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Summary
Personnel certification has become an important element of verifying the competence of an
increasingly mobile and global workforce, underscoring the value of industry-recognized credentials
that can be carried across national borders (www.iso.org).
The main aim of this certification scheme manual is to help to recognize and validate
mentors' competences, helping them to enhance their mobility, should they look for another
similar function in other organizations, or in the same organization, in Europe.
The mentor certification scheme manual development is based on the EFCoCert certification
standardisation guidelines (compliant with ISO rules) and drafted by involving an international
expert committee in accordance with the rules and procedures given in the EFCoCert quality
management system. These rules and procedures are compliant with the standardisation best
practices, and in particular with the ISO Directives.
Particularly, the certification scheme manual, as described in the following appendices,
complies with ISO 17024 requirements. ISO 17024 contains principles and requirements for a body
certifying persons against specific requirements, and includes the development and maintenance of
a certification scheme for persons. This standard ensures that certification bodies that will exploit
the certification schemes after the project will operate in a consistent, comparable and reliable
manner worldwide, thereby allowing mentors to have skills that translate across national lines.
Moreover, the certification scheme describes the competence exam process. The
competence exam process is based on the in-company WBL mentor competence matrix (IO1). The
exam process contains different evaluation methods that will ensure the validity of the competence
examination. These methods were chosen by the involved partners.
Finally, the certification scheme contains requirements that certification bodies and examiners will
have to comply with to be allowed to proceed to certification of mentors.
Keywords: in-company WBL mentor competence matrix, in-company WBL mentor
certification, ISO 17024, certification scheme, certification bodies
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Chapter 1 Implementation Methodology

The implementation methodology used in the framework of this IO, is subdivided in 3 main
steps:
Step 1: Scheme expert committee
An "EU WBL Mentor" experts’ committee gathering representative of all relevant interested
parties from various EU countries has been established during the #MENTOR4WBL@EU project for
commenting and reaching consensus on the successive drafts of the Competence Certification
Scheme (CCS) prepared by EFCoCert.
Step 2: Drafting the mentor certification scheme manual
At the beginning of this step an editorial committee composed of EFCoCert & ViaSyst
representatives was created. This editorial committee defined the process that the consortium
should follow to develop the certification scheme and the design specifications. Afterwards, the
mentor certification scheme manual was drafted by this editorial committee taking into
consideration:
-

the above-mentioned design specification

-

the editorial and technical comments of the experts committee

At the end of this step, the mentor certification scheme was finalised taking also into consideration
the findings from the implementation of the pilot test phase.
Step 3: Certification exam material development
During this step the examination material needed to realize the exam process steps as
designed within the certification manual was produced. This material waw mainly composed of
multiple-choice questionnaires and open questions questionnaires.
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Chapter 2 The EU WBL Mentor Competence
Certification Scheme

The EU WBL Mentor CCS consists of the following normative documents, as described
below:
➢ EU WBL Mentor 3000 Competence Certification Scheme – Vocabulary (Appendix A)
➢ EU WBL Mentor 3001 Competence Certification Scheme – Requirements (Appendix B)
➢ EU WBL Mentor 3002 Competence Certification Scheme – Exam Material (Appendix C)
➢ EU WBL Mentor 3024 Competence Certification Scheme – Requirements for certification
bodies (Appendix D)
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Foreword
The EU WBL Mentor 3000 ISO 17024 compliant Competence Certification Scheme (CCS) has been
developed within the ERASMUS+ #MENTOR4WBL@EU 2018-1-EL01-KA202-047778 Strategic
Partnership project (see https://www.mentor4wbl.eu/) in accordance with the EFCoCert
standardization guidelines, which are compliant with the ISO directives.
An "EU WBL Mentor" experts committee gathering representative of all relevant interested parties
from various EU countries has been established during the #MENTOR4WBL@EU project for
commenting and reaching consensus on the successive drafts of the CCS prepared by EFCoCert. The
members of the EU WBL Mentor experts committee are listed in table 1.
Name
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Maria
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Table 1 – EU WBL Mentor experts scheme committee members (* = partners)
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Introduction
Origin of the EU WBL Mentor CCS
The EU WBL Mentor Competence Certification Scheme (CCS) is developed as part of the ERASMUS+
Strategic Partnership project #WBL MENTOR@EU (2018-2020).
The EU WBL Mentor CCS sets the applicable requirements for:
a) the WBL Mentor prerequisites and competences,
b) the WBL Mentor certification process,
c) the personal certification bodies (PCBs) providing certification services against the EU
WBL Mentor CCS.
Mentors concerned by the EU WBL Mentor CCS
Mentors concerned by the EU WBL Mentor scheme may be company’s employees or not,
delivering WBL mentoring at full or part-time.
The EU WBL Mentor CCS may be used by:
a) WBL Mentors aiming to demonstrate competence in providing WBL mentoring services,
b) organizations looking for hiring competent WBL Mentors,
c) vocational training organizations aiming to adapt their WBL Mentor training and
qualification practices.
EU WBL Mentor CCS framework
The EU WBL Mentor CCS consists of the following normative documents:
- EU WBL Mentor 3000 Competence Certification Scheme – Vocabulary
- EU WBL Mentor 3001 Competence Certification Scheme – Requirements
- EU WBL Mentor 3002 Competence Certification Scheme – Exam Material
- EU WBL Mentor 3024 Competence Certification Scheme – Requirements for
certification bodies
EU WBL Mentor CCS impact
The EU WBL Mentor CCS reinforces the professional value, mobility and employability of WBL
mentors on a European scale.
Such a certification is the best way for WBL mentors to have their competences recognized in terms
of providing professional WBL mentoring services and provide all guarantees of reliability thanks to
ISO 17024 accredited third-party certification.
The availability of the EU WBL Mentor CCS throughout EU is ensured by the applied scheme owner
business model, in which the scheme owner, contracts and monitors PCBs offering certification
services against EU WBL Mentor CCS in any country demonstrating market demand.
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Scope
This normative document specifies the terms and definitions applying to all normative documents
part of the EU WBL Mentor competence certification scheme (CCS).

Normative references
The following documents, in whole or in part, are normatively referenced in this document and are
indispensable for its application. For dated references, only the edition cited applies. For undated
references, the latest edition of the referenced document (including any amendments) applies.
• ISO 9000, Quality management systems -- Fundamentals and vocabulary
• ISO 17000, Conformity assessment – Vocabulary and general principles
• ISO 17024, Conformity assessment — General requirements for bodies operating
certification of persons

Terms and definitions
For the purposes of this document, all applicable ISO 17000 and ISO 17024 and the following
terms and definitions apply.
Accreditation
third-party attestation (3.4) related to a certification body (3.3) conveying formal demonstration of
its competence to carry out specific conformity assessment tasks
Source: adapted from ISO 17000

Accreditation body
authoritative body that performs accreditation (3.1)
NOTE The authority of an accreditation body is generally derived from government.

Source: ISO 17000

Certification body
body that performs certification (3.5) services
NOTE 1: An accreditation body (3.2) is not a certification body.

Source: adapted from ISO 17000

Attestation
issue of a statement, based on a decision following review, that fulfilment of specified
requirements has been demonstrated
Source: ISO 17000

Certification
third-party attestation (3.4) related to products, processes, systems or persons
Source: ISO 17000

(Competence) certification scheme
competence (3.8) and other requirements related to specific occupational or skilled categories of
persons
Source: adapted from ISO 17024

Scheme owner
organization responsible for developing and maintaining a certification scheme (3.6)
NOTE The organization can be the certification body itself, a governmental authority, or other
.Source: ISO 17024

Competence
ability to apply knowledge and skills to achieve intended results.
Source: ISO 17024

Assessment
Erasmus + KA2 Cooperation for Innovation & the Exchange of Good Practices
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process that evaluates a person's fulfilment of the requirements of the certification scheme (3.6)
Source: ISO 17024

Examination
mechanism that is part of the assessment (3.8) which measures a candidate's competence (3.8) by
one or more means, such as written, oral, practical and observational, as defined in the certification
scheme (3.6)
Source: ISO 17024

Examiner
person competent to conduct and score an examination (3.10), where the examination requires
professional judgement
Source: ISO 17024

Work-based learning (WBL)
acquisition of knowledge, know-how and skills through carrying out – and reflecting on – tasks
in a vocational context, either at the workplace (such as alternance training) or in a VET
institution.
Source: adapted from Cedefop, 2011.

Mentoring
guidance and support provided in various ways to a young person or novice (someone
joining a new learning environment or organisation) by an experienced person who acts as
a role model, guide, tutor, coach or confidante.
Source: adapted from https://europass.cedefop.europa.eu/education-and-training-glossary

WBL Mentor
person providing mentoring (3.13) to a WBL Mentee (3.15) within WBL (3.12) context.
NOTE 1: WBL Mentor applies for both certified mentors and candidates to be certified according to EU WBL
Mentor CCS.
NOTE 2: unlike the WBL mentor, the vocation of a coach is not to allow the acquisition of professional technical
knowledge and skills on a given job. In the professional environment a coach is defined as a professional adviser
who supports the development of the performance of e.g. an employee, an actor, or a company manager.
Note 3: even if – as for the trainer - one of the missions of the WBL mentor is to train the WBL Mentee and
support his/her knowledge aquisitition, in a VET context (such as alternance training) the trainer doesn’t have to
intervene at the workplace.

WBL Mentee
beneficiary of mentoring (3.13) by a WBL Mentor (3.14) within WBL (3.12) context.
Apprenticeship
systematic, long-term training alternating periods at the workplace and in an educational
institution or training centre. The apprentice is contractually linked to the employer and
receives remuneration (wage or allowance). The employer assumes responsibility for providing
the trainee with training leading to a specific occupation.
NOTE 1: The apprenticeship belongs to formal education and after completion the apprentice receives a formal
recognised certification
NOTE 2: In French, the term ‘apprentissage’ relates to both apprenticeship and the process of learning (see
‘learning’)
Source: Cedefop, 2004.
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Foreword
The EU WBL Mentor 3000 ISO 17024 compliant Competence Certification Scheme (CCS) has been
developed within the ERASMUS+ #MENTOR4WBL@EU 2018-1-EL01-KA202-047778 Strategic
Partnership project (see https://www.mentor4wbl.eu/), in accordance with the EFCoCert
standardization guidelines, which are compliant with the ISO directives.
An "EU WBL Mentor" experts committee gathering representative of all relevant interested parties
from various EU countries has been established during the #MENTOR4WBL@EU project for
commenting and reaching consensus on the successive drafts of the CCS prepared by EFCoCert. The
members of the EU WBL Mentor experts committee are listed in table 1.
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Introduction
Origin of the EU WBL Mentor CCS
The EU WBL Mentor Competence Certification Scheme (CCS) is developed as part of the ERASMUS+
Strategic Partnership project #WBL MENTOR@EU (2018-2020).
The EU WBL Mentor CCS sets the applicable requirements for:
d) the WBL Mentor prerequisites and competences,
e) the WBL Mentor certification process,
f) the personal certification bodies (PCBs) providing certification services against the EU
WBL Mentor CCS.
Mentors concerned by the EU WBL Mentor CCS
Mentors concerned by the EU WBL Mentor scheme may be company’s employees or not,
delivering WBL mentoring at full or part-time.
The EU WBL Mentor CCS may be used by:
d) WBL Mentors aiming to demonstrate competence in providing WBL mentoring services,
e) organizations looking for hiring competent WBL Mentors,
f) vocational training organizations aiming to adapt their WBL Mentor training and
qualification practices.
EU WBL Mentor CCS framework
The EU WBL Mentor CCS consists of the following normative documents:
- EU WBL Mentor 3000 Competence Certification Scheme – Vocabulary
- EU WBL Mentor 3001 Competence Certification Scheme – Requirements
- EU WBL Mentor 3002 Competence Certification Scheme – Exam Material
- EU WBL Mentor 3024 Competence Certification Scheme – Requirements for certification
bodies
EU WBL Mentor CCS impact
The EU WBL Mentor CCS reinforces the professional value, mobility and employability of WBL
mentors on a European scale.
Such a certification is the best way for WBL mentors to have their competences recognized in terms
of providing professional WBL mentoring services and provide all guarantees of reliability thanks to
ISO 17024 accredited third-party certification.
The availability of the EU WBL Mentor CCS throughout EU is ensured by the applied scheme owner
business model, in which the scheme owner, contracts and monitors PCBs offering certification
services against EU WBL Mentor CCS in any country demonstrating market demand.
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EU WBL Mentor Competence Certification Scheme – Requirements
Scope
This normative document specifies requirements applicable for a WBL Mentor aiming to obtain or
maintain certification against the EU WBL Mentor competence certification scheme.

Normative references
The following documents, in whole or in part, are normatively referenced in this document and are
indispensable for its application. For dated references, only the edition cited applies. For undated
references, the latest edition of the referenced document (including any amendments) applies.
EU EFCoCert 3000 – EU WBL Mentor Competence Certification Scheme – Fundamentals and
vocabulary

Terms and definitions
For the purposes of this document, the terms and definitions given in EU EFCoCert 3000 apply.

Requirements for WBL Mentors
General
The certified WBL Mentor shall meet requirements in terms of:
a) prerequisites, and
b) competences.
Prerequisites
The WBL Mentor shall meet the prerequisites specified in the following table.
Specifications
Requirements
1. Education
≥ vocational school graduation
level
≥ EQFLevel 4
≥ of the mentee at the end of the mentored WBL
2. Work
- overall work experience, of which
experience
- within WBL context as WBL Mentor
- within the mentoring technical sector
3. Mentoring
- WBL mentoring experience within the last 2 years
NOTE 1: Granting of any kind of certificate by the training providers for
experience

Mandatory
Yes
Yes
Yes
≥ 3 years
≥ 1 year
≥ 1 year
≥4

the successfully attendance of the developed e-training course as an
intermediate recognition prior being able to provide evidence for the
prerequisite as required by the EU WBL Mentor CCS.

Competence requirements
The WBL Mentor shall demonstrate compliance with the competence requirements specified in
Annex A.

Code of conduct
The WBL Mentor shall commit to the Code of Conduct given in Annex B.

Certification exam
By applying to certification or accepted being certified, the WBL Mentor shall read and accept
the examination process and procedures described in Annex C.
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2018-1-EL01-KA202-047778

[18]

ANNEX A

(Normative)
EU WBL Mentor Competence Matrix
The present EU WBL Mentor Competence Matrix:
- is structured according to the Deming continuous improvement PDCA cycle (Plan, Do,
Check, Act) applied to the mentoring process,
- encloses 12 key competences (numbered 1 to 12) for which evidence shall be
demonstrated, whereby
- each key competence is illustrated by examples (numbered a) to x) of abilities
demonstrating good practices or evidence.
PLAN - Preparation and induction
1.1. Analyse the context – Ability to
a) demonstrate understanding of the school's VET needs
b) understand the WBL Mentee’s profile, learning style and most efficient way of learning
c) identify the company's expectations
1.2. Plan WBL objectives and actions to achieve them – Ability to
a) plan realistic, measurable and consistent with the WBL Mentee’s needs learning outcomes
b) determine and arrange feasible action plans of learning scenarios for achieving the WBL objectives
c) identify and plan the necessary resources to perform the mentoring process
d) define together the VET tutor and the Mentee the optimal skills transfer plan

DO – Mentoring
1.3. Socialize the Mentee – Ability to
a) prepare the welcoming pack and ensure mutual commitment to a productive relationship
b) provide information about company’s profile and culture
c) explain company's policies and procedures
d) ensure a sound social and behavioural integration within workers and Mentee
e) act as liaison with stakeholders involved in the mentoring process
f) promote the relationship between the Mentee and his school
1.4. Professionalize the Mentee – Ability to
a) transmit vocational knowledge, experience, know-how, and competences
b) professionalize the Mentee and promote his employability
c) support and empower the Mentee towards independent self professional
development/professional autonomy
d) facilitate creative thinking, problem solving and working culture to address the Mentee's needs
e) ensure transferability of knowledge and competences in other workplaces
f) advise the WBL Mentee on matters related to work
g) perform as a role model and subject expert resource
1.5. Implement effective mentoring practices – Ability to
a) ensure effective coordination & implementation of the agreed WBL plan
b) apply Adult Education/Andragogical principles during mentoring practices
c) assist the WBL Mentee to carry out classroom assignments related to the job and implement them
on real working conditions
Erasmus + KA2 Cooperation for Innovation & the Exchange of Good Practices
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d)
e)

keep records on Mentee’s personal learning log/recording system according to the framework (e.g.
contract, learning diary)
demonstrate appropriate digital literacy and skills

1.6. Develop a productive mentoring relationship – Ability to
a) recognize and build upon abilities of the mentee to nurture a productive relationship
b) manage this relationship for achieving mutual benefit
c) encourage positive changes based upon strengths
d) apply creative communication tools and techniques to establish trust and open communication
e) support the mentee through identifying needs and advocating when/where appropriate
1.7. Manage challenges – Ability to
a) demonstrate flexibility in adjusting the learning path according to the mentee's needs, time
constraints, resources or other issues
b) use appropriate communication skills and meet adequate decisions to resolve conflicts and
minimize their impact on the mentoring program and relationship
c) identify, analyse the and manage crisis situations, use adequate communication in case of conflict
d) manage ethical issues and protect the Mentee’s sensitive personal data

CHECK – Assessment
1.8. Assess the mentoring outcome – Ability to
a) apply structured & documented methods to assess at planned intervals
i. the integration,
ii. the acquired professional competences,
iii. the achievement of the objectives and related action plans,
iv. the relationship between all involved parties
b) include the company’s satisfaction and the relationship with the team in the assessment
c) commit the WBL Mentee to self-assess
d) manage to involve collaborators in the assessment
e) share and agree the assessment results with the WBL Mentee
1.9. Self-assess the mentor – Ability to
a) self-assess the own WBL mentoring practices against recognised good practices
b) self-assess the social and behavioural competences (role model, communication, teamwork,
availability)
c) identify own strengths and areas for improvement as a WBL Mentor
d) document the WBL Mentee’s assessment of his WBL Mentor’s mentoring practices

ACT – Improvement
1.10. Remediate the mentoring plan & outcome – Ability to
a) revise the objectives as necessary and justify the changes
b) propose and mutually agree timely appropriate actions to remediate as necessary based on the
assessment results
c) involve collaborators in the remediation plans
d) inform the school of the revised objectives and action plans
e) communicate with the Academic mentor the strengths and the areas in which improvement is
needed
f) advise the WBL Mentee concerning performance both on the job and in school as well as his/her
relationship with other employees
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1.11. Improve the mentoring practices – Ability to
a) plan actions for improving the WBL Mentoring practices according to the assessment results
b) identify and address personal VET needs related to WBL Mentoring
c) demonstrate personal, social and learning to learn competence

BE – Social, Managerial & Behavioural
1.12.
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)

Soft skills
Integrity
Supporting attitude
Responsibility
Acceptance by peers
Enthusiasm
Positive attitude
Empathy
Team player
Good communication skills
Active listening
Professionalism
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ANNEX B
(Normative)
EU WBL Mentor Code of Conduct
EU WBL Mentor Code of Conduct has been developed taking into consideration the literature review of existing
relevant codes of conduct such as the new Global Code of Ethics for Coaches, Mentors, and Supervisors integrated in
the Professional Charter for Coaching & Mentoring (2011), signatory of which is the European Mentoring and Coaching
Council (EMCC) (https://www.emccglobal.org/quality/ethics/) and is arranged into three sections covering general
expectations of professional behaviour and conduct:
1. Working with Mentees
2. Professional Conduct
3. Excellent Practice

1.
Working with Mentees
Context
1.1 When professionally working with mentees in any capacity mentors will conduct themselves in accordance with this
code, committed to delivering the level of service that may reasonably be expected from a practicising mentor.

Contracting
1.2 Before they start working with a mentee, mentors will make this Code available to their mentee, explain and make
explicit their commitment to abide by this Code. Mentors will also make their mentees aware of their complaint
procedures.
1.3 Before starting to work with a mentee, mentors will explain and strive to ensure that the mentee
know, and fully understand, the nature, terms and conditions of any mentoring contract, including financial, logistical
and confidentiality arrangements.
1.4 Mentors will use their professional knowledge and experience to understand their mentees’
expectations and reach agreement on how they plan to meet them. Mentors will also try to take into
account the needs and expectations of other relevant parties.
1.5 Mentors will be open about the methods they use, and on request will be ready to supply the mentee with
information about the processes involved.
1.6 Mentors will ensure that the duration of the contract is appropriate to achieve the mentee’s
goals and will actively work to promote the mentee’s independence and self-reliance.
1.7 Mentors will ensure that the setting in which any mentoring takes place offers optimal conditions for learning and
reflection and therefore a higher likelihood of the achievement of the goals set in the contract.
1.8 Mentors should always put their mentee’s interests first.

Integrity
1.9 Mentors will accurately and honestly represent their relevant professional qualifications, experience, training,
certifications and accreditations to mentees.
1.10 In communication with any party, mentors will accurately and honestly represent the value they provide as a
mentor.
1.11 Mentors will ensure that no false or misleading claims are made, or implied, about their professional competence,
qualifications or accreditation in any published, promotional material or otherwise. Mentors will attribute ownership of
work, ideas and materials of others to the originator and not claim it as their own.
1.12 Mentors will act within applicable law and not in any way encourage, assist or collude with conduct which is
dishonest, unlawful, unprofessional or discriminatory.

Confidentiality
1.13 When working with mentees, mentors will maintain the strictest level of confidentiality with all mentee’s
information unless release of information is required by law.
1.14 Mentors will have a clear agreement with mentees about the conditions under which
confidentiality will not be maintained (e.g. illegal activity, danger to self or others) and gain agreement to
that limit of confidentiality, taking into consideration the case where the release of information is required by law.
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1.15 Mentors will keep, store and dispose of appropriate and accurate records of their work with mentees, including
electronic files and communications, in a manner that ensures confidentiality, security and privacy, and complies with
all relevant laws and agreements that exist in their country regarding data protection and privacy.
1.16 If applicable, mentors will inform mentees that they are receiving supervision and identify that the mentee may be
referred to anonymously in this context. The mentee should be assured that the supervision relationship is itself a
confidential relationship.
1.17 If the mentee is a child or vulnerable adult, mentors will make arrangements with the mentee’s guardian to ensure
an appropriate level of confidentiality in the best interests of the mentee, whilst also
complying with all relevant legislation.

Inappropriate interactions
1.18 Mentors are responsible for setting and maintaining clear, appropriate and culturally sensitive boundaries that
govern all physical and virtual interactions with mentees.
1.19 Mentors will avoid any romantic or sexual relationship with current mentees. In addition, mentors
will be alert to the possibility of any potential sexual intimacy with the aforementioned parties and take
appropriate action to avoid the intimacy or cancel the engagement in order to provide a safe environment.

Conflict of interest
1.20 Mentors will not exploit a mentee or seek to gain any inappropriate financial or non-financial advantage from the
relationship.
1.21 To avoid any conflict of interest, mentors will distinguish a professional relationship with a mentee from other
forms of relationships.
1.22 Mentors will be aware of the potential for conflicts of interest of either a commercial or personal nature arising
through the working relationship and address them quickly and effectively in order to ensure that there is no detriment
to the mentee.
1.23 Mentors will consider the impact of any mentee relationships on other mentee relationships and discuss any
potential conflict of interest with those who might be affected.
1.24 Mentors will disclose any conflict openly with the mentee and agree to withdraw from the relationship if a conflict
arises which cannot be managed effectively.

Terminating professional relationships and on-going responsibilities
1.25 Mentors will respect a mentee's right to terminate an engagement at any point in the process, subject to the
provisions of the mentoring service agreement.
1.26 Mentors will encourage the mentee to terminate the mentoring or engagement if it is believed that the mentee
would be better served by another practising mentor or a different form of professional help.
1.27 Mentors understand that their professional responsibilities continue beyond the termination of the
professional relationship. These include:
• Maintenance of agreed confidentiality of all information relating to mentees
• Safe and secure maintenance of all related records and data that complies with all relevant laws and
agreements that exist in their country regarding data protection and privacy
• Avoidance of any exploitation of the former relationship, which could otherwise put into question the
professionalism or integrity of the mentor
• Provision of any follow-up that has been agreed to.
1.28 Mentors are required to have a provision for transfer of current mentees and dissemination of records in the event
of the mentor’s incapacitation, or termination of practice.

2.
Professional Conduct
Maintaining the reputation of the profession
2.1 Mentors will behave in a way that at all times reflects positively upon and enhances the reputation of an
increasingly professionalised service.
2.2 Mentors will demonstrate respect for the variety of practising mentors and other individuals in the
profession and for the different approaches to mentoring.

Recognising equality and diversity
2.3 Mentors will abide by their respective bodies’ diversity statements and policies.
2.4 Mentors will avoid knowingly discriminating on any grounds and will seek to enhance their own awareness of
possible areas of discrimination.
2.5 Mentors will be cognisant of the potential for unconscious bias and seek to ensure that they take a
respectful and inclusive approach, which embraces and explores individual difference.
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2.6 Mentors will challenge in a supportive way any colleagues, employees, service providers, mentees or participants
who are perceived to be using discriminatory behaviour.
2.7 Mentors will monitor their spoken, written and non-verbal communication for inadvertent discrimination.
2.8 Mentors will engage in developmental activities that are likely to increase their self- awareness in relation to
equality and diversity.

Breaches of professional conduct
2.9 Mentors accept that any breach of the code that is upheld in a complaints procedure may result in
sanctions including loss of certification status. The certification bodies may disclose details of such breaches in the
interest of mentee safety, upholding quality standards and maintaining the reputation of the profession.

Legal and statutory obligations and duties
2.10 Mentors are obliged to stay up to date and comply with all relevant statutory requirements in the countries in
which their professional work takes place and work within any organisational policies and procedures in the context in
which they are working.
2.11 Mentors will have the appropriate professional indemnity insurance to cover their coaching, mentoring and
supervising work for the countries in which they operate.

3.
Excellent Practice
Ability to perform
3.1 Mentors will have the qualifications, skills and experience appropriate to meet the needs of the mentee and will
operate within the limits of their competence. Mentors should refer the mentee to a more experienced or suitably
qualified practising member where appropriate.
3.2 Mentors will be fit and healthy enough to practice. If they are not or are unsure if they are able to practice safely for
health reasons, they will seek professional guidance or support. Where necessary or appropriate, the mentor should
manage the termination of their work with the mentee and refer the mentee to an alternative mentor.

On-going supervision
3.3 Mentors will engage in supervision with a suitably qualified supervisor or peer supervision group with a level of
frequency that is appropriate to their mentoring practice, the requirements of their certification, or evidence
engagement in reflective practice, ideally with peers and/or more experienced colleagues.
3.4 Mentors need to ensure that any other existing relationship with the supervisor does not interfere with the quality
of the supervision provided.
3.5 Mentors will discuss any ethical dilemmas and potential, or actual, breaches of this Code with their
supervisor or peer supervision group for support and guidance.

Continuing professional development
3.6 Mentors will develop their level of mentoring competence by participating in relevant and appropriate training
and/or continuing professional development (CPD).
3.7 Mentors are expected to make a contribution to the professional community that is appropriate to their level of
expertise. Forms which this may take include informal peer support to fellow practising mentors, contributing to
advancing the profession, research and writing etc.
3.8 Mentors will systematically evaluate the quality of their work through feedback from mentees, their supervisor and
other relevant parties.
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ANNEX C
(Normative)
EU WBL Mentor Competence Exam
C.1 Assessment modalities
Table C.1 specifies which assessment modalities are required to be submitted in which
approximative timeframe by the candidates at the three different assessment stages (initial
certification, surveillance, re-certification).
NOTE: the ability of the candidate to provide requested answers and documented evidence in a timely manner
demonstrates a key mentor competence: the organisation and management of the business mentoring
documents that shall be uploaded.

Modalities – imparted time
a) Prerequisite – 0.5 h
b) Upload of the 3 mentoring folders chosen by the
examiner – 0.5 h
c) Competences self-assessment & referrencing of related
evidence – 1.5 h
d) MCQ (20 questions, randomised) – 0.5 h
e) Open questions (10, randomised) – 0.5 h
f) Mentee’s satisfaction testimonial (3 per year)

Initial
certification

Surveillance
(yearly)

Recertification
(after 5 years)

x
x

x

x

x

x
x

x
x
x

x

Table C.1 – Assessment modalities and allocated time
For initial certification, the prerequisite shall be assessed and validated prior allowing the
candidate to access the exam (steps b) to e) table C.1).
All exam steps and modalities shall be performed on the scheme owner certification
management platform. The WBL Mentor Exam Regulation (Annex D) is applicable.
C.2 Assessment procedure
Assessments shall be organised in compliance with the requirements of EU WBL Mentor 3024
and by the scheme owner’s Integrity Program.
For initial certification and recertification, the prerequisite shall be assessed and validated prior
allowing the candidate to access the exam (steps b) to e) table C.1).
In the event of failure at any of the assessment stage, a repeated assessment will have to rely
on the analysis of new evidence of the business mentoring experience, submitted by the
applicant according to the assessment procedure described in C.1.
C.3 Prerequisite assessment
Prerequisites are used to verify the candidate's eligibility and are eliminatory in case of noncompliance.
Assessment of the prerequisites shall be performed either by the designated examiner or by a
certification body’s staff member.
In any case, the examiner shall have access to the candidate’s prerequisites and their assessment
prior the candidate’s acceptance to the examination procedure and all the way through the
recertification procedure.
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C.4 Candidate’s self-assessment
The candidate self-assessment (see Table C.1 c) shall:
a) address all 12 key competences (see Annex A),
b) be supported by documented evidence to be uploaded on the scheme owner
certification management platform.
C.5 Exam questions
The scheme exam questions shall:
a) consist of the multiple choice and open questions drafted by the scheme experts,
b) contain correct or standard answers allowing a consistent marking,
c) be submitted to the scheme experts’ committee for comments and validation,
d) be maintained by the scheme owner on the scheme e-assessment platform, where the
keys for marking the open questions are provided to the examiners,
e) be in accordance to a quality assurance tool (e.g. Eqavet).
C.6 Competences assessment
The competences shall be assessed by an assigned examiner registered according to EU WBL
Mentor 3024.
The examiner shall assess the competences by cross validation of the candidate's selfassessment with the evidence provided and indicated by the candidate to justify the selfassessment (see C.4). NOTE 1: the candidate’s self-assessment (see C.2) is indicative, only the evidence-based
validation by the examiner is taken into account.

C.7 Examples of evidence
Examples of evidence are provided in association with the corresponding 12 key competences
on the scheme e-assessment platform, where they are available for:
a) the candidates for preparing their application,
b) the examiners as guidance for assessing the evidence provided by the candidates.
The provided examples of evidence are continuously updated and completed by the scheme
owner according to the examiners’ experience and fedbacks.
C.8 Certification pass mark and coefficients
The certification body shall apply the pass marks specified in table C.8 for granting or
maintaining certification.
Failure to meet any single pass mark is eliminatory.
Modality

Pass mark

A. Initial certification
a) Prerequisites
b) MCQ
c) Open questions
d) Competence assessment
B. Annual surveillance
a) Mentee satisfaction survey
C. Recertification
Erasmus + KA2 Cooperation for Innovation & the Exchange of Good Practices
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100%
≥ 60%
≥ 60%
≥ 60%
≥3

a)
b)
c)
d)

Prerequisites
MCQ
Open questions
Mentee satisfaction survey

100%
≥ 60%
≥ 60%
≥3

Table C.8 – Certification pass marks for EU WBL Mentor Competence Certification
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Annex D
(normative)
WBL Mentor Competence Exam Regulation
Scope
The present regulation specifies the rules and procedures applicable to the competence exams
performed within the framework of the WBL Mentor competence certification scheme.
Roll-out of competence exams
Concept of exams
The WBL Mentor competence exams are structured according to following principles and
modalities:
a) Centralised development, applicable for all affiliated CBs and all candidates, irrespective of
their localisation;
b) copies recorded on dematerialized forms centralized on an IT server managed by the
scheme owner,
c) copies marked by a neutral examiner trained, qualified and calibrated by the scheme owner;
d) marking reproducibility assured through preliminary validation of questions and answers,
based on multiple choice questionnaires and/or standard answers.
Scope of exams
The exams cover the prerequisites and the assessment of the candidate's competences.
Admission of candidates
All candidates fulfilling the eventual prerequisites shall admitted without to the competence exams.
Exam location
The competence exams are passed in the rooms of affiliated CBs, which shall in particular:
a) be neutral and independent of the candidates;
b) provide individual computers for all candidates;
c) ensure the presence of a supervisor for the entire exam duration;
d) apply strict confidentiality to the exam content and results.
Control of the candidate’s identity
The candidate is committed to attend the exam with a passport or identity card, of which he will
give a copy to the supervisor.
Exam roll-out
The candidate is not authorised to bring any paper, pen or communication device (e.g. mobile
phone or computer) with him in the exam room.
The questions and case studies of the exam are provided on paper, as well as copies of standards, if
necessary. All these documents shall be given back to the supervisor at the end of the exam.
The candidate responds to questions and case studies of the exam on electronic forms via the
computer workstation available to him.
Access to any other web page as the exam form is prohibited. Any violation is punishable.
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The browsing history is viewed and recorded by the supervisor at the end of the exam to trace the
eventual use of webmail or from various sources. If the browsing history is deleted, the candidate is
punishable.
Exam supervision
A neutral supervisor is present throughout the duration of the examination in the room where the
candidates complete their examination.
Candidates are under no circumstances allowed to leave the examination room during the entire
duration of the exam.
The supervisor may at any time stop the candidate to view the browsing history of the candidate.
Appointment and impartiality of the examiner
The certification body is responsible for the appointment and registration of examiners.
At the appointment of an examiner, the absence of any conflict of interest must be checked and
recorded.
Breaches and sanctions
General
The scheme owner’s objective is to provide, at an advantageous quality/price rate, maximum
flexibility to applicants, especially as regards the dates and places of examination.
In return, the candidates and their prospective employers agree that any attempt of cheating will
be severely punished.
Certification bodies affiliated to the scheme owner for WBL Mentor competence certification take
back the provisions of §§ 3.2 & 3.3 hereafter in the certification contract they sign with their clients.
Breaches
The following cases are considered punishable breaches under this Regulation
a) use of a mailbox or any other attempt to communicate with the outside during the
examination;
b) consultation of sites and web pages other than exam forms;
c) attempt to take notes or copies of examination questions.
Penalties
In case of breach (see 3.2), the following penalties will be taken without appeal
a) cancellation of the examination, which will not be marked and will be considered as failed;
b) charging a participation of 5000 € to the development of an alternative exam.
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Foreword
The EU WBL Mentor 3000 ISO 17024 compliant Competence Certification Scheme (CCS) has been
developed within the ERASMUS+ #MENTOR4WBL@EU 2018-1-EL01-KA202-047778 Strategic
Partnership project (see https://www.mentor4wbl.eu/) in accordance with the EFCoCert
standardization guidelines, which are compliant with the ISO directives.
An "EU WBL Mentor" experts committee gathering representative of all relevant interested parties
from various EU countries has been established during the #MENTOR4WBL@EU project for
commenting and reaching consensus on the successive drafts of the CCS prepared by EFCoCert. The
members of the EU WBL Mentor experts committee are listed in table 1.
Name
BARTSOKA
BARTUSEVICIENE
BESKESE
BLANC
ERZURUMLU
GOMEZ GUTIERREZ
GOYA
KALLERGI
KAROULAS
KIRIAKOS
LE LANN
LEE
MAUDUIT
MERKOS
MINTON
MYSIRI
NIEDZWIEDZ
PERROTTET
PETEAN
RANELLETTI
SINGH
SIOMADIS
TAVELLA
TUNC BOZBURA
TUZCUOGLU
ZIARATI

First name
Maria
Inga
Ahmet
Didier
Yaman
Fabian
Miguel Angel
Jennie
Gerasimos
Dimitris
Florence
Mark
Claire
Stephanos
Ann
Elisa
Joanna
Stéphane
Florin-Ioan
Andrea
Lakvir
Vassilis
Andrea
F.
Selcuk
Reza

Country
GR
SE
TR
CH
TR
SP
SP
GR
GR
GR
CH
US/AUS
FR
GR
UK
GR
UK
CH
RO
IT
UK
GR
IT
TR
TR
UK

Organisation
OAED
World Maritime University
BAU
EFCoCert Foundation
BAU
FyG Consultores
Andalucia Emprende
DIEK Egaleo
IME GSEVEE
DIEK Egaleo
ViaSyst SA
IBSTPI
Académie de Grenaoble
OAED
University of Derby
IME GSEVEE
C4FF
EdelCert
Centre for Development in
Management
Erifo Project
C4FF
IME GSEVEE
E.RI.FO
BAU
BAU
C4FF

Table 1 – EU WBL Mentor experts scheme committee members (* = partners)
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Introduction
Origin of the EU WBL Mentor CCS
The EU WBL Mentor Competence Certification Scheme (CCS) is developed as part of the ERASMUS+
Strategic Partnership project #WBL MENTOR@EU (2018-2020).
The EU WBL Mentor CCS sets the applicable requirements for:
g) the WBL Mentor prerequisites and competences,
h) the WBL Mentor certification process,
i) the personal certification bodies (PCBs) providing certification services against the EU
WBL Mentor CCS.
Mentors concerned by the EU WBL Mentor CCS
Mentors concerned by the EU WBL Mentor scheme may be company’s employees or not,
delivering WBL mentoring at full or part-time.
The EU WBL Mentor CCS may be used by:
g) WBL Mentors aiming to demonstrate competence in providing WBL mentoring services,
h) organizations looking for hiring competent WBL Mentors,
i) vocational training organizations aiming to adapt their WBL Mentor training and
qualification practices.
EU WBL Mentor CCS framework
The EU WBL Mentor CCS consists of the following normative documents:
- EU WBL Mentor 3000 Competence Certification Scheme – Vocabulary
- EU WBL Mentor 3001 Competence Certification Scheme – Requirements
- EU WBL Mentor 3002 Competence Certification Scheme – Exam Material
- EU WBL Mentor 3024 Competence Certification Scheme – Requirements for certification
bodies
EU WBL Mentor CCS impact
The EU WBL Mentor CCS reinforces the professional value, mobility and employability of WBL
mentors on a European scale.
Such a certification is the best way for WBL mentors to have their competences recognized in terms
of providing professional WBL mentoring services and provide all guarantees of reliability thanks to
ISO 17024 accredited third-party certification.
The availability of the EU WBL Mentor CCS throughout EU is ensured by the applied scheme owner
business model, in which the scheme owner, contracts and monitors PCBs offering certification
services against EU WBL Mentor CCS in any country demonstrating market demand.
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EU WBL Mentor Competence Certification Scheme – Exam material
Scope
This normative document specifies the exam material applicable for assessing competences of a
WBL Mentor aiming to obtain or maintain certification against the EU WBL Mentor competence
certification scheme.
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ANNEX A

(Normative)
EU WBL Mentor Multiple Choice Questions
Nb
1. 1a, b, c

2. 1a, b, c

3. 1a, b, c

4. 1a, b, c

5. 1a
6. 1a

7. 1a, c

Related questions
How can a WBL mentor identify the company’s expectations?
A. Before the start of the apprenticeship/internship, the WBL mentor
communicates with the CEO and the head of the department that the
apprentice and discusses with them the expectations they have from
the apprentice.
B. The mentor should find out whether the company has recruited an
apprentice in the past
C. The mentor is informed by the school whether the company has
complained in the past about an incident during a previous
collaboration within a WBL program.
Why it is essential for a WBL mentor to understand the needs and
expectations of the company, the school and the mentee before planning the
mentoring process?
A. to build common goals and motives
B. to share work and responsibilities
C. to identify the need for mentoring
You have accepted to be the WBL mentor and you are about to start planning
your mentoring process. In order to identify the purpose and goals of your
WBL mentoring you analyse and understand
A. your company’s needs
B. your mentee’s needs
C. analyse and understand the whole context
D. the needs of the mentee and the company
For designing/planning effectively the goals and objectives of a WBL
mentoring, which of the following is NOT one of the points the mentor need
to collect information on the company
a. responsibilities of the company
b. demographics of the region
c. typical work need
d. company’s past in wbl mentoring procedures
The Mentor needs to understand the schools VET needs
In order to demonstrate the understanding the VET school's needs a mentor
should NOT need to know
a. Learn the curriculum of the school
b. Learn the objectives of the school
c. Learn the duration of the education
d. Learn the duration of the training
What does contracting mean in regards to the mentoring relationship?
A. Writing down actions
B. Signing a contract
C. In written agreeing between the mentor, mentee, VET tutor and
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Key
A

A

D

B

True
C

C

8. 1b

9. 1b

10. 1b

11. 1b

12. 1b

13. 1c

14. 2a, b, c,
d

organisational stakeholders what the mentoring process will involve
D. Reducing the mentoring sessions over time
The Kolb experiential learning cycle includes which four areas?
A. Concrete learning
B. Reflective observation
C. Abstract conceptualisation
D. Active compartmentalisation
E. Active experimentation
How could the Mentor best understand the Mentees preferred way of
learning? Choose two
A. Ask the Mentee to do a learning style questionnaire
B. Observe the Mentee on the job
C. Ask the mentee how they like to learn
D. Ask the mentee’s family for feedback
Which of the following does NOT belong to the group of concepts the mentor
should collect info prior to mentoring?
a. Approaches that discourage the mentee
b. Approaches that encourage the mentee
c. Providing information about mentor
d. Future opportunities of employment
Which are the four learning styles Kolb categorised?
A. Diverging, assimilating, converging, accommodating
B. Diverging, assimilating, repeating, imitating
C. Assimilating, converging, accommodating, reflecting
D. Converging, repeating, reflecting, diverging
What is the guideline for the most effective ratio for adult learning?
A. 70:20:10 (Hands on experience/social and collaborative
learning/formal learning)
B. 80:10:10 (Hands on experience/social and collaborative
learning/formal learning)
C. 60:30:10 (Hands on experience/social and collaborative
learning/formal learning)
D. 50:30:20 (Hands on experience/social and collaborative
learning/formal learning)
How can the Mentor best identify the company’s expectations? Tick all that
apply.
A. Talk to key stakeholders in the company
B. Understand from the company how other Mentees have progressed
as a benchmark
C. Ask for all key stakeholders to set goals for the Mentee and collate
them all
D. Read all the company literature, website, and annual reports
During the process of defining the learning outcomes the mentor has to :
A. Achieve the maximum number of learning outcomes during WBL process
B. Take into account the mentee’s real needs when planning
concrete learning outcomes
C. He/she defines the learning outcomes based on the in-company training
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A, B, C,
E

A, B, C

D

A

A

A, B

B

15. 2a, b

16. 2a, b

17. 2a, b

18. 2a

19. 2a

20. 2a

21. 2a

22. 2a

23. 2b

content.
What does the acronym GROW stand for in regards to mentoring?
A. Goal, Reach, Out and When
B. Growing, Reaching, Outstanding, Waiting
C. Goal, Reality, Order, Watch
D. Goal, Reality, Options, Will
How does the GROW tool most help with a mentoring session?
A. Starting the session
B. Making a plan
C. Stretching the mentee
D. Structuring the conversation
What is a ‘SMART’ goal?
A. Goals that are in line with the organisation’s culture and values
B. Goals that can be achieved in the time frame
C. Goals that are specific, measurable, achievable, relevant and
timely
D. Goals that are designed to stretch the mentee
For designing/planning effectively the goals and objectives of a WBL
mentoring the mentor should
A. prioritise the company’s needs
B. implicate all involved parties
C. request them from the school
As an WBL mentor you are planning the optimal skill transfer process for your
mentee. When you do this, you have in mind that the most of the mentee’s
learning comes from
A. challenging assignments and on-the-job experiences
B. the relationship with the mentee’s colleagues
C. the mentee’s formal vocational training
In order to plan realistic, measurable and consistent with the WBL mentee’s
needs learning outcomes which of the following the mentor does NOT need
to determine the following?
a. What this mentoring will make the relationship rewarding for the mentee
b. What approaches encourage or motivate the mentee
c. How much salary the mentee expect
d. What approaches discourage or de-motivate the mentee
Which of the following would NOT be a resource to perform the mentoring
process
a. Cases
b. Note taking guide
c. Reading list
d. Site visits
Which of the following is NOT steps of learning circle
a. Experiencing
b. Reviewing
c. Concluding
d. Planning
e. Iterating
When taking on a mentee which one of the following options should be

Erasmus + KA2 Cooperation for Innovation & the Exchange of Good Practices
2018-1-EL01-KA202-047778

[37]

D

D

C

B

A

C

D

E

E

24. 2c.

25. 2d

26. 3a, b, c,
d

27. 3a, b, c,
d

28. 3a, b, c,
d

29. 3a, b, c

30. 3a

considered?
A. Where will the mentee work and with whom?
B. Who should do the training and when?
C. What will he/she learn and when?
D. What should the mentee be able to do after each task?
E. All of the above
The term evaluation in the mentoring/training environment often means the
process of the mentee to measure what were planned and what were
achieved by the mentee himself or herself.
Who is responsible for the mentee’s skills transfer plan?
A. The mentor and the mentee
B. The mentee
C. The VET tutor and the mentee
D. The Mentor, the mentee and the VET tutor
Describe three acts that could help the socialization of the mentee:
The expected answers have to be at least three of the following examples. A
mentor:
A. Has to prepare the welcoming pack that activates a mutual
commitment for a better relationship among all stakeholders involved
in the mentoring process.
B. From the beginning of the apprenticeship/internship a mentor
provides information about the company’s profile and culture.
C. Explains to the mentees which are the company’s policies and
internal communication procedures
D. Stimulates social and behavioural integration within workers and
mentees
E. Takes care about the relationship between the mentee and his school
F. Acts as liaison with all stakeholders
You are the WBL mentor and the first day the mentee arrives you have to
attend a meeting to another city. You decide to
A. assign an in-company trainer to welcome the mentee
B. cancel the trip and stay to welcome the mentee
C. give the mentee specific guidelines before your absence
You have been matched as a WBL mentor and you start preparing a welcome
pack for the new company’s mentee. You make sure that it includes
A. the company’s code of conduct
B. the company’s latest balance sheet
C. The company’s leader(s) CV(s)
Which of the following is a MUST of the welcoming phase of the
mentor / mentee relationship
a. Home visit
b. Recognize and state the boundaries of the role of the mentor
c. Require references
d. Common political background and ideology
Which of these are the five stages of a mentoring relationship?
A. Purpose, engagement, planning, emergence, completion
B. Purpose, reflection, training, emergence, completion
C. Training, reflection, planning, collaboration, completion
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False

D

A, B, C,
D

B

A

B

A

31. 3a

32. 3a

33. 3

34. 3
35. 3c

36. 3e, f

37. 4a, b, c,
d, e, f, g

38. 4a, b, c,
d, e, f, g
39. 4a, b, c,
d, e, f, g

D. Planning, collaboration, training, reflection, completion
How does mentoring differ from coaching?
A. Mentoring involves someone experienced in their role supporting
someone who is less experienced in their role
B. To be a mentor you must have 10 years experience,
C. Coaching is more frequent than mentoring
D. Mentoring is more impactful than coaching
The hard copy material the mentor should provide to the mentee prior to the
program need NOT to contain which of the following
a. Detailed CV of the mentor
b. Presentation about the company
c. Leaflet of the company
d. Information about what mentoring is and its difference from coaching or
teaching
How can the mentor help facilitate a sound social and behavioural integration
with the mentee and the workers at the company? Tick all that apply
A. Explain the culture of the company with examples
B. Introduce the mentee to the key stakeholders
C. Ensure the Mentee attends all the top level meetings
D. Ensure the Mentee familiarises themselves with as many people as
possible in the company in the first week
E. Role model the company behaviour
F. Seek feedback of the mentee and provide feedback to him during the first
few weeks
The mentor will need to act as a liaison with stakeholders involved in the
mentoring process and the Mentee
For designing/planning effectively the goals and objectives of a WBL
mentoring, which of the following is NOT one of the points the mentor need
to collect information on the company
a. challenges of the company
b. prospects of the company
c. number of people working at departments
As a WBL mentor who will you include into your communication plan during
the mentoring process?
A. Only the mentee
B. Only the school
C. All the stakeholders
Which of the following applies?
A. A mentor has to encourage the mentee to focus on the company’s
needs and expectations in order to increase it’s employability.
B. The best way to increase the the mentee’s employability is to ensure
the transferability of knowledge and competences to other
workplaces, Mentee needs experience and working culture
The emphasis of the mentoring relationship should be on enabling and
empowering the Mentee to take charge of their own development
themselves.
Professionalizing the mentee involves several activities and skills to gain.
Which of the following would NOT be one of them?
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A

A

A, B, E,
F

True
C

C

B

True

D

40. 4a

41. 4c

42. 4c

43. 4f

44. 4g

45. 5a, b, c,
d, e

46. 5a, b, c,
d, e

a. The mentee must go through a learning by seeing in order to enhance
practical skills
b. The mentee must be clear which and how certain knowledge and
competences could be transferred at the end of the WBL program
c. Besides the practical knowledge the mentee should gain the skills and
values to be a role model
d. The mentee should be ready to be a mentor for the workplace he/she
would be employed
What should a mentor be transferring to their mentee? Select all that apply
A. Technical Knowledge
B. Vocational experience
C. Relevant competencies
D. Relevant company knowledge
Which of these statements is true?
A. A mentor is expected to ensure their mentee is dependent on them
for knowledge and professional development
B. A mentor is expected to ensure their mentee only comes to them to
learn
C. A mentor is expected to empower their mentee towards independent
self professional development
D. A mentor is expected to share all their professional expertise in the
first three sessions to ensure knowledge transfer
The term continuing professional development (CPD) refers to the process of
tracking and documenting the skills, knowledge and experience that you gain
both formally and informally as you work, beyond any initial training. It's a
record of what you experience, learn and then apply.
A mentor needs to support the mentee with their time management. While
analyzing the work tasks in terms of urgency and importance, if the task has
high urgency and high importance then the action is:
a. Do soon
b. Do it first
c. Do it sometime
d. Plan a dedicated time
Which of the terms below defines the role of a subject expert resource or
subject matter expert (SER / SME)?
1. Instructing and observing
2. Proficiency in his/her role
3. Correcting and assessing
4. Ensures the content is accurate for projects
5. Asking the mentee to always work independently
Your WBL mentee comes from a foreign country and does not speak your
language. You
A. use your phone application to translate your conversations
B. use a dictionary of the language the mentee speaks
C. refuse to undertake the mentee unless a translator is provided
You want to give out an evaluation checklist with a Likert scale to use for your
mentoring report to your company manager. As it contains confidential
replies you
A. print the evaluation checklist and you give them out privately to your
mentees
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A, B, C,
D

C

True

B

A, B, C,
D

A

B

47. 5a, b, c,
d, e

48. 5a

49. 5a

50. 5b

51. 5b

52. 5d
53. 5b

B. create a google form adjusting the sharing settings and share the link
to your mentees
C. get the replies of the evaluation checklist orally interviewing each
mentee separately
As an WBL mentor you wish to employ an efficient learning management
system using new technologies to foster collaboration and manage knowledge
transfer better. However, your financial resources are limited and so you wish
to use an open source system for free. Which of the following technological
tools will accommodate better both purposes?
A. An email platform
B. A moodle platform
C. A virtual workspace
D. Blackboard
Which of these is NOT one of the Mentoring Relationship Styles
A. Traditional mentoring
B. Reverse mentoring
C. Modern Mentoring
D. Group mentoring with a single mentor
E. Group mentoring with many mentors
Which of these is NOT one of the Mentoring Styles
A. Challenger
B. Innovator
C. Cheerleader
D. Educator
E. Ideator
Which of these is NOT a way to leverage to create a cultural innovation
A. sensitize employees to innovation
B. motivate and inspire employees to engage in innovation alongside their
day-to-day business
C. Provide employees with the necessary information, tools and skills to
enable them to innovate
D. Provide employees with the necessary resources, structures and space
to enable innovation
E. Inspire them with stories
Which of these is NOT a principle of adult learning
A. Adults must self-direct their own learning.
B. Adults must have opportunities for critical reflection when learning
something new.
C. Adults must be able to access their own experiences when learning
something new. Additionally, adults will need new experiences in
order for learning to “stick.”
D. Adults need very frequent direction by a teacher for learning
E. Adults need a purpose for learning. There must be a goal or outcome,
as most adults will not learn for the sake of learning.
F. Adults must learn to learn.
It is the responsibility of just the mentee to keep records of the mentees
learning during the mentoring, not the mentor.
The key principles of Adult Education are:
1. Self-Directing
2. Learn by doing
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B

C

B

E

D

False
1, 2, 3,
4, 5, 6,
7, 8

54. 6a, b, c,
d, e
55. 6a, b, c,
d, e

56. 6

57. 6a, c

58. 6a

59. 6b

60. 6b

3. Relevance
4. Experience
5. All of the Senses
6. Practice
7. Personal Development
8. Involvement
The development of a productive relationship between a mentor and a WBL
in-company intern is essential to a productive mentoring process.
Which of the following will help you build a strong and healthy relationship
with your WBL mentee? Tick the ones that apply.
A. Respect your WBL mentee’s time as much as yours
B. Keep the relationship on a professional basis
C. Automatically give advice or criticism
D. Recognize and work through conflicts in a respectful way
E. Assume your advice to be followed
F. Have an agenda before meeting
G. Act as a substitute for the mentee’s parents
H. Make it a win-win professional relationship
I. Establish clear boundaries
What should the Mentor encourage the mentee to do if they identify learning
needs in themselves?
A. Keep quiet about the learning needs and focus on the work
B. Try to teach the Mentee all they need to know in the mentoring
sessions
C. To advocate for what they need with the appropriate people
D. To log their learning needs and present them in 3 months to the VET
tutor
E. To wait 6 months and see if the learning needs resolve
A strengths-based assessment of a mentee
A. Focuses on areas for development
B. Focuses on what the mentee enjoys doing
C. Focuses on what the mentee is skilled at doing
D. Focuses on combining what the mentee enjoys and is skilled at doing
E. Focuses on growth areas
Which of these is NOT one of the Ways to create positive Learning
Environment
A. Punish students if they offer incorrect answers
B. Address Student Needs
C. Let Students Get to Know You
D. Avoid Rewarding to Control
E. Employ Class-Building Games and Activities
Which of these is NOT one of the Phases of Mentorship
A. Preparing
B. Negotiation
C. Enabling growth
D. Designing
E. Coming to closure
A mentoring relationship is for the benefit of?
A. The Mentee and the Mentor
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True
A, B,
D, F,
H, I

C

D

A

D

B

61. 6d, e

62. 6e

63. 7b, c

B. The Mentee, the Mentor, the VET tutor and the company
C. The Mentee, the VET tutor and the company
D. The Mentee and their key stakeholders in the company
E. The Mentee’s career
How can self- reflection help a mentee?
A. The mentee can learn from previous actions
B. The mentee can consider how others feel and behave
C. The mentee can adapt their behaviour in future situations based on
their experience
D. The mentee can understand what works well, and what works not so
well
What is the Meaning of SWOT Abbreviation
A. Strengths, Weaknesses, Opportunities, Tactics
B. Success, Weaknesses, Opportunities, Threats
C. Strengths, Weaknesses, Opportunities, Threats
D. Strengths, Weaknesses, Organizations, Threats
E. Strengths, Willingness, Opportunities, Threats
An WBL mentor in order to succeed in managing conflicts has to encourage
CEO and company’s staff to accept different religious habits of the mentee
even though some of them take place into the workplace.

A, B, C,
D

C

True

64. 7b, c

An WBL mentor in order to succeed in managing conflicts has to explain the
mentee that he should avoid religious activities at workplace in order to
protect sensitive data concerning his life.

False

65. 7b, c

An WBL mentor in order to succeed in managing conflicts has to explain the
mentee that participation into religion actions is a human right and not
sensitive personal information.

False

66. 7b, c

For WBL mentors managing conflict means
A. avoiding disputes to protect their relationship with WBL mentees
B. eliminating differences that may cause conflicts with WBL mentees
C. being comfortable to discuss different views with WBL mentees
What key aspect does the mentor need to consider if they are planning on
having a difficult conversation with the mentee?
A. The time of day of the conversation
B. The amount of warning the mentee has had about the conversation
C. The goal of the conversation
D. The mentee’s experience to date
What are the 5 conflict resolution modes? Tick those that apply
A. Avoiding
B. Stating
C. Accommodating
D. Compromising
E. Dominating
F. Competing
G. Collaborating
Which of these is NOT one of the Ways to Resolve Conflicts
A. Get The Full Story

C

67. 7b, c

68. 7c

69. 7c

Erasmus + KA2 Cooperation for Innovation & the Exchange of Good Practices
2018-1-EL01-KA202-047778

[43]

C, D

A, C,
D, F, G

B

70. 7d

71. 7d

72. 7d

73. 7d

74. 7d

75. 8a

76. 8a
77. 8a

B. Talk to Their Managers
C. Focus On The Facts
D. Remind People What They Have In Common
E. Seek Understanding, Not Consensus
Which of these is NOT one of the Code of Conduct Principles
A. Written for the reader
B. Accessible
C. Similar to the Competitive Companies
D. Comprehensive
E. Supported by leadership
Which of these is NOT one of the Principles of Confidentiality
A. Justify the purpose
B. Don’t use mentees identifiable information unless it is absolutely
necessary
C. Use the minimum necessary mentee-identifiable information
D. Understand and comply with the law
E. Promise to Mentee for not Saying Anything to Anybody
Whose permission must the Mentor seek to keep personal information on the
Mentee?
A. The Mentee’s manager
B. The VET Tutor
C. The Mentee
D. No-one. It is allowed by the programme
When would you break confidentiality in the mentoring relationship?
A. When you don’t agree with the mentee
B. Whenever you want to
C. When you are concerned about their safety or other’s safety or the
company’s rules have been breached
D. When you are upset by something they say
Helen is your WBL mentee and as her mentor you have met several times to
discuss her professional goals and career objectives and general timelines for
her professional life, but you realize that you know very little about her
personal goals and objectives and general timelines for her personal life,
which would add valuable information for your mentoring process. During
your meeting you decide to ask her clarifying that you are asking to help her
and not to pry or cross personal boundaries. However, she becomes angry
and states that "my personal life is none of your business". You
A. try to find the information you need from her school mentor
B. demand this information from her since it is not sensitive
C. stop asking and do nothing more about it.
The effectiveness of the mentoring outcome is assessed:
A. At the end of the mentor programme
B. Half-way through the programme and at the end
C. 3 months after the programme has ended
D. At periodic intervals through the programme, as agreed with the
mentor and mentee, company and VET tutor.
Formative assessment is conducted at the end of the WBL apprenticeship
Which of the following will you use as assessment metrics to evaluate your
WBL mentoring relationship?
A. Trust
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C

E

C

C

A

D

False
A, C, D

78. 8c

79. 8c

80. 8d

81. 8f

B. Career opportunities
C. Commitment
D. Communication
E. Technical skills
Which of these is NOT one of the Advantages of Self Assessment
A. Gives Selfconfidence to the Mentees
B. Encourages student involvement and responsibility
C. Encourages students to reflect on their role and contribution to the
process of the group work
D. Allows students to see and reflect on their peers’ assessment of their
contribution
E. Focuses on the development of student’s judgment skills
Which of these is NOT one of the Disadvantages of Self Assessment
A. Potentially increases lecturer workload
B. They can overestimate their abilities
C. Self evaluation has a risk of being perceived as a process of presenting
inflated grades and being unreliable
D. Students feel ill equipped to undertake the assessment
Which of these is NOT one of the Stakeholders of Mentoring Process
A. Mentees
B. Non Profit Organizations
C. Line Managers of the Mentees
D. Mentors
E. HR and Personnel Staff
Mentor must share the assessment results with the WBL mentee and the
company’s staff.

A

B

B

True

82. 8f

Mentor should share the assessment results only with the mentee’s school.
Teachers ought to announce the results.

False

83. 8h

The effectiveness of the mentoring is solely established by the mentor
reviewing if the mentees goals have been met.
What are common mistakes when giving feedback? Tick all that apply
A. The feedback offers no specific example
B. The feedback judges the individual not the action
C. The feedback is given too early in the mentoring process
D. The feedback contains an implied threat
E. All feedback given is negative
F. Feedback is given by the mentor to the mentee during mentoring
sessions
During a mentoring process the WBL in-company mentee did not achieve the
agreed objectives of your mutual WBL in-company agreement. You
A. Request from the WBL in-company mentee’s training documentation
and justification of the mentee’s low performance
B. Ask the school mentor if the mentee’s failings are reflected also in
academic shortcomings
C. Compare and analyse your self-assessment & your mentee’s mentor
assessment to find your discrepancies
Having finalised your WBL mentoring process you want to self-assess your
communication skills. Which of the following skills would you rate to check

False

84.

85. 9a, b, c,
d

86. 9a, b, c,
d
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A, B,
D, E

C

C, D, F,
H, I

87. 9a, b, c,
d

88. 9a, b, c,
d

89. 9a and b

90. 9b

91. 9b

yourself as a communicator? Choose all the appropriate ones from the
following:
A. Leadership
B. Role model
C. Active listener
D. Constructive criticism
E. Resources management
F. Accessible
G. Assessment
H. Being specific
I. Empathy
How the WBL Mentor can self-assess the social and behavioral competences
he/she has acquired?
Self-assessment is crucial for the WBL mentor as it confirms teamwork
competence and communication skills
How the WBL Mentor can self-assess the social and behavioral competences
he/she has acquired?
Only the certification exams can prove the WBL mentor social and
behavioural competences.
What are some key skills needed for self-assessment?
A. Flexibility and creativity
B. Teamwork and IT
C. Self awareness and self management
D. Negotiation and confidence
Which of the statements below does NOT reflect the right attitudes that a
WBL mentor needs to have?
a) I always try to keep a positive attitude to show how much I enjoy my
job and my friends. I believe that happiness is epidemic, and I am
volunteer to spread it over the company.
b) Instead of complaining about failures, I constantly congratulate others
on their successes. I believe that this is important to motivate them to
keep improving.
c) I know that there will be bad times as well. When things go wrong, I try
to keep an even demeanor through both good times and bad.
d) I do my best to control the behaviours of everybody around me. If
someone behaves inappropriate according to my code of ethics, I
promptly react and try to fix the problem no matter how many people
there are around us.
Which statement below does NOT fit in the definition of a good WBL mentor
in terms of creativity and innovation?
a) I believe that, for a well-established large company, every single
possible problem can be solved using existing approaches. Out-of-thebox thinking is necessary only for other companies.
b) I try to contribute to the solution of the problems around providing
them with a fresh perspective.
c) Each situation can be different, and may require new methods to be
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True

False

C

d

a

92. 9c
93. 9c

94. 9d

95. 10a, b, c,
d, e, f

96. 10a
97. 10a, b, c,
d, e, f

98. 10a

99. 10
100.

10a

solved. I respect to the common methods to solve a problem, but
always question them.
d) I use my creativity in any role I am in within the team. I take the dayto-day tasks and challenge the status quo to see where improvements
can be made.
When a mentor is self-assessing it is important to assess both strengths and
areas for improvement
Why is self-assessment by the Mentor important?
A. It helps the Mentee network with stakeholders
B. It helps the Mentor know how they have performed and provides
direction to the Mentor to know how to improve as a Mentor
C. It is the only feedback the Mentor will get
D. It is the only way the VET tutor can know how the mentoring is going.
A WBL mentor needs to
a) Criticise every weakness of people around.
b) Identify own strengths and areas for improvement.
c) Complain about the existing circumstances in case of a failure.
Ignore ideas arose from the mentees about alternative solutions.
During a mentoring process you realise that both you and your WBL incompany mentee overestimated the objectives to be achieved and it will be
impossible for the mentee to get the knowledge, skills and competence you
both mutually agreed. You
A. Mutually agree with your mentee to revise the mentoring objectives
on time and call the school mentor
B. request from the school mentor and the WBL trainer to assist the
mentee reach the agreed objectives
C. show your mentee your disappointment and expect from your
mentee to put more effort
Once the Mentee plan is set it cannot be altered as that will affect the
outcomes for the Mentee
Your in-company WBL mentee presents weak performance on one of the
objectives of your Mentoring Agreement. As one of your tasks as a mentor is
to protect your mentee it is best not to reveal this low performance to the
school mentor and either delete this objective or give a false high evaluation.
Why would the mentees objectives plan need to be altered? Tick all that apply
A. The mentee is not on course to achieve the objectives
B. The mentee has surpassed the objectives
C. The Mentor believes the mentee can be challenged further
D. All of the above
It is not the responsibility of the Mentor to inform the school of revised
objectives and revised action plans.
While remediating the mentoring plan, first, objectives should be set. Then,
those objectives, and the actions to reach those objectives should be
assessed, and the best courses of action should be defined to prevent
deviations from the objectives. These steps should be repeated continuously.
This approach is called …………………………………
a) Deming’s PDCA (Plan-Do-Check-Act) cycle
b) Go-for-it Approach
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True
B

b

A

False
False

D

False
a

101.

10b

102.

10f

103. 11a,
b, c

104. 11a,
b, c

105. 11a,
b, c

106.

11a

107.

11a

108.

11a

c) Development cycle
d) Mentoring process
The WBL mentor would advise his/her mentees for improving their
performance
a) On the job
b) In school
c) Of his/her relationship with other employees
d) All of the above.
The WBL mentor needs to be in close touch with the
…………………………………………………… about the identified gaps between the
objectives in the improvement plan and the actual achievements of the
mentee to overcome areas of concern or areas for improvements.
a) Principal
b) Academic mentor
c) Family members
d) General manager of the company
After the final evaluation of your mentoring process by the mentee your
performance was not ranked low but it did not excel either. During your
reflection process you identified that you need to improve your
communication skills and update your mentoring practices. There is a seminar
on your missing competences but it is in another town and you have limited
availability time-wise. You decide to
A. postpone it until your availability becomes better and a similar
seminar is closer to you
B. look for an online MOOC covering your missing competences
C. do nothing since your company has not requested anything from you
As an WBL mentor you wish to improve your mentoring practices so as to
develop professionally. You want to add to your personal learning the social
learning aspect to share problems and difficulties you faced during your
mentoring process. You
A. search in google scholar about mentoring problems
B. read research papers about mentoring problems
C. join a community of practice for mentoring
How can a WBL mentor improve the mentoring practices?
A. By implementing different mentoring practices
B. By taking into account the mentee’s needs during WBL
C. By trying to make the mentee more employable
What two different types of goals need to be measured to understand the
effectiveness of a mentoring programme?
A. Medium term and long term
B. Individual and organisational
C. Mentor and Mentee
D. Behavioural and technical skills
The mentee should have a continuous professional development plan at the
end of the programme
For continuously expanding our skill set and knowledge to keep up with the
changes in the environment and new developments, is vital.
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d

b

B

C

B

B

True
c

109.

11a

110.

11a

111.

11b

112. 12a,
b, c, d, e,
f, g, h, I,
j, k

113. 12a,
b, c, d, e,
f, g, h, I,
j, k

114. 12a,
b, c, d, e,
f, g, h, I,
j, k

a) University education
b) Watching TV
c) Lifelong learning
d) Solving puzzles
What is the best way for a mentor to convince a mentee to be a life-long
learner?
a) Buying a book
b) Being a role model
c) Continuously advising to mentee
d) Shouting at the mentee if (s)he stops studying
Which of the statements below is true considering the role of the WBL
mentor for improving mentoring practices?
a) The process is clear enough. The mentor does not need to do anything
extra if things are going wrong. It is all the mentee’s responsibility.
b) As an indicator of respect, each mentee should be left alone to define
his/her own path for improvement.
c) The mentor should plan actions for improving the WBL Mentoring
practices according to the assessment results.
d) The mentor should wait until the end of the process to assess
improvement.
Who could the Mentor consult about the effectiveness of the mentoring
programme?
A. The Mentee
B. The VET tutor
C. The stakeholders in the company
D. Themselves through reflective practice
While communicating with mentees, the mentors need to avoid some
empathy blockers. Which of the below can not be listed within these
blockers?
a) Criticising
b) Diagnosing
c) Threatening
d) Giving feedback
While talking to someone, which of the below gives the majority of the
message within communication?
a) Vocabulary
b) Idioms
c) Voice
d) Non-verbal behaviour
In a well-managed team or system, the combined effect of the activities or
assets complementing each other is greater than the sum of the parts. What
is it called?
a) Consolidation.
b) Synergy.
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b

c

A, B, C,
D

d

d

b

115. 12a,
b, c, d, e,
f, g, h, I,
j, k

c) Diversification.
d) Integration.
During a WBL mentorship it seems that there is a strong disagreement with
your mentee. You say
A. “You are totally wrong”
B. “I don’t agree”
C. nothing
D. Words that reframe the disagreement in a more neutral way and that express

B

empathy on the situation, regardless the content of disagreement

116. 12a,
b, c, d, e,
f, g, h, I,
j, k
117. 12a,
b, c, d, e,
f, g, h, I,
j, k
118. 12a,
b, c, d, e,
f, g, h, I,
j, k
119. 12a,
b, c, d, e,
f, g, h, I,
j, k
120. 12h

121.
122.

12h
12g

Integrity is the most crucial soft skill for WBL mentors in which of the
following functions in their mentoring process?
A. Leadership
B. Management
C. Supervision
Your WBL in-company mentee is telling you about the difficulties (s)he faces
when trying to deliver the assigned tasks in the company. You
A. start telling how you overcome difficulties
B. say (s)he must find own solutions
C. nod, make eye contact or express empathy in a way that will
distress the mentee
As an WBL mentor your mentoring relationship with your mentee does not
grow strong, which affects your mentee’s WBL performance. You
A. are sure you did your best and it is your mentee’s fault
B. ask for help from peer mentors
C. try to show that everything goes fine
Team players should make sure they are given credit for their individual
contributions.

A

Which of the following are examples of good team working traits?
A. Dedication to the company’s goals and vision.
B. Willingness to assist other team members.
C. Takes all the credit for a positive outcome and doesn’t listen to others
ideas.
D. Being late and unprepared for meetings.
E. Takes time to organise a task.
Positivity, Feedback and Persuasion Skills are good examples of team work.
Advanced Empathy is an awareness of other people’s feelings.

A, B, E
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C

B

True

True
False

ANNEX B

(Normative)
EU WBL Mentor Open Questions
Nb
1. 1a, b,
c

2. 1a, c

3. 1b

4. 1b

5. 2a

6. 2a
and
2b

7. 2b, c,

Question
Why does a WBL mentor need to
define the context before
starting to plan their mentoring
process?

When taking on a new mentee
which parties does a mentor
need to contract with (make an
agreement with)?
How would you describe the
most efficient way of active
learning? Provide some
examples.
According to your view, in which
questions should an in-company
mentor encourage the mentee to
answer to? Provide 3 examples
and explain why.
According to your view, which
items has a mentor to prepare,
prior to the mentoring process,
in order to set the WBL
objectives and actions to achieve
them? Provide 3 items and
explain why you think they are
important to take place.
How do you think an in-company
mentor can break down longterm goals in a concrete action
plan for the mentee.

In what way(s) do you think
planning/designing the WBL

Key for correction/answers
Suggested answers:
Correct answer: Knowing the context affects the
objectives of the WBL mentoring process. So, the WBL
mentor should analyse and understand the context
- to develop common purpose and goals of the
mentoring process
- to understand the constraints affecting the
common purpose and goals such as
environment, resources, academic factors,
learning factors.
Wrong answer: Any answer not including at least one of
the points of the correct answer
Correct Answer: The mentee, The VET School Tutor and
the key stakeholders in the company

Correct Answer: Role Play or Problem Solving.

a. What am I here for?
b. What is important to me?
c. What do I know how to do at the moment?
d. What skills do I have?
e. What is my primary objective?
f. What are my major challenges?
a. A preliminary action plan
b. Preliminary list of expected outcomes
c. Set the preliminary learning objectives
d. Identify the resources and materials that will be used
e. Develop necessary material
f. Provide an outline of the mentoring process

Suggested answers:
• Have smaller steps within goals for the mentee to
achieve.
• Define some key milestones
• Break down larger projects into separate elements
or workstreams.
Suggested answers:
Correct answer: The effective implementation of a
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d, e

mentoring process of a WBL
apprenticeship/internship affects
(in case it does affect) its
implementation?

8. 2c

What resources might the
Mentor need for the mentoring
process?

9. 3a, b,
c, d

The mentor could use which
tools or techniques to prepare a
welcoming pack and process for
the mentee

10. 3a, b,
c, d

Why the initial welcome meeting
with the in-company WBL
mentee is important?

11. 3a

How can the mentor ensure the
mentee is committed to a
productive mentoring
relationship?

training program depends on:
1. the quality of its overall planning.
2. compliance with the specifications set when
planning its implementation with the school and
the mentee.
3. flexibility in design and implementation
processes.
4. ability to creatively adapt and revise the original
design.
5. Include the trainers in the design
Wrong answer: It does not affect implementation OR It
affects little its implementation OR If the examinee
provides and answer without any justification for it.
Suggested Answers:
• Contract with the mentee – i.e. boundaries,
GDPR, confidentiality
• Coaching tools such as GROW
• Goals template
• Stationary for reflective journals
• Company information for the Mentee
• Organograms
• Feedback templates
• Competency templates for documenting
examples
• Key questions to reflect on after each mentoring
session
a. Indicate ways of socialization of the mentee
b. Introduce mentee to the people at the company
c. Produce a welcoming leaflet/presentation/pack with a
summary of the WBL content
d. Help the mentee become familiar with the working
environment and describe work safety and obligatory
issues.
Suggested answers:
Correct answer:
The initial meeting is very important. It will;
- Set the stage for the relationship
- Allow a forum in which to establish the parameters
essential for the success of the Mentoring
experience.
Wrong answer: Any answer not including at least one of
the points mentioned in the correct answer.
Suggested answers
• Mentor to explain what a good mentoring
relationship involves
• Ask the mentee questions about their expectations
of the mentoring

Erasmus + KA2 Cooperation for Innovation & the Exchange of Good Practices
2018-1-EL01-KA202-047778

[52]

•
•
•

12. 3
b,c, e

13. 3f

What information about the
company should the mentor
provide to the mentee at the
start of the mentoring
relationship?
How can the mentor encourage a
culture of mentoring in the
organisation?

14. 4a,
6e,
7b

Describe the considerations for a
mentor when giving feedback to
a mentee on areas for
development

15. 4a, b,
c, d,
e, f, g

Describe ways that could help
you as a WBL mentor foster your
mentee’s self-professional
development/professional
autonomy.

16. 4a, b,
c, d,
e, f, g

Which are according to you the most
crucial steps to professionalize the
mentee.

Explain the mentoring process
Ask the mentee what they are committed to
regarding the mentoring
Ask the mentee to write down what they are
committed to regarding the mentoring

Suggested answers:
The company’s profile and culture
The policies and procedures
Key stakeholders in the company
Suggested Answers:
• Communicate with key stakeholders about the
benefits of mentoring
• Keep stakeholders in the loop about mentee
progress
• Share best practise of mentoring
• Work with other mentors in the organisation to
communicate and influence
• Encourage the mentee to advocate for
mentoring
Suggested Answers:
• Aim for a balance of positive feedback and areas
for development
• Give clear, specific examples
• Ensure the mentee has an opportunity to discuss
the examples and give their view
• Share feedback from stakeholders, or VET tutor
if relevant
Suggested answers:
Correct answer:
- Motivating mentees
- Building confidence
- Requesting a self-development plan
- Acknowledging mentees’ professional strengths
& contributions
- Negotiating path to independence
Wrong answers: not including at least 2 of the above OR
different answers without valid justification
a. Improve the vocational knowledge
b. Improve the practical experience
c. Improve the know-how and competences
d. Demonstration of the professional rules and work
ethics
e. Alignment of the WBL tasks to sector needs
f. Inspire the mentee to be a lifelong learner
g. Gain skills of creative thinking
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h. Creative communication skills
a. Specialised Knowledge
b. Competency
c. Honesty
d. Ability to work independently

17. 4b

What traits would you look for to
ensure your mentee
demonstrates professional
behaviour?

18. 4c

A mentee spends the mentoring
Suggested answers:
sessions asking questions and
• Using coaching skills
wanting advice. What
• Asking open questions
approaches could the mentor use
• Exploring the mentee’s opinion and ideas
to empower the mentee to help
• Suggesting the mentee collaborate with others
them think through ideas
in the workplace to gain ideas and build
themselves?
relationships
What is defined as autonomy
Correct: Autonomy is the power to shape your work
according to your view?
environment in ways that allow you to perform at your
best.
Incorrect: Autonomy does NOT mean working in
isolation.
It’s NOT doing whatever you like whenever you like.
It’s NOT working without a net.
What is a positive role model
Demonstrate confidence and leadership
according to your view?
A good role model is someone who is always positive,
calm, and confident in themselves. You don't want
someone who is down or tries to bring you down.
Everyone likes a person who is happy with their
achievements, but continues to strive for bigger and
better objectives.
“Andragogy is premised on at
Suggested answers:
least four crucial assumptions
about the characteristics of adult Correct answer:
learners that are different from
- emphasis on self-directed learning
the assumptions about child
- co-operation with the WBL in-company mentee
learners on which traditional
for the planning/design, implementation,
pedagogy is premised. These
evaluation, corrective activities of the WBL
assumptions are that, as a person
mentoring process
matures, 1) his self-concept
- mentee’s experience used as a source of
moves from one of being a
mentee’s own learning
dependent personality toward
- immediate application of acquired learning in
one of being a self-directed
real life
human being; 2) he accumulates
- freedom of choice in objectives, methods,
a growing reservoir of experience
content, resources, evaluation and trainer
that becomes an increasing
resource of learning; 3) his
Wrong answer:
readiness to learn becomes
Not including at least two of the above points.
orientated increasingly to the
developmental tasks of his social
roles; and 4) his time perspective
changes from one of postponed
application
of knowledge to immediacy of

19. 4c.

20. 4g

21. 5a, b,
c, d,
e
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22. 5a, b,
c, d,
e

23. 5a, b,
c, d,
e

application, and accordingly his
orientation toward learning shifts
from one of subject-centred to
one of problem-centred
(Knowles 1980: 39 quoted in
Zmeyov, 1998: 105)1”.
Based on the above extract how
will you accommodate your WBL
mentoring process for your adult
mentee to facilitate the learning
process?
How does feedback need to be
given I order to be characterized
as constructive for the WBL
mentee?

Refer three effective mentoring
practices that a mentor has to
implement during the WBL
program.

Suggested answer:
Correct answer: Feedback needs to search for ways
forward, strategies
and solutions to difficulties that arise moving the
development and learning forward.
These Steps can be helped along if we are:
- Specific – feedback is useless unless it is based
around specifics and clarity.
Neither party will be able to move forward until they
know what does or does not work well
- Evidence based – refer to materials which support
the feedback
- Parameter bound – work within the agreed and
negotiated agenda set prior to the review (initial
‘contracting’ meeting)
- Realistic – feedback on those aspects which can be
changed or developed
- Checking – ask for views and comments on the focus
of the feedback, allowing involvement and an
ownership of the process. The Mentoring will work
better if both parties feedback into the review
- Honest – be true to the agreed delivery of feedback,
using sensitivity along with honesty to address
issues
Wrong answer: Any answer that does not include at
least two of the points mentioned in the above correct
answer.
The expected answer contains/addresses three of the
following practices or equivalent:
a) , b) c), d), e)

1

International Review of Education – Internationale Zeitschrift für Erziehungswissenschaft –Revue Internationale de
l’Education 44(1): 103–108, 1998.
©1998 Kluwer Academic Publishers. Printed in the Netherlands.
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24. 5a, b,
c, d,
e

Why do we need a Training
Needs Assessment? Please
provide 2 possible answers

•
•
•
•
•
•
•
•

25. 5d

What examples can you think of
that you would use to keep
records on Mentee’s personal
learning log/recording system
according to the framework

26. 5e

What skills do you think a
mentee should have in order to
be considered as “digitally
literate”.

Correct Answer:
1. Completed Exam Papers.
2. Formative Assessments.
3. Anecdotal Records.
4. Observations.
•
•
•
•
•
•

27. 6a, b,
c, d,
e

During your training most of the
trainees are quiet and passive
and never contribute to
discussions or answer questions.
What do you do in this situation?

28. 6a, b,
c, d,
e

Describe three communication
tools and techniques that a
mentor should use in order to
establish trust and open
communication with mentee

29. 6a, b,
c, d,
e

What are the characteristics of a
good quality WBL mentoring
relationship with your mentee?

Identify dissatisfaction between what is and
what could be or should be
Solving a current problem
Avoiding a past or current problem
Creating or taking advantage of a future
opportunity
Providing learning, development or growth
Defining training objectives
Determining the pedagogical methods that will
be used
Identifying the customer constraints

Ability to search for information.
Ability to evaluate relevance, accuracy and
quality of information.
Ability to communicate and keep in touch with
tutors and fellow students.
Ability to local and access course materials.
Ability to understand and ensure information
being submitted.
Ability and understanding of how to stay safe
online.

Correct answer : I adapt my learning methods and give
the trainees more options to share their experience
Wrong answer : I change my teaching methods and try
do give more input by myself instead of asking the
participants questions
Correct answer:
•

creating a relationship of trust

•

clearly defining roles and responsibilities,

• establishing short- and long-term goals
Correct answer:
- Clear roles and expectations
- Mutual commitment and respect
- Excellent two-way communications
- High level of trust with regard to confidentiality
- Clear planning framework with a focus on the
Mentee’s needs and objectives
- Additional support for both Mentors and
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30. 6d

Describe three ways you can
build trust with a mentee.

31. 6d

What elements in a mentor
relationship build rapport with a
mentee?

32. 6d

What types of psychological
approaches could a mentor use
in the mentoring sessions?

33. 7a

The mentee contacts the mentor
and says they cannot make the
next mentoring session due to
time constraints. What should
the mentor do in order to assure
that the mentoring session won’t
be lost.
What sort of challenges might a
Mentor face whilst mentoring?

34. 7c

35. 7c

The Mentee comes to a
mentoring session and is really
demotivated. The Mentee says
that he have received some
negative feedback from one of
the stakeholders in the company,
and he don’t want to go back to
work. What should the Mentor
do in this situation?

36. 7d

A WBL mentoring process

Mentees
Example Correct Answers:
Keep commitments, respect confidence, be transparent,
clarify expectations, be accountable, talking straight
(Reference S Coveys Speed of Trust)
Suggested correct answers:
• Finding common ground
• Active listening
• Empathy
• Mirroring body language
Suggested Answers:
• NLP
• Cognitive behavioural coaching
• Transactional Analysis
• Solution focused coaching
Suggested Answer:
Show flexibility by rearranging the session for a more
convenient time for the Mentee.

Suggested Answers:
• Lack of engagement from the Mentee in the
mentoring process (not attending meetings, not
engaging in the sessions, not doing actions from
the sessions)
• Conflict between the mentee and another
stakeholder
• A Mentee who becomes too reliant on the
Mentor
Suggested Answer:
Understand what happened with the Mentee and the
stakeholder through active listening, and questioning.
Form a view on the situation and offer guidance
Motivate the Mentee by encouraging them to see this as
an opportunity to grow.
Help the mentee to be motivated by offering other
positive feedback, and referring back to their growth
plans.
Ascertain if there are any learning needs from this for
the mentor, and if you need to signpost them to anyone
else.
Plan action steps with the Mentee which may include
having a further meeting with the stakeholder.
Suggested answers:
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involves the need to collect
personal data. What ethical
requirements should a WBL
mentor consider for the
mentoring process regarding the
field of personal data protection?

37. 8a, b,
c, d,
e, f

What measures can you use to
assess the ROI of mentoring?

9a, b,
c, d

38. 8a

List two measures you may
include in an assessment of
effectiveness of the mentoring

39. 8a

You will be the WBL mentor for a
short-term WBL
apprenticeship/internship. Which
assessment method is the most
appropriate to evaluate the

Correct answer:
- According to GDPR EU law, personal data may
only be gathered legally under strict conditions
for a legitimate purpose
- Identification of purpose: all collected data
should be related to the functionality of the
mentoring process;
Limited collection: The collection of personal
data should be reduced to the required fields
that are strictly necessary for the proper
mentoring process;
- Objective collection: The data should be
collected in a lawful and objective manner;
- Limited use, disclosure and storage: Personal
information cannot be used or disclosed for
purposes other than those for which it was
collected;
Accountability: the mentoring program should
be developed in a manner that allows to store,
keep and protect personal data from any thirdparty attacks.
Wrong answer: WBL mentors should not keep any
personal data. It is not necessary to keep any personal
data from the mentee. OR Any personal data we collect
for the WBL mentoring process will be kept confidential.
OR any answer that does not include at least the three
first points
Suggested Answer
• The percentage of milestones achieved by
individual mentees
• The percentage of longer term goals achieved by
mentees
• The job satisfaction and motivation of mentees
and mentors
• The short term and longer term career
development of mentees
• Apprentice retention and longer term staff
retention
Suggested answers: frequency of mentor meetings
attended, feedback from the mentee, feedback from the
team on satisfaction, quality of work by mentee,
objectives achieved.
Suggested answers:
Correct answer: A summative assessment is the most
appropriate as in short-time WBL
apprenticeship/internship the time is not enough for a
formative assessment.
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mentoring outcome a formative
or a summative one? Justify your
answer.
40. 8h

Describee the process of 360 degree
feedback, including at least 3
feedback resources.

41. 9a, b,
c, d

How would you self-assess your
WBL mentoring performance?
Name at least three selfassessing tools and three areas
of your performance you would
assess.

42. 9a, b,
c

What does it mean to be self-aware
in terms of values, beliefs and soft
skills.

43. 9b

Name three of the key skills that
would be assessed by the
Mentor as part of their self assessment?

44. 9c

Name 2 methods allowing the
the Mentor to self-assess their
own performance as a mentor?

Wrong answer: Formative assessment OR an answer
without justification
It is the process by which feedback is sought from peers,
supervisor/manager, subordinates, and from selfevaluation.
Suggested answers:
Correct answer: Any three of the following:
Self-assessing tools
- Reflection
- Journal
- Self-assessment questionnaire
- Mentee’s questionnaire on mentor’s performance
- Reflexive journal
- Critical friend
- Online self-assessment tools
- Personality test
- Peer discussions
- A strengths and weaknesses analysis or a SWOT
analysis
- Consultancy with experts
Areas to be assessed:
- The mentoring output (the mentee’s development)
- Any part of the mentoring process (management,
planning/design, implementation, evaluation)
- The mentoring relationship
- Specific hard skills such as teaching/instructing skills,
managing conflict skills etc. or soft skills such as
communication skills, leadership skills etc.
Wrong answer: Any answer not including the abovementioned points or with irrelevant with selfassessment tools and areas of mentoring performance
Suggested Answers:
• Reflects on actions
• Uses empathy to understand how their actions
affect others
• Knows own values, beliefs and behaviours and
how these impact on being a mentor
Effective role model
Communication,
Team work,
Availability
Creativity
Coaching
Suggested Answers
• Gain feedback from the Mentee, VET Tutor and
stakeholders
• Use a tool such as a SWOT to reflect on
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•
45. 9c

Name the three most important
issues in your view in the selfassessment of a mentor?

46. 10a,
b, c,
d, e, f

Who are the main stakeholders
of the improvement process of
the mentee? When and how can
you include those stakeholders
into the process?

47. 10a,
b, c,
d, e, f

Refer three practices that a
mentor has to implement in
order to remediate the
mentoring plan

48. 10c

How can the Mentor involve
collaborators in any remediation
plan for the Mentee if their plan
needs to be revised?

49. 10a

50. 11a,
b, c

strengths, weaknesses, opportunities and
threats
Read over reflective journal from mentee
sessions

•

Evaluating WBL mentoring practices against
recognised good practices,
• Being unbiased in preparing own SWOT analysis,
• Using reflective practice and feedback from others
to review own mentoring role and identifying areas
for development,
• Suggesting modifications to own practice as
necessary,
• Accepting feedback both from the peers and the
mentees related to his performance.
WBL mentor
Mentee
Academic Mentor
When there is a gap between the planned and actual
improvements of the mentee, the WBL mentor needs to
discuss the issue with the academic mentor. The
identified changes to overcome areas of concern or
areas for improvements should be explained to the
mentee, and his/her own ideas should be received.
Upon those steps, the objectives can be revised and/or
several action plans can be defined.
The expected answer contains at least three of the
following practices or equivalent:
b), c) d) and e)

Suggested Answers:
Meet with the VET Tutor
Meet with the Mentees Manager and other key
stakeholders
Ask for feedback and suggestions from collaborators
Give copies of any new plans to relevant people
When the Mentor has assessed
Suggested Answer:
the mentee and found that there Meet with the mentee and feedback
are objectives that have not been Meet with all collaborators and feedback
met what action steps should the Adjust the plan in agreement with the Mentee
Mentor take?
Ask the mentee to reflect on the reasons why the
objectives were not met.
Decide if there are any training needs.
How can the personal differences
• The mentor needs to know the mentee in terms
that arrive during the mentoring
of his/her attitudes, behaviours, work style,
process in terms of completing
culture, etc.
all the tasks/ in terms of
• An individual plan dedicated to improve this
behavior/ in terms of
particular mentee should be prepared.
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51. 11a,
b, c

communication/ in terms of
cultural differences (it depends)
between the mentor and the
mentee/ the mentee and the
employes (it depends on what
we are asking) be approached by
the mentor?
As an WBL mentor you wish to
make a personal development
plan to improve your mentoring
processes. What should your
action checklist include?

52. 11a
and c

Give two examples of questions
you might ask your mentee to
assess the effectiveness of the
mentoring programme and
explain the reasons you chose
them.

53. 11b

How can the mentor use the
results from assessing the
mentee to improve mentoring
practises for a new mentee?
Please list 3 soft skills required to
be a successful WBL mentor and
explain your choice in 5 lines
maximum for each skill.

54. 12a,
b, c,
d, e,
f, g,
h, I, j,
k

55. 12a,
b, c,
d, e,
f, g,
h, I, j,
k

Please refer to five soft skills an
in-company mentor should
possess and explain in a few
words each skill’s importance for
being a successful in-company
mentor

56. 12a,

Describe a potential work

•

Contingency approach is appropriate for the
mentors.

Suggested answers:
Correct answer:
1. Establish your purpose or direction
2. Identify development needs
3. Identify learning opportunities
4. Formulate an action plan
5. Undertake the development
6. Record the outcomes
7. Evaluate and review
Wrong answers: Any answer not including at least points
2,3,4
Suggested questions:
How have you found our meetings?
What changes would you recommend for a new mentee
in regards to the programme?
How have you found the programme?
What would you advise we keep for future mentees in
regards to the programme?
Suggested answer
Decide what worked and what needs to change. (What
the Mentor will start, stop and continue.)
• Integrity
• Counselling
• Responsibility
• Acceptance by peers
• Enthusiasm
• Positive attitude
• Empathy
• Team player
• Good communication skills
• Active listening
• Professionalism
f) h) I) k) c) B)

Suggested answer:
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b, c,
d, e,
f, g,
h, I, j,
k

57. 12i

58. 12j

problem you think you might
face or a real life problem
situation you have been involved
to in a mentorship process
regarding your work team,
including the mentee, and how
you would have/have solved it.

How could you estimate if your
mentee has good communication
skills? Name two
communications skills that you
think are definitely necessary for
your mentoring relationship/ for
the mentee’s inclusion to the
company/ for the mentee’s
socialization with the rest of the
staff”. (it depends on what we
want to ask).
Name two steps/techniques/
methods that you think are
necessary for an in-company
mentor to practice effectively
his/her active listening skills.

Correct answer:
Potential problems:
- The team is doing badly
- Team members aren’t getting along
- Team leader disagrees with team members
- Team members disagree
- Team members aren’t doing their share
Potential solutions:
- Give team members clear & fair assignments
- Given assignments foster team collaboration
- Provide a collaborative physical or virtual
working space with web tools facilitating team
members’ collaboration
- Monitor progress timely
- Give constructive feedback
- Set reasonable deadlines
Wrong answers: Any answer with irrelevant with team
work problems/crisis and solutions not including at least
three of the above-mentioned points in the correct
answer
Correct Answer:
Paying close attention to those you speak too, adapting
your style to your audience, good listening, clarifying
and conclusion phrases, friendliness, open-mindedness,
non-verbal communication.

Correct Answer:
• Pay Attention. The first step is to be fully present
for the other person. ...
• Listen for Accuracy. Listen for the meaning in
what the speaker is saying. ...
• Listen for Empathy. ...
• Listen for Mutual Creativity.
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ANNEX C

(Normative)
EU WBL Mentor Examples of Evidence
Nb
1a, c

Evidence supportive document
Written bulleted summary

1b

Completed learning style
questionnaire
Introductory written statement
on Mentee

1b

1a, b, c
3e, f

Documented dates of meetings
Portfolio

4

Feedback from the mentee

4

Log of Mentee meetings

4

Reflective Journal

Key for marking
Outlining company’s expectations and the schools
needs
Questionnaire taken by the Mentee with results
Include in the initial summary:
• First impressions of their profile
• Key experience of the Mentee to date from
their profile
• Reflections on the suitability of the pairing of
the Mentor and Mentee
Dates of meetings with key collaborators
An acceptable portfolio shall at least include:
- A company’s presentation
- A Mentoring Expectations Agreement
- A communication with the stakeholders’ plan
Written feedback on Mentor on a feedback template
which should include on a rating of 1-10:
General support given
Level of empowerment shown
Creative approaches demonstrated
Problem solving
Advice given
Role model behaviours
Subject Matter expertise shared.
Also overall feedback given to include:
What could the Mentor start doing? What should the
Mentor stop doing? What could the Mentor do more
of?
What should the Mentor continue doing?
What could the Mentor do less of?
Log to include date, time, length and location of
meetings
Short reflections after each mentoring meeting to
include:
• What went well in the session
• What went not so well
• What would the Mentor choose to do
differently in the future
• Any actions the Mentor needs to follow up
with following the session
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4

Document Mentor Goals

6a, b, c,
d, e

Reflexive journal OR Portfolio

7

Written summary demonstrating
Mentor competencies of:
resolving conflict and
appropriate communications
skills during difficult situations
A statement on protecting
confidentiality
Reflexive journal OR Portfolio

7
9a, b, c, d

10

Written summary on an example
of remediating a mentee plan

10

Example of remediated mentee
goals
Log of mentee meetings to give
feedback
Log of meetings with Academic
Mentor and collaborators
Reflexive journal OR Portfolio

10
10
12

Goals to include:
• Transmitting vocational knowledge
• Promoting the Mentees employability
• Supporting the Mentee
• Empowering the Mentee
• Facilitating creative thinking in the Mentee
• Transferring competencies
• Performing as a role model
• Showing subject area expertise
An acceptable reflexive journal OR portfolio shall at
least include:
- An assessing match checklist by both the
mentor and the mentee
- An assessing the mentoring relationship
checklist by both the mentor and the mentee
Mentor Evaluation Form Examples
To include two summaries of specific challenges that
the Mentor has overcome during the Mentoring
process. Write the example using the STAR approach
(The situation, the task, the action, the result)
Written evidence that explains how the mentor is
storing their notes of the sessions
An acceptable reflexive journal OR portfolio shall at
least include:
- A self-rated Mentoring Competency
Assessment (for example an adapted to WBL
mentors MCA tool designated by the
University of Wisconsin-Madison
If already involved in mentorship the same or a
similar tool ranked by the mentee shall be included.
To include at least one example of remediating a plan
using the STAR approach
(The situation, the task, the action, the result).
Goals from the mentee as version 1 and version 2
once they have been changed
Log the meetings in which you gave the Mentee
feedback from the school and the job.
Log meeting where the Mentor has given feedback
on the mentee to the school and the company.
An acceptable reflexive journal OR portfolio shall at
least include:
- A team project the candidate was involved in
- A list of the soft skills a-k being ranked in
Linkert scale by the project team or referrals
(colleagues or ex-mentees)
OR
A collection of WBL mentoring scenarios with soft
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skills a-k omissions or errors and a short outline of
their remedies. It could consist of personal
experienced incidents kept during reflection.
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Appendix D
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ERASMUS+ Strategic KA2 Partnership
Project No. 2018-1-EL01-KA202-047778
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EU WBL Mentor 3024 Competence Certification Scheme
Requirements for Certification Bodies
Stage: Final Standard

Start date of project: 1 October 2018
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Foreword
The EU WBL Mentor 3000 ISO 17024 compliant Competence Certification Scheme (CCS) has been
developed within the ERASMUS+ #MENTOR4WBL@EU 2018-1-EL01-KA202-047778 Strategic
Partnership project (see https://www.mentor4wbl.eu/) in accordance with the EFCoCert
standardization guidelines, which are compliant with the ISO directives.
An "EU WBL Mentor" experts committee gathering representative of all relevant interested
parties from various EU countries has been established during the #MENTOR4WBL@EU project
for commenting and reaching consensus on the successive drafts of the CCS prepared by
EFCoCert. The members of the EU WBL Mentor experts committee are listed in table 1.
Name
BARTSOKA
BARTUSEVICIENE
BESKESE
BLANC
ERZURUMLU
GOMEZ GUTIERREZ
GOYA
KALLERGI
KAROULAS
KIRIAKOS
LE LANN
LEE
MAUDUIT
MERKOS
MINTON
MYSIRI
NIEDZWIEDZ
PERROTTET
PETEAN
RANELLETTI
SINGH
SIOMADIS
TAVELLA
TUNC BOZBURA
TUZCUOGLU
ZIARATI

First name
Maria
Inga
Ahmet
Didier
Yaman
Fabian
Miguel Angel
Jennie
Gerasimos
Dimitris
Florence
Mark
Claire
Stephanos
Ann
Elisa
Joanna
Stéphane
Florin-Ioan
Andrea
Lakvir
Vassilis
Andrea
F.
Selcuk
Reza

Country
GR
SE
TR
CH
TR
SP
SP
GR
GR
GR
CH
US/AUS
FR
GR
UK
GR
UK
CH
RO
IT
UK
GR
IT
TR
TR
UK

Organisation
OAED
World Maritime University
BAU
EFCoCert Foundation
BAU
FyG Consultores
Andalucia Emprende
DIEK Egaleo
IME GSEVEE
DIEK Egaleo
ViaSyst SA
IBSTPI
Académie de Grenaoble
OAED
University of Derby
IME GSEVEE
C4FF
EdelCert
Centre
for
Development
Management
Erifo Project
C4FF
IME GSEVEE
E.RI.FO
BAU
BAU
C4FF

in

Table 1 – EU WBL Mentor experts scheme committee members (* = partners)
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Introduction
Origin of the EU WBL Mentor CSS
The EU WBL Mentor Competence Certification Scheme (CCS) is developed as part of the ERASMUS+
Strategic Partnership project #WBL MENTOR@EU (2018-2020).
The EU WBL Mentor CCS sets the applicable requirements for:
j) the WBL Mentor prerequisites and competences,
k) the WBL Mentor certification process,
l) the personal certification bodies (PCBs) providing certification services against the EU
WBL Mentor CCS.
Mentors concerned by the EU WBL Mentor CCS
Mentors concerned by the EU WBL Mentor scheme may be company’s employees or not,
delivering WBL mentoring at full or part-time.
The EU WBL Mentor CCS may be used by:
j) WBL Mentors aiming to demonstrate competence in providing WBL mentoring services,
k) organizations looking for hiring competent WBL Mentors,
l) vocational training organizations aiming to adapt their WBL Mentor training and
qualification practices.
EU WBL Mentor CCS framework
The EU WBL Mentor CCS consists of the following normative documents:
- EU WBL Mentor 3000 Competence Certification Scheme – Vocabulary
- EU WBL Mentor 3001 Competence Certification Scheme – Requirements
- EU WBL Mentor 3002 Competence Certification Scheme – Exam Material
- EU WBL Mentor 3024 Competence Certification Scheme – Requirements for certification
bodies
EU WBL Mentor CCS impact
The EU WBL Mentor CCS reinforces the professional value, mobility and employability of WBL
mentors on a European scale.
Such a certification is the best way for WBL mentors to have their competences recognized in terms
of providing professional WBL mentoring services and provide all guarantees of reliability thanks to
ISO 17024 accredited third-party certification.
The availability of the EU WBL Mentor CCS throughout EU is ensured by the applied scheme owner
business model, in which the scheme owner, contracts and monitors PCBs offering certification
services against EU WBL Mentor CCS in any country demonstrating market demand.
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Scope
This normative document specifies the requirements applying to certification bodies providing
assessment and certification against the EU WBL Mentor Competence Certification Scheme (CCS).

Normative references
Normative documents
The following documents, in whole or in part, are normatively referenced in this document and are
indispensable for its application. For dated references, only the edition cited applies. For undated
references, the latest edition of the referenced document (including any amendments) applies.
EU WBL Mentor 3000 – EU WBL Mentor Competence Certification Scheme – Fundamentals and
vocabulary
EU WBL Mentor 3001 – EU WBL Mentor Competence Certification Scheme – Requirements
Scheme owner’s quality management system elements
The current version of the following elements of the scheme owner’s quality management system
applies to this normative document:
a)
b)
c)
d)

Contract with certification bodies
Integrity program
Exam Regulations
Certificate template

Terms and definitions
For the purposes of this document, the terms and definitions given in EU WBL Mentor 3000
apply.

Requirements for certification bodies
General
Any certification body aiming to provide EU WBL Mentor certification services shall:
a) be accredited according to ISO 17024 by an accreditation body that is a signatory to the
multilateral International Accreditation Forum (IAF) agreements,
b) sign an affiliation contract with the scheme owner,
c) be committed to comply with the scheme owner’s accreditation rules and normative
documents.
Certification body application
Any certification body providing EU WBL Mentor certification services shall submit an
application for affiliation to the scheme owner including, at least:
a) its ISO 17024 accreditation certificate,
b) the duly signed affiliation agreement,
c) the scheme manual (see 4.3) for which he wishes to join.
The scheme owner is responsible for the certification body contracting and registration
process.
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Scheme manual
The applicant certification body shall submit to the scheme owner a scheme manual including
as a minimum:
a)
b)
c)
d)

the certification contract form (see 6.1 and 6.2),
the certificate form,
the procedures and modalities for controlling the absence of conflicts of interest,
the procedures and modalities for the examinations, in accordance with the exam
regulations,
e) the files and contracts applicable for the examiners (see 5),
f) the procedures and modalities for certification decision-making,
g) CVs of the persons in charge of certification decision-making
Any modification of the certification scheme manual by the certification body shall be submitted to
the scheme owner.
Registration of certification bodies
The scheme owner maintains an official register of affiliated certifying bodies, which is publicly
available.
Any affiliated certification body shall accept this publication.

Examiners
Competences of examiners
Examiners shall meet the following requirements:
a) Prerequisites
i. experience in the field of WBL mentoring,
ii. knowledge of the principles of competence certification.
b) ISO 17024 requirements (§ 6.2.2.1): The Certification Body selection and approval processes shall
ensure that examiners:
i.
ii.
iii.
iv.

v.

understand the certification scheme;
are able to apply the examination procedures and documents;
have competence in the field to be examined;
are fluent, both in writing and orally, in the language of examination; in circumstances where an
interpreter or a translator is used, the certification body shall have procedures in place to ensure that
it does not affect the validity of the examination;
have identified any known conflicts of interest to ensure impartial judgements are made.

Approval and registration of examiners
Examiners recruited and/or sponsored by certification bodies shall be approved and registered by
the scheme owner before being involved in the certification process.
The approval of examiners by the scheme owner is based on the following criteria:
a) documented information provided by the certification body (see 4.3) relating to:
i. contract with the certification body,
ii. prerequisite review,
b) scheme specific training if any (see 5.3),
c) review by the scheme owner of 3 competence examination reports in the first year of
operation,
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d) any calibration exam organized at most once a year by the scheme owner.
Training of examiners
Examiners shall participate to initial and continuous trainings organised by the scheme owner.
NOTE: Continiuous training may include changes in the certification scheme or new
functionalities developed on the remote assessment platform (if any).
Surveillance and calibration of examiners
Registered examiner shall comply with the scheme owner's monitoring of his performance and
reliability of his judgments on the following terms:
a) experience as an examiner on at least 3 folders per year,
b) periodic review of competence examination reports and, if existing of candidates’
feedback,
c) annual calibration test, if any.
The certification body shall take into account the findings raised by the scheme owner as part
of these surveillance and calibration activities and communicate to the scheme owner
corrective actions implemented accordingly.
Criteria to maintain, suspend or withdraw the examiner’s registration
Registration as an examiner shall be maintained and can be reviewed according to the
following cases:
a) suspension of registration if the results of monitoring and calibration are insufficient,
b) suspension may be lifted in case of satisfactory results at the next the scheme owner
calibration session,
c) the 3rd suspension of an examiner is definitive.
Working and reporting language
Registered examiners shall only assess and report in their mother language or in any official
language in their country that the examiner shall handle.
Register of examiners
The certification body shall provide the scheme owner all necessary information to constantly
keep the register of examiners updated, which mentions at least:
a) identity,
b) areas of competence (if applicable),
c) mother tongue.
NOTE: The register of examiners is accessible to clients of the concerned certification body.
Staff’s commitment
The certification body shall require all staff involved within the certification process to sign a
contract or an agreement which clearly commits them to:
a) comply with the rules of the certification body, with particular reference to
confidentiality and independence from commercial or personal interests;
b) declare any issues in relation to personal conflicts of interest.
In case of potential conflict of interest in the examination of a candidate, the certification body
shall undertake measures to ensure that confidentiality and impartiality of the examination is
not compromised. Measures are registered and communicated annually to the scheme owner.
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The certification body shall carry out the entire certification examination process itself. It is not
authorized to outsource it.

Certification contract
General
A written contract shall be signed between the applicant and the certification body prior to the
first certification examination.
The contract shall specify as a minimum:
a) the candidate’s name and address,
b) the chosen certification level or the applicable certification level for the candidate,
c) the commitment of the applicant (see 6.2).
The contract shall last for three 3 years, according to the certificate validity period.
A new contract shall be concluded if the certification level chosen by the applicant changes.
This new contract shall commit the applicant to provide evidence of meeting the additional
prerequisites.
Commitment of the applicant
The certification contract shall commit the applicant to:
a) read and accept the competence exam regulation if any,
b) communicate immediately to the certification body any significant changes that may
affect compliance with the certification requirements,
c) accept additional surveillance activities in case of such changes,
d) accept publication of the examination report on the scheme owner’s database
(restricted and controlled access given to the certification body),
e) accept publication of its certificate on the scheme owner’s directory (publicly
available),
f) accept unannounced additional examination in case of major doubts.

Certification process and examination
General
The certification body shall develop and implement a competence assessment and certification
process that covers all the requirements for the certification of candidates specified in EU WBL
Mentor 3001, including:
a) prerequisites (EU WBL Mentor 3001, § 4.2),
b) WBL mentor competence matrix (EU WBL Mentor 3001, Annex A),
c) WBL mentor competence exam (EU WBL Mentor 3001, Annex C).
Appointment and impartiality of examiners
The certification body is responsible for the appointment of registered examiners.
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Before appointing an examiner, the certification body shall verify and document the absence of
any conflict of interest with the candidates.
Examination report
The examiner shall edit the examination report according to the scheme owner’s integrity
program modalities and to the certification body’s procedures.
The examination report shall contain at least:
a) the scores if any, no comment shall be provided on the answers,
b) the examiner’s evaluation on the competences and possisble associated comments,
c) the examiner’s proposal regarding certification or mainaining certification.
Certification decision
The certification body shall review the examiner’s report and proposal, according to the
examination process requirements and pass marks rules defined in EU WBL Mentor 3001
Annex C and decide whether to grant or maintain certification.
In case of negative certification decision, the certification body shall provide the candidate
with:
a) justification of the decision, and
b) information on repeat or appeal modalities.
The certification decision-maker shall not have participated in the examination of the
candidate.
The certification body shall record its certification decision.
The certification body shall provide the candidate access to the full examination report,
inclusive decision regarding certification.
Maintenance, suspension or withdrawal of certification
The certification body shall take the necessary measures to maintain certification, according to
the exam process described in EU WBL Mentor 3001, Annex C.
The certification body shall in particular:
a) suspend certification if the surveillance conditions are not met on time,
b) lift the suspension if the surveillance conditions are met within 3 months of the
notification of suspension,
c) withdraw the certification if the above conditions are not met.
The certification body shall notify any certificate status change to
i.
ii.

the certified person, and
the scheme owner.

Recertification
The certified WBL Mentor shall apply for recertification early enough before certificate expiry
date to avoid any gap in the certification coverage.
In case of changes within the scheme requirements, the transition dispositions published by
the scheme owner shall
a) be communicated by the certification body to the applicant and
b) apply.
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Appeals procedure
The certification body shall establish and apply an appeal procedure compliant with ISO 17024
requirements for candidates or certified persons.
The certification body shall communicate to the scheme owner, together with the
corresponding answer, all cases of appeal against decisions relating to the EU WBL Mentor
Competence Certification Scheme.

Certificate
Content of the certificate
The certification body shall issue certificates which contain as a minimum:
a)
b)
c)
d)
e)

the name of the certified person,
a unique identification,
the name of the certification body,
the reference to the concerned certification scheme, including the issue date or version,
if applicable, the scope of certification, including, where appropriate, the conditions and
limits of validity,
f) the certification issue and expiry dates.
The certification body shall submit the certificate templates it intends to use to the scheme
owner for preliminary approval, as well as any amendments to them.
The certificate shall be designed to reduce the risk of counterfeiting.
Validity
The certificate shall be granted for a validity period no longer than three years.
Scheme owner’s logo and internet address
The scheme owner’s logo and internet address as well as the WBL mentor logo shall be
integrated on any certificate granted by the certification body.

Integrity programme
General
The certification body shall comply with the provisions of the integrity programme
implemented by the scheme owner, targeting the following objectives:
a) ensure and demonstrate the compliance of the examiner, examination and certification
body with the applicable scheme requirements,
b) generate confidence of certification users and market in (the integrity of) the
certification,
c) ensure that certified persons are subject to consistent and reproducible examinations,
d) provide incentives and data to certification bodies to manage their own quality
programs.
Annual review report
The certification body shall provide the scheme owner by the end of each calendar year an annual
review report about the certification activities related to the scheme.
The annual report established by the certification body shall as a minimum address the topics listed
in Annex A.
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Integrity program measures
The certification body shall cooperate openly with the scheme owner in the implementation of the
scheme owner integrity program, including as appropriate:
a)
b)
c)
d)
e)
f)

training and qualification of certification bodies and examiners,
examiners’ calibrations,
analysis of Key Performance Indicators (KPI),
assessment of satisfaction of stakeholders (e.g. clients, mentees, certification bodies),
audit of certification bodies,
sanctions against the certification bodies and examiners (e.g. cancellation of contract or
certificates, withdrawal of examiners’ registration), provided a corresponding sanction
regulation has been implemented.
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Annex A
(Normative)
Scope of the annual review & report
The annual review and report established by the certification body shall address as a minimum the following
items:
a) certified clients
- number of certificates (new and total)
- levels
- completion of non-conformities
- customer complaints (inclusive resolution)
- suspended / withdrawn certificates
b) examiners
- number of registered examiners
- qualification
- calibration completion (if applicable)
c) improvement proposals related to
- EU WBL Mentor competence certification scheme
- Others
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