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CCF ASEM

The CCF is a standard for the description of a training course.
It is used for:
a) Documentation of planned courses
b) Core part of tendering process to describe what content and methods are required
c) Executive summary of a training report after implementation of the course (after revision and updating of the CCF of the planned course)
d) Documentation and dissemination of the implemented course

	Part 1: 
	for public information
	

	Code
	 “classifier1”-year-“classifier 2”-number
	essential

	Title
	
	

	Short title
	
	

	Status
	Implemented: the event is ongoing or finished
Scheduled: the event has a date
Planned: the event will take place (is approved) but date is not defined
Foreseen: the event is in a development phase – 
	

	Training type 
	See table below for descriptions - Like:
· Awareness Building 
· Skills Training
· Hands-on and on the Job training
· Training of Trainers
· Coaching
· Workshop
	

	Level
	Basic: Essential contents for the Target Groups/Organisations
Advanced: Advanced content that build on basic contents and/or provide more in depth information and skills
Specialised: Specialised content- not relevant for all the Target Groups, but optimised according to emerging requirements in specific cases. 
Refresher: Repetition of main training content of previous training 
	

	Language
	
	

	Target Institutions 
	List of institutions / organisations targeted (those who will benefit from this training)

	

	Target group
	Persons to be trained: either individuals with their dedications or only their dedications

	

	Course objectives 
	Short list of the aims and purpose of the HRD intervention. If different modules are necessary, give objective for each module.
The course/module aims at:
· Xxx
	

	Expected / achieved results/impacts in terms of awareness, knowledge, skills
	What is expected to be reached at the end of the course? If the curse is finished, give the achieved results “The participants are aware of …., know ….  or are able to ….

The participants:
· Xxx
	

	Indicators for success/impact
	Quantitative or qualitative indicators of the HRDD intervention

	

	Description of contents /agenda
	List of main contents to reach the objectives. This list does not have to be exhaustive, but is likely to capture the most important inputs to be covered

	

	Report and training material
	If the training is conducted, indicate the file names (and the storage place) of the:
· Training report
· Handouts, training material
· Reference papers/ resource papers
(in online HRD Training Management systems, upload the files)
	

	Images/pictures
	Place some typical images or give file name and location
	

	Training provider
	The foreseen of selected training provider (Name, Address, phone, fax, email and website)

	

	Contact and Resource persons
	Contact person of the training provider (Name, telephone, email)
	

	Cooperating institutions/organisations
	List of institutions that are involved in the training as co-organisers, supporters (not the target institutions!) 
	

	Participants numbers
	Estimate of a maximum number of participants. After completion give the exact number.
Total: xx	male xx 	female xx
	

	Start dd/mm/yy
	xx/yy/20zz
	If implemented or scheduled

	End dd/mm/yy
	xx/yy/20zz
	

	Duration
	xx days or weeks
	

	Venue
	If adequate, the place of the teaching
	

	Credits
	Give indication if the training course will be part of a crediting system or other type of formal recognition

	

	ASEM contact
	Give name of the responsible person incl. phone number and email

	

	
	
	

	Part 2:
	Non public information
	

	Information for training managers 
	Add here all the internal material relevant for the training, like:
· ToR, 
· proposal from training provider, 
· internal concept papers, 
· internal evaluations 
· available budget
· etc. 
Give filename (best with “code” as identifier) where to find them. If 
	

	Comments
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