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1. About the Accreditation Handbook

The accreditation handbook is a best practice guideline and offers a report of the project results of
the Erasmus+ project ECERT European Certification anéiccreditation for European Projects, in a
book format.

To get in touch with the EGERT accreditation and certification system it is helpful to get an
explanation of the processes and the criteria within a detailed handbook which provides a
compilation of all information needed. This offers more transparendpé target groups of the

users of results in adult education but also to the target groups of coordinators of adult education
projects who want to get their project results accredited.

The impact of such a handbook is directly on all users. They get accustomed to the processes and
can transfer these experiences also to future use of certificates.

About the format of the handbook
Thehandbookisaccessible in a printed and online version.

The accreditation handbook provides general information on accreditation for adult education and
the accreditation and certification processes withinrEBRT: addresses the quality criteria and
explains them and their use.

The handbook is accessible in a:

Short versior Guideline A which steers the user through the accreditation process and the
website, etc.

Detailed version Guideline B which provides help and hints for the accreditations/evaluators.
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Welcome to the ELCERT Accreditation Tool Handbook
This handbook provides you with a comprehensive overview of thR€ERIT Accreditation Tool,

which was developed, tested, and implemented as part of the Erasmus+ proj&E RBEuropean
Certificates and Accreditation for European Projects.

The ELCERT Accreditation Tool was launched in response to the results of a needs analysis, which
highlighted a high demand for transparent and higlality certification and accreditation processes

in the field of adult education. Its aim is to develogst and evaluate European standards for
accrediting and certifying adult education programs.

In this handbook, we will guide you stbp-step through the process of using the-EERT
Accreditation Tool. You will learn how to make optimal use of the tool to accredit and certify your
adult education programs successfully.

The development of the EGERT Accreditation Tool occurred in three phases:

Researching Quality Criteria and Structuteghe first phase, quality criteria as well as accreditation
and certification structures were explored. These findings formed the basis for the development and
implementation of the tool.

Development of Concept Desidgmthe second phase, the concept design of the Accreditation Tool
was created based on the insights gained from the first phase.

Programmingin the third phase, the Accreditation Tool was programmed and implemented.

The ELCERT Accreditation Tool Handbook provides you with a basic introduction to the
accreditation tool and a stepy-step guide to its use, enabling you to accredit and certify your adult
education programs successfully.

We hope that this handbook will assist you in effectively utilizing th«€EBT Accreditation Tool and
in establishing and improving your adult education programs at the European level. If you have any
guestions or suggestions, please feel free to contect

We invite you to dive into the world of the ELERT Accreditation Tool and discover how it can help
you achieve your goals!
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2.General introduction to accreditation, certification
and certificates

Accreditation and certification are two essential processes that aim to ensure the quality and
reliability of services, products, systems.

Accreditation refers to the official confirmation process of a conformity assessment body by a
national accreditation body (Chapter 1, Article 2, S.1 No. 10 Regulation (EC) No. 765/2008). During
this process, it is verified whether the conformity assesshierly meets the requirements set out

in harmonized standards to perform certain activities such as conformity assessments or
certifications. This is done based on internationally recognized standards and serves to ensure that
the service provider possesséhe necessary professional competencies and carries out its activities
properly.

In contrast, the term certification refers to the process in which an independent organization
examines and assesses whether products, services, systems, or individuals comply with relevant
requirements.

Certification is a form of conformity assessment and is carried out by specialized certification bodies
or conformity assessment bodies that can be accredited by national accreditation bodies such as the
German DAkk@®eutsche Akkreditierungsstelleerman Accreditation Agency)

Overall, both accreditation and certification aim to build trust in the quality and reliability of
products, services, or systems and to ensure that they meet the relevant standards and
requirements.
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3.The need for accreditation, certification and
certificates in adult education

Audits of corporate processes are common practice of today’s economy. These audits are part of the
guality management system of companies (Brauweiler, Will & Zedkéimann, 2015). They are

used to audit all processes, depending on which audit is capiedlhe processes are then

inspected for quality, effectiveness and efficiency. Such audits then show exactly what is already
working well and what should still be improved in order to optimize the processes and thus the
overall performance of the compan$uch audits cost time and money, but can also save time and
money in the long run. After an audit, there will be an audit report which includes all findings of the
check. This is particularly important for stakeholders, as they are informed of the cgmpan
performance. Audits can be carried out by internal persons, by external customers or by external
certification organizations (Brauweiler, Will & Zenktffmann, 2015). The latter represents a form
that ends with a certification of the inspected paftancompany. Certifications not only help with a
positive image of the company to the outside world, but also help to ensure that internal employees
are aware of what is going on in their own company. It also signals seriousness and a willingness to
improve (Blind, Mangelsdorf & Wilson, 2013).

And this does not only apply to companies from the economy, but also to companies from

education. Today’s educational landscape transcends national borders. That is why schools and
universities find themselves in international competition. One way theystamd out is through
certification. They cannot only have their processes, teaching products and learning materials
checked and certified, but also teachers themselves (Tuv Nord, 2023). With the certificate, the
respective educational institution can shakat they comply with certain international standards.
Furthermore, these standards serve as an independent and respected validation of excellence within
the competitive situation, providing the organization with a commitment to quality (Ttv Nord,
2023).This commitment extends beyond prospective customers and also garners the confidence of
partner firms and the broader competitive landscape (Tuv Nord, 2023).

One might ask at this point why a certification procedure is necessary in the education sector at all.
The question could be answered with the fact that teaching and passing on knowledge, educating
young and older people is also a kind of service (Dendbkkirenz, 1996). And this service should
meet certain quality standards, which in turn can be certified.

In summary, accreditation, certification and certificates in adult education are needed for the
following reasons:

9 such reviews show what is already going well and where improvements are needed in the
processes or materials (as the case may be)
stakeholders know about the state of the organization
staff in the organization know about the state
they save time and money in the long run
certification builds a positive image to the outside world
signals seriousness and willingness to improve
helps to stand out
the organization can prove that it complies with (inter/national) standards
9 provide commitment to quality
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That is wherghe Erasmus+ project EOERT comes into place. In the next chapter you will get more
information about the ELCERT project, its aims and objectives.
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4. EU-CERTz Overview of the project, its aims and
objectives

The EUCERT project focuses on adult educaaodhad an initial position of promotingdult
education results created within ERASMUS+ proj8asauseytpically, there is no certification or
accreditation of those.

Before the ELCERT project has started, @lminary studywas carried out in winter 2020 with a
number of 250 participants.

1 87% of the consulted users complain about intransparency and weak quality of European
adult education project results which cannot be transferred into daily adult education
practice.

1 86.5% stated that there is a strong need to get to evidenased approaches to certification
and that certificates are badly needed in adult education. The participant emphasized that
the need is specifically for accredited certificates.

1 84% answered, that adult education projects of the EU were seen as critical with regard to
the quality of their outcomes

The participants underpinned that many EU projects create results for adult education but

1 not many people are aware of them (79%),

the quality of the results is not certified (87%), and

9 and the possibilities for a good transfer into other adult education organisations are not
made clear ( 89.5%).

=

Here the ELCERT project comes into action: The project tries to enhance quality in adult education
and helps to ensure that adult education providers are able to find-bighity adult education
results which can be used in practice and which based oellexit adult education projects.

Therefore, the project consortium is going to develop a mechanism to monitor the effectiveness of
adult education projects via an accreditation system which is based on clear criteria and a solid
accreditation procedure.

The core project result is the accreditation system of - EBRT
Benefits of ELCERT:

This will help to support common shared values in adult education and is the basis for civic
engagement which is fostered by excellent adult education approaches.

Moreover, it fosters the participation of European adult educators in a-biglity adult education
network with ensured standards.

An accreditation system for projects which run under adult education promotes the idea of
ERAMUS+ and offers another way of transparency and visibility in Europe.
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All seniors and all European citizens get a possibility to find excellent adult education resources via

the accreditation information and standards. This is the crucial basis for enhancing quality assurance
in adult education.

Project results:

Project Activity Title Leading Organisation
Results
Project EU-CERT- Research on Quality University of Paderbornz
Result 1 criteria, Accreditation and Certificate = Germany

Structures
Project EU-CERT- Concept Design for STANDO Cyprus
Result 2 Accreditation and Certification

Processes
Project EU-CERT- Accreditation Website and Ingenious Knowledge GmbH
Result 3 Data-base Design and Programming Germany
Project EU-CERT- Accreditation Handbook University of Paderborn-
Result 4 Germany
Project EU-CERT- Accreditation and Esquare- France
Result 5 Certification - Roll-out to adult

education providers

Project EU-CERT- Policy paper Associacao Rede de
Result 6 Universidades da Terceira
Idade - Portugal

Project EU-CERT- Laymans EBport TIR Consulting Group j.d.o.e
Result 7 Croatia
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EUCERT Project Website:

https://eucert.eduproject.eu/

EUCERT Accreditation Tool Website:

https://eucert-tool.eduproject.eu/auth/login
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5. The Accreditation and Certification processes of
EU-CERT

The Accreditation and Certification processes ofEBRT are divided into two parts. In the first part,
the user is required to assess him/herself. Fitst, usermust choose the type of accreditation

between aSystem/Institutional Accreditation aralProduct/Material/OER/Course Accreditation

After that, the user needs to answgquestions related to formal criterii the first part of the
guestionnaire (see chapter or detailed information of formal criterjaln the second part of the
guestionnairethe user needs to answer questions related to subjeontent-related criteria (see
chapter 6 for detailed information of subjefitontent-related criteria). When the user has answered
all of the questions and uploaded files and/or links, the@ERT Toslstem gives a first automated
feedback based on the answers of the user. The questionnaire will be then send to a evaluator who
is able to accreditate this questionnaire. The evaluator has a look at all the answers and uploaded
material and gives eithex first feedback with additional requirements, or can finalize the
accreditation right away. In case the user needs to give additional information or material, there will
be enough time to update their questionnaire. The evaluator will have a look atttieted version

of the questionnaire and finally decides about the accreditation. Finally, there will be an
accreditation report with both, the automated and evaluator’s feedback as well as the certificate.

The next chapter outlines the quality criteria of the-EBRT Accreditation Tool.
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6. The Quality Criteria of EUCERT

In order to carry out an accreditation, selected criteria are required, which are assessed beforehand
for the object to be inspected. These criteria should be extensive and varied so that as many
features of the object as possible can be assessed. Theandrdifferent criteria there are, the

more precise and meaningful the evaluation can be. The criteria are selected so that they match the
accreditation type. It is helpful, to summarize criteria into criteria groups in order to run through the
accreditaton process in a structured manner. This provides a clearer overview for the one who seeks
accreditation and the evaluator.

The ELUCERT criteria are initially divided into the groups System/Institutional and
Product/Material/lOER/Course, as these are the two areas in which an institution can be accredited
by EUCERT. These two areas are further subdivided into two criteria grdine formal criteria are
addressed first, followed by the subject/conterglated criteria. Both groups of criteria are required
for System/Institutional Accreditation and Product/Material/ OER/Course Accreditation, as both
Formal Criteria and Subject/ctamt-related Criteria must be checked in both areas. However, they
differ in terms of content due to their different accreditation orientations.

In the following, the quality criteria of EOERT are briefly explained.

System/Institutional Accreditation

Formal Criteria

a) Description of institution/adult education provider

The first section withirbystem/Institutional Accreditation is intended to provide an overview of the
institution to be accredited. The first questions address the name and the address of the
institution/adult education provider. The respondent is then asked to categorize theesatva

type of institution/adult education provider. This makes it easier for the evaluator to categorize the
accreditation precisely. Followed by the allocation towards the size and the country of the
institution. After that first part, the evaluator hagained a brief overview of the institution.

b) Mission Statement

The second area is all about the mission statement, goals and visions of the institution. If an
institution has a mission statement, it has a major advantage over its competitors. Mission
statements provide a certain legitimacy and differentiation fromestistitutions, as they

communicate the most important values and goals to the outside stakeholders (Seeber et al., 2019).
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c) Service Areas

The section on Service Areas is about concretizing the affiliation and orientation of the institution.
This allows the evaluator to gain an even clearer picture of the institution and its departments.

d) Description of the quality management system

A quality culture in (educational) institutions is needed in order to ensure continuous improvement
of the education itself, the staff and their processes as well as the student satisfaction
(Bendermacher et al., 2017). This requires leadership and concation in order to establish,

maintain and continuously develop such a quality culture in an institution. The 1SO standards can be
used within a quality management system, as they stipulate certain requirements that must be met.

e) Staff Training & Qualifications

In order to ensure and maintain staff efficiency, it is essential for an institution to regularly review
and monitor staff. This section therefore looks at the processes for reviewing and monitoring staff
gualifications within the institution. It shouldso be stated whether further and advanced training
for staff is supported or perhaps even required.

f) Stakeholder Communication

Stakeholder communication is an important part of the management of an institution. It helps to
prioritize stakeholders according to their position of power and legitimacy in relation to the
institution (Mitchell et al., 1997). The question here is abammunication channels and forms.

Subject/content -related criteria

g) Decisionmaking processes, competencies and responsibilities

The second group of criteriaubject/contentrelated criteria within system/institutional
accreditation, begins with criteria relating to the decisimaking process, competencies and
responsibilities. Having a standardized decisiteiking process within an institution helps prevent
cooperation issues as well as other areas in which issues can appear (Koremenos et al., 2001).
Competences and responsibilities should be clearly structured within these processes.

h) Independence of the quality assessments

Quality assessments of an institution should always be carried out independently if possible. Only
independent auditors are detached from emotional, private, financial or other aspects of the
institution and can issue a truthful audit. For this reason,dbestion here is about quality
assessments, their implementation, processes and types.
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i) Resource allocation

Appropriate resource allocation within an institution is essential for the efficient use of limited
resources. Educational institutions in particular are usually dependentleer factors such as
politics or the labour market, so they need to allocate their resources in eowritled manner. The
evaluator can find out whether resources are being used responsibly, efficiently and in a well
planned manner.

i) Assurance and continuous development of functionality and effectiveness in adult education
quality

Institutions, especially educational institutions, are confronted with constant changes in society,
politics, finances and demographics. It is therefore important that they constantly adapt to changing
circumstances and their quality standards. For thasom, the functionality and quality of education

in the areas of curriculum, student support service, qualified instructors,-tragsrainer

workshops, feedback system and program evaluation are examined here.

k) Impact

An essential part of educational institutions is also the impact of the actual activities on the
customers/students. Here the questions focus on the impact of the teachers, the subjects and the
content.

I) Types of used documentation

There are various ways to record things. Nowadays, in addition to the classic physical tools, there are
also numerous digital tools in which things can be worked out and recorded. All of these have
advantages and disadvantages and say something aboutuhléygof the institution, which is why

they should state them here.

m) Cooperation

Cooperation between other institutions or individuals can make a valuable contribution to the
quality of subject/content. Through cooperation, aspects can be recommended or advised against,
valuable ideas can be exchanged and discussed. That's why tios ses&ed about cooperations on
different levels.

n) Updating the skill set and materials with time

Educational content changes based on new findings and experiences. An institution should therefore
ensure that its skills and materials are always up to date. This section wants to find out when and
how the institution decides to update its skills and méés according to new standards and

practices. It is also of high quality if the institution is in contact with stakeholders who know about
future needs and pass them on.
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Product/Material/lOER/Course Accreditation

Formal criteria

a) Institution

The first section withifProduct/Material/l OER/Course Accreditation is intended to provide an
overview of the institution to be accredited. The first questions address the name and the address of
the institution. The respondent is then asked to categorize themselves as a tystinttion. This

makes it easier for the evaluator to categorize the accreditation precisely. Followed by the allocation
towards the size and the country of the institution as well as details about the management, staff
gualifications and possible awardsfaeditation already received. After that first part, the evaluator

has gained a brief overview of the institution.

b) Type of Product, Material, OER and Course

In this section, the respondent should choose the type of product/material/ OER/course they offer.
Of course, it is possible that they offer everything. It's just a matter of the evaluator getting to know
the company and its offerings well enough. Concegr@ER, the respondents can also choose what
kind of licenses they use. Regarding courses, the respondent can also choose what kind of course
they offer.

c) Target group

It is essential for the evaluator to know which target group the institution is aiming at. Because
everything else depends on this. Here, too, it is possible that the organisation is targeting several
groups with its product/material/ OER/course.

d) Transparency

The question here is about transparency, i.e. whether the product/material/OER/course is designed
transparently and if so, how. The quality of educational institutions can increase if something is

YIRS GNIyYyaLI NByde ! Y2y3 dénioSadlid, acéoantailes and lagiimatel y 0 S
W © (Fanétér, 2015).

e) Timeliness

The timeliness of an institution can say a lot about its own quality standards and efficiency. This is
why the question here is whether timeliness plays a role in the institution, and if so, where and how.
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f) Interdisciplinary learning opportunities

The quality of learning opportunities can be increased if interdisciplinary work is carried out.
Learners cathen make connections between disciplines and dissolve boundaries, which promotes
cognitive thinking (Seplt et al., 2009). Therefore, this section is asking about if interdisciplinary
learning opportunities are being offered, and if yes, how.

g) Openness

There are good reasons why educational resources should consider openness within their
product/material/lOER/course. It stands for transparency, equal rights, integration and unlimited
participation. That is why this section is asking about if and how ogeiman issue within the
institution and its product/material/ OER/course.

h) Aims and clarity of purpose

In general, aims and purpose help to set a certain direction in order to pursue it. The goals and
purpose correspond to the quality culture amision of the organization and are implemented at all
levels. If the product/material/ OER/course pursues a specific aim or purpose, it can therefore be
assumed that it is in line with the overarching corporate objectives. It is precisely this quality
criterion that is checked by the evaluator in this section.

i) Usability

Usability is particularly important in the education sector, as it is about the ability to use the learning
opportunities in the first place. It is important for the evaluator to find out whether usability plays a
role at all in the product/material/OER/cose and if so, how.

j) Costs

Costs also play a role in product/material/lOER/course. Here it is relevant for the evaluator to know
whether the costs, if any, are reasonable, on what basis they were calculated and whether there is
an invoice for them. Depending on the answer, conclusicam be drawn about the quality and
seriousness of the organization.

k) International/national/regional/local embedding

In this section, the evaluator wants to find about the embedding of the
product/material/OER/course. Whether a product/material/OER/course is embedded
internationally/nationally/regionally/locally can say something about its quality.
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[) Learning Outcomes

It is helpful for learning processes if learning outcomes are formulated in advance that are to be
developed by the learners. These outline specifically what is to be learned, with what and for what
purpose. This is not only helpful for the learners, bisbdor the teachers to adapt their
product/material/lOER/course accordingly.

m) Gender equality

Over time, gender equality has become more important. This is why it is asked whether this is
something that is taken into account in the product/material/OER/course.

n) Staff Training & Qualifications

In order to ensure and maintain staff efficiency, it is essential for an institution to regularly review
and monitor staff. This section therefore looks at the processes for reviewing and monitoring staff
qualifications within the institution. It shouldsd be stated whether further and advanced training
for staff is supported or perhaps even required.

0) Stakeholder Communication

Stakeholder communication is an important part of the management of an institution. It helps to
prioritize stakeholdersccording to their position of power and legitimacy in relation to the
institution (Mitchell et al., 1997). The question here is about communication channels and forms.

Subject/content -related criteria

p) Living orientation

When it comes to the subject/content of the product/material/OER/course, the target group should
engage with relevant content. This also means that the content should be orientated towards the
participants' living environmenthis would significantly increase the quality.

g) Action orientation

Action orientation is an essential keyword in today's educational sector. It is therefore essential that
the target group is also prompted and encouraged to take action with the
product/material/ OER/courselhis speaks in favour of modern and efficient teaching.
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r) Promotion of a personal attitude

A meaningful product/material/ OER/course is also characterised by the promotion of personal
attitude. As soon as participants are asked to contribute, reflect and mirror their own opinions, a
valuable learning process is created that can develop important skills in the long term. The evaluator
will check whether and, if so, how personal attitude is promoted.

s) Promotion of networked thinking

Networked thinking is a skill that is of great benefit in today's globally networked world. It is
therefore valuable to promote this in the product/material/ OER/course. There are various
possibilities and methods to promote this. It is precisely these titevaluator will identify and
review.

t) Promotion of values

A meaningful product/material/OER/course is also characterised by the promotion of values. As
soon as participants are asked to contribute, reflect and mirror their own values, a valuable learning
process is created that can develop important skills inldimg term. The evaluator will check

whether and, if so, how values are promoted.

u) Quality assurance

In this section the evaluator wants to find out, if and how the respondent sees him/herself ensuring
guality within the product/material/OER/cours&hese can then be evaluated.

v) Course

This section, which consists of a number of quality criteria, is only concerned with the course that is
to be accredited. At the beginning, the respondent can decide what exactly should be evaluated.
Within thissection, the evaluator wants to know about the following aspects: Curriculum, Aim,
Target group, Profile/concept, Topic, Capacity, Frequency, Duration, Certification, Degree
designation, Admission requirements and transitions between courses, Assessidactjdsetting,

Staff resources, Addressed competencies/skills, Digital support.

w) Product, Material, OER

This section, which consists of a number of quality criteria, is only concerned with the
product/material/OER that is to be accredited. At the beginning, the respondent can decide what
exactly should be evaluated. Within this section, the evaluator wamksiow about the following
aspects: Aim, Target group, Scope, Topic, Addressed competencies/skills, Didactic setting, Digital
support.
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7.User guideline through the accreditation process and
the website

Guideline Az User Guideline

This guideline will help the users of the-EBRT Accreditation Tool to steer through the
accreditation process of the website. There will be screenshots of every step possible and connected
explanations.

1. Link to the EUCERT Accreditation Tool Website

Users need to follow this link to the ELERT Accreditation Tool Website:

https://eucert-tool.eduproject.eu/auth/login
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2. Homepage

EU-Cert |

EU CERT
Grant Agreement No.:
2021-1-DE02-KA220-ADU-000033541
PR4-Handbook

W

Sign in with your credentials

Swap to Evaluator Login

Remember i

Forgot password?

The European Commission support for the production
of this publication does not constitute an endorsement
of the contents which reflects the views only of the
authors, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein.

Disclaimer

Co-funded by
the European Union

ContactUs Login f"\

On the homepage of the ECERT Accreditation Tool Website, you will find the following items.
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Inthe top left corner, there is the ECGERT logo of the website. You can click on that symbol anytime
and it will lead you back to the start.

EU-Cert | Disclaimer ContactUs Login

W

Sign in with your credentials

The European Commission support for the production
of this publication does not constitute an endorsement
of the contents which reflects the views only of the
authors, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein.
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In the top right corner, you can find the disclaimer of the website, a contact form, a login option and
the option to change the language of the website.

Disclaimer ContactUs Login =N

!

Sign in with your credentials

The European Commission support for the production
of this publication does not constitute an endorsement
of the contents which reflects the views only of the
authors, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein.

In the center of the homepage, you can either sign in to your account with your username or email
and password, create a new account, or create a new password, if you might have forgotten yours.

EU-Cert | Disclaimer ContactUs Login —

W

Sign in with your credentials

The European Commission support for the production
of this publication does not constitute an endorsement
of the contents which reflects the views only of the
authors, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein.
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On the bottom of the homepage, you can find the disclaimer of the European Commission, the logo
of the European Union Funding and the project logo ofHHRT.

EU-Cert | Disclaimer ContactUs Login

Sign in with your credentials

Sign in

The European Commission support for the production
of this publication does not constitute an endorsement
of the contents which reflects the views only of the
authors, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein.

a. Disclaimer
2 KSy @2dz Ot A0l 2y a5Aa0fFAYSNE Ay (KS -GERTJ NR 3K
Accreditation Tool Website.

englist

“ EU-Cert | Disclaimer ~ ContactUs  Login

Conveyor

Qur website address is:
https://eucert-tool.eduproject.eu/.

E-Mail: marc.beutner (at) uni-paderborn.deResponsible for the content according to MStV

Universitdt Paderborn — Prof. Dr. M. Beutner
Universitat Paderborn

Warburger Str. 100

33098 PaderbornTelefon: +49 5251 60-0

Die Universitat Paderborn ist eine vom Land NRW getragene, rechtsfahige Korperschaft des Offentlichen Rechts. Sie wird durch die Présidentin Prof. Dr. Birgitt Riegraf vertrete
n.

Zustandige Aufsichtsbehdrde: Ministerium flir Kultur und Wissenschaft (MKW) des Landes Nordrhein-Westfalen, Valklinger Str. 49, 40221 Disseldorf, Deutschland
Umsatzsteuer-Identifikationsnummer gemé&B § 27 a Umsatzsteuergesetz: DE 811209907

Translation below:
The University of Paderborn is a legal entity under public law supported by the state of North Rhine-Westphalia. It is represented by the President, Prof. Dr. Birgitt Riegraf.

Competent supervisory authority: Ministry of Culture and Science (MKW) of the state of North Rhine-Westphalia, Vélklinger Str. 49, 40221 Disseldorf, Germany.
VAT identification number according to § 27 a Value Added Tax Act: DE 811209907.

Disclaimer

Despite careful content control, we assume no liability for the content of external links. The operators of the linked pages are solely responsible for their content.

The EU CERT project is co-financed by the
ERASMUS+ programme of the European Commission.
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b. Contact
2 KSy @2dz Ot A0l 2y a/2yilFO0G !a¢ Ay (GKS -GERIJ NRIKI
team who will help you with any questions.

EN

EU-Cert] Disclaimer Contact Us Login o

Contact Us

If you have any questions feel free to get in touch.

Send Contact

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of the authors, and the Commission cannot be held
responsible for any use which may be made of the information contained therein.

Co-funded by the
Erasmus+ Programme
of the European Union
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c. Login
2 KSYy @2dz Oft A0l 2y a&[ 2 3AYE bdckito theki@nepngelid onddr B keti O 2 NI/ S
you sign in or register.

.’/
@ EU—Cert| Disclaimer ContactUs Login

W

Sign in with your credentials

The European Commission support for the production
of this publication does not constitute an endorsement
of the contents which reflects the views only of the
authors, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein.

d. Language
2 KSy @2dz Ot A0l 2y a9b Sy3aftArAakKé Ay (GKS (2LJ NRIKI
of the website into German, Greek, Portuguese, French or Croatian.

Disclaimer ContactUs Login
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3. Registration

EU-Cert | Disclaimer ContactUs Login

W

Sign in with your credentials
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2 KSy @2dz Ot A0l 2y G/ NBIFGS ySg | 002dzyii¢ 0KS
account details and register as an user of the®ERT Accreditation Tool Website. In order to do
that, you must agree with the privacy policy which you shoudtireefore you agree with it.

@ EU-Cert | Disclaimer ContactUs Login ™

Insert your new account details

1agree with the Privacy policy

The European Commission support for the p ion of this ication does not { an of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.
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After registration, you will get an email, if your registration has been successful. Then you can go
oFO1 G2 a[23AYEé YR dzaS @2dz2NJ | O02dzyi RSOl Afaod

4. Landing page after login
After you have logged in with your accouwdstails, you will be on the landing page of the EBRT
Accreditation Tool Website.

New Accreditation My Certifications  Disclaimer Contact Us  Logout »E"‘

| WANT TO....

Please select whether you would like to
accredit your system/institution or your
product, material, OER and course

S

SYSTEM/INSTITUTIONAL PRODUCT, MATERIAL, OER
ACCREDITATION AND COURSE ACCREDITATION

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.

Co-funded by the
Erasmus+ Programme
of the European Union
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In the top left corner, there is the ECOERT logo of the website. You can click on that symbol anytime
and it will lead you back to the start.

“ [ J} EU-Cert | New Accreditation My Certifications Disclaimer Contact Us Logout
,//

| WANT TO....

Please select whether you would like to
accredit your system/institution or your
product, material, OER and course

\s

SYSTEM/INSTITUTIONAL PRODUCT, MATERIAL, OER
ACCREDITATION AND COURSE ACCREDITATION

The European Commission support for the pr ion of this ication does not { an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.
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of the European Union

In the top rightcorner, you can decide if you want to start a new accreditation, go to your previous
certifications, have a look at the disclaimer, contact the®ERT team, log out of your account or
choose another language for the website.

K/ o B el - EN
J)\ EU-Cert | New Accreditation My Certifications  Disclaimer Contact Us Logout

| WANT TO....

Please select whether you would like to
accredit your system/institution or your
product, material, OER and course

-

SYSTEM/INSTITUTIONAL PRODUCT, MATERIAL, OER
ACCREDITATION AND COURSE ACCREDITATION

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.
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Erasmus+ Programme
of the European Union
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5. New Accreditation

EU-Cert | New Accreditation My Certifications Disclaimer Contact Us Logout EN

| WANT TO....

Please select whether you would like to
accredit your system/institution or your
product, material, OER and course

\s

SYSTEM/INSTITUTIONAL PRODUCT, MATERIAL, OER
ACCREDITATION AND COURSE ACCREDITATION

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.

Co-funded by the
Erasmus+ Programme
of the European Union

Here you can choose if you would like either a system/institution or product, material, OER and
course to be accredited.

For the next steps of a system/institutional accreditation, see chapter 6.

For the next steps of a product, material, OER and course accreditation, see chapter 7.
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6. System/Institutional Accreditation

EU-Cert | New Accreditation My Certifications Disclaimer Contact Us Logout

| WANT TO....

Please select whether you would like to
accredit your system/institution or your
product, material, OER and course

\s

v
SYSTEM/INSTITUTIONAL PRODUCT, MATERIAL, OER

ACCREDITATION AND COURSE ACCREDITATION
-

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.

Co-funded by the
Erasmus+ Programme
of the European Union
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on how to prepare for the accreditation process. Before starting, you can download all required
guestions as a PDF.

EU-Cert | New Accreditation My Certifications  Disclaimer ContactUs Logout

Before starting...

In the upcoming sections, you'll be prompted to provide various details for your submission, such as uploading files
or providing links to specific materials.

It is recommended before starting, to download the following informative PDF about the structure of the form,
prepare your answers and files, then continue with your submission.

Continue to questions

After that, you can prepare yourself and continue to the questions.
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a. Questionnaire

The questionnaire is divided into two parts. The first part is all about formal criteria, the second is
aboutsubject/content-related criteria.

The layout of the questionnaire is always the same. In the top, you can see whether you are in the
first or second part (formal or subjefitontent-related criteria).

L‘ﬂ‘ EU-Cert | New Accreditation My Certifications Disclaimer ContactUs Logout =

|. Formal Criteria

L Cmcription o Inatusion | st eckucation provider >>

Identitification

Co-funded by the
Erasmus+ Programme
of the European Union

In the top you can also find a progress bar, which shows you your current status of the
guestionnaire.

w\ EU-Cert | New Accreditation My Certifications Disclaimer ContactUs Logout ™

|. Formal Criteria

L Cmacription o Inatution  acult eccation provider >>

Identitification

_ <

Co-funded by the
Erasmus+ Programme
of the European Union

Previous Step

In the bottom of the page, you can see a footer which gives you the option of going back to the
previous page and move forward to the next questions. In the middle of this footer, you can see
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what you have to do in this step of the questionnaire.

ﬂg EU-Cert | New Accreditation My Certifications Disclaimer ContactUs Logout

|. Formal Criteria

1 escripton of st Rution | souf echscation prowider »»»

Identitification

Co-funded by the
Erasmus+ Programme
of the European Union

Next Step

If you haven't filled something out correctly, the system won’t let you move forward.

“{g | Eu-cert| New Accreditation My Certifications Disclaimer ContactUs Logout o

|. Formal Criteria

tart 1 Deacription of ratiaion | s scucation provicer >

Identitification

Co-funded by the
Erasmus+ Programme
of the European Union

Provious Step Please make sure that il fields aro filled in bofore moving to the next questions: x
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Above the footer you can also see the disclaimer of the European Commission, their funding logo
and the EUCERT project logo.

LL‘?’E‘ EU-Cert | New Accreditation My Certifications Disclaimer ContactUs Logout ™

|. Formal Criteria

Start 1 Cmacription o inatusion | acudt eckscation provicar >

Identitification

Co-funded by the
Erasmus+ Programme
of the European Union

Fill in the texts before proceeding Next Step

In the center of the page you can find the questions. The questionnaire consists of different kind of
guestion formats.

Open questioniere you can see open questions, in which you can type in your answer in the blank.

L\:@\ EU-Cert | New Accreditation My Certifications Disclaimer ContactUs Logout =

|. Formal Criteria

L Cmacription o Inatution | st eccation provider >>>

Identitification

0-
Erasmus+ Programme
of the European Union

Previous Step

Yes/NoThere are questions which you can answer with a simple yes or no. In most cases, if you
choose yes, more questions will occur.

Do you have a mission statement, that summarizes your institutional purpose, values and goals?
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Drop down menuWith some questions, you will have the chance to choose an answer out of some
answers by simply clicking on the arrow on the right. Then you can choose your answer.

o What size is your institution? (Selected: Micro-institution (<10 employees))

Q What size is your institution?

Micro-institution (<10 employees)
Small business (<50 employees)
Medium-sized institution (<250 employees)

Large institution (250+ employees)

Multiple choiceSome questions want you to choose answers by ticking the box. Here you can also
see that the items are explained on the right.

@ What type of institution does your institution/adult education provider belong to? What is the primary focus?

1. Educational Institution
1. Educational Institution \'d 7. Community Colleges
These institutions are focused on providing formal education and training, and

Include schools, colleges, universities, and vocational institutions.

2. Research Institution 8. Continuing education providers

Others:If some answers don't fit to yours, you can also write your own answer.

Others?

Rating:Here you can see a rating system, in which you can rate your agreement with the statement.
You just have to choose one of the coloured circles.

@ Please rate the items based on which the institution selects employees. Do you check the ...

Somewhat Somewhat Agree
disagree agree

School/ Highschool/ University € (@) ©)
degree .

Work experience in years

vitae

O ©)
Extensive and varied curriculum ( o) O
O O

Foreign language

Hint: Sometimes you will see a yellow question mark within the statement. Here you can hoover
over the symbol and it will give you a hint.
The curriculum provides

interactive learning and
teaching tasks @

The curriculum provides
interactive learning and

ICEIIRERE e e.g. H5P learning and teaching tasks
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Upload functionSometimes you have the option to upload a file and/or a link. If you want to upload
a file, just click on the button and choose the file out of your computer.

Please upload your QM document

UPLOAD FILE 9 UPLOAD LINK O

If you want to upload a link, just click on the button and insert thedirk website.

Please upload your QM document

UPLOAD FILE 9

2 KSYy @2dz KI @S yagSNBR ff 27 (K-Buttdhdsgtwoawi2ya | yR
ask you if you are sure to leave and submit your questionnaire.

Warning

From this point forwards you will not be able to edit your submission until it has been reviewed. Are you sure

continue?

No, return and edit my answers Yes, continue and submit

5

LT &2dz Ot AO| 2y da,Sasx O2ylUAydsS FyR adzoYAléeszr (K
L¥ &2dz Ot AO01 2y ab23x NBUOGdz2NY yR SRAG Y@ |yasSN
guestionnaire again and edit yoanswers.

While completing the questionnaire, you always have the option of saving your progress so far and
continuing at another point in time. To do this, you must go to "Save as diFaft'further
information, continue reading chapter b. Save as draft.
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b. Save as draft
¢ KS & { | O-8ptidn & alRapsoff thetright side of the page.

Aﬁ‘ EU-Cert | New Accreditation My Certifications Disclaimer ContactUs Logout o

|. Formal Criteria

Start L Deacription of natition  aouf eccation provider >»>

Identitification

Co-funded by the
Erasmus+ Programme
of the European Union

Fillin the texts before proceeding

When you then click on this button, the tool asks you, if you are sure to save the submission. If you
FNBE &adzNBz Fff 2F (0KS LINBOA2dza adSLlA gAftf 06S &l @€
at another time.lf not, you can continue with the questionnaire.

Are you sure you wish to save your submission?

s will be saved
current step and continue your submission at

our ‘My Certifications' page.

No, continue Yes, save and lose this step
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7. Product, Material, OER and Course Accreditation

EU-Cert | New Accreditation My Certifications Disclaimer Contact Us Logout =N

| WANT TO....

Please select whether you would like to
accredit your system/institution or your
product, material, OER and course

\s

A N
SYSTEM/INSTITUTIONAL \ PRODUCT, MATERIAL, OER

ACCREDITATION / AND COURSE ACCREDITATION
Y £

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.

Co-funded by the
Erasmus+ Programme
of the European Union

LT &2dz OK22a$S G2 &0FNI | ot NPRdzOGIZ al GSNAFEfZ how
give you a note on how to prepare for the accreditation process. Before starting, you can download
all required questions as a PDF.

Z
i
/)JU EU-CertI New Accreditation My Certifications  Disclaimer ContactUs  Logout

Before starting...

In the upcoming sections, you'll be prompted to provide various details for your submission, such as uploading files
or providing links to specific materials.

It is recommended before starting, to download the following informative PDF about the structure of the form,

prepare your answers and files, then continue with your submission

Continue to questions

After that, you can prepare yourself and continue to the questions.

l'a GKS LINPINBaa Aa GKS alyYS Fa Ay a{eadSykLyaidaAd
7.6. a. for further instructions on how to fill in the questionnaire.
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8. Automated Feedback
After you have submitted the questionnaire, the-EBRT Accreditation Tool will provide you with a
first automated feedback.

You will get an overview of what you have submitted and how many points the system assigns to
your entries.

First, you will see what kind of accreditation you have chosen and also your main information.
L% EU-Cert | New Accreditation My Certifications  Disclaimer ContactUs  Logout -

Systemvinstitution Ac
¥ ¥
+« Automated Feedback

Information

The European Commission support for the production of this publication does not constitute an endorsement of the
contents which reflects the views only of the authors, and the Commission cannot be held responsible for any use
which may be made of the information contained therein.

Co-funded by the
Erasmus+ Programme
of the European Union

Automated Feedback - Information - 24.04.2024 Next Step

EU-Cert | New Accreditation My Certifications  Disclaimer ContactUs Logout

System/Inst

x ¥
+« Automated Feedback

Information

The European Commission support for the production of this publication does not constitute an endorsement of the
contents which reflects the views only of the authors, and the Commission cannot be held responsible for any use
which may be made of the information contained therein.

Co-funded by the
Erasmus+ Programme
of the European Union

Automated Feedback - Information - 24.04.2024 Next Step
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Next, you will see your points within the formal criteria part.

SystemvInstitution Accreditation

»*
¥ Automated Feedback

Formal Criteria
Section Acquired points
Description of institution / adult education provider
Mission Statement
Service Areas
Description of the quality management system (QMS)
Staff Training & Qualifications

Stakeholder Communication

Formal Criteria Total Score

Then you will see an overview of how many points you hiagehed within the second part,
subject/content-related criteria.

SystemVInstitution Accreditation
*x *
¥ Automated Feedback

Subject- / content-related criteria
Section Acquired points
Decision-making processes, competencies and responsibilities
Independence of the quality assessments
Resource allocation
Ensurance and continuous development of functionality and effectiveness in relation to adult education quality
Impact
Types of used documentation
Cooperations

Updating the skill set and materials with time

Subject- / content-related criteria Total Score

the contents which reflects the views only of the authors, and the Commission cannot be held responsib
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At last, you will see an overview of your total score. You can also download the first automated
feedback. The score is only an orientation for the evaluator, it is not your final valuation.

Systemv/Institution Accreditation

¥
4« Automated Feedback

Total Score

Formal Criteria

Total Score

Download PDF

¢t2 KFE@S | £221 4 Ftf @2dzNJ adzoYAaarzyar &2dz Oty
corner of the website.

9. My Certifications
2dz oAttt FAYR Fff &2dzNJ adzoYAaairzya FyR OSNIATAOL

EU-Cert | New Accreditation My Certifications  Disclaimer Contact Us Logout

| WANT TO....

Please select whether you would like to
accredit your system/institution or your
product, material, OER and course

-

SYSTEM/INSTITUTIONAL PRODUCT, MATERIAL, OER
ACCREDITATION AND COURSE ACCREDITATION

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.
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On this page you will find the type of your submission, the current status, the date of submission and
when it was last updated.

New Accreditation My Certifications  Disclaimer Contact Us Logout

Slaﬁus Created at Last update
A o

You don't have any submissions to present.

The European Commission support for the production of this publication does not constitute an endorsement of the contents
which reflects the views only of the authors, and the Commission cannot be held responsible for any use which may be made of
the information contained therein.

Co-funded by the
Erasmus+ Programme
of the European Union

When you have submitted questionnaires, you will see them listed as below.

‘ EU-Cert | New Accreditation My s Disclaimer ContactUs Logout o

My Certifications

Type Status Created at Last update

Invalid

The European Commission support for the production of this publication does not constitute an endorsement of the

contents which reflects the views only of the authors, and the Commission cannot be held responsible for any use
which may be made of the information contained therein.

Co-funded by the 0
Erasmus+ Programme (3
of the European Union

Concerning the order of your certificates, you have different options:
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a. Type
You can change the order by clicking on the symbol.

Type

Product, Material, OER and Course Accreditation

Type

System/Institution Accreditation

b. Status

2021-1-DE02-KA220-ADU-000033541
PR4-Handbook

2 A0K a¢eLl)S !'ftfté @2dz
certificates.

2 A0K a¢ellS t NPRdzOGZ
!OON.EI?)\(]I-(H\Zy’é e2dz o

2 AGK @20BYkLyadAdldzi
you will only see those.

You can change the order by clicking on the symbol.

Status

All

Status

Draft

Status

Pending review

Status

Pending Re-Review

Status

Needs attention

Status

Certified

2 A0K a{GFGdza ! ffté¢ @&z
certificates, no matter their status.
2 A0K a{dGl 0dza 5NIF FG¢

certificates which are currently saved as draft

2 AGK a{dlFGdza t SYyRAyYy3
those submissions, which are currently waitin
for a review of the evaluator.

2 A0K a{dF (de> ONSYRA ER
see thosesubmissions which are currently
waiting for the evaluator to reeview your
edited submission.

2 AGK a{dFGdza bSSRa |
those submissions, which were already
reviewed by the evaluator and need attention

from you to edit yoursubmission and/or send
additional documents.

2 A0K a{GFGdza [/ SNIATA

submissions, which have been certified by the
evaluator.
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2AGK {0l ddza Ay@ltAR
Status submissions which are currently invalid.

Invalid

c. Created at
You can change the order by clicking on the symbol.

Created at 2 A0K &/ NBSFGSR ez @
reated 2 and certificates, no matter the date of creatior

2 AGK a/ NBFGSR G !'ao
Created at submissions and certificates ascending, so th
S first one will be on top.

2 A0K a/ NSFGSR G 5Sa
Created at your submissions and certificates descending
L) so the last one will be on top.

d. Last update

You can change the order by clicking on the symbol.

2 AGK a[lad dz2RFGS ! a

Last update submissions and certificates ascending, so th
L first one will be on top.

2 AGK a[lad dz2wRFGS 58
Last update your submissions and certificates descending
Descending so the last one will be on top.

e. My Certifications (edit/delete)
If you have saved a draft, you can edit this questionnaire by clicking on the three dots on the right
YR Of AO1AY3 2y G9RAGE ®
You can also delete your submission by clicking on the three dots on the right and clicking on
455t SiS¢o

My Certifications

Type Status Created at Last update

Invalid
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f. My Certifications (Certified/Needs attention)

After the evaluator has gone through the submission, you will find your submission either being
certified or in need of attention.

My Certifications

Status

Created at Last update

‘ Product, Material, OER and Course Accreditation Needs attention

‘ Product, Material, OER and Course Accreditation Certified

In case your submission is in need of attention, you can clitkeothree dots on the right of the
row and look at the notifications of the evaluator. You can also download the automated feedback
as a PDF.

My Certifications

Type Status
Al AN

Created at La:st» Hpggte

escending

‘ Product, Material, OER and Course Accreditation Needs attention 2024

Notifications

’ Product, Material, OER and Course Accreditation Certified Download Automated Feedback PDF

LF¥ @2dz OK224aS G2 KI@S | 221 F4G4 GKS ab20AFAOI GA2
page. Here you can see an overview of all the questions and your answers, in which the evaluator

has seen an issue. The evaluator's comment or feedbac&wyed listed right under the question

(blue). You can also see the number of the question related to the issue.

Notifications
After you've solved every issue, your submission will automatically return to a state of review.

Question Number Evaluator comments

Ple taff qualificatio ments
Please upload proof of qualifications listed in question/answer 8.

LT &2dz g2dA R tA1S G2 az2t@S GKS AaadsSz &2dz Ol y Of
can upload a file or a link and update your answer. The evaluator will then get the information of
your updates. Or you can go back and solve the issue late
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Please upload your overview of staff qualification documents

UPLOADFILE® UPLOADLINK @

Solve later Update answer

The process of you solving the issues and the evaluator giving you notifications, will go on until the
evaluator has not found any other issue with your submission getting a certification.

In case your submission has been certified, you can download the certificate and download the
accreditation report.

My Certifications

Type Status
Al

]

Created at La?ﬁ upfi:te

Product, Material, OER and Course Accreditation Needs attention

Product, Material, OER and Course Accreditation Certified 2024

Download Certificate

Product, Material, OER and Course Accreditation Certified Download Accreditation Report

g. Certificate

On the certificate, you have information about the certification association, certificate serial
number, type of certification, name of the institution, certificatalidation period, date of
certification, signature of EQERT coordinator and the disclaimer of the European Union.

h. Accreditation Report

The accreditation report includes information about the institution of submission, an overview of
the Formal Criteria and its sections, an overview of the Sutfpecttent-related Criteria and its
sections and an overview of automated points given by tstesn as well as points given by the
evaluator for each section. There will be the total number of points for the Formal Criteria given by
the system and by the evaluator as well as the total number of points for the Subgetent-

related Criteria giveby the system and the evaluator. At the end there will be an overview of the
total score.

the contents which reflects the views only of the authors, and the Commission cannot be held responsib
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i. Automated Feedback

The automated feedback is made by the system. It will give you an orientation of how the
submission has been scored. You can see an overview of the Formal and-Rualnjtestt-related
Criteria and its sections and how many points the system has giversérdar their answers.

The European Commission support for the production of this publication does not constitute an endorsel
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8. Accreditation/Evaluator guideline

Guideline Bz Evaluator Guideline

This guideline will help the evaluators of the-EBRT Accreditation Tool to steer through the
accreditation process of the website. There willdoeeenshots of every step possible and connected
explanations.

1. Link to the EUCERT Accreditation Tool Website

Evaluatorseed to follow this link to the EXGERT Accreditation Tool Website:

https://eucert-tool.eduproject.eu/auth/loginevaluator

You could also use this link:

https://eucert-tool.eduproject.eu/auth/login

FYR a{ gt L) 42 9@LFtdzri2NI[23AYyED
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EU-Cert | Disclaimer ContactUs Login =V

W

Sign in with your credentials

The European Commission support for the production
of this publication does not constitute an endorsement
of the contents which reflects the views only of the
authors, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein.

2. Homepage
On the homepage of the Evaluator's-EHRT Accreditation Tool Website, you will find the following
items.
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In the top left corner, there is the ECOERT logo of the website. You can click on that symbol anytime
and it will lead you back to the homepage.

@ EU-Cert | Disclaimer ~ ContactUs  Login

Sign in with your credentials

In the top right corner, you can find the disclaimer of the website, a contact form, a login option and
the option to change théanguage of the website.

@ EU-Cert | Disclaimer Contact Us Login

Sign in with your credentials
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In the center of the homepage, you can either sign in to your account with your username or email
and password, create a new account, or create a new password, if you might have forgotten yours.

EU-Cert | Disclaimer  ContactUs  Login

Sign in with your credentials

On the bottom of the homepage, you can find the disclaimer of the European Commission, the logo
of the European Union Funding and the project logo of theJBHRT project.

Disclaimer ContactUs Login ™

W

Sign in with your credentials

The European Commission support for the production
of this ication does not i an
of the contents which reflects the views only of the
authors, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein.
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a. Disclaimer
2 KSy @2dz Oft A0l 2Y a5Aa0fFAYSNE Ay (KS -GERTJ NA3IKI
Accreditation Tool Website.

EU-Cert | Disclaimer ~ ContactUs  Login

Conveyor

Our website address is:
https://eucert-tool.eduproject.eu/.

E-Mail: marc.beutner (at) uni-paderborn.deResponsible for the content according to MStV

Universitat Paderborn - Prof. Dr. M. Beutner
Universitat Paderborn

Warburger Str. 100

33098 PaderbornTelefon: +49 5251 60-0

Die Universitat Paderborn ist eine vom Land NRW getragene, rechtsfahige Kérperschaft des Offentlichen Rechts. Sie wird durch die Pr
asidentin Prof. Dr. Birgitt Riegraf vertreten.

Zustandige Aufsichtsbehdrde: Ministerium fir Kultur und Wissenschaft (MKW) des Landes Nordrhein-Westfalen, Vélklinger Str. 49, 40
221 Dusseldorf, Deutschland

Umsatzsteuer-Identifikationsnummer gemaB § 27 a Umsatzsteuergesetz: DE 811209907

Translation below:

The University of Paderborn is a legal entity under public law supported by the state of North Rhine-Westphalia. It is represented by t
he President, Prof. Dr. Birgitt Riegraf.

Competent supervisory authority: Ministry of Culture and Science (MKW) of the state of North Rhine-Westphalia, Vélklinger Str. 49, 40
221 Dusseldorf, Germany.

b. Contact
2 KSYy @2dz Ot A0l 2y a/2ydalkOG ! aé¢ Ay GKS -GERII NAIKG
team who will help you with any questions.

Disclaimer Contact Us Login

Contact Us

f you have any questions feel free to get in touch.

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of the authors, and the Commission cannot be held responsible for
any use which may be made of the information contained therein.

Send Contact

Co-funded by the
Erasmus+ Programme
of the European Union
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c. Login
2 KSYy @2dz Ot A0l 2y a[23AyéE Ay GKS (2L NAIKG O2NY S
you sign in or register.

@ EU-Cert | Disclaimer  ContactUs  Login

Sign in with your credentials

d. Language
2 KSy @&2dz Ot A0l 2y a9b Sy3aftAraké Ay (GKS (2L) NARIKI

of the website into German, Greek, Portuguese, French or Croatian.

Disclaimer Contact Us Login
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3. Registration
2 KSy &2dz Ot A0l 2y 4G/ NBFGS yS¢ | O02dzyié¢ Ay GKS
account details and register as an evaluator of theGBRT Accreditation Tool Website. In order to

do that, you must agree with the privacy policy which you $thoead before you agree with it.

EU-Cert | Disclaimer ContactUs Login =

W

Sign in with your credentials

The European Commission support for the production
of this publication does not constitute an endorsement
of the contents which reflects the views only of the
authors, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein.
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For being registered as an evaluator, you need to fill in a questionnaire and send it to-GEREU
team. They will look through your profile and check whethau are eligible to be an ECERT
evaluator.

~Z
/'/J EU-Cert | Disclaimer ContactUs Login =

1 agree with the Privacy policy

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.

Co-funded by the
Erasmus+ Programme
of the European Union

After the EUCERT team has gone through your application, they will accept or decline you as an
evaluator.

After registration, you will get an email, if your registration has been successful. Then you can go
ol 01 G2 a[ 2 3acgoént detilR andzisSthedidtqmsedword generated by th€ERT
platform. Then you have to change your password for safety reasons.

When you have finished all these steps, you are ready to start with the accreditations.
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4. Landing page after login

Co-funded by
the European Union

After you have logged in with your account details, you will be on the landing page of {6EEU

Accreditation Tool Website of the evaluator.

@ EU-Cert| Evaluator actions  User actions  Disclaimer ContactUs Logout

Welcome evaluator!

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.

AT Co-funded by the
PO Erasmus+ Programme
bk of the European Union

In the top left corner, there is the ECERT logo of the website. You can click on that symbol anytime

and itwill lead you back to the start.

@ EU-Cert | Evaluator actions  User actions  Disclaimer ContactUs  Logout

Welcome evaluator!

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.

Rt Co-funded by the
LB Erasmus+ Programme
i of the European Union

the contents which reflects the views only of the authors, and the Commission cannot be held responsib

The European Commission support for the production of this publication does not constitute an endorsel @ @ @

any use which may be made of the infaation contained therein.

BY SA



< \ EU CERT
Grant Agreement No.:
2021-1-DE02-KA220-ADU-000033541

PR4-Handbook

Co-funded by
the European Union

In the top right corner, you can decide if you want to start a new accreditation, go to your previous
certifications, have a look at the disclaimer, contact the®ERT team, log out of your account or
choose another language for the website.

@ EU-Cert | Evaluator actions ~ User actions  Disclaimer ~Contact Us  Logout

Welcome evaluator!

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects
the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained
therein.

RACA Co-funded by the
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5. Evaluator Actions
Ly GKS aSOGAz2y 2F a9@l f dz (2 N) CERT Useng assigheddodaz OF y 7
that need evaluator action.

EU-Cert | Eva ons User actions Disclaimer Contact Us Logout

Submissions that need evaluator action:

Status Created at Last update

Review Started

Pending review

Pending review

Pending review

Pending review

Pending review

Next Page

You can see the following categories from lefluennto right:
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a. Type
You can change the order by clicking on the symbol.

2A0K a¢elIS 'ttée e2dz oA

2 0K G¢eL)S t NPRdzOGZ al
Type | OONBRAGIFGARZ2YE @2dz ATt

Product, Material, OER and Course Accreditation

2 0K ac¢el)S {eaidSykLyad.
Type will only seethose.

System/Institution Accreditation

b. Status
You can change the order by clicking on the symbol.
2 A0K a{dlGdza 1tté¢ @2dz
Status no matter their status.

All

2AGK a{dldGdza t SYyRAYy3I N
Status those submissions, which are currently waiting for
I DR review by you as the evaluator.

2 A0K a{ 0 oz OASWRA ER dav
Status those submissions which you have already review

Esidinglie Here but gave the user a chance to change something.

Now you have to review the submission again.

2 A0 K a{ 4 FH{G0deaNIWSSREA S862 dz ¢
Status submissions which you have already started, but r
Review Started finished.

c. Created at
You can change the order by clicking on the symbol.

2 A0K a/ NBIFGSR iéz e2dz
Created at certificates, no matter the date afreation.

2 X4K a/ NBFGSR G 'aldSy
Created at submissions and certificates ascending, so the firs
Ascending one will be on top.
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2 A0K a/ NBFIGSR 4G 5S540S:
Created at submissions and certificates descending, so the le
Descending one will be on top.

d. Last update

You can change the order by clicking on the symbol.

2 A0K a[lad dz2aJRFGS¢ex @2
Last update matter the last update.

2 A0K a[lad dz2ARFGS 1a0S
Last update submissions and certificates ascending, so the firs
Ascending one will be on top

2 A0K a[lFad dz2aiRFGS 58a0
Last update submissions and certificates descending, so the le
£ IO one will be on top.

Byclicking on the three dots on the right of the row, you can choose an action.

Ly Orasd 2F | a4t SyRAy3d wSOASse 2F adzo YAAAR?2
SOIFfdzZ GA2y LINRPOSaas 2N a526yf2FR 1 dzi2YFGSR C
@ EU-Cert | Evaluator actions User actions Disclaimer  Contact Us Logout
Submissions that need evaluator action:
T{Ee Sta:tus Created at Last update
Product, Material, OER and Course Accreditation Review Started
Product, Material, OER and Course Accreditation Pending review 2024
Start Evaluation
Product, Material, OER and Course Accreditation Pending review Download Automated Feedback PDF
Product, Material, OER and Course Accreditation Pending review
Product, Material, OER and Course Accreditation Pending review
Product, Material, OER and Course Accreditation Pending review
Ly OlFasS 2F awS@OASg {0FNISRéS &2dz Oy SAGKSNI
0KS S@lLfdzZ GA2y LINRPOSaa |yR g2dd R ftA1S G2 O2
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Oy RStSGS G(GKS S@lfdz GA2y LINROS
t5Cé> (GKIFG YSlIya @2dz Oy aS8S GK
You could use this as an orientation for the evaluation.

Uy ¢
Z
o =
Q¢
N

@ EU-Cert | Evaluator actions User actions Disclaimer  Contact Us Logout

Submissions that need evaluator action:

Type Stétus Created at Last update

Al A
Product, Material, OER and Course Accreditation Review Started 2024

Edit Evaluation
Product, Material, OER and Course Accreditation Pending review Reset Evaluation

Download Automated Feedback PDF
Product, Material, OER and Course Accreditation Pending review 2024
Product, Material, OER and Course Accreditation Pending review

Product, Material, OER and Course Accreditation Pending review

Product, Material, OER and Course Accreditation Pending review

For further instructions on the evaluation process, see chapter 8.7.

6. User actions

Ly GKS aSOdGA2y 2F a! aSNJ I OlA2yaés &2dz gAft FTAYR

EU-Cert | Evaluator actions User actions Disclaimer  Contact Us Logout

Certified/Submissions that need user action:

Status

Al

Created at Last update

There are no submissions that need user action or are certified.
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Here you can also change the order of certificates and submissions by clicking on
Type/Status/Created at/Last update.

For further instructions for changing the order of items, please see chaptet.5 a

7. Evaluation process

If you start the evaluation process, you will see this page. You will start with the Formal Criteria, just
like the User filled out the questionnaire. After that, you will go through the Sulijecitent-

related Criteria.

Evaluator actions User actions Disclaimer Contact Us Logout —

|. Formal Criteria

Start 1institution >>> Finish

Automated Score: 6/6  Evaluator Score: 0/6

Identification

Previous Step Next Step

During the evaluation process, you can see two progress bars, which show you your current status of
the evaluation.

Evaluator actions User actions Disclaimer Contact Us Logout L

|. Formal Criteria

Start 1 Institution >>> Finish

Automated Score: 6/6  Evaluator Score: 0/6

Identification

Previous Step Next Step
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In the center of the page, you can see the questions ofjilrestionnaire (blue) and the connected
answer given by the user (yellow).

|

EU-Cert | Evaluator actions  User actions  Disclaimer  ContactUs  Logout -

|. Formal Criteria

Start 1Linstitution >>> Finish

Autc mated Score: 6/6  Evaluator Score: 0/6

Identification

Previous Step Next Step

On the bottom of the page, you have the chance to move further or go back to the previous step. If
you have not finished the evaluation on this page, the program won't let ydurtfeer until you
have filled everything in.

Previous Step Please make sure that all fields are filled in before moving to the next questions. -I

The main part of the evaluation process is to evaluate the answers of the questions given by the user
who submitted the questionnaire and would like to gain a certificate.

After you have read the question and the connected answer of the user, you can either mark the
answer as okay, as you can see here:

Or you can mark the answer as not okay. In this case, you can comment and give a feedback to why
you evaluate this answer as not okay. You should say, what exactly is missing, is incorrect or ask to
explain the issue.

After you have gone through all questions and evaluated the questionnaire, you end the evaluation
process. An additional window pops up and gives you the information about this evaluation. It shows
you the total score of the automated feedback, the totebie of your feedback and the total
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