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Wstęp  
 

Organizacje edukacyjne i czğonkowie grupy NEET
1
 potrzebujŃ wewnňtrznie zmotywowanych specjalist·w 

posiadajŃcych aktualnŃ wiedzň na temat dobrych praktyk wykorzystywanych w edukacji drugiej szansy. Do 

pobudzania ciŃgğego rozwoju zawodowego nauczycieli i trener·w konieczne jest przekazywanie im informacji 

zwrotnych na temat ich rozwoju lub teŨ samorefleksja w tym zakresie. Taka samorefleksja moŨe to odbywaĺ siň 

poprzez postawienie sobie pytaŒ typu: ĂCzy uŨywam odpowiednich narzňdzi w pracy?ò, ĂCzy moje zachowanie 

jest godne naŜladowania?ò, ĂCzy mam jeszcze motywacjň do wykonywania swojego zawodu?ò, ĂJakie metody 

pracy sŃ odpowiednie?ò, ĂCzy potrafiň zapewniĺ skuteczne wsparcie uczniom?ò, ĂCzy mam ŜwiadomoŜĺ 

puğapek kulturowych?ò, ĂCzy moja wiedza na temat moich uczni·w jest nadal aktualna?ò itd. 

IstotŃ skutecznego zarzŃdzania w kaŨdej jednostce jest zrozumienie podstawowej prawdy m·wiŃcej o tym, Ũe 

wszystkie organizacje, podobnie jak Ũywe organizmy, majŃ sw·j Ăcykl Ũyciaò (ang. HRM cycle). Dlaczego tak 

waŨne jest poznanie i zrozumienie cyklu Ũycia organizacji. Niekt·re kraje skutecznie wprowadziğy cykl Ũycia 

organizacji do nauczania. Dotychczas nie byğo jednak Ũadnego europejskiego narzňdzia do oceny pracy dla 

nauczycieli i trener·w, umoŨliwiajŃcego ocenň swojej wğasnej pracy. Nie byğo teŨ narzňdzia dziňki kt·remu 

nauczyciele mogliby uczyĺ siň od siebie nawzajem na podstawie swoich ocen. WyŨej wymienione pytania sŃ 

przykğadowe i dotyczŃ kompetencji nauczycieli i trener·w potrzebnych przy pracy z grupŃ NEET. 

 

Narzňdzie do samooceny dla nauczycieli i trener·w w edukacji drugiej szansy zostağo opracowane w ramach 

projektu DISCO - Rozw·j umiejňtnoŜci cyfrowych nauczycieli i trener·w (ang. Digital Second Chance 

Opportunities Project). DISCO to miňdzynarodowa inicjatywa wsparta przez Komisjň EuropejskŃ w ramach 

programu Erasmus+ na lata 2014-2020.
2
 Projekt ten byğ realizowany w latach 2014-2016 przez organizacje 

z Anglii, Belgii, Holandii, Niemiec, Polski i Wğoch, dziağajŃce w obszarze edukacji drugiej szansy.  

 

Na bazie istniejŃcych modeli kompetencyjnych, wypracowany zostağ model kompetencji dla nauczycieli 

i trener·w pracujŃcych z grupŃ NEET. Opracowana zostağa procedura dokonywania (samo)oceny. Nauczyciele 

i trenerzy zostali poproszeni o przetestowanie narzňdzia poprzez dokonanie refleksji na temat swojej pracy 

i "aktualizacji" wiedzy. Ocena ta nie opiera siň na typowej liŜcie kontrolnej dotyczŃcej rzeczywistoŜci w jakiej 

nauczyciel funkcjonuje (lub nie). Jest to natomiast narzňdzie do (auto)refleksji na temat pracy z osobami 

znajdujŃcymi siň w niekorzystnej sytuacji. 

  

 

1
 NEET (ang. not in employment, education or training) ï nazwa zjawiska socjologicznego i okreŜlana niŃ grupa spoğeczna, obejmujŃca mğodzieŨ 

pozostajŃcŃ poza sferŃ zatrudnienia i edukacji, czyli tych kt·rzy jednoczeŜnie nie uczŃ siň, nie pracujŃ ani nie przygotowujŃ siň do zawodu. Do 
grupy NEET zaliczajŃ siň zar·wno osoby bezrobotne, jak i osoby przedwczeŜnie koŒczŃce edukacjň, nie szukajŃce pracy i pozostajŃce z wyboru 
lub z koniecznoŜci na utrzymaniu innych os·b. 
2
 Wiňcej informacji na temat programu na http://www.frse.org.pl/media/erasmus?gclid=CNn36KqM0M8CFeLacgod_fUO_g  lub 

<https://ec.europa.eu/programmes/erasmus-plus/node_en> 

http://www.frse.org.pl/media/erasmus?gclid=CNn36KqM0M8CFeLacgod_fUO_g
https://ec.europa.eu/programmes/erasmus-plus/node_en
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System samooceny i oceny koleżeńskiej dla nauczycieli i trenerów  

w “szkole drugiej szansy” 

 

System samooceny oraz oceny wzajemnej 

(koleŨeŒskiej) dla nauczycieli i trener·w w edukacji 

drugiej szansy umoŨliwia nauczycielom i trenerom 

ocenň swoich kompetencji i moŨliwoŜci zawodowych. 

Silne i sğabe strony jako profesjonalisty mogŃ byĺ 

zbadane dziňki osobistej analizie SWOT. Po 

ukoŒczeniu oceny wğasnych kompetencji za pomocŃ 

narzňdzia online,  nauczyciel otrzymuje 

natychmiastowŃ informacjň zwrotnŃ. MoŨe r·wnieŨ 

poprosiĺ o ocenň koleŨeŒskŃ tj. tzw. peer-assessment. 

Powinno to doprowadziĺ do sytuacji, w kt·rej 

poszczeg·lni nauczyciele i trenerzy wzajemnie 

wspierajŃ siň we wğasnym rozwoju. 

Procedura samooceny i oceny wzajemnej przebiega 

w trzech etapach.  SŃ to: samoocena/autorefleksja, 

report zawierajŃcy informacjň zwrotnŃ, ocena 

koleŨeŒska. Walidacja  odbywa siň poprzez ocenň 

koleŨeŒskŃ lub ewidencjň doğŃczonŃ do 

kwestionariusza samooceny. Dziňki tego typu walidacji, 

ocena jest bardziej obiektywna i daje moŨliwoŜĺ 

dokonywania por·wnaŒ na temat pracy nauczyciela.  

Narzňdzie do samooceny i oceny wzajemnej dla nauczycieli i trener·w w edukacji drugiej szansy jest 

zbudowane na ramach kompetencji. Podczas jego tworzenia zidentyfikowanych zostağo siedem obszar·w 

kompetencyjnych poddanych ewaluacji: 

1. ZarzŃdzanie pracŃ i zasobami (ang. Managing work and resources) 

2. ZobowiŃzanie do Ŝwiadczenia usğugi (ang. Commitment to providing a service) 

3. Praca oparta na wsp·ğpracy (ang. Working collaboratively)  

4. Kierowanie ludŦmi (ang. Leading people) 

5. Zwiňkszanie zakresu wiedzy i jej zastosowanie (ang. Developing and applying expertise) 

6. UmiejňtnoŜci analityczne i kreatywnoŜĺ (ang. Analytical skills and creativity) 

7. Komunikacja i wpğywanie wzajemne (ang. Communicating and Influencing) 

 

 

Przykğadowa informacja zwrotna 
 

Sekcja: ñValidation & Assessmentò na platformie:  

www.secondchanceeducation.eu/validation-assessment/  

 

http://www.secondchanceeducation.eu/validation-assessment/
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Obszary kompetencji nr 1 i 2 ukierunkowane sŃ na rezultaty, nr 3 i 4 odnoszŃ siň do wsp·ğpracy natomiast 

obszary nr 5, 6 i 7 dotyczŃ kompetencji osobistych. Do kaŨdego pytania oceniajŃcego poszczeg·lne kompetencje 

sformuğowane zostağy odpowiedzi do wyboru przez uŨytkownika. Dla kaŨdej z kompetencji zostağ okreŜlony  

wskaŦnik pokazujŃcy cztery poziomy osiŃgniňĺ. Peğna lista kompetencji i wskaŦnik·w znajduje siň w zağŃczeniu 

do niniejszego raportu (zob. zağŃczniki 1-2). 

Po rozpoczňciu korzystania z narzňdzia (samo)oceny wğasnych kompetencji, uŨytkownik poproszony jest 

o odpowiedŦ na pytania zawarte w kwestionariuszu ewaluacyjnym. UŨytkownik dokonuje refleksji na temat 

minimum trzech zidentyfikowanych obszar·w. Co waŨne, ma on moŨliwoŜĺ zapisania dotychczasowych 

wynik·w, by kontynuowaĺ wypeğnianie kwestionariusza p·Ŧniej. Po zakoŒczeniu samooceny pojawia siň raport 

z informacjami zwrotnymi i wskaz·wkami na temat rozwoju kompetencji danej osoby. KaŨdy uŨytkownik, jeŜli 

chce moŨe poprosiĺ o ocenň innych profesjonalist·w. Kompletny kwestionariusz dostňpny jest on-line na 

www.secondchanceeducation.eu oraz w zağŃczeniu (zob. zağŃcznik nr 1). 

Informacje zwrotne jakie otrzymujŃ uŨytkownicy po dokonanej ewaluacji zawierajŃ konkretne wskaz·wki 

i komentarze oraz odnoszŃ siň do dw·ch baz danych udostňpnionych na www.secondchanceeducation.eu: ofert 

doskonalenia zawodowego (rezultat projektu nr 6) i przykğad·w dobrych praktyk (rezultat projektu nr 1). 

Dostňpne oferty doskonalenia zawodowego skierowane sŃ do nauczycieli, trener·w, opiekun·w i innych os·b 

pracujŃcych z NEET. Przykğady dobrych praktyk zapewnia konkretne narzňdzia do pracy z NEET-grupy: np. 

narzňdzia ĺwiczenia na przeğamywanie lod·w, poprawiajŃce kompetencje spoğeczne, umiejňtnoŜci posğugiwania 

siň jňzykiem obcym, zarzŃdzania budŨetem domowym i wiele innych. UŨytkownicy strony 

www.secondchanceeducation.eu mogŃ uczestniczyĺ w tworzeniu bazy danych ofert doskonalenia zawodowego 

dodajŃc wğasne propozycje szkoleŒ. Podobnie jest z przykğadami dobrych praktyk.  

Nieustanne kontynuowanie rozwoju zawodowego nauczycieli podnosi standardy jakoŜci pracy w szkoğach. 

Dobre, sprawdzone, og·lnodostňpne praktyki zebrane w jednym miejscu mogŃ byĺ kluczem do utrzymania 

zmian i stağego rozwoju zawodowego pracownik·w edukacji. Taki rozw·j pomaga uŜwiadomiĺ sobie sw·j 

wğasny potencjağ i zwiňkszaĺ szanse wğasnych podopiecznych, tak mğodzieŨy jak i dorosğych.  

PodsumowujŃc, system samooceny i oceny wzajemnej dla nauczycieli i trener·w w edukacji drugiej szansy jest 

narzňdziem oceny kompetencji pracownik·w szk·ğ drugiej szansy. Narzňdzie dostňpne jest online. Po 

wypeğnieniu kwestionariusza ewaluacyjnego moŨna zaplanowaĺ dalszy rozw·j zawodowy poprzez udziağ 

w r·Ũnego rodzaju szkoleniach oraz poprzez wykorzystanie konkretnych przykğad·w dobrych praktyk 

w codziennej pracy. Ma to prowadziĺ do wzmocnienia r·Ũnych obszar·w pracy nauczyciela. Otwiera teŨ 

moŨliwoŜĺ wzajemnej oceny w celu potwierdzenia wynik·w ewaluacji i zapoczŃtkowania dyskusji na temat 

wydajnoŜci pracy nauczycieli w edukacji drugiej szansy. 

http://www.secondchanceeducation.eu/
http://www.secondchanceeducation.eu/
http://www.secondchanceeducation.eu/
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Testowanie 

System samooceny oraz oceny wzajemnej (koleŨeŒskiej) dla nauczycieli i trener·w w edukacji drugiej szansy 

zostağ testowany przez nauczycieli i trener·w w kilku krajach UE. W testowaniu udziağ wziňğo ponad 30 os·b. 

Otrzymali oni informacje zwrotne i wskaz·wki na temat wğasnego rozwoju zawodowego. Przy analizie wynik·w 

testu okazağo siň, Ũe nauczyciele najczňŜciej wybierali do ewaluacji trzy obszary kompetencji.  

Byğy to: 

1. Komunikacja i wpğywanie wzajemne  

2. Zwiňkszanie zakresu wiedzy i jej zastosowanie 

3. Praca oparta na wsp·ğpracy 

 

Pierwszym wnioskiem jak moŨna wyciŃgnŃĺ z testowania systemu jest to, Ũe to wğaŜnie te kompetencje sŃ 

najbardziej cenione i poŨŃdane przez nauczycieli i trener·w w edukacji drugiej szansy. Nie oznacza to jednak, Ũe 

sŃ to obszary najczňŜciej wymagajŃce dalszego rozwoju. 

 

Wedğug opinii nauczycieli i trener·w biorŃcych udziağ w testowaniu narzňdzia, w niekt·rych przypadkach ocena 

byğa zbyt og·lna: kompetencje nie byğy niewystarczajŃco dopasowane do codziennych wyzwaŒ i udzielania 

wsparcia uczniom. Kilku uczestnik·w fazy testowej uznağo, Ũe zbyt wiele uwagi poŜwiňcono zagadnieniom 

z zakresu zarzŃdzania, takich jak rozw·j projekt·w i pozyskiwania funduszy. JeŜli chodzi o informacje zwrotne 

otrzymywane przez nauczycieli po dokonaniu (samo)oceny, w opinii niekt·rych z nich, niekt·re wskaz·wki byğy 

zbyt og·lnikowe. 

 

 

  

Sekcja dotyczŃca oceny wzajemnej na platformie:  

www.secondchanceeducation.eu/validation-assessment/  
 

http://www.secondchanceeducation.eu/validation-assessment/
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Rekomendacje 

System (samo)oceny kompetencji nauczycieli i trener·w w edukacji drugiej szansy byğ testowany na niewielkŃ 

skalň. Badania na wiňkszŃ skalň przewidziane, jako Ũe planowane jest wykorzystanie narzňdzia przez dostawc·w 

usğug edukacyjnych drugiej szansy w Europie. Na razie trudno jest wyciŃgnŃĺ wnioski na podstawie rzetelnych 

badaŒ przeprowadzonych na mağŃ skalň. Jednak pewne zalecenia juŨ tera mogŃ byĺ podane. 

 Nastňpnym krokiem powinny byĺ badania na wiňkszŃ skalň. Podczas takiego badania bardziej 

konkretne informacje zwrotne od nauczycieli i trener·w powinny byĺ uzyskane w celu 

optymalizacji funkcji narzňdzia.   

 Aby zwiňkszyĺ wartoŜĺ informacji zwrotnych kierowanych do uŨytkownik·w narzňdzia, zaleca siň 

powiňkszenia bazy danych ofert doskonalenia zawodowego oraz liczby przykğad·w dobrych 

praktyk.  Mogğoby to umoŨliwiĺ oferowanie konkretnych rozwiŃzaŒ i dawania wskaz·wek 

prowadzŃcych do poprawy poszczeg·lnych obszar·w kompetencji wskazanych przez nauczycieli. 

 Prace nad sposobem walidacji efekt·w powinny byĺ kontynuowane. Europejskie i krajowe systemy 

kwalifikacji dla nauczycieli w edukacji drugiej szansy powinny byĺ lepiej zintegrowane: w taki 

spos·b, aby system samooceny i oceny wzajemnej dla nauczycieli i trener·w w edukacji drugiej 

szansy m·gğby byĺ bezpoŜrednio wykorzystany w  e-portfolio. 

 Informacje zwrotne powinny mieĺ wiňksze znaczenie. Wyniki samooceny i oceny koleŨeŒskiej 

powinny byĺ wziňte pod uwagň w dalszych dziağaniach prowadzŃcych do rozwoju narzňdzia. Prace 

mogğyby opieraĺ siň na dalszym rozwoju baz danych dobrych praktyk i ofert doskonalenia 

zawodowego, albo nawet bardziej ambitnie, ciŃgğy rozw·j nauczycieli i trener·w w edukacji 

drugiej szansy moŨe okresowo oceniany.  
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Załącznik 1. Kwestionariusz oceny kompetencji (w języku angielskim) 
 

QUESTIONNAIRE 
 

PART  I. Your information (field, target group, general activities) 
 

 

1.1. Name 

 

 

1.2. Country (please tick applicable) 
 

Ã Austria 
Ã Belgium 
Ã Bulgaria 
Ã Croatia 
Ã Cyprus 
Ã Czech Republic 
Ã Denmark 
Ã Estonia 
Ã Finland 
Ã France 
Ã Germany 
Ã Greece 
Ã Hungary 
Ã Ireland 
Ã Italy 
Ã Latvia 
Ã Lithuania 
Ã Luxembourg 
Ã Malta 
Ã The Netherlands 
Ã Poland 
Ã Portugal 
Ã Romania 
Ã Slovakia 
Ã Slovenia 
Ã Spain 
Ã Sweden 
Ã The United Kingdom 
Ã Other (please specify) éééé 
 

1.3. Professional branch (please tick applicable, more than one answer is possible) 

Ã Second chance education  

Ã School education (pre-primary, primary and secondary education) 

Ã Youth field 

Ã Vocational education and training 

Ã Adult education  

Ã Higher education  

Ã Other (please specify) éééé 
 

1.4. Profession (please tick applicable, more than one answer is possible) 

Ã teacher   

Ã trainer 

Ã social worker/counsellor 

Ã mentor 

Ã other  
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PART II. ASSESSMENT FOR PROFESSIONALS WORKING WITH NEET-LEARNERS 

 

OUTCOME 1. MANAGING WORK AND RESOURCES: Objectives are achieved and quality standards 
and deadlines are met 

 
LƴŘƛŎŀǘƻǊ мΦ ²ƘŜƴ ǿƻǊƪƛƴƎ L Χ  (please tick) 

Ã Take responsibility for own actions 

Ã Keep track of several activities simultaneously and make sure everything is progressing 

Ã Ensure systems are in place for project planning and progress monitoring 

Ã Can identify the organisationôs business focus and my own contribution to its financial and operational 

objectives 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 

 
Add evidence 

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  

 

 

 

 

 
Indicator 2. Considering procedures and regulations, I (please tick) 

Ã Follow relevant procedures, for example financial management procedures and work within 

organisation/institution policy and guidelines on equal opportunities 

Ã Consider the health and safety implications of tasks for self and others before work starts and acts to 

minimise any risks 

Ã Consider the wider implications of activities and regularly review and manage risks 

Ã Lead by example when incurring expenditure and managing business relationships and risks. Also I 

promote and enforce financial and management controls to deliver business priorities. 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 

 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  

 

 

 

 

 
 
 



 

 

Projekt DISCO (Rozwój umiejętności cyfrowych nauczycieli i trenerów) (ang. Digital Second Chance Opportunities) 

realizowany jest przy wsparciu finansowym Komisji Europejskiej. Niniejsza publikacja odzwierciedla jedynie stanowisko jej 

autorów a Komisja Europejska nie ponosi odpowiedzialności za umieszczoną w niej zawartość merytoryczną. Umowa 

nr 2014-1-DE02-KA204-001549. 
10 

 

 

LƴŘƛŎŀǘƻǊ оΦ Lƴ ŎŀǎŜ ƻŦ ŎƻƳǇƭŜȄ ǘŀǎƪǎΣ L Χ (please tick) 

Ã Seek guidance when priorities conflict or are unclear 

Ã Break down complex tasks into a logical sequence of activities and sets milestones. Further I delegate to 

match resources to priorities and shift resources to reflect changes in priorities 

Ã Negotiates for the resources needed to deliver the outcomes 

Ã Identify and use a range of evidence sources 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 

 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 

 

LƴŘƛŎŀǘƻǊ пΦ ²ƘŜƴ ǿƻǊƪƛƴƎ ƻƴ ŀ ǇǊƻƧŜŎǘΣ L Χ (please tick) 

Ã focuses on the task in hand and am not easily distracted 

Ã think ahead to spot problems and put contingency plans in place 

Ã ensures systems are in place for project planning and progress monitoring 

Ã Use project and programme management techniques to ensure results are delivered and that identified 

business benefits are achieved. 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 

 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 

 

 
OUTCOME 2. COMMITMENT TO PROVIDING A SERVICE: Effective service delivery is achieved to 
meet customer needs 
LƴŘƛŎŀǘƻǊ рΦ ²ƘŜƴ L ǎǳǇǇƻǊǘ ŀ b99¢Σ L Χ (please tick) 

Ã Adapt my support to the learnerËs needs. 

Ã Follow up my support and ensure the learnerËs satisfaction  

Ã Deal with conflicts constructively and evaluate learnerËs satisfaction 

Ã Use feedback from learners, staff and stakeholders to improve my support 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  
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Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  

 

 
 

Indicator 6Φ L ŦŜŜƭΣ L Χ 

Ã Contribute with ideas and suggestions to improve services 

Ã Question working practices that do not need to be there 

Ã Encourage innovation and considered risks  

Ã Am able to hold a firm line and convince learners and colleagues when I think a better support can be 

offered 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 

 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 
 

OUTCOME 3. WORKING COLLABORATIVELY: People with diverse talents work together to achieve a 
shared goal 

 

Indicator 7Φ Lƴ Ƴȅ ƻǊƎŀƴƛȊŀǘƛƻƴ L Χ  (please tick) 

Ã Keep colleagues informed of developments or problems in good time for them to take action 

Ã Build links with other teams 

Ã Promote collaborative working across organisations to meet learner needs 

Ã Build and maintain strong and productive relationships with stakeholders  

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 
 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 

 

Indicator 8Φ L ƪƴƻǿ Ƙƻǿ Χ  (please tick) 

Ã My own objectives fit in broader activities é 

Ã Pressures are affecting others and adapt my own demands accordingly 

Ã To work to strike a balance between a range of stakeholder expectations 

Ã To work across traditional boundaries to achieve shared goals 
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AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 
 

Indicator 9. In respect ǘƻ Ƴȅ ŎƻƭƭŜŀƎǳŜǎ L Χ (please tick) 

Ã Am willing to learn about colleaguesô jobs and treats my colleagues with respect and appreciation 

Ã Aware of the impact of own behaviour on others and adapt my behaviour to suit different situations and 

circumstances 

Ã Appreciate and value their input regardless whether I suits my professional view 

Ã Encourage and support them to broaden horizons 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 
 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 

 

OUTCOME 4. LEADING PEOPLE: People have a clear sense of direction and feel valued 
 

Indicator 10Φ ²ƘŜƴ ǎƘƻǿƛƴƎ Ƴȅ ƭŜŀŘŜǊǎƘƛǇ L Χ  (please tick) 

Ã Protect health and safety of myself and any other people who may be affected  

Ã Create opportunities for all staff to expand their roles and develop 

Ã Create a climate where people feel at ease and are able to air problems and doubt 

Ã Deal professionally with a range of people issues, including improving performance through coaching and 

development, recognising and rewarding success, and dealing promptly with poor performance 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 

 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
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Indicator 11Φ aȅ ŎƻŀŎƘƛƴƎ ŜȄǇŜǊƛŜƴŎŜǎ ƛƴŎƭǳŘŜ Χ  (please tick) 

Ã To welcomes new team members and help them settle in 

Ã To creates opportunities for all staff to expand their roles and to help deliver objectives and develop 

potential 

Ã To build a team containing complementary skills and approaches to work and communicates teamôs 

overall purpose and each individuals contribution to achieving it 

Ã To be visible, accountable, inspire trust and constant learns including the promotion of equality of 

opportunity and diversity 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 

 

Add evidence  

Search / Upload 

 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 

 

OUTCOME 5. DEVELOPING AND APPLYING EXPERTISE: People continuously develop and apply their 
knowledge and skills, including job specific knowledge and skills, to their work 

 
Indicator 12. When I take a look at my skills and competences, I ? (please tick) 

Ã Develop and apply my own portfolio of skills, knowledge and expertise 

Ã Understand the relevance of myown and other relevant external organisations to own work 

Ã Look for best practice inside and outside the organisation, and promote benchmarking and performance 

measurement 

Ã Ensure knowledge is accessible, is proactively shared and promote continuous learning 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 

 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 

 

Indicator 13Φ ²ƘŜƴ L ŘƻƴȰǘ ƘŀǾŜ ǘƘŜ ǊŜǉǳŜǎǘŜŘ ŜȄǇŜǊǘƛǎŜΣ L Χ (please tick) 

Ã Knows where to find the information to do the job 

Ã Build networks with fellow specialists in other organisations 

Ã Contributes to ideas for development and new applications of specialist skills in organisation/institution 

work 

Ã Ensure knowledge management strategy is set up in business delivery and performance management 
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AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 
 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 
 

Indicator 14. To develop my skills and knowledge, L Χ (please tick) 

Ã Take steps to update and develop my own specialist knowledge and skills 

Ã Understand the role of own profession/specialism in the work of the organisation/institution and looks for 

opportunities to apply professional skills to produce a better outcome 

Ã Ensure my own specialist staffôs continuous professional development needs are met and contribute to the 

maintenance of critical mass of specialist expertise to secure quality services needed 

Ã Ensure knowledge is accessible, is proactively shared and promote continuous learning 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 
 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 

 

OUTCOME 6. ANALYTICAL SKILLS AND CREATIVITY: The important issues are identified and creative 
responses developed 
 
Indicator 15Φ ²ƘŜƴ L ŜȄǇŜǊƛŜƴŎŜ ŀ ŎƻƳǇƭŜȄ ǎƛǘǳŀǘƛƻƴΣ L Χ (please tick) 

Ã Identify the essential information needed to do the job 

Ã Sift information and identify the important points to keep track of all the threads of an issue 

Ã Identify and consider a range of options to resolve an issue and take decisions which are firmly based on 

evidence 

Ã Understand the validity, relevance and limitations of different sources of evidence 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 
 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
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Indicator 16Φ ¢ƻ ǎƻƭǾŜ ŀ ǇǊƻōƭŜƳΣ L Χ (please tick) 

Ã Think beyond current circumstances and procedures drawing on past experience to think of new ways of 

doing things 

Ã Identify links between events elsewhere and my own area of work to think laterally when considering 

issues 

Ã Draw on collective experience of the team and the organization and encourage the use of creative thinking 

techniques (eg, brainstorming; lateral thinking) 

Ã Interprets and uses data to identify issues and develop out-of-the-box responses 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 

 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 

 

 
OUTCOME 7. COMMUNICATING AND INFLUENCING: Messages are clear, persuasive and consistent 
and ranges of views are heard 

 
Indicator 17Φ Lƴ Ƴȅ ŎƻƳƳǳƴƛŎŀǘƛƻƴΣ L Χ (please tick) 

Ã Provide clear and concise verbal explanations and choose content and medium to suit the 

audience/recipient and context 

Ã Can explain complex and technical subjects in terms the layperson can understand 

Ã Identifiy the interests of others in proposals and am persuasive in selling the benefits of proposals to them. 

Ã Understand the importance of effective, joined up communication and actively engage with staff and 

stakeholders to make it happen. 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

Please briefly describe your personal experience  

 

 
 

Add evidence  

Search / Upload 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 

 

Indicator 18Φ ²ƘŜƴ L ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ƳŜŜǘƛƴƎǎΣ L Χ (please tick) 

Ã Listen and asks questions to check my own understanding and record key points and decisions in writing 

as needed. 

Ã Adopt a structured and planned approach to meetings and intervene at appropriate time and use listening 

skills 
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Ã Steer meetings to reach clear decisions or conclusions and use negotiation skills to achieve win/win 

outcome where possible 

Ã Apply communication and group dynamics techniques in order to have fruitful meeting 

 

 

AFTER TICKING FIRST OR LAST TICK BOX USER CAN SEE 
 

 

Please briefly describe your personal experience  

 

 

 

Add evidence  

Search / Upload 

 

 or (if applicable) give information about the evidence and place where it can be found  
 

 

 
 

 

 

 
 

 

[Optional] Assessment by: (name, position) 

 

 

View your assessment report! 
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A quality standard framework for delivery 

Delivering results 

¶ Managing work and resources 

¶ Commitment to providing a service 

Delivering with others  

¶ Working collaboratively 

¶ Leading people 

Delivering personally 

¶ Developing and applying expertise 

¶ Analytical skills and creativity 

¶ Communicating and influencing 

 

The three levels correspond to the following grades: 

¶ Level 1 ï Administrators and equivalents 

¶ Level 2 ï Middle managers and equivalents 

¶ Level 3 ï Senior Managers and equivalents 

¶ Level 4 ï Assistant directors, directors and equivalents 

 

The indicators are cumulative in that administrators and middle managers are expected to demonstrate the 

indicators in levels 1 and 2, senior managers are expected to demonstrate the indictors in levels 1, 2 and 3 and 

directors are expected to demonstrate the indicators in levels 1, 2, 3 and 4. The difference in assessing the 

different levels comes from considering the behaviour in context.  For instance, someone at level 1 will face 

fewer competing priorities and a less complex work situation than someone at level 2, who will be expected to 

display the same behaviours but in a more wider ranging and challenging circumstances.
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Managing work and resources 

Delivering results: Managing work and resources 

Outcome: Objectives are achieved and quality standards and deadlines are met 
 
Level 1 

1. Takes responsibility for own actions  
2. Focuses on the task in hand and is 

not easily distracted 
3. Pays attention to detail and accuracy 
4. Seeks guidance when priorities 

conflict or are unclear 
5. Plans and manages own time 

effectively 
6. Follows relevant procedures, for 

example financial management 
procedures 

7. Works within organisation/institution 
policy and guidelines on equal 
opportunities 

 

 
Level 2 

1. Keeps track of several activities 
simultaneously and makes sure 
everything is progressing 

2. Thinks ahead to spot problems and 
put contingency plans in place 

3. Breaks down complex tasks into a 
logical sequence of activities and 
sets milestones 

4. Puts in effort on all topics not just on 
the interesting ones 

5. Clearly defines tasks before work 
starts 

6. Delegates to match resources to 
priorities and shifts resources to 
reflect changes in priorities 

7. Considers the health and safety 
implications of tasks for self and 
others before work starts and acts to 
minimise any risks 

 
Level 3 

1. Ensures systems are in place for 
project planning and progress 
monitoring 

2. Focuses on the delivery of outcomes 
3. Considers the wider implications of 

activities 
4. Regularly reviews and manages risks  
5. Identifies areas where own activities 

can personally add value 
6. Negotiates for the resources needed 

to deliver the outcomes 
7. Looks for opportunities to use IT to 

improve quality of outputs and speed 
of delivery 

 
Level 4 

1. Can identify the organisationôs 
business focus and own contribution 
to its financial and operational 
objectives 

2. Uses financial data to make 
decisions, interpret trends, identify 
risks and manage issues. 

3. Ensures personal delivery against 
plans and forecasts accurately.  
Works to improve the value achieved 
from people, budget and assets 

4. Leads by example when incurring 
expenditure and managing business 
relationships and risks.  Promotes 
and enforces financial and 
management controls to deliver 
business priorities 

5. Works with business experts and 
stakeholders, and provides them with 
routine or exceptional information as 
required.  

6.  Identifies and uses a range of 
evidence sources 

7. Uses project and programme 
management techniques to ensure 
results are delivered and that 
identified business benefits are 
achieved. 
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Commitment to providing a service 

Delivering results: Commitment to providing a service 

Outcome: Effective service delivery is achieved to meet customer needs 

 

Level 1 

1. Contributes ideas and suggestions to 

improve services 

2. Keeps calm under pressure 

3. Responds constructively and flexibly 

to change 

4. Displays honesty and integrity 

 

 

Level 2 

1. Shows determination to 

provide a quality service 

2. Questions working practices 

that do not need to be there 

3. Follows up and through to 

ensure satisfactory outcomes 

4. Doesnôt ignore problems but 

takes early action to resolve 

them 

 

Level 3 

1. Designs, manages and delivers 

services to meet customer requirements 

2. Measures service delivery in terms of 

customer satisfaction 

3. Deals constructively with conflict 

4. Is able to take and hold a firm line 

5. Encourages innovation and considered 

risks and is supportive if honest 

mistakes results 

 

Level 4 

1. Uses feed back from customers, staff 

and stakeholders to identify areas for 

continuous improvement and takes 

remedial action where necessary 
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Working collaboratively 

Delivering with others: Working collaboratively 

Outcome: People with diverse talents work together to achieve a shared goal 
 
Level 1 

1. Keeps colleagues informed of 
developments or problems in good time 
for them to take action 

2. Knows how own objectives fit in to the 
broader activities 

3. Is willing to learn about colleaguesô jobs 
and helps others 

4. Listens to others and considers their point 
of view in a positive/constructive way 

5. Treats all colleagues and contacts with 
respect and appreciation regardless of 
race, ethnic or national origin, nationality, 
age, religion, sex, gender identity, marital 
status, disability, sexual orientation, 
working hours, union membership, union 
office or union activity 

6. Contributes to an environment in which 
difference and diversity are respected 

7. Builds relationships with internal and 
external contacts and is aware of their 
interests 

8. Is impartial and even-handed in all 
dealings with contacts 

9. Knows when to refer the matter to others 
 

 
Level 2 
 

1. Builds links with other teams 
2. Shares credit with all who contribute  
3. Understands the pressures affecting 

others and adapts own demands 
accordingly 

4. Is aware of the impact of own 
behaviour on others and adapts own 
behaviour to suit different situations 
and circumstances 

5. Explains the reasons for decisions, 
especially for saying ónoô 

6. Develops clear service specifications 
for contractors when required 

7. Looks for opportunities to improve 
service quality or efficiency or to 
reduce costs 

8. Involves stakeholders at an early 
stage in decision making when 
appropriate 

9. Explains views to stakeholders
3
 and 

conveys stakeholdersô views. 

 
Level 3 
 

1. Promotes collaborative working 
across organisations to meet 
customer needs 

2. Includes stakeholders in project 
teams, when appropriate 

3. Focuses on long term quality 
service delivery 

4. Sets up systems to get 
feedback from ultimate end 
users 

5. Works to strike a balance 
between a range of stakeholder 
expectations  

 
Level 4 
 

1. Builds and maintains strong and 
productive relationships with 
stakeholders ensuring that the 
organization is respected and has a 
good reputation. 

2. Works across traditional boundaries 
to achieve shared goals 

 
 

 

3  Stakeholders are individuals, groups and organisations who may be affected by a job holderôs decisions and actions, they include colleagues, 
 customers, suppliers, interest groups and relevant sections of the community, inside and outside the organisation/institution. 
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Leading people 

Delivering with others: Leading people  

Outcome: People have a clear sense of direction and feel valued 
 
Level 1 

1. Welcomes new team members 
and helps them settle in 

2. Identifies inequality and other 
unacceptable behaviours and 
follows up with suitable action 

3. Protects the health and safety of 
themselves and any other people 
who may be affected by their 
acts or omissions 

4. Takes responsibility for own role 
in performance management and 
personal development 

5. Contributes constructive upward 
feedback 

 
Level 2 

1. Creates opportunities for all staff to expand 
their roles and develop 

2. Coaches all staff to help deliver objectives 
and develop potential 

3. Supports long term career development, 
beyond the current job 

4. Involves staff in decisions about objectives 
and working practices 

5. Values and harnesses peopleôs previous 
and non-work experience 

6. Encourages flexible working patterns and 
practices 

7. Is accessible and approachable and gives 
staff frequent constructive feedback 

8. Deals promptly, appropriately and effectively 
with underperformance 

9. Deals promptly, appropriately and effectively 
with actions contrary to the organisationôs 
diversity and equal opportunities policies 

10. Recognises and responds to the different 
development and support needs of all staff 
by getting to know them as individuals and 
what limits them and motivates them at work 

11. Creates a climate where people feel able to 
challenge unacceptable behaviour 

12. Ensures that policies and procedures are 
applied equitably 

 
Level 3 

1. Identifies and develops potential 
in all staff 

2. Creates a climate where people 
feel at ease and are able to air 
problems and doubt 

3. Demonstrates strong leadership 
consistently 

4. Strives to build a team containing 
complementary skills and 
approaches to work 

5. Communicates teamôs overall 
purpose and each individuals 
contribution to achieving it 

6. Shares information and promotes 
upward and downward 
communication/feedback 

 
Level 4 

1. Understands , communicates and 
focuses on  the organisationôs 
strategy and priorities and ensures 
peopleôs objectives are aligned with 
them 

2. Deals professionally with a range of 
people issues, including improving 
performance through coaching and 
development, recognising and 
rewarding success, and dealing 
promptly with poor performance 

3. Promotes equality of opportunity and 
diversity. 

4. Is not afraid to give difficult 
messages to colleagues, 
communities and other stakeholders, 
and does so with honesty, courage 
and realism. 

5. Is visible, accountable, inspires trust 
and constantly learns 
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Developing and applying expertise 

Delivering personally: Developing and applying expertise 

Outcome: People continuously develop and apply their knowledge and skills, including job specific knowledge and skills, to their work 
 
Level 1 

1. Develops and applies own portfolio 
of skills, knowledge and expertise 

2. Can use relevant IT software to do 
own job 

3. Is willing to embrace new ideas and 
ways of working to improve service 
delivery  

4. Knows where to find the information 
to do the job 

5. Communicates specialist advice 
simply and clearly 

6. Takes steps to update and develop 
own specialist knowledge and skills 

7. Obtains more expert specialist 
advice when appropriate 

 
Level 2 

1. Understands the relevance of own 
and other relevant external 
organisations to own work 

2. Applies previous experience to new 
situations 

3. Develops ICT competence relevant 
to work and to potential for 
developing services 

4. Encourages new ideas in others 
5. Feeds back learning into improving 

working practices and delivery  
6. Knows when specialist advice is 

needed 
7. Contributes ideas for use of own 

skills  
8. Understands the role of own 

profession/specialism in the work of 
the organisation/institution 

9. Looks for opportunities to apply 
professional skills to produce a better 
outcome 

10. Makes judgements on the level of 
specialist input and quality 
appropriate to the task 

11. Builds networks with fellow 
specialists in other organisations 

12. Takes responsibility for own 
continuous professional development   

 
Level 3 

1. Seeks out best practice inside and 
outside the organisation, and 
promotes benchmarking and 
performance measurement 

2. Creates a climate where people are 
willing to put forward and listen to 
ideas 

3. Encourages managed risk taking and 
expects learning to result 

4. Contributes ideas for development 
and new applications of specialist 
skills in organisation/institution work 

5. Takes account of the wider 
organisationôs needs and balances 
professional considerations with what 
is achievable and affordable 

6. Ensures own specialist staffôs 
continuous professional development 
needs are met 

7. Contributes to maintenance of critical 
mass of specialist expertise to 
secure quality services needed 

 
Level 4 

1. Ensures knowledge management 
strategy is embedded in business 
delivery and performance 
management 

2. Ensures knowledge is accessible, is 
proactively shared and promotes 
continuous learning 

3. Continuously develops and applies 
own knowledge and skills to enhance 
the business and team 
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Analytical skills and creativity 
Developing personally: Analytical skills and creativity 

Outcome: The important issues are identified and creative responses developed 

 

Level 1 

1. Thinks beyond current circumstances 

and procedures drawing on past 

experience to think of new ways of 

doing things 

2. Identifies the essential information 

needed to do the job  

 

 

 

Level 2 

1. Identifies links between events 

elsewhere and own area of work 

2. Sifts information and identifies the 

important points 

3. Thinks laterally when considering 

issues 

4. Keeps track of all the threads of an 

issue 

5. Identifies and uses appropriate 

analytical tools and statistics in 

analysing issues 

 

Level 3 

1. Keeps a strategic view without losing 

sight of the detail 

2. Identifies and considers a range of 

options to resolve an issue 

3. Takes decisions which are firmly 

based on evidence 

4. Draws on collective experience of the 

team and the organisation 

5. Encourages the use of creative 

thinking techniques (eg, 

brainstorming; lateral thinking) 

 

Level 4 

1. Uses evidence to evaluate policies, 

projects and programmes to support 

continuous improvement 

2. Understands the validity, relevance 

and limitations of different sources of 

evidence 

3. Interprets and uses data to identify 

issues and develop realistic 

responses 
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Communicating and Influencing 

Developing personally: Communicating and Influencing 

Outcome: Messages are clear, persuasive and consistent and ranges of views are heard 

 

Level 1 

1. Provides clear and concise verbal 

explanations 

2. Chooses content, and medium to suit 

the audience/recipient and context 

3. Written work is logically structured, 

clear and concise using plain English 

4. Uses correct spelling and grammar 

with minimal jargon 

5. Contributes to discussions/meetings 

6. Listens and asks questions to check 

own understanding 

7. Records key points and decisions in 

writing as needed 

 

Level 2 

1. Adopts a structured and planned 

approach to meetings 

2. Incorporates communications 

aspects into workplans from the 

outset 

3. Intervenes at appropriate time in 

meetings and uses listening skills 

4. Uses verbal communications before 

putting things in writing when 

appropriate 

5. Can explain complex and technical 

subjects in terms the layperson can 

understand 

6. Communicates only what matters 

 

Level 3 

1. Considers the communications 

aspect of all activities and in all 

directions: internal/external; 

up/down/sideways 

2. Identifies the interests of others in 

proposals and is persuasive in selling 

the benefits of proposals to them 

3. Communicates the wider 

organisation or government policy 

position effectively 

4. Steers meetings to reach clear 

decisions or conclusions 

5. Uses negotiation skills to achieve 

win/win outcome where possible 

6. Uses aids and techniques 

appropriate to audience and purpose 

in giving presentations 

 

Level 4 

1. Understands the importance .of 

effective, joined up communication 

across teams and the organisation 

and actively engages with staff and 

stakeholders to make it happen. 
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SECONDCHANCEEDUCATION.EU 

to europejska platforma dla edukacji drugiej szansy powstağa jako centrum wiedzy 

i jakoŜci. Dostňpne na niej narzňdzia majŃ za zadanie otworzyĺ moŨliwoŜci 

nieograniczonego myŜlenia i dziağania w obszarze edukacji drugiej szansy w Europie 

i dostosowaĺ rozw·j edukacji w poszczeg·lnych krajach  

do standard·w europejskich.  

 

Rezultaty 

¶  Dostňpny online, system oceny dobrych praktyk w edukacji drugiej szansy, kt·ry ma przyczyniaĺ siň do 

rozwoju wymiany najlepszych metod, narzňdzi i program·w nauczania w krajach europejskich 

 

¶ Narzňdzie online do (ciŃgğej) oceny i samooceny jakoŜci pracy organizacji oraz analizy por·wnawczej, 

majŃce sğuŨyĺ rozwojowi plac·wek edukacji drugiej szansy. 

 

¶ Narzňdzie e-portfolio do walidacji dla uczestnik·w miňdzynarodowych praktyk zawodowych. 

 

¶ Zorientowana na potrzeby nauczycieli/trener·w europejska spoğecznoŜĺ, celem wymiany doŜwiadczeŒ, 

dzielenia siň wiedzŃ w dziedzinie strefy edukacji drugiej szansy w EU. 

 

¶ Baza danych na temat szkoleŒ dla nauczycieli i trener·w zajmujŃcych siň edukacjŃ drugiej szansy, 

w tym ksztağceniem ustawicznym, celem rozwijania ich kompetencji, poszerzania wiedzy oraz dzielenia 

siň pomysğami i doŜwiadczeniami. 

 

¶ Narzňdzie do samooceny dla nauczycieli i trener·w pracujŃcych w obszarze edukacji drugiej szansy 

celem rozwoju zawodowego i osobistych refleksji. 

 

 

 

 

 

 

 

 

 

 


