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1 – The certificate supplement       (pages 4 to 20) 

 

The supplement certificate was proposed as a model, a basis to be revised according to the 

local contexts for the project TRAINENERGY.  

All the information on the certificate supplement are useful, relevant and seem mandatory  

- to give information on the certification 

- to elaborate  the certificate TRAINENERGY. 

 

Through the project, it’s a way to make useful links with the existing supports  

- linked to qualification especially Europass supports describing qualification,  

- enhancing and allowing international mobility  

 

Examples of the certificate supplement can be downloaded on : 

 

http://europass.cedefop.europa.eu/europass/home/hornav/Downloads/CSupplement/CSEx

amples.csp   

 

 

2 – The certification folder – submission form     (pages 21 to 35) 

 

 

This Deliverable contains: 

− The official submission folder for RNCP registration used in France, 

− An English translation of the items. 

 

The English version is deliberately presented in a linear layout and non-identical to the 

French folder, which is specific to France and has no use as such in another country. 

 

Since this issue directly affects the subsidiary EU principle it is the responsibility of each 

Partner country/region to adapt the certification process with respect of it own laws and 

regulations. 
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In France, the application file for listing in the national register of vocational certifications 

must include the following: 

- A description of the activities covered by an existing, identified trade, 

function or job, drawn up with the participation of the professional 

specialists concerned ; 

- A description, for all candidates, of the corresponding competencies, 

aptitudes and knowledge attesting to a qualification, and necessary to carry 

out the trade, function or job in question ; 

- A detailed description of the procedure for validating the experience 

acquired, as set up in compliance with the regulations in force ; 

- The composition of the certification panel ; 

- As the procedure for registration on request is an a posteriori evaluation 

procedure, all registration applications coming under the "general case" must 

include an account of the jobs held, and their levels, by at least three 

promotions of holders of the certification ; 

- The organization must undertake to set up a system for following up on the 

holders of the qualification document or the diploma to check the relation 

between the jobs held and the job description. 

 

The registration process is supported by a process of evaluation “a posteriori”, the purpose 

of which is to ensure the quality of the registered certification by giving it a national 

recognition after the decision of the competent Minister.  

 

If the decision is to list the certification in the RNCP (French  register of vocational 

certifications = French NQF), the certification will be described on the RNCP  through a 

certificate supplement. 

 

 

This application file is proposed as a resource document to help the partners to submit in 

their own country (see pages 20 to end) 
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Example 1 : Danish certificate supplement  
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Example 2 : French certificate supplement 
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Example 3 : German certificate supplement 
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 Example 4 : Spanish certificate supplement 
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Example 6 : United Kingdom: certificate supplement 
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Resource document : 
 
 
Submission form to ask for a new certification in France 
 
Since this issue directly affects the subsidiary EU principle it is the responsibility of each 

Partner country/region to adapt the certification process with respect of it own laws and 

regulations. 
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SHEET 1 
PRESENTATION OF THE APPLICATION 
 
 
First application 
Title of the certification: 
Level: 
Code (s) NSF1: 
Authority (ies) issuing the certification: 
Other recognition process in progress (if any): 
Date of transmission of the request to the referral: 
Date of first issue of certification: 
 
 
Renewal 
Certification History recorded in the RNCP2 
Title of the certification: 
Level: 
Code (s) NSF: 
Publishing Date in the “Official Journal”: 
N° of the previous CNCP3 record: 
Sheet Number in the RNCP: 
 
Current demand 
New title of the certification (if change): 
Level: 
Code (s) NSF: 
Authority (ies) issuing the certification: 
Other recognition process in progress (if any): 
Date of transmission of the request to the referral: 
Date of first issue of certification: 
 
 
Contact person in charge of the application: 
Name: 
Surname: 
Email: 
Function: 
Phone: 
Fax: 
Address: 
 
 
File number assigned by the CNCP: 
 
 

                                                 
1
 Nomenclature des Spécialités de Formation (Décret 94-522 du 21 juin 1994 - J.O. du 26 juin 1994) : Directory 

for training domains 
2
 Répertoire National des Certifications Professionnelles : National directory of the vocational certification 

(under the responsibility of the CNCP) 
3
 Commission Nationale de la Certification Professionnelle : National commission of the vocational certification 

(President nominated by the French Prime Minister) 
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SHEET 2 
IDENTIFICATION OF (S) OF THE AUTHORITY (S) ISSUING CERTIFICATION 
 
 
1) Full legal name (status) 
 
Name (s) the authority (s) issuing the certification: 
 
Address: 
 
Phone: Fax: 
 
Email: Website (if applicable): 
 
Legal Status: 
 
 
2) Represented by 
 
Name: 
 
Surname: 
 
Email: 
 
Function: 
 
Phone: 
 
Fax: 
 
 
3) Activities of the authority issuing the certificate 
 
Main activity: 
 
Other activities: 
 
 
4) Other certifications granted by the authority issuing the certificate 
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SHEET 3 
NETWORKS 
 
 
1) Who are the members of the network? What elements did they have in common? 
 
 
 
 
 
2) What are the entries on the document attesting to the certification? 
 
 
 
 
 
3) Has an agreement been established between the authorities issuing the 
certification? 
 
If yes, specify dates of beginning and end of the convention. 
 
 
If not, explain why no agreement is established. 
 
 
 
 
 
4) What are the conditions for termination of the agreement in case of failure of a 
network member? 
 
 
 
 
Attach a copy of the agreement containing the signatures of the parties. 
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SHEET 4 
TARGETED PROFESSION, FUNCTIONS AND ACTIVITIES 
 
 
 
1) Job and functions description 
 
 
 
2) Description of activities 
 
 
 
3) Closest ROME

4
 template(s) 

 
 
 
4) Most frequent implementation frames 
 
A. Sector of activity and size of companies or employing services 
 
 
 
B. Responsibility and autonomy that characterize the targeted positions 
 
 
 
 
 
 
5) Regulation of activities (if applicable) 
 
 
 
 
 
 
 
 
 

                                                 
4
 Répertoire Opérationnel des Métiers et des Emplois : Operational directory of professions and jobs, issued by 

the French Ministry of Labour 
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SHEET 5 
LINKS BETWEEN THE CONSTRUCTION OF THE CERTIFACATION AND THE 
TARGETED PROFESSIONAL FIELD 
 
 
 
1) What are the reasons for the creation of certification? 
 
 
 
 
2) Is this certification relevant today in view of the professional field? 
 
A. Evolutions of the certification until its current form 
 
 
B. How does the applying organization have taken into account the advice recommended by 
the CNCP at the last certification record? 
 
 
 
 
 
3) Watch system established by the certification authority issuing the certification to 
adjust it to the evolution of the covered profession, functions and activities 
 
A. Device description 
 
 
 
 
 
B) Presentation of the “Improving Board”5 (or equivalent) 
 
- Composition (names and titles of members) 
 
- Statutory duties 
 
- Frequency of consultancy sessions 
 
 
 
 
 
 

                                                 
5
 Conseil de Perfectionnement 
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SHEET 6 
ENGINEERING: ACTIVITY STANDARD AND CERTIFICATION STANDARD

6
 

 
 
 
Grid to be fulfilled with following information: 
 
 
 
Activities standard 
 

- Activities and tasks 
 
- Associated competences (learning outcomes) to the activities and tasks 

 
 
 
 
Certification standard 
 

- Competences to be evaluated/assessed 
 
- Evaluation organization 
 
- Evaluation criteria 

 
 
 
 
 
Documents to be made available to the CNCP instructor in charge of evaluating the 
submission folder: 
Evaluation grids, minutes, attendance sheet, minutes of jury deliberations ... 
 
 
 

                                                 
6
 « standard » in the meaning of « REFERENTIEL » with respect to the French regulation documents 
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SHEET 7 
JOINTS WITH OTHER QUALIFICATIONS 
 
 
 
1) Identification of existing certifications comparable to the same level 
 
A. In France 
 
 
 
B. Abroad 
 
 
 
 
 
 
 
2) Total or partial equivalence established with other qualifications 
 
A. In France 
 
 
 
B. Abroad 
 
 
 
 
 
 
 
 
 



CNCP – Application form 

CNCP Application for certificate registration n° - Date – p. 30/36 

SHEET 8 
ACCESS TO CERTIFICATION 
 
 
 
1) Geographic locations of the organizations preparing for certification 
 
 
 
 
2) Prerequisites 
 
 
 
 
3) Failure of an organization preparing for certification or of the authority issuing the 
certification  
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SHEET 9 
RECOGNITION OF PRIOR LEARNING 
 
 
 
1) Define the conditions of admissibility of the candidates 
 
 
 
 
 
2) Describe the procedure of VAE

7
 

 
 
 
 
 
3) With regard to the described competences (sheet 6), give some examples of 
evidence as guidelines for the jury. 
 
 
 
 
 
4) In case of partial validation 
 
 
A. Recommendations that will give the jury for additional checks 
 
 
B. Validity period of the decisions 
 
 
 
 
 
 
Keep available to the CNCP instructor's the VAE folder 
 
 
 

                                                 
7
 Validation des Acquis de l’Expérience : Recognition of informal and non formal learning outcomes 
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SHEET 10 
COMPOSITION OF THE JURY DELIVERING THE CERTIFICATION 
 
 
 
1) Rules for selection of the members of the jury  
 
Quality of the jury chairman and method of nomination 
 
Number of people in the jury 
 
Percentage of members external to the authority issuing the certificate 
 
Specify the distribution of representatives of employees and employers as a percentage 
 
 
 
2) Summary 
 
ROUTES OF ACCESS /YES/NO/JURY COMPOSITION 
 
- After a prior training course (with the status of pupil or student) 
 
- Under Apprenticeship contract 
 
- After a continuous training course 
 
- Under “Professionnalization contract”8 
 
- As individual candidate 
 
- By Experience (VAE) 
Date of establishment: 
 
 
 
3) Paper presented to the laureates 
Attach a copy of the document presented to the laureates 
 
 
 
 

                                                 
8
 Part of French regulation in adult continuous training (New vocational training law of 2004) 
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FILE 11 
INDIVIDUAL PATH OF THE CERTIFICATION HOLDERS

9
 

 
 
 
Year of the issuance of certification (all pathways combined): 
Updated information on the date of: 
 
 
To inquire for holders of certification after training: 
Starting date: 
Release date: 
Training site: 
 
 
- Initials of the name and surname of the certification holders 
 
 
- Origin of the candidates: 

- Diploma or training level 
- Work experience 

 
 
- Job n….. months after getting the certification: 

- Function 
- Status 
- Company Name and sector of activity 
- Business Annual Gross Compensation 

 
 
- Current position: 

- Function 
- Status 
- Company Name and sector of activity 
- Business Annual Gross Compensation 

 
 
 
 
 
Include only those persons who have obtained certification 
 
 
 

                                                 
9
 By the French law the applicant organization should have already certified 3 trained batches/promotions 
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SHEET 12 
FOLLOW UP DEVICE AND PATH OF THE CERTIFICATE HOLDERS 
 
 
1) Monitoring device of the certification holders 
 
 
 
 
2) Using this device 
 
A. Evolution of the placement of the holders certification on the last three promotions at least 
 
 
 
B. Comprehensive analysis of the placements 
 

- Certification Year 
 
- Total number of certification holders 
 
- Number of the holders working in the targeted activities 
 
- Average annual gross earnings of the holders working in the targeted activities 

 
 
 
C. Commentary 
 
 
 
 
3) Distribution of the certification holders per access path 
 

- Year of Training 
 
- Training under the status of pupil or student (including apprenticeship contract) 
 
- Continuous training (including “professionalization contract”) 
 
- Individual candidates 
 
- VAE 
 
- Total number of certifications 

 
 



CNCP – Application form 

CNCP Application for certificate registration n° - Date – p. 35/36 

SHEET 13 
SUMMARY DESCRIPTION OF THE CERTIFICATION (RNCP EUROPASS CERTIFICATE 
SUPPLEMENT TEMPLATE) 
 
Title (part 1) 
 
Certification Authority (Part 2) 
 

Quality (es) of the signatory (ies) of the certification (part 3) 
 

Level and / or field of activity (part 4) 
Level: 
NSF Code: 
 

Job standard summary or items of acquired competences (part 5) 
List of activities covered by the diploma, title or certificate 
Evaluated competences or capabilities 
 

Sectors of activity or types of jobs available by the holder of the diploma, title or 
certificate (part 6) 
Sectors of activity 
Types of jobs available 
ROME sheets code (the closest one - 5 maximum): 
Regulation of activities 
 

Procedures for obtaining this certification (part 7) 
- Description of the certification components: 
- The benefit of the acquired components can be kept n.... years. 
 

Criteria for applying the certification /Yes/No/Indicate the juries’ composition 
- After a prior training course (with the status of pupil or student) 
- Under Apprenticeship contract 
- After a continuous training course 
- Under “Professionnalization contract”10 
- As individual candidate 
- By Experience (VAE) 
Date of establishment: 
 

Links with other qualifications (part 8): 
 

European or international agreements (part 9) 
 

Legal basis (part 10): 
Reference of the creation regulation (or date of the first recording): 
Other references: 
 

For further information (part 11): 
Statistics: 
Other information sources: 
Location(s) of certification: 
Location (s) of certification preparation asserted (s) by the certifying body: 
History: 
 

Link list of sources (part 12): 
Website of the issuing certification authority: 

                                                 
10

 Part of French regulation in adult continuous training (New vocational training law of 2004) 
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