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[bookmark: _Toc521138766]Activitiy framework
IO1A1 - Comparison of different systems for Organizing and Monitoring Apprenticeships was the first Activity of Intellectual Output 1 - Measurement & Monitoring Framework for Apprenticeships. 
The aim of this activity was to compare the specific inputs, processes and outputs of the management systems for apprenticeships in Slovenia, Croatia and the Czech Republic, including both documented and informal processes for apprenticeship-management.

[bookmark: _Toc521138767]Method used to collect data
An excel file was created to collect data across the three countries in a structured and comparable way. The excel file had six sheets. The first three (Instructions, Definitions and Example) were meant as guidelines to help the partners work with the remaining three (List of Processes, List of Forms and List of Procedures).
Partners were instructed on how to use the three sheets designed to collect data, as described below:
· Sheet " List to Processes"
In this sheet you are expected to describe the way you do the processes identified on the left column. The table in yellow shades is organized in accordance which is the standardized way to describe a process: in a flow, from left to right, of Input->Activity->Output. It therefore has two middle columns to identify/list the processes 'activities (and its number), preceded on the lefts by columns to identify the information inputs needed to perform each activity as well as where those information inputs can be collected from (origin). Then, on the right side of the column with the activities, you have columns to identify the function(s) responsible for performing the activity, the expected information outputs/results and to where those outputs need to be delivered (destination). As we know not all of you are familiarized with process description, we repeated the columns related to the identification of the activities in green, immediately after the identification of the processes, in case it makes it easier for you to identify them there first, before copying the information into the middle columns. We provided an example of a mock process in the sheet entitled "Example" for you to have an idea of what style and length of information you are expected to fill in each column.

· Sheet "List of Forms"
In this sheet you are expected to list the forms you mentioned as being used for your processes 'activities. Use one of the numbered columns to each form. Then identify each field those forms contain. Use the dropdown menus to categorize the fields. We provided an example in red, which you should delete and change the colour back to black before filling it with your real information.

· Sheet "List of Procedures"
In this sheet you are expected to list the procedures you mentioned as being used for your processes 'activities. You are also expected to provide a description of its content (in English), which might be a list of steps outlined in the procedure. And finally add a link to it (preferably an English version of it, but if that is not possible, then to the original version in your native language). You might need to upload it first to our shared cloud, before being able to provide us with a link).
To avoid ambiguity of interpretation, a glossary of terms and definitions used in the task was provided to the partners (see 1.3).
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The below table contains the set of terms and definitions provided to the partners to help them with activity 1. As possible, ISO 9000 terminology was chosen, due to its consensually international adoption. Where no ISO 9000 definitions were available, proprietary definitions were created to be used in the Apprentice Track project.
	Term
	Definition
	Definition Source

	Process
	set of interrelated or interacting activities that use inputs to deliver an intended result
Note 1 to entry: Whether the “intended result” of a process is called output, product or service depends on the context of the reference.
Note 2 to entry: Inputs to a process are generally the outputs of other processes and outputs of a process are generally the inputs to other processes.
Note 3 to entry: Two or more interrelated and interacting processes in series can also be referred to as a process.
Note 4 to entry: Processes in an organization are generally planned and carried out under controlled conditions to add value.
Note 5 to entry: A process where the conformity of the resulting output cannot be readily or economically validated is frequently referred to as a “special process”.
	ISO 9000:2015

	Activity
	set of small tasks that constitute a step on a process
	Proprietary (Apprentice Track Project)

	Input
	elements necessary to conduct an activity.
Note 1 to entry: The nature of the elements can be diverse, e.g. information, resources, infrastructure, manpower, among others.
	Proprietary (Apprentice Track Project)

	Output
	result of a process
Note 1 to entry: Whether an output of the organization is a product or a service, depends on the preponderance of the characteristics involved, e.g. a painting for sale in a gallery is a product whereas supply of a commissioned painting is a service, a hamburger bought in a retail store is a product whereas receiving an order and serving a hamburger ordered in a restaurant is part of a service.
	ISO 9000:2015

	Information
	meaningful data
	ISO 9000:2015

	Procedure
	specified way to carry out an activity or a process
Note 1 to entry: Procedures can be documented or not.
	ISO 9000:2015

	Form
	document containing fields to accommodate information to be collected
Note 1 to entry: Forms can sometimes be addressed by other terms such as layouts, questionnaires, among others.
Note 2 to entry: Examples of forms can be the predefined text for a contract, the standardized layout for a report, an inquiry questionnaire, a checklist, a registration form, among others.
	Proprietary (Apprentice Track Project)

	Record
	document stating results achieved or providing evidence of activities performed
Note 1 to entry: Records can be used, for example, to formalize traceability and to provide evidence of verification, preventive action and corrective action. Note 2 to entry: Generally, records need not be under revision control.
	ISO 9000:2015

	Requirement
	need or expectation that is stated, generally implied or obligatory
Note 1 to entry: “Generally implied” means that it is custom or common practice for the organization and interested parties that the need or expectation under consideration is implied.
Note 2 to entry: A specified requirement is one that is stated, for example in documented information.
Note 3 to entry: A qualifier can be used to denote a specific type of requirement, e.g. product requirement, quality management requirement, customer requirement, quality requirement.
Note 4 to entry: Requirements can be generated by different interested parties or by the organization itself.
	ISO 9000:2015
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The results of this activity will be used as input to provide specifications for software development, namely and application that can serve the three countries studied. In this framework, it is important to identify both the commonalities and the divergences between the three countries to determine which elements need to be considered during he application development. Regarding the divergences, the outliers, unless of major importance for national or other reasons and consensually agreed by the consortium, will not be included in the specifications – the main idea being to contribute to harmonize the processes across the three countries.
The tables on points 2.1.1, 2.1.2 and 2.1.3 show these commonalities and divergences in terms of activities, documented procedures and forms, per each of the five processes.
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	Process
	Activities identified by

	
	3 countries
	2 countries
	1 country

	1. Setting the Learning Objectives of the Overall Programme
	1. Identify Stakeholders'
2. Consult stakeholder's
3. Analyse Stakeholder's feedback
4. Define Learning Objectives 
	
	

	2. Identifying and Recruiting Placements
	1. Definition of Standards for Placements
2. Finding placements
3. Applying Security Restrictions for management of employers’ database
	
	

	3. Negotiating the Agreement
	1. Students Application
2. Matching students with employers
3. Drafting the Agreement
	
	

	4. Monitoring of Apprenticeships
	1. Monitoring Practical Training (PT) by students
2. Monitoring PT by HEI
	
	

	5. Assessment of Apprenticeships
	1. Assessment framework
2. Assessment on progress and implementation of PT provided by Employer
3. Assessment on progress and implementation of PT by Student
4. Evaluation of PT by Employer
5. Evaluation of PT by Student
6. Certification, Validation and recognition
	
	


Comments (C#) & Suggestions (S#):
C1: The 100% match between the activity names in all the five processes across the 3 countries does not seem a coincidence. Considering the Slovene partner completed the activity sooner than the other partners, these might have sought inspiration and adopted the same activity names, and this might have biased the data collection. However, as the intention of the output is to harmonize the activities across the three countries, this bias might be contributing to the efficiency of the output, by reflecting the partners willingness and lack of resistance to seek harmonization and standardization of practices.
Note: The above comment also applies, in some extent, to the next sections (2.1.2 and 2.1.3), where the tittle’s match was not 100%, but close enough, which does not seem a coincidence.
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	Process
	Documented Procedures identified by

	
	3 countries
	2 countries
	1 country

	1. Setting the Learning Objectives of the Overall Programme
	Designing Stakeholder List
	
	

	
	
	Designing Stakeholders Consultation Report
	Designing Stakeholders Consultation Report (companies and alumni)

	
	Summarizing Stakeholders Consultation Reports
	
	

	
	
	Implementing legally binding requirements, accreditation 
	Implementing legally binding requirements 

	
	
	Defining Catalogue of knowledge
	Defining knowledge outputs

	2. Identifying and Recruiting Placements
	Verification of employers placement conditions (staff capacity, work conditions) 
	
	

	
	Finding placements
Implementing legally binding requirements of personal data policy
	
	

	3. Negotiating the Agreement
	Students application for Pratcical Training (PT)
	
	

	
	Matching students with employers
	
	

	
	Preparation of Agreement of PT for HEI/Employer/Student
	
	

	4. Monitoring of Apprenticeships
	Monitoring of activities by student
	
	

	
	Monitoring of activities by organizers
	
	

	5. Assessment of Apprenticeships
	Defining assessment processes and standards
	
	

	
	
	Assessment provided by mentor

	Assessment of final student learning outcomes provided by mentor


	
	Assessment provided by student
	
	

	
	
	Evaluation of PT provided by employer
	

	
	
	
	Certification of learning outcomes of trainee

	
	Evaluation of PT provided by student
	
	

	
	
	
	Certification


	
	
	
	Certification of completion of PT

	
	
	
	Validation and recognition


Comments (C#) & Suggestions (S#):
C2: The above compilation of Procedures was organized in the same logical order they appear in the Processes’ flow identified in the excel sheet.
C3: One of the countries (Croatia), didn’t fill the “Procedures” excel sheet; another (Czech Republic) indicated one guide; and another (Slovenia) listed two manuals. However, in the three cases it was possible to at least identify the procedures titles, as they were listed in the “Inputs” column of the “Processes” excel sheet.

C4: Some Procedures seem the same, although with slightly different names – e.g. “Implementing legally binding requirements” and “Implementing legally binding requirements, accreditation”. 
S1: Discussion amongst the partnership should lead to harmonization of both the title and content of these procedures.
C5: Some Procedures were identified by one partner but not all – e.g. Validation and recognition.
S2: Discussion amongst the partnership should lead to a decision regarding how to treat these outliers – either cross-pollinate their use in the other countries or discard them. 
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	Process
	Forms identified by

	
	3 countries
	2 countries
	1 country

	1. Setting the Learning Objectives of the Overall Programme
	Stakeholder List
	
		

	
	Stakeholders Consultation Report
	
	

	
	
	
	Electronic questionnaire for alumni

	2. Identifying and Recruiting Placements
	Employers database
	
	

	3. Negotiating the Agreement
	Application for practical training
	
	

	
	Student’s statement about the rules of conduct during the practical training
	
	

	
	Agreement of Practical Training (PT) for HEI/Employer/Student
	
	

	4. Monitoring of Apprenticeships
	Journal of practical training 
	
	

	5. Assessment of Apprenticeships
	Mentor’s report within the organization on the progress and implementation of PT
	
	

	
	
	
	Evaluation form for mentors

	
	
	
	Evaluation form for students

	
	Certificate of completion of practical training
	
	Certification of learning outcomes of trainee

	
	
	
	EUROPASS mobility form

	
	Student’s report on progress and implementation of practical training
	
	

	
	Report of PT organizers to educational institutions on communication within the organization
	
	

	
	Questionnaire for mentors of practical training in the organization
	
	

	
	Questionnaire on the practical training for students 
	
	

	
	Selection of general competences
	
	

	
	Professional competences - 
Accountants
	
	

	
	Professional competences - 
Technical sales specialist
	
	

	
	
	
	Index or database of study results of the school students


Comments (C#) & Suggestions (S#):
[bookmark: _Hlk521136820]C6: Not all the Forms identified by the countries in the “Inputs” column of the “Processes” excel sheet were listed and described on the “Forms” excel sheet and vice versa. For the compilation and comparison above, both sources were considered as input. 
S3: In the cases where the Forms were listed countries in the “Inputs” column of the “Processes” excel sheet but its fields not listed on the “Forms” excel sheet, the consortium needs to evaluate the relevance of these forms and if considered relevant, describe their fields.
C7: Some of the Forms identified by the countries in the “Inputs” column of the “Processes” excel sheet were listed with similar but not the same names on the “Forms” excel sheet. As the cause for this was the use of acronyms, in the compilation and comparison above the titles were harmonized – and to this matter, the version without acronyms was chosen.
C8: Two countries (Slovenia and Croatia) didn’t identified the fields of two of the forms they have listed in the “Forms” excel sheet. These were: “Questionnaire for mentors of practical training in the organization” and “Questionnaire on the practical training for students”.
S4: These partners should confirm to the consortium if the fields identified by the third country (Czech Republic) also fit their needs.
C9: One country (Czech Republic) added some notes in the Forms sheet – e.g. “we call it assessment form” and “12 and 13 can be joined in one document form”. These notes raise the question as whether the partner understood the instructions for the task and applied them correctly as, if not, the results are biased.
S5: Discussion amongst the partnership should lead to the clarification of this issue and a decision regarding how to proceed after the clarification.
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[bookmark: _Toc521138775]The issue of Bias
The unusual high level of similarity between the information collected across the three countries does not seem coincidental and raises the issue of bias in the data collection, probably because Croatia and the Czech Republic had access to the Slovene data before providing theirs. This bias is not necessarily worrisome considering the big picture – the goal of the Apprentice Track project, which is to harmonize practises across the three countries – but needs to be acknowledged and discussed in the consortium.

[bookmark: _Toc521138776]Recomendations
We recommend the consortium to schedule a meeting where KIC can present and explain in detail this report and where the consortium can analyse, discuss and decide in consensus how to treat them.
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Apprenticeships allow students to build up skills and knowledge, while providing companies with a reliable way to evaluate potential future hires and the benefit from fresh perspectives offered by academia. Despite their advantages, apprenticeships are challenging to manage, as the needs of students and of specific enterprises are difficult to match, particularly when organizations need to deal with massive amounts of students and, consequently, data. Structured communication channels between enterprises and students, robust management systems and clear evaluation protocols are necessary to manage such a complex system, are therefore needed to enable the launch of valuable, steady and sustainable Apprenticeship Programmes.
This publication contains the results of the first activity of intellectual output 1.
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