training method(s): Action-oriented approach to fully 
performing the “preparation of a company’s training plan” tasks, in 
combination with presentations, conversations and group discussions. 

 

MODULE BH06 

Training monitoring and evaluation  

Duration: 04 hours 

 

1. Objectives 

Upon the completion of this Module, participants will be able to monitor the 
implementation of training plan, evaluate a company’s training conditions and 

propose next steps.  

2. Contents 

2.1. Knowledge (01 hour) 

- Training activities and organisation of an in-company training 
process;  
- Contents, methods and instruments of training monitoring & 
evaluation; 
- Criteria for training quality assurance;  
- Methods of assessing training conditions and training delivery 
process; 
- Methods of evaluating training outcomes and effectiveness. 

2.2. Skills (03 hours) 

2.2.1. Prepare for training monitoring & evaluation  

- Develop monitoring & evaluation plan for training courses;  
- Develop and circulate evaluation criteria;   
- Prepare forms/worksheets for training monitoring & evaluation.  

2.2.2. Conduct training monitoring & evaluation  

- Collect evidences on training activities and process; 
- Identify and notify implementation deviations; 
- Evaluate training outcomes and effectiveness; 
- Propose measures for improved quality of training. 

2.2.3. Prepare monitoring & evaluation report  

- Prepare monitoring & evaluation report; 
- Update training records. 



 

 

2.3. Self-determination and self-responsibility 

Participants shall perform the tasks independently and/or in groups, 
and be responsible for their performance outcomes. 

3. List of teaching/learning resources 

- Training plan; 
- Training, evaluation and accreditation standards  

4. Assessment task(s) and method(s) 

Assessment task(s): Method(s), tool(s) and steps of conducting in-
company training monitoring & evaluation; 

Assessment method(s): Presentations. 

5. Guidance on implementation 

Suggested training method(s): Presentations and group discussions. 

MODULE BH07 

Negotiation and signing training agreements  

Duration: 02 hours 

 

1. Objectives  

Upon the completion of this Module, participants will be able to negotiate 

and sign training agreements with a company’s partner(s). 

2. Contents  

2.1. Knowledge (01 hour) 

- Training contents; 
- Conditions for training delivery and quality assurance factors; 
- Method(s) of training cost/return on investment calculation; 
- Legal provisions on economic/service contracts; 
- Skills for negotiation, communication and contract drafting. 

2.2. Skills (01 hour) 

2.2.1. Analyse a call for training cooperation  

- Analyse cooperation objectives, content and plan; 
- Investigate possibility of realising the training cooperation; 
- Assess benefits of training cooperation. 

2.2.2. Negotiate conditions for realising the training cooperation  

Negotiate and agree upon the provisions on contents, implementation 

schedule, financial conditions, responsibilities of the parties and draft contract.  

2.3. Self-determination and self-responsibility 

Participants shall perform the tasks independently and/or in groups, 
and be responsible for their performance. 

3. List of teaching/learning resources 

- Legal documents on economic/service contracts;  
- Request(s) for cooperation; 



 

 

- Assessment report(s) on cooperative training capacity. 

4. Assessment task(s) and method(s) 

Assessment task(s): Contents of a training contract and contract 
preparation process   

Assessment method(s): Written test and presentation. 

5. Guidance on implementation 

Suggested training method(s): Action-oriented approach to performing 
the “role play” tasks. 

 

 

MODULE BH08 

Development of a network of training partners  

Duration: 02 hours 

 

1. Objectives  

Upon the completion of this Module, participants will be able to 
develop, maintain and expand the network of a company’s training 
partners. 

2. Contents 

2.1. Knowledge (0,5 hours) 

- Network of TVET and higher education institutions; 
- Methods/criteria for classifying/assessing training capacity of 

education & training institutions; 
- Method(s) of engaging partners in training activities; 
- Information on education & training experts; 
- Network of in-company trainers.   

2.2. Skills (1.5 hours) 

2.2.1. Develop selection criteria for training partners  

- Develop selection criteria for internal partners; 
- Develop selection criteria for education & training institutions and 

enterprises as external partners; 
- Develop selection criteria for experts as external partners. 

2.2.2. Connect training partners  

- Establish a network of internal trainers; 
- Set up a network of external partners that are education & training 
institutions 
- Develop a network of experts as external partners; 
- Bring networks of internal and external partners together; 
- Develop, maintain and update partner profiles.  

2.2.3. Maintain and expand a partner network  

- Provide training of key and master trainers; 
- Set up training cooperation with TVET institutes;  



 

 

- Expand and improve the quality and effectiveness of a partner 
network.  

2.3. Self-determination and self-responsibility 

Participants shall perform the tasks independently and/or in groups, 
and be responsible for their performance. 

3. List of teaching/learning resources: 

Partners’ profiles 

4. Assessment task(s) and method(s) 

Assessment task(s): Development of assessment criteria for a 
TVET institute as a training partner. 

Assessment method(s): Assess development process and criteria, 
as developed in the course of this Module. 

5. Guidance on implementation 

Suggested training method(s): Presentations and group discussions.



 

 

Appendix VI 
TEMPLATE CERTIFICATE OF MANAGEMENT SKILLS FOR IN-COMPANY TRAINERS  

 (Promulgated together with the Decision No.       /QĐ-TCGDNN dated       /      /2020 by the DVET’s Director General) 
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THE SOCIALIST REPUBLIC OF VIETNAM  
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To:(3)……….………………........Sex:(4)............. 

Date of Birth:(5)…......................………….………......... 

Place of Birth:(6) .........………….…................................ 

Has completed the Management Training Programme 

for In-Company Trainers  

From ....../....../...... to ....../....../…….......(7) 

Pursuant to Decision of Validation No.:.................  

Date ............  month ..........  year .............................. (8)  

In:(9)………………………………………………… 
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Record Book in the Original Register:(17)................... 

Date ...........  month .........  year ....................... (18) 

 

 

 

Photo 3x4 

Page 2 Page 3 

190 mm 

135 mm 

(15) 



  

HOW TO WRITE ON THE CERTIFICATE OF MANAGEMENT 
SKILLS FOR IN-COMPANY TRAINERS 

 

(1) Write the title of the head of the training and certificate provider; in 
block letters, font size 14, plain and bold text. 

(2) Write the name of the training and certificate provider; in block 
letters, font size 14, plain and bold text. 

(3) Write the name of the certificate holder as indicated in the birth 
certificate; in block letters, font size 14, plain and bold text. 

(4) Write “Male” or “Female” as indicated in the birth certificate; 
lowercase letters, font size 14, plain and bold text. 

(5) Write date/month/year of birth as indicated in the birth certificate. 
If the date of birth is from 1st to 9th and the month of birth is January or 
February, add a leading zero; write all 4 digits for the year of birth 
(Example: 07/02/1981); lowercase letters, font size 14, plain and bold text. 

(6) Write the places (commune/ward, rural district/urban 
district/town/city, province/city) as indicated in the birth certificate; 
lowercase letters, font size 14, plain and bold text.  

 (7) Write the date, month and year when the training starts and 
finishes; lowercase letters, font size 14, plain and bold text. 

(8) Write number and date, month and year of issuance; lowercase 
letters, font size 14, plain and bold text. 

(9) Write the places (commune/ward, rural district/urban 
district/town/city, province/city) where the training takes place; lowercase 
letters, font size 14, plain and bold text. 

(10) Write the name of province/centrally-run city where the training 
and certificate provider is located; lowercase letters, font size 14, plain and 
bold text. 

(11) Write the date, month and year when the certificate of 
management skills is issued; lowercase letters, font size 14, plain and bold 
text. 

(12) Write the title of the head of the training and certificate provider. 
The head of the training and certificate provider places signature, full-name 
and seal (if any) in accordance with legal regulations; in block letters, font 
size 14, plain and bold text. 

(13) Write the name of the governing agency that manages the 
training and certificate provider; in block letters, font size 14, plain and non-
bold text. 

(14) Write the name of the training and certificate provider; in block 
letters, font size 14, plain and bold text. 



  

(15) Place the floating stamp or seal of the training and certificate 
provider (if any). 

(16) Write the certificate ID given by the training and certificate 
provider; lowercase letters, font size 14, italic and bold text. 

(17) Write the number in the record book that is already logged in the 
original register by the training and certificate provider; lowercase letters, 
font size 14, italic and bold text. 

(18) Write the date, month and year as indicated in the original 
register; lowercase letters, font size 14, italic and bold text. 



  

INTERPRETATION OF TERMS  

1. In-company trainers comprise full-time training staff, scientists, 
managers, skilled technicians, and highly qualified/skilled workers whose 
jobs are related to training, teaching or instructing other workers and in-
company apprentices/interns.  

2. In-company training means training activities that are offered 
within enterprises including re-training of workers, training of new workers, 
on-the-job training, and training of apprentices and interns. In-company 
training involves both internal training and cooperative training.    

3. Training cooperation among/between domestic TVET institutes 
and enterprises, agencies and organisations is defined as the cooperation 
between the institution that takes the leading role in the training 
organisation (TVET institute) and the coordinating party (enterprises, 
agency and organisation) for the purpose of delivering training at 
elementary, intermediate, or college level without setting up a new legal 
entity.  

4. Apprenticeship means the practice that an employer recruits an 
individual and provides him/her with training leading to a specific 
occupation. The apprenticeship period is prescribed in the VET Law for 
each type of training programme and level. 

5. Internship means the practice that an employer recruits an 
individual and guides/instructs him/her to perform the work and get work-
based learning at the workplace. Internship period should not be longer 
than 3 months. 

6. Skill means the ability to apply knowledge and use know-how to 
complete tasks and solve problems. 

7. Competence means the ability to use knowledge, skills and 
personal, social and/or methodological abilities, in work or study situations 
and in professional and personal development. 

8. Assessment of learning outcomes means the process of 
appraising capacities, knowledge, skills and/or competences of an 
individual against the criteria (learning outcomes, learning expectations, 
measurement of learning outcomes). Assessment is typically followed by 
validation and certification. 

(Source - Glossary of TVET Terminologies, Labour Code 2019) 

 


