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VARIETY OF ASSESSMENT METHODS AND TOOLS IN UK, NORW AY, DENMARK AND 
SPAIN  

 
 
The following section presents differences in methods and tools used for assessment non-formal and 
informal learning achievements. The study carried out in five countries (Denmark, Norway, Spain, UK 
and Lithuania) revealed that even a method or a tool has the same name but it may differ in structure 
(for example, portfolio), field of application, may have some restrictions, limitations, etc.  
 

Denmark 

A competence assessment is likely to include a combination of different methods, adjusted in 
accordance with the individual's qualifications and choice of education. Typically, it is an educational 
institution that carries out a competence assessment, based on the individual's documentation of prior 
learning. The assessment has to be produced on the basis of a variety of methods and tools with a view 
to the individual's prior learning being demonstrated and assessed in a reliable way vis-à-vis the 
specific requirements of the education programme. If required, there is the option of a competence 
clarifying course of up to a few days' duration. Other forms of evaluation, other than traditional tests, 
are included, and if relevant, such evaluations can take place in e.g. the workplace. 

Portfolio of learning achievements 
 
Portfolio of learning achievements is expediently constructed set of work of a learner, being based on 
self-analysis and illustrating attempts, learning progress and acquired competence. The purpose of 
portfolio is to demonstrate competences obtained in work or in other places corresponding to the 
competences of profession or study programme. Written documentation of competences in the form of 
a CV or a personal document file etc. that can form part of the basis for the portfolio. The individual is 
responsible for collecting the relevant documentation of his or her prior learning, which is to be 
included in the competence assessment. This may include: 

�  documentation from employers; 
�  documentation from participation in seminars; 
�  training activities; 
�  liberal adult education activities, etc.  

 
It could also be the individual's own assessment of relevant experience gained from, for instance, 
working as a volunteer for a charity. 
 
Structured interview 
 
Structured interview is used during the different phases of the assessment process, including, for 
instance, use of forms for assessing the individual's competence against the objectives and course-
specific content of the education programme aimed for.  
 
 
Observation and assessment 

Observation and assessment of the applicant's skills and competences. For example, the applicant may 
be asked to solve a practical task, which is relevant in relation to the competences that the education 
and training programme aims for.  

Tests and examinations 
 
Tests and examinations are used to assess the individual's theoretical knowledge and practical skills. 
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Real competence assessment tools 
 
In the recent years Denmark succeeded in developing practical and well accessible tools available on 
line. The University of Southern Denmark now offers three different e-tools, which help to document 
skills and competencies a persons has acquired through non-formal adult education, association work 
or volunteer work. This offer is a result of a development project carried out by SDU/Knowledgelab 
for the Ministry of Education. This project has resulted in three websites relating to non-formal adult 
education, association work and volunteer work, respectively. The basis of the tool is a special 
questionnaire which enables a person to reflect on his/her experience gained in different environment.  
The end result is a description of a person’s prior learning. This description can be used when applying 
for work or when applying for admission to an education programme. Prior learning includes 
everything a person is able to do, regardless of how you he/she learned it. Some of abilities could be 
(or are) certified, others are just things that a person is able to do. This description of prior learning is a 
contribution to cast light on a person’s total prior learning and therefore becomes a supplement to 
his/her CV.  
 
More information availabe in Danish, English: http://realkompetence.dfs.dk/inenglish.aspx 
 
Competence portfolio 
 
Competence portfolio is a tool developed by the Danish Ministry of Education. It is available in two 
languages – English and Danish. The aim of the tool is to guide a person through different stages and 
to help to realize as well as to document of non-formally and informally acquired competences.  
 
More information available: http://www.minkompetencemappe.dk/default.aspx 
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United Kingdom 
 
The portfolio 
 
A portfolio is a well-organised collection of a person evidence for his N/SVQ. It can be any shape or 
size, depending on the type of evidence candidate wants to have assessed. Most candidates use an A4 
folder or lever arch ring binder for their portfolio. It is also possible to collect and present evidence 
electronically. The portfolio belongs to candidate and it is his responsibility to keep it safe and secure.  
 
Building a portfolio 
 
It is a candidate‘s responsibility to collect his/her evidence and build a portfolio. Portfolio must show 
how the evidence candidate has collected covers the standards. It should be clearly logged and 
referenced, so that assessors and verifiers can check it easily. A candidate must show that he/she 
covered all of the performance, range and knowledge requirements in the specific standards. It is 
recommended that a candidate use a simple referencing system for his evidence. A candidate can often 
find that one piece of evidence can be used for more than one unit or element. In these cases, 
candidate should clearly cross-reference the evidence to the units and elements it covers. There may be 
some evidence that candidate cannot put into portfolio because it is too bulky, or because it is 
confidential. In these cases, he/she should make a note in portfolio to explain where the evidence can 
be found. 
 
Portfolio contents 
 
Whether an electronic or paper-based portfolio, it will need to contain the following information: 
 
1. Introductory section 

�  candidate‘s  personal and contact details; 
�  candidate‘s  centre contact details; 
�  the name and number for candidate‘s  N/SVQ; 
�  candidate‘s  City & Guilds enrolment number and date of registration; 
�  candidate‘s  curriculum vitae, job description or personal statement; 
�  names and contact details of staff involved assessing and verifying candidate‘s  N/SVQ; 
�  names and contact details of witnesses; 
�  written declarations for assessed evidence; 

 
2. Assessment section 

�  a summary of candidate‘s  achievements; 
�  an evidence log or locator to reference evidence to the standards; 
�  candidate‘s  assessment plans and reviews including assessment feedback and assessment 

decisions; 
3. Evidence section 

�  candidate‘s pieces of evidence; 
�  evidence assessment records such as records of observations and professional discussions; 
�  records of questions and answers. 

 
Many candidates also find it helpful to keep a copy of the standards in the portfolio. The candidate’s 
portfolio is finally assessed by a single assessor. 
 

Observation of performance in the workplace 
 
This is the main method of assessment for many N/SVQs and provides most of the candidate‘s  
evidences of competence. Assessor will observe candidate carrying out candidate‘s normal work 
activities, in his own workplace against the standards. Candidate may not have the opportunity to 
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cover everything in the standards in his normal work, so in some cases he may be observed in a 
simulated task. The standards and assessor will explain when it is acceptable to use simulated tasks. 
 
Simulation 
 
An example of a simulated task could be dealing with an emergency – it is something that does not 
happen in day-to-day work. Simulated tasks can be in the workplace or sometimes in candidate‘s 
centre. Records of observation of performance must be kept. 
 
Professional discussion  
 
Professional discussion is used to explore the understanding of the knowledge of the individual. 
Candidate may have a professional discussion with your assessor which will be recorded on tape or 
disc. Candidate will explain to his assessor how and why work completed, and the evidence his have 
produced, meets the requirements of the standards. Assessor will ask candidate questions throughout 
the discussion. 
 
Records of professional discussions must also be kept. Candidate may use the ‘Professional discussion 
record’ form supplied by City & Guilds for this. If candidate has any evidence as the result of tasks he 
has completed as part of a team, he must make clear what his individual contribution to the task was 
and he should not use evidence produced by other colleagues as his own.  
 
Inspection of work products 
 
In candidate‘s normal work, he may produce objects and documents which can be used as evidence of 
competence. This evidence must be endorsed by assessor or a reliable person in workplace, to say that 
candidate produced it. Assessor may inspect products of work, or in some cases, candidate may to 
include them in portfolio. 
 
Questions and answers/Questioning 
 
Questions and answers are applicable often regarding cognitive competences or those which it is not 
possible to observe.  Sometimes is applied the situation only but it happens rarely. The assessor 
normally interviews the candidate and may ask questions to the test the candidate’s understanding of 
the work. Questions may be oral, written or computer based. The N/SVQ Standards and assessment 
requirements document will provide details on this for candidate N/SVQ. Records of questions and 
answers must be kept. Candidate may use the ‘Questioning record’ form supplied by City & Guilds for 
this. 
 
Reflective reports  
 
Reflective reports may be needed produced by the individual to cover areas of competence eg 
cognitive. Thus session where the candidate has to reflect on his or her experience, relevant skills and 
knowledge takes place into assessment process. The procedure involves a period of reflection on work 
and other experiences, identification of the skills and knowledge which have been acquired and 
eventually leads to the portfolio already described. 
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Spain 
Portfolio 
The portfolio  used in the Basque Country includes a standardized professional dossier.  All 
candidates answer the same questions: personal details, professional experience and training. 
Certificates are issued by the companies and colleges where the candidate has undertaken his formal 
and non-formal training.  In the last part candidates are required to provide a complete account of their 
professional experience. The counsellor’s report is based on the interview and the material in the 
portfolio and contains an assessment of the candidate. Candidates who do not produce a portfolio will 
have to make a presentation before the evaluation. 
 
Self-assessment exercise 
 
The candidate also completes a standardized self-assessment exercise. All candidates answer the 
same closed questions. The answers have to be entered in a computer program and the tool generates a 
competency map in colour; competency shortfalls appear in red. There is a general tool for conducting 
self-assessment exercises in some regions of Spain. The candidate has to indicate his level of 
proficiency (degree of autonomy) in each one of between 100 and 120 of the most important questions 
from the curriculum. There are verbal, written and practical questions in the questionnaire. The 
exercise is computerized and generates a map of the candidate’s competencies. 
 
Competence tests 
 
In the Basque Country the final result is based on the portfolio, the interviews with counsellors and 
evaluators and, if necessary, the competence tests. 
 

Norway 
 

For upper secondary level, the following methods and tools have been developed for validation of 
non-formal learning in respect to the requirements stipulated in the national curricula:  

Assessment of portfolio. Assessment on the basis of a portfolio is a method based on written 
documentation, photos, etc. The candidate sends a “charting” form to a “service centre” together with 
certificates and reports. Modules and subjects are approved on the basis of the documentation 
submitted, and additional education is offered so that individuals can acquire the desired certificates. 
This method demands good written documentation of individuals’ own skills and does not require one-
to-one meetings. Undocumented and tacit knowledge is difficult to reveal. After admission to upper 
secondary education, a discussion takes place in order to arrange the course according to actual 
knowledge and skills.  
A portfolio is an organised collection of materials that presents and verifies skills and 
knowledge acquired through experience. An example from HE sector: a woman had in 
addition to a CV : posters, DVDs and booklets she had developed for cultural training of 
pupils.  
 
Vocational “testing” starts off with an interview, where the background, training, work experience, 
language skills and objective of the adult are charted. After the first general interview a professional 
specialist interviews the individual in the particular subject, after which the individual shows the 
abilities in practice, so that both the theoretical and the practical side of the trade is assessed. Working 
on the basis of this practice, the adult may be offered either additional education to bring him or her up 
to a journeyman/trade certificate level or public certificate useful for job seeking. This method 
complements other methods in that the assessment of non-formal learning is also possible, and where 
required, parts or all of the practical side of the vocational subjects can be approved. Vocational 
“testing” provides adults – irrespective of their ethnic origins – with every opportunity to show what 
they can actually do in their own fields. This method picks up knowledge and experiences which are 
not documented and works well irrespective of learning and language difficulties. Vocational testing, 
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on the other hand, requires inter-departmental co-operation between the education system, the 
employment service and possibly also the insurance office and social security office. 
Both manual and computerised tools have been developed and tested in vocational and general 
subjects. The tools are used in different ways in the different methods dependent on the needs of the 
individual. Sometimes the assessor supplements the existing tools with locally developed tools. 
In higher education applicants seeking admission to specific courses will be assessed if they on the 
basis of their prior learning hold the necessary qualifications for the courses. The assessment 
emphasises both the specialist content of the course and the teaching arrangements offered to students. 
Informal and non-formal learning will be assessed mostly through self-declarations and portfolios.  

 
COMPETENCE CARD 

     
Personalia 
Name: Stine Sakariassen 
Employer: Opplæringskontoret ABC 
 Occupation: Secretary 

Employed from / to: 1990 
 Full- / part-time employment: 100 % 

Date of birth:  :  20 Feb 1979 
 

 Important work areas  Description of work tasks 

Switchboard/Mail 
 

Telephone and customer services, keeping journals, filing  
 

Economy/Accountancy Entries, punching, invoicing. Preparation of accountancy reports.  
Keeping, balancing and settling of accounts. 
 

Salaries Calculation of salaries and deduction of taxes, Travel settlements. 
Balancing and control, and preparation of documentation for 
accountant. Reporting of advance tax 

Insurances Follow-up of insurance arrangements, drawing up of basis for 
insurance 
 

Training of apprentices Drawing up of work schedules, taking care of practical training 

Vocational consultant Follow up of apprentices in shops, offices and in bookbinding trade 

 
 

Vocational competence   Level 
Level 1 = Follow instructions for simple tasks  
Level 2 = Work independently within specified area 

Level 3 = Professional responsibility: advise/instruct 
others 
Level 4 = Good professional/trade insight: develop work 
progress independently 
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Important vocational competence at work: Possesses basic knowledge about vocational 
training, upper secondary education, the preparation of curriculum as well as the 
basic organisation of the County of Nordland.  Familiar with existing arrangements 
concerning grants for apprentices and vocational trainees. 
 
Generally works independently with tasks within own job area.  Some job rotation 
related to in-service training of apprentices.  Familiar with working methods related 
to the follow-up of apprentices in membership businesses, and maintains a current 
contact with examination boards within the profession 

 

 
Computer skills – ICT:  Comfortable with the use of Word, Excel, First Office, 
Windows salary, Safir Ok, Power Point and the Internet.  Responsible for updating 
the programmes on own PC to new versions. 

 

 
Economics: Works independently with invoicing and accountancy.  Partly 
responsible for purchases. Takes part in budget preparations.  Distributes grants to 
membership businesses. 

 

 
Security/environmental measures at work: Familiar with structure and content in the 
Quality Control system.  Follows adopted procedures and is responsible for the 
current follow-up of parts of this system.  Familiar with the system for protecting 
internal and external environment, deviation processing and internal control. 

 

 
Areas of work/project development: Knows how to develop and create systems and 
work schedules for the follow-up of apprentices.  Has taken actively part in the 
preparation of the company’s Quality Control system. 

 

 
Foreign languages: Good command of written English 

 

 
 
 
 
 

Vocational competence, cont. Level 
Level 1 = Follow instructions for simple tasks  
Level 2 = Work independently within specified area 

Level 3 = Professional responsibility: advise/instruct others  
Level 4 = Good professional/ trade insight: develop work 
progress independently 

 

 
Branch know-how Familiar with labour laws, regulations and agreements; salaries; 
travel arrangements; pensions and benefits. Personnel management, executive work, 
casework, administrative routines, communication and customer service, filing.  
Familiar with goals and content in the shop and bookbinding professions, follow-up 
of apprentices and membership businesses. 

 

 
 
 
 

Specification of management and administrative competence 
 
Management leadership, motivation Responsible for the daily follow-up of an apprentice in the company. 
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Training/teaching/instructing employees/others Responsible for the information to schools and classes.  
Takes actively part in the establishing of training programmes in local in-service businesses.  Has 
taught classes in clerical courses for adult apprentices and interns. 

 
 

Personal and social competence 
 
Cooperation, communication  Co-operates on a daily basis with management and other members of staff. 
Able to contribute to finding solutions.  Takes part in some important decision-making.  Able to make 
others realize the importance of following up procedures and routines.  
  
 Work contribution, quality, service Open and outgoing.  Achieves contact easily with other people.  Good 
knowledge about the needs of membership businesses.  Experience and skills in active recruiting of 
new in-service businesses. 
Reliable, keeps deadlines and appointments.  Responsible and conscientious.  Able to handle longer 
work intensive periods.  Quality conscious.  
Initiative, creativity, flexibility, readjustment  
Flexible.  Likes to take on new tasks. Able to come up with proposals to new solutions to e.g. the 
Quality Control system, or arrangements for following up apprentices. 
Has taken part in trial runs of a new system for wages and personnel administration, and has made 
suggestions to the improvement of this.  
 
  
 
 
 
 

Place:   
� � � � �       

Date: 
� � � � �  

Employee’s signature: 
 

Place:    
� � � � �  

Date: 
� � � � �  

Employer’s signature: 
 

 

 

Dialogue-based method. The dialogue-based method is based on discussions between 
assessor/specialist and the adult. The specialist focuses on the knowledge and experience of each 
individual and attends to specific problems and queries in the curriculum. The assessor/specialist can 
use a computerised or manual tool based on the curriculum in question.  
This method requires individual preparation and a one-to-one meeting. The dialogue-based method 
can be combined with portfolio assessment, self assessment and testing. It has been tested out on a 
large number of candidates. The conclusion is that the method fits in with both vocational and general 
subjects. Yet, the degree of testing has to vary from person to person.  A dialogue-based method 
covers tacit knowledge, and seems to be good for adults who have difficulties with reading, writing 
and mathematics. 
13 of 19 counties are using the tool Realdok wich is a testing vs curriculums and appraisal tool (where 
competence profile, Approvals / documentation,training needs, analysis and reports and individual 
training schedule are included) and a tool for course administration (where the course catalogue, 
training needs, training schedules and  course handling are registered) 
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��� ���� � �	��
��
����

 
http://www.jaertek.no/kos/kos.htm 
 
Usually the dialogue based method is a kind of interview by an assessor and a candidate. The 
duration of the interview differs a lot, depending on how much information and documentation 
the candidate can provide. 
 
Interviews and tests are seldom used. Information on criteria and assessment methods can be 
acquired from individual universities or university colleges. Assessments related to admission will 
vary from institution to institution as discretion will be exercised to a greater extent than in the case of 
regular admissions. Also the complaint procedure will be specific to each individual. Adults who are 
seeking admission on the basis of non-formal learning will not have their study points calculated. 
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Prior learning assessment and recognition procedure can be implemented in a variety of ways. It 
depends on the traditional, culture and political situation and experience in given country. 

Significant, that experience of individual has to be transferred into learning through a number of 
processes that include analysis, reflection and assessment, followed by the demonstration and 
verification of evidence. Within this process the candidate must demonstrate that they have linked 
theory to practice and integrated the values of social activity. 

Such methods as the portfolio of learning achievements analysis, interview, observation or assessment 
at a workplace and others can be applied to determine competences. Countries have different 
experiences in applying validation methods but a uniting characteristic is the practice of combining 
validation methods.  

 


