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INTRODUCTION  
 

Frequently, companies are put in a difficult situation by the lack of practical experience of 

many of the apprentices or trainees that have been introduced in a Work-Based Learning 

pathway. 

 

Employers often blame training institutions for this problem, blaming them of putting too 

much attention on the theoretical preparation of students, rather than providing them with 

those practical abilities that they could use immediately on the workplace. 

 

Many WBL users arrive to the work environment without having any practical experience of 

the job tasks that they will be requested to perform. This causes a discrepancy between the 

expectations of the employers, who are interested in optimizing the contribution of the 

newly arrived in the shortest time possible, and those of the WBL users, who need time for 

taking confidence with the new working context and with the tasks that they are requested 

to perform in the company. 

 

In 2018, the CEDEFOP report “APPRENTICESHIP SCHEMES IN EUROPEAN COUNTRIES” 

mentioned a series of factors that contribute in the increase of the WBL effectiveness in 

creating connections between the world of education and the workplace. Among these, 

three are particularly relevant: 

1. The need to connect the WBL experience to the performance of a professional 

profile, whose training and professional standards are included in the 

national/regional repertory. 

2. The availability of a training project that includes an exhaustive description of the 

training objectives and tasks, articulated in competence units, with clear and 

quantifiable expected learning outcomes; 

3. The identification of the modalities of evaluation of these outcomes. 
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Funded by the European Union, the Erasmus+ project WBL GUARANTEE wants to 

contribute to the quality of WBL experiences in Europe, increasing their attractiveness – 

both for users and companies – thanks to a set of information, techniques and tools that 

will improve the design, management and evaluation of WBL-connected outcomes. 

 

Having this objective, we have created this MOOC for in-company tutors, with the purpose 

of helping them to adopt effective practices. 

The course aims to provide information and tools for: 

1. Stimulating the pedagogical attitudes of the tutor, increasing his/her ability to 

enhance the personal and professional growth of the newly-arrived user; 

2. Design training pathways based on learning that is measurable and evaluable with 

the purpose of a certification; 

3. Promote a collaboration between sending and hosting organization, with the 

objective of implementing a high-quality training pathway. 

 

The contents of the lessons will be made available online and downloadable as an e-book, 

to allow an offline fruition. The lessons will be integrated with thematic boxes that the 

tutors will be able to use for specific in-depth analyses, on the basis of their needs. 
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Here is the table of contents of your course. It is recommended to follow the lessons in 

the proposed order. At the end of the various sections, you will find a short test that you 

can use to check your understanding of the course and decide if you want to follow again 

a part of the MOOC or reading again the theoretical module. 

 

1. THE ROLE OF THE MENTOR AND THE MENTEE  

BOX 1 - BEING AN IN-COMPANY TUTOR: BEST PRACTICES FROM THE EUROPEAN CONTINENT (CCCI) 

 
2. THE RESPONSIBILITIES OF THE IN-COMPANY TUTOR 

2.1 MAKE LEARNING EASY 
2.2 INFORM, ORIENT AND MONITOR 
 

BOX 2 – SKILLS AND COMPETENCES OF THE IN-COMPANY TUTOR AT EUROPEAN LEVEL (CCCI) 
BOX 3 – FROM WORKER TO IN-COMPANY TUTOR (AE) 
BOX 4 – SUPPORT THE SELECTION OF THE USER (AE) 
BOX 7 – THE TUTOR’S PROFILE: A GENERAL FRAMEWORK (AE) 

 
3.THE IN-COMPANY TUTOR TOOLBOX 

3.1 THE RELATIONSHIP 
3.2 THE EXPERIENCE 
3.3 THE COMMUNICATION 

3.3.1 Learning and communication styles 
 

BOX 5 – MANAGING A GOOD RECEPTION PHASE (AE) 
BOX 6 – COMMUNICATING WITH THE WBL USER: SOME PRACTICAL TIPS (AE) 
 

4. DESIGNING, MANAGING, AND EVALUATING AN ON-THE-JOB TRAINING PATHWAY 
4.1 How to design a high-quality training pathway 
4.2 How to welcome a newly-arrived user   
4.3 How to tutor the WBL activities  
4.4 How to check and evaluate learning results  
4.5  Six rules to evaluate a WBL pathway 
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1. THE ROLES OF THE MENTOR AND THE MENTEE 
 
In every Work Based Learning (WBL) pathway, it is fundamental to have an in-
company tutor. This individual plays a fundamental strategic role within his 
organization, whose importance is often overlooked. The term “tutor” comes 
from the Latin language, from the substantive “tutor, tutoris” and the verb 
“tueri”, whose meaning could be defined as: the one who takes care, supports, 
protects, gives security. The in-company tutor is, in fact, the person who 
manages the integration of a new worker into the organization, either he/she is 
a trainee, an apprentice, a part-time collaborator or a qualified employee. It is 
extremely important that inside companies, whichever may be their dimension 
and kind, there are figures that follow the newly-arrived employees to make 
their integration smoother and more satisfying. 
 
For the function that he/she has, the in-company tutor could be considered as 
a mentor. In a figurative sense, the mentor is the person who uses his/her 
maturity and wisdom to support a young individual. In Homer’s Odyssey, Mentor 
is a friend of the hero Ulysses, protector of his son Telemachus. During Ulysses’ 
ten-year journey, the goddess Athena transformed into Mentor to take care of 
Telemachus and guide him/her through his growth. This useful and reasonable 
concept has survived until our days and is applied in the modern working life.   
 
“Mentoring” means today the activity of an expert person (the mentor) who 
puts his/her professional know-how and his/her patrimony of experience at the 
service of a less-expert person (the mentee). We can easily understand the 
strategic importance of such a profile inside a company. 
 
The in-company tutor is a mentor who becomes a fundamental point of 
reference in the system of relations between the company and the newly-
arrived user, thanks to his/her key role in the management of the reception and 
inclusion processes. This is particularly relevant for young users having their first 
professional experiences.  
The in-company tutor, as a mentor, has to indicate the correct behavioral 
parameters and the necessary relational cares, in order to manage properly the 
complex system of interactions that take place, having the awareness that the 

Slide 1.1 

Slide 1.2 

Slide 1.3 

Slide 1.4 

Slide 1.0 



 
 

 

 
PROJECT NUMBER – 2017-1-IT01-KA202 -006161 

“WBL GUARANTEE - Public-Private Alliance to GUARANTEE quality of Work Based Learning”  Pag. 8 
 

relationship has an educational nature, aimed at the professional development 
of the mentee. 
 
PRACTICAL INSTRUCTIONS FOR THE CHOICE OF THE TUTOR/MENTOR AND THE 
WBL USER/MENTEE: 
 
How to identify and select the in-company tutor? The in-company tutor is a 
key-figure inside the company, since he/she puts the new employees in the best 
possible conditions to learn how to perform their work tasks effectively. He is a 
mentor and, therefore, it is important that he/she does not have a personal or 
private relationship with the mentee. Whenever possible, it is preferable that 
he/she is on a higher position in the hierarchical scale of the company, but not in 
the immediately superior position. In any case, those who play this role need to 
have a well-recognized competence and professional experience. He/she needs 
to be a patient individual, capable of understanding and nurturing the mentee’s 
process of development. 
 
 
The role that has to be played by the in-company tutor consists in: 
a. Facilitating the learning process;  
b. Informing and updating; 
c. Orienting and conducting; 
d. Supporting; 
e. Monitoring and evaluating.  
 
The main personal characteristics of the in-company tutor must be: being a 
mentor, the in-company tutor should be a person that colleagues and staff 
members consider competent and trustworthy. It is recommended that he or 
she is at least 10 years older than the mentee, since this age difference provides 
stronger authoritativeness to the role. The in-company tutor should be identified 
not only among the most prepared employees, but also among those more 
motivated in sharing their expertise with the new staff members. A good level of 
self-confidence and a positive attitude to inter-personal exchange are also two 
important aspects to be considered. 
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What personal characteristics are important in a good mentee? 
To be a good mentee, the WBL user must be focused on his career and 
motivated to change his own personal and professional life. The mentee must 
choose voluntarily to be accompanied by an expert, pushed by the willingness to 
learn from someone else’s experience. Consequently, he/she must be a person 
who can easily accept different points of view, receiving critical feedback 
without feeling frustrated. Moreover, he/she must be a person willing to change 
and develop, able to express sincerely his/her own expectations, problems and 
uncertainties. He/she should also be capable of appreciating the support of the 
tutor and the trust that has been accorded.  
 
Which work context guarantees the best basis for a good mentor/mentee 
relationship? 
a. The tutoring program must be approved and shared with the administrative 

board of the company 
b. Participants must have enough time available for their meetings and reunions  
c. Tutoring must be embedded into the culture of the company 
d. Mentoring must have a fundamental role in transferring knowledge from one 

generation to the other.  
e. The board must accept and legitimize the responsibility of the tutor.  
f. The company must set precise rules for the definition and the monitoring of 

the tutoring activities. 
 
What should be the attitude of the good tutor? 
The tutor has comprehensibly a fundamental role in supporting the process of 
experiential learning: he/she must provide constructive feedback to the activity 
of the WBL user, supporting him/her in his path of comprehension and 
elaboration of the experience. The tutor has to outline points of strength and 
weaknesses, explaining the steps that must be taken to improve and guarantee 
better work performances. The tutor has to pay attention to enhance the 
autonomy of the individual as best as he/she can, letting him/her free to reflect 
on how to turn ideas into action. With a constancy defined at the beginning of 
the training, the tutor and the user must constantly debate how to turn 
experience into new concepts and action. 
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What are the tasks that the tutor must do to work effectively? 
To play fruitfully his/her own role, the tutor must conduct a reflection on how to 
develop and put into action his/her own role effectively. His/her tasks are to: 

- Facilitate the learning process; 
- Inform and update the WBL user; 
- Orient and conduct the user in assimilating the company codes; 
- Monitor and evaluate work-based learning constantly. 

  
Here are some pieces of advice to reflect over the role of the in-company tutor:  

1. The tutor must be a facilitator rather than a teacher. 
2. The attitude of the tutor must be constructive: criticisms and corrections are 

fundamental, but he/she must be careful not to discourage the user in the 
learning process. 

3. The user’s self-reflection on what he/she learned will be important. Hence, the 
tutor must stimulate the user in undertaking this work of review, with respect 
to what he/she learned and how he did it. 

4. It will be crucial that the tutor motivates the new user in activating this review 
work, with respect to what was learned. 

5. The tutor should constantly remember how theory and practice must interact 
and complement each other. For this reason, it will be important to 
understand in which of these two areas the user is having more difficulties and 
proceed, wherever possible, to fill the gap 

6. The tutor must encourage the young employee to put into action / test the 
work performance, keeping into account possible mistakes and their potential 
consequences, working on the context in order to limit their impact and 
pointing out how to act to put remedy to new mistakes. 

 
In order to be able to act in the most effective way, the tutor must: 
 

1. Act as a facilitator and not as a controller; 
2. Ask questions instead of showing solutions; 
3. Focus on the facilitation of the learning process; 
4. Support and stimulate the self-evaluation instead of conditioning it; 
5. At last, the hardest task: be ready to renounce to the new employee in case 

his/her theoretical and practical knowledge are too far from the performance 
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that is required by the company, orienting him to new working contexts that 
may be less complex and, consequently, less frustrating for him.   

 
Quiz 
 
Question n. 1 
What are the 3 most important characteristics of a tutor?: 

 Dogmatism 

 Patience 

 Competence and self-awareness 

 Dominance 

 Creativity and versatility  

 Curiosity and chattiness 

 
 Question n. 2 
What are the 3 characteristics of the perfect mentee? 

 Openness and ability to accept criticisms 

 Unreliability 

 Inflexibility  

 Being impressionable 

 Willingness to learn 

 Openness to change 
 
 

  Questions  T F 

3. The word mentoring comes from the Indian tradition and describes 
the education of a young individual. 

 x 

4. The mentee has to be positively influenced by the tutor in his 
personal and professional development 

x  

5. A tutor is a colleague of the same age of the mentee that could teach 
him/her many important things 

 x 

6. The mentee is looking for support in a precise moment of his own 
life’s personal and professional development 

x  

7. A tutor can choose autonomously a mentee x  

8. If there are problems, the tutor must necessarily act as a mediator 
between the mentee and the boss 

 x 

9. A company that has activated mentoring programmes is more 
attractive for young apprentices 

x  
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  Questions  T F 

10. Mentoring is an important tool for transferring competences inside a 
company 

x  

 

If you answered correctly to at least 5 questions out of 10 you can go to the following 

module. Otherwise, we recommend that you follow the lesson once again and read the in-

depth focus Boxes.   

 

 

  

 BOX 1 - BEING AN IN-COMPANY TUTOR: 
BEST PRACTICES FROM THE EUROPEAN 
CONTINENT (CCCI) 
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          2. RESPONSIBILITIES OF THE IN-COMPANY TUTORS 
 
2.1 MAKE LEARNING EASY 
The in-company tutor has to support the new employee’s integration inside the 
company and follow the pathway of professional development. In order to 
effectively perform this function, it is essential that he/she knows the 
characteristics of the WBL contract that exists between the new employee and 
the company. Having an adequate knowledge of the statutes that can be 
attributable to WBL implemented (for example, knowing if it is a traineeship, 
apprenticeship or internship) is useful for assessing whether it actually 
corresponds to the specific needs of the parties. Each type of contract involves, 
in fact, taking on precise and mutual commitments by the newcomer and the in-
company tutor.  
 
SUPPLEMENTARY INFORMATION 

Features of the contracts regulating work-based learning in Italy, Spain and 
Cyprus.  
 
In many cases, the main problem that hinders the successful development of an 
on-the-job training path stems from the fact that a company expects the trainee 
/stagiaire or apprentice to be able to carry out work performances that are in 
line with the profile, as quickly as possible. Conversely, a young hire who enters 
a new organization is almost always destined to go through a more or less long 
period of difficulty. Likewise, the regulations governing the chosen kind of WBL 
also defines the limits of the in-company tutor and new hire’s responsibilities, as 
well as the related responsibilities. The more the training path takes the form of 
a proper employment contract, the higher and more legitimate are the 
company’s expectations, for a rapid alignment of the new hire’s competences 
with company standards.  
  
It is however necessary to consider that, regardless of the contract that 
regulates the WBL path, the new hire experiences difficulties while entering a 
new working context. In fact, he/she has to:  
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1. Understand how much the situation in which he/she is inserted is coherent 
with his/her own expectations and ambitions;  

2. Deal with tasks that require knowledge and skills, that he/she only partially 
possesses; 

3. Understand the (often implicit) values and rules of the organization, which 
affect behavioural styles;  

4. Undergo an adequacy assessment, as he/she is asked to show to what extent 
he/she is able to execute the tasks and play a role inside the organization.  

This is a complex challenge, whose outcome is not obvious. 
 
For the newcomer, dealing with new and challenging situations can generate 
anxiety, causing him/her to "withdraw". The most common symptom is, in fact, 
the person’s loss of motivation, which can over time lead him/her to reduce 
increasingly his/her commitment, limiting himself/herself to the passive 
execution of the assigned tasks.  
 
The new hire’s anxiety must not affect the tutor. For the role he/she plays, 
he/she is a person with a strong experience and, therefore, he/she must be able 
to understand if the difficulties experienced by the new hire can or cannot be 
overcome within the time foreseen by the training project. Each tutor must be 
aware that in order for the new hire to carry out the required operational tasks 
(such as using a machine and / or applying the procedures correctly), it is often 
necessary to possess basic knowledge and skills, which, if lacking, can slow down 
the ability to "learn to learn ". A proper tutor must be able to understand what 
the newcomer's expectations are, how they merge with past experiences and 
from these he/she has to start to redirect his/her choices towards working 
contexts that are more coherent with the young mentee’s potential. In other 
words, a good tutor must also be able to give up a mentee, if he/she feels that 
the performance of the new hire is too far from the expected result, generating 
anxiety and frustration, which cannot be solved through a tutoring process.  
 
Nonetheless, it is true that every new hire, despite having the basic knowledge 
required for the role, when he/she enters a new organizational reality, he/she 
will always need someone to help him/her learn the tasks that he/she will have 
to carry out independently . There is always a gap between what the newcomer 
knows and what is required within the company; this is why it is necessary to 

Slide 2.1.4 

Slide 2.1.5 

Slide 2.1.6 



 
 

 

 
PROJECT NUMBER – 2017-1-IT01-KA202 -006161 

“WBL GUARANTEE - Public-Private Alliance to GUARANTEE quality of Work Based Learning”  Pag. 15 
 

take action to organize a continuous and coherent training process that involves 
a learning path that is suitable for the needs of both the worker and the 
organization. The first objective will therefore be to fill the gap between 
incoming knowledge and skills and the competences required by the company, 
where it can be filled 
 
Understanding whether the GAP can be filled is among the most difficult tasks 
for the in-company tutor. Usually, a new hire arrives in a company with his/her 
own wealth of knowledge and, sometimes, skills. The tutor's task is to support 
the new hire in transforming - knowledge and skills - into competences. But if 
the incoming knowledge and skills are too fragile or unsuitable for the role, the 
tutor has the duty to direct the new hire towards jobs and companies that are 
more appropriate to his/her actual potential.  
 
To fully understand what we are talking about it is necessary to dwell on the 
meaning of the terms: "Skill" - "Knowledge" - "Competence". Skill is the ability to 
apply knowledge and use know-how to complete tasks and solve problems. The 
skills are cognitive (including the use of logical, intuitive and creative thinking) 
and practical (including manual skills and the use of methods, materials, tools 
and utensils) ". Knowledge is the result of the assimilation of information 
through learning. Knowledge is the set of facts, principles, theories and practices 
that concern a field of work or study. Knowledge is both theoretical and 
practical. Competence is one’s own ability to use, in work or study situations or 
in the professional and personal development, a structured set of knowledge 
and skills acquired in formal, non-formal or informal learning contexts. More 
simply, competence is what a person knows, understands and is capable of 
doing. 
  
The in-company tutor, precisely because he/she is an expert in the specific 
professional sector in which the new hire wants to operate, he/she must be able 
to assess whether and, to what extent, the new hire’s incoming knowledge and 
skills can be strengthened with a work-based learning path, in order to be 
transformed into work competences. Where this is possible, the in-company 
Tutor will therefore have to explain the work methods used inside the 
organization, provide practical examples of what is done and how it is done, but, 
above all, he/she will have to focus on the presentation of the good practices 
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adopted in the company. Probably, the newcomer will not immediately 
understand the importance of the concepts transferred by the tutor. It is 
necessary to be patient, bearing in mind that explaining and showing is 
important, but this is not enough to generate learning. A subsequent 
experiential phase is needed, during which the new hire will apply concretely on 
the field what has been previously explained to him/her.   
 
The work-based learning path requires a great exercise in patience from the 
tutor. The new hire is most likely inexperienced, he/she is learning new 
procedures and practices, therefore he/he is likely to carry out his/her work with 
inaccuracy or lack of precision, making frequent mistakes. An effective tutor 
must also be able to handle mistakes and contingencies, because they are 
intrinsic to the learning path. A good in-company Tutor must be able to manage 
mistakes and unexpected events, considering them as learning resources. A 
mistake can, in fact, be used as an opportunity for learning, to allow the person 
to understand why and what he did wrong. The mistake and the unexpected 
event must become an opportunity to be able to re-direct learning towards a 
successful performance. It will be necessary to discuss about the mistake, 
investigate the difficulties encountered and analyze ways for improvement, to 
avoid repeating the same mistakes again.  
 
All this requires the tutor to practice the ancient art of patience. Patience 
derives from the awareness that the newcomer needs time to be able to grow 
and mature in the company, but also derives from remembering what we have 
been and the effort made to "get where we are". The art of patience is a skill 
that is used "on the field" by the tutor, day after day, being aware of the 
importance of his/her role in the newcomer’s professional growth. It follows 
that the more continuous and constant the presence of the tutor is, the greater 
the chances are for the new hire to succeed in the role. The benefits that derive 
from taking on the tutor’s role are certainly more significant than the efforts 
made to fulfill the role. If an in-company tutor decided to change job or retire, 
he/she would bring valuable resources and knowledge with him/her, of which 
the company would be irremediably deprived. While if the "expert" person used 
his/her know-how to support the development of other young people, he would 
obtain great satisfaction and at the same time the company would increase its 
human capital. The expert tutor’s "tacit knowledge" represents a precious 

Slide 2.1.10 

Slide 2.1.11 



 
 

 

 
PROJECT NUMBER – 2017-1-IT01-KA202 -006161 

“WBL GUARANTEE - Public-Private Alliance to GUARANTEE quality of Work Based Learning”  Pag. 17 
 

resource for the company, for the new generations of workers and also for the 
tutor himself/herself. 
 
 
Some useful tips for in-company tutors: 
 
Stick to the facts: 
A tutor’s task is to help other people find their way. The mentee will not learn 
anything if the tutor intervenes to save him/her whenever he/she encounters a 
problem. When the mentee goes astray, the Tutor has the obligation to draw 
his/her attention, trying to remain focused on observing the facts. It is important 
that the tutor does not criticize the person, but only the behavior / performance. 
 
Do not take the mentee’s place: 
You should push your mentee to formulate his/her own professional 
development path. Don't forget that the new hire is the only responsible for 
his/her own success. The tutor’s role is not only to offer support and advice, but 
also to make his/her own wealth of experience and knowledge available to help 
the mentee grow professionally and as a person. 
 
Build solid foundations: 
Like buildings, solid careers also require strong foundations in terms of 
knowledge, ambitions and support from other people. You, as a tutor, are one of 
these people, therefore your support alone is not enough to guarantee the new 
hire’s success. To do your best, you should help your mentee to establish a 
network of solid relationships, both inside and outside the company, on the 
basis of which he/she can then build his/her career. 
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PLEASE REPLY TO THE FOLLOWING QUESTIONS (YES or NO) 
a) I feel proud when I can support a young and inexperienced colleague Yes/ No 
b) I have the opportunity to improve my abilities to support others and learn something 

new within a new sector  Yes/ No 
c) Getting in touch with new people and following their professional development 

stimulates my curiosity and increases my flexibility  Yes/ No 
d) My mentee’s progresses make me proud Yes/ No   
e) I can test my managerial skills and get direct feedback Yes / No    
f) I have the opportunity to reflect on my abilities and to know more about my 

strengths / Yes / No   
g) this new responsibility increases my reputation in the company, which makes me 

happy / Yes / No   
h) The tutor’s role has a positive impact on my career path Yes/ No   
i) I have a deeper knowledge of a younger colleague’s management experiences / Yes/ 

No 
j) Through my mentee I get important information on the working atmosphere inside 

the company / Yes/ No 
k) The exchange with other tutors provides me with new insights into my mentoring 

activities/ Yes/ No 
 
There are no negative answers! All statements are positive, and show the benefits that you 
will get by accepting to play the tutor’s roler! If you answered “NO” to more than 4 questions, 
we suggest you listen to the lesson again.  

  
  

 BOX 2 – SKILLS AND COMPETENCES OF THE IN-COMPANY TUTOR 
AT EUROPEAN LEVEL (CCCI) 

 BOX 3 – FROM WORKER TO IN-COMPANY TUTOR (AE) 
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2.2 INFORMING, ORIENTING AND MONITORING 
 
 
Another important role of the in-Company Tutor is to inform and update the 
new employee on how the company works. Informing does not only mean 
explaining what the company does, but also transmitting the tacit knowledge of 
which the organization is the bearer, that is, that non-codified knowledge, which 
is neither contained in texts or manuals, nor managed through structured 
communication flows, but existing only inside the individuals’ minds  
 
It is that knowledge that comes from work experience and that - as such - is 
connected to the ability to understand the contexts of action, intuitions, 
sensations, which can hardly be understood by those who do not share this 
experience. Therefore, it is necessary to share with the newcomer data and 
useful information on the organization, its structure, the different tasks, on the 
culture and rules adopted by the organization, including habits, customs, 
practices 'normally' in use, which are neither written, nor codified by 
procedures. Despite their importance, these 'informal' rules are rarely 
communicated and made available to the newcomer. In order for the tutor to 
manage better their role, a good practice is to devote some time to the 
presentation of colleagues, showing the equipment and every object that is 
useful to carry out a specific task. 
 
It is desirable that the tutor will find the opportunity to tell a little about the 
history of the organization, the staff turnover in the various functions, past 
events and decisions made that have contributed to create that specific 
company culture. 
 
A person who enters an organizational reality must have the opportunity to test 
himself/herself and (above all) understand if that is truly "his/her place", if the 
expectations he/she had and the tasks he/she has to perform are close to what 
he/she imagined and wanted to do, and if all of this is really in line with his/her 
career and / or professional and personal achievement plans. But he/she also 
has to understand if his/her (incoming) knowledge and skills are adequate to 
learn the performances expected by the organization  
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For anyone, entering a new working reality involves uncertainty, due to multiple 
factors: from the need to understand the new reality, to that of being able to 
adapt to the role. Uncertainty generates stress and this generates anxiety. The 
role of the in-company tutor is also to contain the newcomer’s anxiety. How can 
he/she do it? By helping the new hire to rework the experiences he/she has 
gone through during the most complex learning processes. The tutor should 
become a professional and emotional support, helping the young person in 
his/her professional growth, through incentives and actions aimed at facilitating 
his/her integration into the organizational reality. The more social and relational 
skills the new hire will have developed within the company, the greater the 
chances will be that he/she will be satisfied with the work done, increasing the 
quality of the performance. The tutor therefore becomes a facilitator of the 
integration processes, because the quality of the work performed also depends 
on them. 
 
An additional role of the in-company Tutor role is that of performance evaluator. 
In fact, a performance evaluation system improves and makes performances 
more effective. However, performance evaluation must be part of a professional 
growth project and, therefore, cannot be left to chance or, even worse, to self-
evaluation. The new hire, precisely because of inexperience, will tend to 
overestimate or underestimate his/her performance 
 
Implementing an evaluation process, for a tutor, means observing the young 
employee’s work, verifying his/her improvements in order to take corrective or 
ameliorative actions. Monitoring and evaluation will allow to check learning and 
growth areas. This generates a clear and defined signal to the collaborator with 
regards to his / her work; he/she feels as if he/she is taken into consideration 
and, therefore, stimulated to improve the quality of his/her performance  
 
Key concept 
You should share informal rules and organizational culture with your mentee 
and help him identify the key players inside and outside the company. Help him 
understand the technical jargon, as well as the implicit hierarchy underlying the 
activities to be carried out. Finally, help him identify potentialities for 
professional development and the accessible network opportunities. 
Useful tips - Language 
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Help him understand the technical terms, especially the acronyms used to 
describe particular products or functions, as well as the jargon used in the 
company. Identify the most efficient and, at the same time, friendly colleagues 
and invite your mentee to take them as eamples. 
 
Useful tips - Organizational culture, values and rules 
Help him understand the functioning of the most popular software in the 
company, but also the most appropriate clothing, the events in which it is 
appropriate to take part, the communication styles and the values considered 
important by most of the staff. 
 
Useful tips - Projects 
Highlight the informal hierarchy of the company. Help your mentee to identify 
the right people and collaborate with them in the realization of concrete 
projects or strategically important initiatives for the company. 
 
Useful Tips - Informal Resources 
Help your mentee to identify the potential for professional development and the 
opportunities available inside and outside the company, such as conferences, 
networks, training events, etc… 
 
Key concept 
There are many ways to help your mentee achieve his goals. First of all, you 
should use your personal story as a starting point, advise him/her to ask others 
for help, teach him/her the most effective ways to acquire the information of 
his/her interest. 
You should also offer him/her support and good practices to emulate, 
recommend useful reading and help him/her obtain feedback from colleagues 
and other managers. The manager of your mentee (if different from you) could 
help you identify the most appropriate support strategies 
 
Useful tips – Tell your story 
Use your professional story as a starting point to give advice to your mentee. 
What lessons can be drawn from your experience? What affected your career?  
Useful tips - Think about key situations in terms of: choices made, actions taken 
and tools used. Explain how you dealt with any unpleasant situations. Let your 
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mentee know your professional story, not only in terms of what happened to 
you, but also the choices you made. 
 
Useful Tips - Encourage him to ask the experts for advice 
Advise your mentee to connect with other people too. For example, he/she 
might ask, “I saw you working effectively on the xyz project, and I wanted to ask 
you for support. Would you mind meeting us on this day at this hour? ". Help 
him find the courage to face such conversations. 
 
Useful Tips - Help him identify sources of information 
Teach him the most effective ways to get the information he/she needs. Advise 
him/her to be self-sufficient.  
 
Useful Tips – Double-check his/her work 
Even if your mentee does not formally ask you for help, you certainly know the 
company's standards and expectations. Try to observe him/her at work and 
review his/her contributions, giving him/her the most appropriate advice. Offer 
him/her support and show him/her the models to imitate. Encourage him/her to 
reflect on his successes and failures. 
 
Useful Tips - Encourage selected readings 
Your mentee may not know how to prioritize topics or information. Recommend 
helpful readings and discuss with him/her what he/she is reading. 
 
Useful Tips - Encourage other forms of continuous learning 
A new staff member may not know when a new competence needs to be 
acquired. And even if he/she does, he/she may hesitate to ask for help fearing 
that he/she would be considered incompetent. Over time he/she might learn 
what he/she doesn't know, but a full-immersion would certainly allow him to 
progress faster. 
 
Useful Tips - Suggest that he/she asks for feedback 
Some companies have well-structured processes to provide feedback, but many 
others don’t. Help your mentee ask for feedback from colleagues and managers, 
and share the evaluations collected together with you. Help him/her use his/her 
strengths to overcome the difficulties.  
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.  
 
Useful Tips - Meet your mentee’s manager 
(if different from you) Your mentee’s manager could help you understand how 
you can offer him/her the most appropriate support. Always inform your 
mentee when you meet his/her manager. Three-people meetings are very useful 
- especially for the mentee   
 

Test  
Question 1 
You should explain the informal rules of the company to your mentee 

 True  

 False 
Question 2 
Telling him/her your personal story may confuse him/her 

 True  

 False  
Domanda 3 
Your mentee’s manager and you should not exchange comments and opinions about your mentee 

 True 

 False  
 
Rights answers 
Question 1: True 
Question 2: False 
Question 3: False 
 

If you answered wrongly to more than one question, we suggest that you listen to the lesson 
again.  
 

 

 

 BOX 4 – SUPPORT THE SELECTION OF THE USER (AE) 

 BOX 7 – THE TUTOR’S PROFILE: A GENERAL 
FRAMEWORK (AE) 
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3.THE IN-COMPANY TUTOR TOOLBOX  

 
The tools available for the in-company tutor to build and manage a 
professionalizing relationship are three:  
1. The relationship he/she builds with the newcomer, an essential feature of a 

good (or bad) professional relationship; 
2. The experience, the model of the good practices to be followed and the 

mistakes to be avoided; 
3. Communication skills as a means to redirect and correct the new hire. 
 
3.1 THE RELATIONSHIP 
Relationships are complex and demanding and their evolution is often difficult to 
predict. The beginning of a relationship can be foreseen and known, but its 
continuation cannot at all! 
 
In order to perform the role of in-Company Tutor at best, it is therefore essential 
to possess (and strengthen) a strong relational ability. Building a positive 
relationship since the beginning is essential because it: 
• facilitates integration into the staff; 
• improves the working atmosphere; 
• contributes to build trust; 
• stimulates better work performance; 
• lays the foundations for an increase in motivation towards work; 
• encourages a continuous learning process. 
 
A positive relationship between the in-company Tutor and the new hire allows 
the latter to feel welcomed, well-accepted and respected not only as a worker, 
but also (if not, above all) as a person. Obviously, in order to build, maintain and 
implement a relationship it is necessary, if not essential, that the in-company 
Tutor is present, if not constantly for at least a large part of the working time. 
 
The Tutor, as a good leader, must be at his/her collaborator’s side, so that 
he/she can manage, check and verify his/her work. Only in this way he/she will 
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gradually become a stable and significant reference figure. Relationships, 
including working relationships, are a continuously evolving process, in which 
the parties know and exchange views with each other daily; only in this way can 
significant relationships be created based on trust and mutual respect. 
 
Key concept of the relationship. There are many activities that the tutor should 
carry out in order to offer adequate support to his / her mentee. First of all, 
he/she should explain to him/her the objectives of the WBL path and its 
benefits. The main role of the tutor consists in analyzing, together with the 
mentee, the results achieved through the work done, suggesting concrete 
actions to be undertaken for handling situations professionally. The tutor should 
also help the mentee manage relationships with the rest of the staff positively, 
as well as perform the tasks assigned to him/her. 
 
Useful tips - Communication strategies 
Teach him/her to set up emails and communicate appropriately, focusing in 
particular on: 
- the appropriate ways to communicate with managers via email, chat or other 
means 
- how to create a mailing list 
- the different languages according to the type of communication 
- the informal communication channels. 
 
Useful tips -Cultural differences 
Especially if your mentee is a reserved person, you should try informal scenarios 
or conversations, in order to help him/her feel comfortable. It is also useful to 
inform him/her about the power of body language and eye contact, and to 
specify the role models to imitate. 
 
Useful Tips - Professional Standards 
Your words and your point of view will influence the mentee’s opinions, 
therefore try to always say a word about professionalism. If the mentee makes a 
disparaging remark about someone, try to suggest a different interpretation of 
the situation so that he/she can deal with it constructively. 
 
Useful Tips - Help your mentee say "No" 
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Your mentee may be asked to perform unrewarding tasks. If he/she is a new 
hire, he/she will probably want to show his/her availability, nevertheless you 
should help him/her make strategic choices. Teach him/her to say "no" in a 
polite manner, by saying that he/she has other specific priorities. He/she could 
say, for example: "I'm sorry but project x is taking all my attention, and at the 
moment it is my main priority". Suggest that he/she put himself/herself up for 
performing tasks that have a positive “return” for him/her, allowing him/her to 
learn something new and giving him/her visibility or allowing him/her to 
collaborate with more capable colleagues. 
 
 
Useful tips – Broaden the discussion 
If possible, meet another tutor-mentee couple to discuss and exchange views. It 
would be advisable to arrange for participating as a spectator in an ordinary 
meeting between a different couple of tutor and mentee. Then make your 
observations, and try to improve their work together. Consider the opportunity 
to create "tutoring circles" in the company, in which different tutors offer their 
advice to the new hires. 
 
Useful tips - But what could you actually do to make a difference? 
Here are some key actions ... 
- SUPPORT your mentee 
- LISTEN to his/her ideas, dreams, needs and concerns 
- RESPECT the confidentiality, which is necessary to encourage a healthy learning 
and professional improvement and growth process 
- REACH OUT TO HIM/HER, making him/her feel like a member of the group 
rather than a guest 
- CELEBRATE successes and generate self-esteem and confidence in his/her own 
professionalism.  
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Question 1 
You should try different scenarios and types of conversations until your mentee feels 
comfortable 
¢ True 
¢ False 
 
Question 2 
You should let your mentee express a disparaging remark about a colleague 
¢ True 
¢ False 
 
Question 3 
It is advisable to suggest that your mentee proves himself/herself available, saying "yes" to 
every request received 
¢ True 
¢ False 
 
Correct answers 
Question 1: True 
Question 2: False 
Question 3: False 
 
If you provided an incorrect answer to 1 of the 3 questions, we suggest that you listen to 
the lesson again. 
 

 

 

 

  

 BOX 5 – MANAGING A GOOD RECEPTION 
PHASE (AE) 
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3.2 THE EXPERIENCE  
 
Every professional and expert worker knows that the experience gained over 
time is a unique and irreplaceable resource; a tool which, combined with other 
means, allows the professional to orient himself/herself even in complicated, 
ambiguous and uncertain working situations. Experience is a resource that, in 
order to become a useful operational tool, must not only be understood and 
kept in mind, but must be applied and used whenever there is an occasion. For 
an "expert" tutor, the memory of the mistakes made as a neophyte, the 
strategies put in place to overcome the initial difficulties, the solutions found 
and those rejected are only some of the experiential references to guide, advise 
and orient the young hire towards a path of professional growth and integration 
within the company. 
 
The in-company Tutor becomes almost spontaneously a sort of 'role model' to 
observe, listen to, imitate. It is therefore very important to keep this 'model' 
position in mind. As far as this "model" position is concerned, experience 
becomes an essential tool for training and knowledge transfer, where other not 
always conscious and tangible elements also come into play 
 
The mistakes that a model tutor has to avoid: 
Mistake no. 1: Not having specific goals 
During the tutoring process, enforce the culture of commitment. Point to 
specific goals. In this regard, remember that the defined objectives always have 
to be measurable, that is, they have to be SMART: Specific, Measurable, 
Appropriate / attractive, Realistic, Achievable. Only by setting SMART objectives, 
the tutor-mentee couple will be able to experience successes and failures, 
defining improvement or corrective actions. 
   
Mistake no. 2: Guiding without clear agreements 
It is necessary to identify clear and measurable indicators on the basis of which 
you will have to evaluate your mentee’s work. This will help you manage the 
goals achieved and design subsequent improvements. 
 
 
Mistake no. 3: Lack of discussion 
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Tell your experiences - and be open to the topics and ideas of your mentee at 
the same time. Only if your mentee feels active and participant in the solutions 
reached, he/she will put them into practice with pleasure and appropriately. 
 
Mistake no. 4: Lack of trust 
Be confident! To succeed in your role, you must sincerely trust your mentee’s 
capacities. If you doubt your mentees’ capacities, you had better renounce the 
role. 
Mistake no. 5: Don't be predictable 
Flexibility is a strength, but excessive flexibility confuses even a mentee. Think 
about how important honesty and values are to a leader. Remember that your 
mentee depends on you and trusts you. 
 
A tutor is: 
- A training partner 
- An expert (but not in everything) 
- A trusted person 
- A counselor 
- Someone who encourages 
- Someone who asks questions 
- A remote observer 
 
A tutor is NOT 
- A business decision-maker 
- A boss 
- A person who knows everything 
- A management spokesman 
- The boss’ spy 
- The boss’ voice 
 
 Question no. 1 
What mistakes should be avoided in tutoring? 
- Not setting goals. 
- Unclear agreements. 
- Inaccurate instructions on the job. 
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Question no. 2 
What facilitates a constructive dialogue? 
- Talk about critical points. 
- Analyze problems together and systematically. 
- Listen actively. 
 
Question no. 3 
Which roles do not suit a tutor? 
- To encourage. 
- To make decisions. 
- Act as a referee. 
  
Correct answers 
Question no. 1: 2 (Unclear agreements and Not setting goals). 
Question no. 2: 2 (Analyzing problems together and systematically.) And 3 
(Listening actively). 
Question no. 3: 2 (Making decisions) 
 
If you provided a wrong answer to more than 1 of the 3 questions, we suggest 
that you listen to the lesson again 
  

 

  

 BOX 6 – COMMUNICATING WITH THE WBL USER: 
SOME PRACTICAL TIPS (AE) 
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3.3. THE COMMUNICATION 
 
Being able to communicate your thoughts, emotions and goals correctly and 
clearly is key to making the new employee understand the tasks, priorities and 
expectations required. But talking does not mean communicating. Everyone can 
speak and somehow express themselves, but being able to communicate 
effectively requires (at least) awareness, patience and the ability to put yourself 
in other people's shoes. Communicating means undertaking a social activity 
organized according to certain rules, which largely vary from culture to culture. 
More simply, communicating means sharing information, opinions, ideas, 
emotions. 
 
Being able to understand and be understood correctly by colleagues, by new 
staff, by the customer makes your working life lighter and without tensions. In 
the relationship with the young neophyte, being aware of the complexity and 
importance of correct and effective communication becomes even more 
strategic, given that this is the main tool for ensuring the correct execution of 
the tasks assigned to the mentee. Confused communication inevitably leads to a 
messy and uncertain execution of the task, while effective communication is 
based on two pillars: active listening and assertiveness. 
 
Active listening is the ability to listen with a high degree of attention and 
communicative participation and in this it differs from listening as it is commonly 
understood, that is as simple reception of information (passive listening). Being 
able to observe your interlocutor, also understanding his/her non-verbal 
language and his/her tone of voice, facilitates our concentration and therefore 
also our listening system is activated more effectively; having a high degree of 
attention facilitates our concentration and therefore our listening. Observation 
and listening will thus feed into a positive spiral that promotes not only the 
development of active listening, but also the improvement of the interpersonal 
communication competence. These elements are also essential for the 
important learning process of adults, which is complemented especially with 
direct experience 
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Assertiveness (meaning), from the Latin "asserere", or assert, is the human 
ability to express one's own emotions and ideas clearly and effectively, without 
harming the dignity and opinions of others. From this it follows that assertive 
communication is a primary tool to ensure harmony in the workplace, as well as 
in interpersonal relationships. When we communicate with someone, it can 
happen that misunderstandings arise or that a wrong approach generates 
tensions; in these cases, using the weapon of assertiveness it is possible to 
reconstruct a harmonious and constructive atmosphere. But what do we exactly 
mean by the term assertiveness and why, by becoming assertive, could we 
improve our relationships with mentees and colleagues, as well as the quality of 
our life? Assertive communication is the ability to express positive and negative 
ideas and feelings in an open, honest and direct way. It allows recognition and 
protection of our rights, while respecting those of the others 
The person with an assertive communication style is able to express 
himself/herself correctly, but also has another ability, namely active listening  
 
In order to understand fully the assertive communication style, it is necessary to 
start from the definition of the passive and aggressive style. The person with an 
aggressive / inhibitory style tends to interrupt the other often, to make 
criticisms, demonstrating to his/her interlocutor a certain impatience that can 
also occur at a non-verbal level (facial expressions, proxemics). This style, of 
course, does not encourage listening and the interlocutor perceives he/she has 
little interest in him/her. The person with a passive style, on the contrary, will 
tend to show too much compliance, with too long listening times (absence of 
timing). In this way, it conveys an excessive importance given to the interlocutor, 
without being able to express his/her disappointment or simply his/her opinion 
on the subject. 
  
Assertive / reinforcing communication (halfway between passive and aggressive 
style) pays attention to what others have to say. The message you send is the 
following: "What you are telling me is important." The perception that the 
interlocutor experiences is of understanding, that is, he/she perceives that the 
other tries to understand and feel his / her mood. Active listening, together with 
assertive communication favors the ability to provide adequate answers, 
supporting the growth of the individual within the company 
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In every workplace, it is possible to identify a variety of opportunities within 
which it is possible to exercise one's own ability to be an active and at the same 
time assertive listener. In the following table, we compare a series of attitudes 
that can facilitate or inhibit the development of a positive relationship between 
tutors and the new hires. 
 
 

Situation: the mentee made a mistake and refers to the tutor in order to admit 
his/her mistake  

INHIBITOR 
The tutor blames the mentee for what has 
happened  

ENABLING 
The tutor tries to obtain more information on 
what has happened, pushing the mentee to 
look into the reasons of the mistake 

Situation: The mentee is explaining the contents learned during the first week of 
work, to get feedback from the tutor 

INHIBITOR 
The tutor listens to the mentee while he/she is 
performing another task. As a result, he/she 
pays little attention to communication with the 
mentee 

ENABLING 
The tutor gives some of his/her time for a face-
to-face meeting with the mentee, in order to 
guarantee maximum concentration. During the 
meeting, he/she also pays attention to body 
signals (eye contact, posture, movements) to 
establish a relationship based on availability 

Situation: During a monitoring meeting, the mentee expresses some negative 
feelings (sense of insecurity, anxiety) related to the WBL experience progress 

INHIBITOR 
The tutor believes that there should be no 
space in the workplace for considering 
someone's feelings therefore he/she ignores 
the mentee’s statements 

ENABLING 
The tutor tries to show empathy towards the 
young employee, accepting that he/she shares 
his/her feelings. At the same time, he/she tries 
to investigate with him/her what their roots 
are, in order to face them in a positive and 
more effective way 

Situation: Upon the tutor’s request, the mentee reports on the results of some 
research he/she conducted autonomously 

INHIBITOR 
The tutor noticed some mistakes in the work 
done by the mentee and interrupts him/her 
immediately, preventing him/her from 
justifying his/her statements 

ENABLING 
The tutor lets the mentee conclude his/her 
presentation, eventually making observations 
about what he/she believes are mistakes to be 
avoided and the improvement actions to be 
taken 

Situation: the mentee makes a personal observation while he/she is carrying out a 
work activity  
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INHIBITOR 
The tutor scolds the mentee in front of other 
colleagues 

ENABLING 
The tutor suspends his/her judgment, 
preferring to discuss about the matter in 
private with the new hire in order to 
understand the nature of his/her statement 
and give him/her advice on how to avoid 
making this mistake again 

 
 

Tips to train the mentee to active listening and assertive 
communication 
1. Advise your mentee to act as a critical interlocutor, to listen carefully to 

others and to intervene only where appropriate. An excellent gym is the 
observation of roundtables and working groups 
 

2. Advise your mentee to listen carefully to others, and to intervene only where 
necessary. Suggest that he/she mentions other people’s contributions when 
he/she takes the floor, so as to enhance the other interventions and 
demonstrate his/her ability to make interesting connections! 
 

3. Observe others - Recommend that he/she attends the largest number of 
working groups, even if only as a spectator. Advise him/her to write down the 
interventions he/she believes have been decisive for the success of the 
group. Discuss with him/her about how to apply this information in his/her 
work. 
 

4. Encourage self-promotion. Humility is a virtue up to a certain point. Your 
contributions are not noticed if you keep a low profile or underestimate your 
work. Encourage your mentee to promote himself/herself, to share 
information strategically.  
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3.3.1 Learning and Communication Styles  
  

A final topic addressed in this module focusing on the tutor’s tools to improve 
the WBL quality is that of learning styles. The effectiveness of the tutor’s 
communication also depends on the mentee’s learning style. Recognizing the 
mentee’s learning style can significantly help the tutor use effective 
communication strategies and methods with his / her interlocutor. Each 
individual differs from others in age, attitudes, sensorial modalities, motivations 
and learning styles. The concept of learning style refers to the way information is 
processed. People are different and everyone learns in their own way. 
Therefore, in order to be able to teach you need to be aware of the existence of 
a large variety of learning styles  

Some people acquire easily information related to concrete objects (facts, 
observations, experimental data), while others are more at ease with abstract 
concepts and mathematical models. If it is easier for an individual to remember 
images, colors and shapes, we can say that he/she has a visual style; if he 
remembers words, sounds and voices more easily, he has an auditory style; on 
the other hand, if he/she impresses upon his/her memory a tactile or movement 
sensation, he/she has a kinesthetic style 

Indeed, the issue is much more complex. The learning style does not only involve 
cognitive styles, i.e. the set of preferred ways of processing information, but also 
includes socio-emotional aspects, i.e. those more stable aspects of the 
personality that the in-company tutor can hardly influence. The "learning style" 
refers to each person’s individuality. The differences among people are due to 
different personality traits, to different mental processes activated, to different 
levels of self-confidence, or to the combination of these elements or others. 
 
Nonetheless, enhancing at least partially the learning style is certainly a step 
forward to facilitate further learning. An in-company tutor can enhance 
communication by using the main channel through which his / her mentee 
receives impressions from external stimuli (visual, olfactory, kinesthetic). It 
should be emphasized that all individuals use different senses in learning, both 
active and passive: all these aspects affect the way we learn. There is no "pure" 
learning style, however there might be a prevalent learning style. Here are some 
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tips on how to observe, interpret and plan the mentee’s learning, enhancing the 
prevalent sensory channel.  
 
If your mentee, during your explanations: 
• takes notes  
• remembers easily what is written 
• remembers easily after having seen or written something 
• after the first reading, recognizes the main aspects of a certain topic 
• loves reading, newspapers and magazines 
most probably, his/her prevalent learning style is the VISUAL one. 
 
 
If your mentee, during your explanations: 

 remembers and is able to repeat especially the ideas presented orally 

 learns well during seminars and workshops  

 likes listening and express himself/herself well  

 loves drama and music performances 

 is able to repeat and comply with verbal instructions 
most probably, his/her prevalent learning style is AUDITORY one. 
 
 
If your mentee, during your explanations: 

 prefers an active and practical approach to learning  

 involves the sense of touch in learning 

 likes carrying out artistic work 

 loves repairing objects 

 likes writing and drawing 

 is good at manual work  
most probably, his/her prevalent learning style is the TACTILE one. 
 
 
If your mentee, during your explanations: 
• learns through practical experimentation of what has been explained to 

him/her  
• is not very focused during theoretical explanations 
• prefers experiments and object manipulation 
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• when he/she listens to music he/she tends to move his/her body 
• loves carrying out physical activities 
• learns better if he/she can move during explanations 
Most probably, his/her prevalent learning style is the KINAESTHETIC one. 
Kinesthesia is an individual’s awareness of his/her own muscles and movement,  
which allows coordination in walking, speaking or in using hands 

 

People do not only have different cognitive styles. Everyone follows their own 
inclinations and creativity to acquire new information. Learning from one's own 
experience is good, but it is even better to learn from the experiences of others. 
Motivation to learn is the essential prerequisite for learning. Another aspect that 
determines the learning style concerns our personal way of dealing with a 
problem. To summarize, we can group people mainly in two types. 

Individuals with analytical style. They tend to break down the problem into 
different parts and analyze each single part, in a logical, linear, systematic and 
reflective way. 

Individuals with global style. They evaluate things as a whole. They work by 
synthesis. Deciding in a generally intuitive way. 

Be careful! It is important to stress that there are no better or worse styles. 
There are paths that are simpler and more effective for us, and it is useful to 
know them 
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The analytical style 

How to recognize it?     What to do? 

It relates to somebody to whom you 
have to explain the procedure to go 
forward. He/she is always asking 
questions or talking about the steps to 
follow. 

The tutor has to explain step-by-step 
what needs to be done. 

He/she is an organised and tidy person It is useful to encourage the person to ask 
for information on the procedure or the 
method. 

 

The global style 

How to recognize it?     What to do? 

He/she likes to contribute with ideas, try 
new methods 

The in-company tutor has to provide 
often new tasks and convey concepts 
that stimulate experimentation 

His/her motto could be “what would 

happen if…?” 

Avoid the routine. 
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4.DESIGNING, MANAGING AND EVALUATING AN ON-THE-JOB TRAINING 

PATHWAY 

 
"Well begun half done!" says an old proverb ... First of all, and with some 
advance before the arrival of the newcomer, it is of crucial importance to start 
gathering the expectations of both the company (partners, manager, human 
resources manager or simply the "boss") and colleagues who will work side by 
side with the new collaborator. It is not uncommon to come across 
disproportionate expectations compared to the actual tasks that the new hire 
will have to carry out. Until the expectations towards a person or a role are not 
explicit and elaborated, and stay within the mind limbo, one does not realize the 
risk of distortion that can exist between expectations and reality. 
 
A consultation, even if informal and unstructured, allows you to create a shared, 
articulated and realistic vision of the atmosphere, relationships, workload and 
tasks that could be assigned to the new hire. Once the ideas, fantasies and 
expectations have been gathered, it is advisable to create a list, as complete and 
precise as possible, of the tasks and performances that the new employee will 
have to fulfil 
  
The tasks and duties identified by the in-company tutor represent the starting 
point of the training project design, therefore they have to be shared with the 
consultant / project designer of the training agency from which the young 
person comes or that supports the new hire in the work-based learning path. It 
goes without saying that a good and timely management of this phase allows, 
then, to be able to adjust, in itinere, the training interventions deemed 
appropriate for the new situation 
 
But there is more. A well-planned training project ensures that the new hire has 
the possibility to use the experience gained in the workplace also for the 
subsequent competence validation and certification. The certification of the 
competences acquired through an internship, traineeship or apprenticeship 
requires the activation of a formal recognition procedure by the entitled body. 
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The competence certification procedure ends with the issue of a certificate with 
legal value  
 
 
4.1 How to design a quality training pathway  
The quality of the training project design derives from the accuracy with which 
the duties and tasks to be assigned to the new hire have been identified and 
described. To this end, the in-company tutor, as an expert in the role, as well as 
"experienced worker", is able to understand in advance the level of complexity 
of the tasks that the newcomer will have to perform 
 
The more complex the task is, the more extensive and thorough the specific 
sectorial knowledge and the more articulated the cognitive skills that the new 
hire has to apply to carry out an adequate performance will have to be. Please 
note that the project design has to be carried out with the consultant / designer 
of the training agency from which the young person comes (if present), who will 
support the tutor in defining the level of complexity of the performance required 
from the new hire. The training project represents the compass of a work 
experience, its identification document. Within the project, the objectives and 
contents of the WBL experience have to be described, with particular reference 
to the activities to be carried out and the skills / knowledge that can be acquired 
by the young hire.  
 
The training project, if well-structured, represents a fundamental tool for a 
correct set-up and implementation of the experience, since, through it, it is 
possible to design technical-professional and transversal skills useful for 
strengthening the young person’s career prospects and / or job placement. The 
in-company tutor will have to identify the specific tasks that the new hire will 
have to perform in the business context of the company; while the tutor of the 
training agency will have to link the tasks assigned to the new hire to specific 
learning units, of which training and performance standards exist. In this way, 
the new hire will be put in a position to operate within a protected and safe 
environment 
  
In order to design the training project it would be advisable for the in-company 
tutor, despite being an "expert" in the role, to consult the national and / or 
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regional catalogue of professions, to find out about the activities, the 
performances required for the role, as well as the knowledge and skills foreseen 
by the official standards, which are systematically updated on the basis of the 
evolution of professional contents and the dynamics of the labor market. The in-
company tutor is always invited to ask for the support / collaboration of the 
tutor of the training organization, to deepen the professional and training 
standards of each professional profile  
 
Although the definition of the units of competence on which the training project 
is based is within the responsibility of the tutor of the training agency, it is 
advisable that the in-company tutor also knows what it is. The unit of learning 
outcome is a didactic element of the training path. It is composed of a set of 
competences and skills that could be assessed and validated for certification 
purposes   
 
Each professional profile is made up of several units of competence. If someone 
possesses all of them, they can be certified, enabling the new hire to practise the 
profession /job. But competences can also be acquired and certified individually. 
Certifying competences means giving a formal value to what has been learned 
through one's own study, work and life experience. The competences attested 
by a public certificate have legal value and represent “the proven ability to use, 
in work, study situations or in one’s own professional and personal development, 
a structured set of knowledge and skills acquired in formal, non-formal and 
informal learning contexts"(legislative Decree 16th January 2013, no.13). 
 
In order to allow your mentee to give a legal value to the experience gained in 
the workplace, it is therefore necessary to design a training path, so that the 
learning outcomes can be linked to specific units of competences. It is within the 
in-company tutor’s responsibility to assist the tutor of the training agency in the 
definition of the training project, as far as the specific content of the tasks is 
concerned. The tutor of the training agency will be responsible for organizing the 
WBL path into learning units that can be referenced to the competences 
foreseen by the national / regional repertory  
 
The first task that the in-company tutor has to perform is a careful description of 
the activities that the trainee / apprentice / intern has to carry out and the 

Slide 4.1.5 

Slide 4.1.6 

Slide 4.1.7 

Slide 4.1.8 



 
 

 

 
PROJECT NUMBER – 2017-1-IT01-KA202 -006161 

“WBL GUARANTEE - Public-Private Alliance to GUARANTEE quality of Work Based Learning”  Pag. 42 
 

performance (s) that he / she will have to learn to accomplish at the end of the 
tutoring period. This information must be provided to the tutor of the training 
agency, who will use it to develop the training project, with reference to specific 
units of competence foreseen by the national / regional repertory. A good 
training project is in fact the prerequisite for making a WBL experience 
expendable, through a process of transparency and validation of competences, 
both for the recognition of training credits or for the certification of 
competences 
 
What are these procedures for? 
They can have 2 different purposes: 
a) in the case of recognition of training credits: assessing the actual possession of 
knowledge and / or cognitive requirements, to allow the prosecution of studies 
within personalized training paths. 
b) in the case of certification of competences: evaluatin the possibility of direct 
access to the certification itself. 
To sum up, a training path inside a company, if designed and implemented with 
the aim of recognizing and validating the competences deriving from it, can give 
rise to the certification of training credits or allow access to the qualification 
itself. 
 
In order to develop the training project, the in-company tutor, assisted by the 
tutor of the training agency, has to contribute to the description of the following 
elements: 
1. The main activities that the trainee will have to carry out 
2. The knowledge requirements to perform the tasks 
3. The degree of autonomy and responsibility that the new hire has to take on at 
the end of the training path 
4. The technical / professional competence (s) he/she must possess at the end of 
the training path (several competences are also possible, according to the length 
of the course) 
5. COMPETENCE 1 
- Description of the competence 
- Skills 
- Knowledge 
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It should be remembered that the term competence refers to the proven ability 
to use, in work, study situations or in the professional and personal 
development, a structured set of knowledge and skills acquired in formal, non-
formal or informal learning contexts 
 
In order to identify the competences, it is necessary to refer to the actual work 
processes and the work activities actually carried out. To get suggestions on how 
to formulate the description of the technical-professional competence, it is 
advisable to consult the regional / national repertory of qualifications. In the 
description of the competence it is essential to also indicate the level of 
autonomy and responsibility that the new hire has to reach at the end of the on-
the-job training path. You need to pay considerable attention to the description 
of the skills and knowledge covered by the training project. They must be 
coherent with the role without exceeding in complexity or undervaluing the role. 
Each competence must contain at least two skills, among those foreseen in the 
repertory of national and / or regional qualifications  
 
It should be recalled that "skills" are the abilities to apply knowledge and use 
know-how to complete tasks and solve problems; they represent the technical, 
practical or relational components for the use of the competence; they are 
cognitive (related to the use of logical, intuitive and creative thinking) and 
practical (including manual skills and the use of methods, materials, tools). In 
describing skills, it is necessary to bring out the application dimension, i.e. the 
use of techniques, procedures or methods  
 
Knowledge consists of what is known in each specific professional activity and 
could be: 
A. theoretical: related to disciplinary areas and contents (for instance: theories, 

principles, models, typologies, rules); 
B. Methodologies: related to techniques, tools and modalities to execute the 

professional activity (for instance: professional methods, work methods, 
standards of reference, operational techniques, management procedures, 
applicative programs, instrumental technologies, materials, documents); 

C. context-related: related to the organizational context in which the 
professional activity will take place (for instance: productive organization, 
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management systems, productive sector or compartment, delivered products 
and services, market of reference). 

 
In any case, the in-company tutor has to support the development of the 
training project, helping the tutor of the sending organization in identifying the 
aspects that characterize the professional content of the profile, that will give 
the reference points for the on-the-job professional pathway of the individual. 
 
A training project must also define the criteria and methods for evaluating the 
learning acquired at the end of the training path. In this context, the quality and 
precision with which the learning outcomes were defined and described is of 
fundamental importance in order to be able to carry out a correct assessment, 
just as it is important to pay attention to the feasibility of what is being planned 
 
Here are some useful tips for planning an "evaluable" training path: 
A. The evaluation procedures and the related evaluation criteria used during the 
WBL pathways must be transparent and described in a specific document (for 
example, also in an attachment to the training project); 
B. The results of the evaluation must be documented so that the young person 
at the end has sufficient evidence to document his/her own learning; 
C. The host company and the training agency and / or PES must share, from the 
project design phase, principles, evaluation criteria, as well as the evidence 
documenting the learning acquired; 
D. The evaluation should focus EXCLUSIVELY on whether the learning outcomes 
agreed in the design phase have been achieved or not; 
E. The evaluation procedures must be appropriate to the business context in 
which the training path took place, as well as consistent with its duration and 
purpose  
 
 
4.2 How to receive a new hire  

 
After having prepared an accurate training project with the support of the tutor 
of the proposing subject, and after having appropriately informed the colleagues 
and having collected the expectations, moods and feelings within the 
organization, everything is ready to welcome the new hire. This phase, although 
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carried out inside all companies, is not always carried out with due awareness 
and prudence. Often, the term 'reception' is replaced by another concept which, 
although similar, in fact is different: 'letting the person into the company’. 
 
Providing the newcomer with initial information on how the company is 
organized, who to refer to in case of need, informing about the expected role 
and tasks is equivalent to showing and indicating the tacit map of the company 
rules. As human beings, we tend to create a mental representation of the world 
in which we live, that is, we create a map or model, which we use to understand 
the reality. This map determines the experience you have of the world, the way 
you perceive it, the choices that seem available, the judgments you make about 
places and people 
 
The new hire will develop a mind map of the organization, in which he/she will 
place the first information, the first points of reference relating to who does 
what, where the relevant objects and places are, how to get to the various 
places of interest and, where instead, it is not appropriate to enter, what should 
be avoided and why. To all this, the memory of the possible (and potential) 
consequences of breaking one or more rules, behaving inappropriately or doing 
something that does not belong to him/her, must be added. A good reference 
map, with clear and well-marked cardinal points, allow the new hire to 
understand what, when, where, why something / someone has significant value 
for the company 
 
The key points to consider are the following ones:  
1. It is a good practice that the in-company tutor introduces himself/herself, 

starting from a brief description of himself/herself then moving to a clear 
presentation of his/her role, the related tasks and availability (real, not 
theoretical or presumed) for any further clarifications, support or help. This 
start allows the newcomer to understand who is his/her internal reference 
point within the company, a reference that will stay throughout the induction 
period and development of the training path (unless contractual changes for 
one of the parties happen) and will determine a good part of the successes 
and professional growth of the latter 

2. It is also strategic to describe and present the company: how it was born, 
what it does, what its objectives are, what its values and underlying vision 
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are. It can happen that, especially for the most motivated people, the 
newcomer looks for information beforehand about the company, currently 
the available means are various (one of the most widely used is Internet); it is 
however good practice to inform him/her in person on what is believed to be 
important to convey about the company. Should the new hire work with 
other people beside the in-company tutor, it will be necessary to introduce 
the latter ones as well to the newcomer, as a good relationship starts from 
the first good contact. 

3. After the “official presentations” it is essential to explain and describe with 
clarity and simplicity the role, tasks and expectations (short-, medium and 
eventually long-term) from the newcomer. It is extremely important to 
provide this explanation immediately, since the beginning, already during the 
meeting with the new colleague, in order to provide a strategic direction to 
the worker.  

 
In the first moments when we meet a stranger or find ourselves in a new 
context, our brain experiences a rather high peak of attention; in these 
situations many details are memorized and maximum attention is paid to what is 
experienced. A good initial explanation about what needs to be done and what is 
expected from the inexperienced young person therefore allows to avoid, or at 
least to reduce, the amount of mistakes, gaffes, distractions and carelessness 
that he/she will most likely tend to make. In addition, clarifying all this from the 
outset allows both tutors and mentee to be able to monitor also learning based 
on parameters and criteria already expressed and communicated (and, 
therefore, in some way agreed upon). 
 
Since the professional role is not exempt from a whole series of rules, norms and 
good practices concerning the place, people and context in which this role must 
be exercised, it goes without saying that at this stage the tutor will have to pay 
particular attention to make the inexperienced young person aware of and 
inform him/her also about these crucial working aspects, especially those that 
might not be immediately evident in the eyes of a new person 
 
Usually, people are more careful about the tangible and measurable aspects of 
the work and move to the background, if they do not even neglect or do not 
notice, all those intangible aspects of the profession, from the ability to maintain 
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a professional relationship with colleagues, to communication precautions to be 
used towards some 'more sensitive' people, including the ability to choose the 
right way and time to express one's own opinion or point of view. 
Good practices, such as the implicit rules of a company, since they are not 
frequently tangible, visible, touchable elements, often can be underestimated or 
not applied precisely because of their immateriality and invisibility. 
 
4.3 How to manage the tutoring of the activities  
 
Professional growth, like personal growth, is a non-linear path made up of 
different and numerous goals, along a continuous and lasting path. The in-
company Tutor is a bit like a gardener: he/she has to “be able to be” a good 
farmer, he/she has to "have" essential notions and concepts to take care of the 
land that has been entrusted to him (the young colleague) in the best possible 
way. It is a difficult task and for this reason it should not be underestimated; the 
world is full of good land which is cultivated badly. 
 
What to do? 
1. First of all, the tutor must take again the list of duties and tasks previously 
carried out, in collaboration with the tutor of the proposing subject. 
2. After that, the in-company tutor must be able to explain in a simple and 
understandable way how to correctly carry out each task, without taking for 
granted that the young person has understood and grasped the concept from 
the first explanation 
 
To avoid having to manage an additional workload because of a task performed 
incorrectly or inappropriately due to misunderstandings, it is better to dwell on 
the concept several times, checking that the mentee has really understood well 
what must be done, how, within which timeframe and with which kind of 
precautions. Knowing what he/she will have to do, how and in which way, with 
whom, where, when and why allows the inexperienced person to understand, 
time after time, the various facets of the work, to feel reassured because he/she 
is followed and, not least, to develop day after day an increasingly robust feeling 
of trust towards the in-company tutor (his/her main reference in the company). 
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Obviously, it is of particular importance not only to be able to explain the task 
well, but also to be present when it is carried out. Only in this way will you be 
able to check in person how the task is carried out and, if necessary, be able to 
implement the necessary corrective measures to avoid mistakes or distractions. 
The tutor, as a good leader, must be present, must be able to stand alongside 
the inexperienced young man, with continuity and constancy, only in this way 
will he/she have the opportunity to manage, check and verify in person what has 
been achieved by the new hire. With his/her (possibly constant) presence, the 
tutor will become, day after day, a stable and significant point of reference. 
Providing advice, useful and practical indications for the correct performance of 
the tasks is useful not only for the purposes stated above, but also allows you to 
transfer that part of your experience gained over time to the new colleague; this 
will make him/her more and more confident with the task and tools used. The 
more practice is carried out, with due and appropriate supervision, the sooner  
he/she will acquire the mastery of tasks, tools, people and environment 
necessary to become an increasingly competent worker. With his/her daily 
presence, the tutor will also be able to collect many elements to evaluate the 
new hire’s performance, which will be useful to understand exactly the level of 
expertise and professional growth that he/she has reached  
 
It is good practice to foresee different moments in which, in the presence of the 
young colleague, you take stock of the situation concerning the progress and 
difficulties noticed. These moments, shared and planned also with the tutor of 
the proposing subject, should be scheduled in advance, allowing the tutor to 
give precise and detailed feedback to both the young person and the tutor of the 
proposing subject. Feedback should cover both observed progress and 
difficulties, but also inaccuracies and gaps that need to be addressed 
 
4.4 How to verify and evaluate the learning acquired  
 
The verification must be carried out with reference to the indicators and criteria 
defined in the training project. If the tutoring allows observation on the ground 
of the behaviour and work capacity of the young person, the in-company Tutor, 
during the verification and evaluation, must verify the learning acquired: that is, 
the ability to implement the results expected for the performance. 
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Evaluation is the verification of the objectives defined in the training project. The 
tutor will have to evaluate whether the project and the initial expectations have 
been met. It is obvious that the more the initial project turns out to be well 
structured, precise and clear in terms of objectives, timings and expectations, 
the more the evaluation will be easier and with a precise measurement of the 
objectives achieved. Based on this comparison, the gap between the initial 
project and reality will be clear, but it will be even more evident which steps, 
which interventions and in which directions it is more appropriate to intervene 
in order to improve the training of the collaborator. It is appropriate to share the 
results of the verifications carried out also with the rest of the company. With 
the management and human resources managers, it will be possible to evaluate 
and decide which training areas it will be appropriate to devote more attention 
to in order to allow the young person to improve the preparation and the 
related mastery of the "professional knowledge 
 
FIVE STEPS TO MANAGE THE TRAINING PROJECT 
1. Identify the learning needs and objectives 
2. Identify appropriate tasks which are relevant to the objectives 
3. Define a learning strategy through a gradual implementation of all the set 

tasks 
4. Follow and assist the learning process 
5. Reflect with the mentee and evaluate the path completed 
 
First step – Identify the learning needs and objectives 
The learning objectives must be established and defined together with the 
young hire, based on his/her specific needs and the skills he/she has, trying to 
mediate with the needs and expectations of the company. EXAMPLE: You want 
the mentee to be able to support his/her colleagues in the realization of 
presentations for conferences and short research using material found online. 
 
SECOND STEP – Identify appropriate tasks which are relevant to the objectives 
The tasks assigned to the young hire must represent valid opportunities to learn, 
therefore they must neither be particularly complex, nor too simple or 
irrelevant. EXAMPLE: formulating an accessible task, with which the mentee can 
deal in the company -> Ask the young hire to carry out some research to prepare 
a presentation replacing a colleague who is busy with another task. 

Slide 4.4.2 

Slide 4.4.3 

Slide 4.4.4 

Slide 4.4.5 



 
 

 

 
PROJECT NUMBER – 2017-1-IT01-KA202 -006161 

“WBL GUARANTEE - Public-Private Alliance to GUARANTEE quality of Work Based Learning”  Pag. 50 
 

 
THIRD STEP - Define a learning strategy through a gradual implementation of all 
the set tasks 
The tutor will have to monitor and evaluate the progress of the mentee’s 
experience. It will therefore be important to evaluate it on the basis of the 
indicators provided in the training project. It will also be important for the in-
company tutor to suggest ways through which the mentee can explore and 
understand the tasks entrusted to him and their relevance. Finally, it is a good 
idea to define some checkpoints and deadlines to be able to follow the progress 
of the experience live, sharing reflections on the results and objectives. 
EXAMPLE: formulate clear instructions on how to draft a report with data / 
information to strengthen a corporate strategy; analyze, reasoning together 
about the importance of the presentation 
 
FOURTH STEP – Follow and assist the learning process 
The tutor will have to ensure maximum support to the mentee, while managing 
to keep the necessary distance to allow him/her to go through his/her own 
experiences independently. It will therefore be important to monitor and ensure 
support when requested. It is important not to control the learning experience, 
but to provide remote guidance, working on the context in which the young hire 
is operating and showing his/her presence to assist the mentee should a critical 
situation arise 
 
FIFTH STEP – Reflect with the young hire and evaluate the path taken 
In the last phase, mentees and tutors will have to reflect together, with the aim 
of exchanging some evaluations on the results of the learning process and on the 
impact they had on the mentee himself/herself. The tutor will have to support 
and encourage the young hire’s self-reflection, stimulating him/her with 
questions and trying to understand his/her perceptions. EXAMPLE: ask general 
questions, aimed at understanding the mentee’s ideas and emotions, promoting 
the development of a critical spirit and forms of self-evaluation of the 
experience, aimed at analyzing what worked and what did not work, what the 
experienced feelings were and what could be improved 

 

  4.5 SIX RULES FOR EVALUATING WBL PATHWAYS 
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To sum up, let’s review the good practices that an in-company tutor should 
implement, in close collaboration with the training agency tutor, in order to 
make the WBL pathway measurable and useful for the new hire’s personal and 
professional growth.  
 
FIRST RULE: FEASIBILITY 

 The evaluation should focus EXCLUSIVELY on the achievement (whether it 
has occurred or not) of the learning outcomes agreed upon during the 
design phase 

 The evaluation procedures have to be appropriate to the context of the WBL 
path (type of company), to the duration and purpose of the path 

 
SECOND RULE: The evaluation procedures have to be shared with the company 
and the training institutions, already in the training project  

The training project has to foresee: 
1. The evaluation criteria adopted  
2. The evaluation methods: how will learning outcomes be evaluated by the 

company? 
3. The evaluaiton timing: in which phase of the process will the assessment be 

conducted? 
4. The evaluator/tutor’s qualifications and professional profile? 
5. The evaluation context: where will the assessment be carried out? 
6. Evaluation quality assurance 
  
THIRD RULE: reflect on the implications of the groups of units of learning 
outcomes for the purpose of the identification and evaluation of learning 

To this end, it is suggested to create evaluation tests based on the work tasks 
identified as learning outcomes. This will happen in order to: 

• make it easier to design the evaluation based on observations or simulations 
• make the evaluation in the workplace easier 
• make it easier to agree on the evaluation criteria and their definition 
• make the evaluators’ task easier since the evaluation criteria are clearer 
• make the evaluation criteria immediately understandable to the trainees and 
also facilitate a possible self-evaluation 
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From an operational point of view, it is necessary to develop a set of tasks / 
activities for each learning result that the new hire will have to carry out during 
the evaluation. It is not enough to identify a task. The evaluation also requires 
the prior identification of the level of autonomy and efficiency that the person 
must have in completing the task. For example: 
• first level of competence: completing tasks as described in the work 
instructions (for example: carrying out an assigned task within the expected 
timeframe and according to expectations and evaluation procedures) 
• second level of competence: completing problem-solving tasks (for example 
solving standard problems that can occur at work) 
• Third level of competence: optimizing working methods and procedures, (for 
example understanding which procedures are useful and adoptable in certain 
working conditions, if teamwork is required, etc.) 
 
FOURTH RULE: make sure that the evaluation criteria are transparent and are 
inspired by the planned learning outcomes  
 
In the training project it would also be useful to describe: 
1. all learning outcomes 
2. all evaluation criteria 
3. guidelines to guide evaluators in the use of evaluation criteria 
 
For example, let's imagine having to design an evaluation for the "diagnostics 
and maintenance in the management of a vehicle" learning unit 

Learning outcome Evaluation criteria Guidelines (with 
score) 

Identify precisely the cause of 
the breakdown 

The breakdown is identified and 
validated 
The documents and information 
used are adapted to: 

 Type of vehicle 

 The system that 
has broken down 

The breakdown has not been 
validated and the correct 
documents have not been 
selected - score 0 
The breakdown has been 
validated but the correct 
documents have not been 
selected or the breakdown has 
not been validated even if many 
correct documents have been 
selected - score 1 
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  The breakdown has been 
validated, the correct 
documents have been identified 
even if some necessary 
information has not been 
selected - Score 2 
The breakdown has been 
validated, the correct 
documents have been identified 
- all necessary information has 
been selected - Score 3 

 
Therefore, it is necessary that every evaluation procedure includes the following 
information: 
1) focus (evaluation of every single learning outcome separately or of a part of a 
unit of learning outcomes or of the whole unit of learning outcomes) 
2) methods (tests, observation, portfolio) 
3) type of evaluation (qualitative, quantitative) 
4) context and conditions (the kind of tasks requested, the work environment, 
whether it is real or simulated at school, materials and tools to be used, 
timeframe and duration) 
5) identikit of the assessor (qualifications, professional profile, functions – 
teacher, tutor, in-company tutor) 
6) quality assurance of the evaluation process. 
 
FIFTH RULE: ensure, throughout the assessment processes, transparency of 
procedures, criteria and indicators. 

Compliance with this rule is ensured if a training project contains: 

• for units of learning outcomes, also evaluation criteria and indicators 

• the "threshold criteria" that lead to the decision to validate / not validate the 
competence. Or, the above-mentioned criteria can be formulated gradually to 
articulate the assessment on several levels. In both cases it is essential that the 
level of performance that is expected is also defined also in relation to the level 
of autonomy in completing the task 

 
EXAMPLE 
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• Agreement for the assessment of the unit of learning outcomes: “vehicle 
stability management system“ 

• Evaluation period: at the end of the traineeship that is preparatory to unit 1 
• Duration: 2h30 
• Evaluation method: practical evaluation in real-life situation 

 
 

Objective: diagnose a vehicle stability management 
system, using appropriate methods for information 
gathering and evaluation 

MATERIALS 

Written information about the problem 
A vehicle that has a malfunction on its stability 
management system. 
The malfunction is plausible and allows only a 
limited number of hypotheses and values to be 
considered. 
A worksheet 

- All technical documents relating to the 
vehicle 

- Equipped work station 
- Test equipment (connector, specific 

terminal block ...) 
- Oscilloscope 
- Multimeter 
- Diagnostic tools 

Context: during the diagnosis tools can be used to 
perform parameter readings or parameter tests. 
The documents provided must be comprehensive to 
allow the WBL mentee to perform a thorough 
search for information 

 
SIXTH RULE – PRODUCE THE DOCUMENTATION RELATED TO THE EVALUATION 
PROCESS 
Documentation of evaluation results is essential for validation and recognition of 
acquired learning outcomes. Reflecting on the form in which the results of the 
evaluation are communicated and documented to the young worker is of 
extreme importance for the validation process. 
 • The assessment should translate into a documented record of what the new 
hire is capable of doing 
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• Evaluation Grids, short evaluators’ statements can be used, and trainees' 
learning outcomes can be subsequently organized into a portfolio 
• It is important to make sure that these grids or forms are easy to fill out 
 
In the documentation report of the evaluation process, it is also important to 
indicate the level of autonomy with which the new hire completes the assigned 
tasks. By way of example, we can use three levels of autonomy: 
1. The new hire completes the task according to the instructions 
2. The new hire completes the task under supervision 
3. The new hire completes the task independently 
 It is good to know that the documentation report of the assessment process 
represents a proof of evidence of the acquired learning, that is, a "test" of 
knowledge and ability. The term evidence refers to any tool / object that a 
person can use as an element of "evidence", in order to demonstrate objectively 
and indisputably (or to let other deduce reliably) the possession and exercise of 
the competence examined. 
From a technical point of view, the documentation report of the evaluation 
process represents a "second party"’s evidence. In the certification process, the 
value of documentary evidence is given by its belonging to one of the three 
types of evidence to which value can be attributed 
 
First party’s attestations - attestations whose validity of the information 
contained within them is given by the person's self-declaration. They only have a 
social recognition based on trust in the declarant. In the case of first-party 
certifications, the evidence must respond to validity requirements (reliability of 
the source), consistency (direct correlation with the reference competence 
through a description or a declaration), completeness (presence of all the 
information and data necessary to prove the exercise and / or possession of the 
competence, in a given time and place). 
 
Second party’s attestations – documents issued by those who provide the 
service; training certificates; validation documents. Examples: declaration of an 
employer where the person worked, which explains the role covered and the 
specific activities carried out, any employment contracts of the person from 
which the activities he/she carried out are detailed; video and photo books, 
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semi-finished and finished products created within an informal learning path, 
certificates of attendance to training courses 
 
Third party’s attestations – documents issued by the entitled body; educational 
and training qualifications issued by the competent authorities; training and 
professional certifications. Examples: certificates regarding language and 
computer competences, diplomas and qualifications obtained at the end of a 
school training course 
 
At the end of the WBL path, the in-company tutor must issue a declaration of 
learning (second party’s documentation), with which he/she certifies the 
possession of skills / abilities and knowledge related to one or more Competence 
Units of the Professional profile foreseen by the REPERTORY used during the 
design phase. This declaration represents a second party’s proof of EVIDENCE / 
TEST of the competences acquired, which will be attached to the transparency 
document. The documentation report of the evaluation process represents a 
document that supports the declaration of learning. 
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