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CRITERIA STRUCTURE/STRUKTURA KRITERIi

The goal of the EUROPEN-PEN International Quality Certification System for Practice Enterprises is to ensure the basics of the concept are
respected, to ensure a certain degree of standardization exists across our network, and providing added-value to the service offering of national
Central Offices.

The benefit for Practice Enterprises of the EUROPEN-PEN International Quality Certification System is to provide them with a tool to ensure the
greatest level of quality and service offering is available to their clients, whether that is students or adults. It also provides a validation of the
activities and a confirmation of concept and activities effectiveness.

The criteria of the quality certification system for Practice Enterprises are organized into Classes and Sections. Classes represent the macro area,
Sections group items by type within a specific Class. Everything is completed using an online form. The online form is in a check list format.

Each item in each section has a weighting assigned to it. The online web-form will automatically calculate the final scoring percentage based on
all responses and their subsequent weighting. An automatic certification report will be produced by the online system for the certifier to present
to the Practice Enterprise with the final score and items that may need improvement. A minimum threshold must be achieved for each section in
order to acquire certification. If minimum thresholds are not achieved, the report will indicate what changes are necessary prior to certification.

The verification process is to be coordinated and whenever possible carried out directly by the Central Office. This is to ensure standardized
scoring and transparency and to ensure the Central Office has the ability to follow-up on all Practice Enterprise activities.

Practice Enterprises must have been in operation for at least 6 months prior to being admissible for certification.

Certification is renewable each year for changes only. Yearly updates should be forwarded by the Practice Enterprise to the Central Office. Any
previous certification date and the date for renewal are indicated directly on the computer-generated report.
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Ciefom systému certifikacie kvality EUROPEN-PEN International pre cvicné firmy je zabezpecit, aby sa respektovali zakladné principy koncepcie
cviénych firiem, dosiahnut, aby existoval urcity stupen Standardizacie v rdmci celej existujuce;j siete cvicnych firiem a aby bola poskytnuta
pridana hodnota k sluzbdam, ktoré ponukaju narodné centraly cvi¢nych firiem.

Prinosom systému certifikacie kvality EUROPEN-PEN International pre cvicné firmy je skutocnost, Ze im poskytuje nastroje na dosiahnutie
najvyssieho stupna kvality ponukanych sluzieb svojim zdkaznikom, ¢i uz Studentom alebo dospelym. TaktieZ im poskytuje nastroje na hodnotenie
aktivit cvi¢nej firmy a potvrdenie ucinnosti ich koncepcie a stratégie.

Kritéria certifikacie kvality pre cviéné firmy su roz¢lenené do tried a sekcii. Triedy predstavuju makro prostredie, sekcie predstavuju skupinové
polozky podla typu jednotlivych skupin. VSetky kritérid su pristupné v elektronickej podobe vo forme tabuliek s kontrolnymi zoznamami.

Kazda polozka v jednotlivej sekcii ma priradenu svoju vahu. Elektronicky formuldr automaticky prepocita konecné percentualne skére vsetkych
odpovedi a ich naslednej vahy. Systém automaticky vytvori spravu o vysledku certifikacie cvicnej firmy s pripadnym odporucanim na vylepSenie
niektorych hodnotenych poloZiek. Na ziskanie certifikatu kvality je nevyhnutné dosiahnut minimalnu poZzadovanu uroven hodnotenia v kazdej
sekcii. Pokial sa tak nestane, sprava o vysledku certifikacie uvadza zmeny, ktoré je nutné uskutocnit na jej dosiahnutie.

Proces verifikacie je koordinovany a kedykolvek je mozné ho uskutocnit prostrednictvom narodnej centraly cviénych firiem. Ta ma mozZnosti na
sledovanie aktivit vSetkych cvi¢nych firiem a na zabezpecenie transparentnosti ich Standardizovaného hodnotenia.

Pred zacatim procesu certifikdcie musia byt cviéné firmy aktivne aspor 6 mesiacov.

Certifikaciu treba obnovovat v pripade zmien kazdy rok prostrednictvom narodnej centraly cviénych firiem. VSetky pévodne certifikované data aj
zmenené Udaje su zaznamenané v pocitacom vygenerovanej sprave.
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SUMMARY OF CLASSES AND SECTIONS/
ZHRNUTIE TRIED A SEKCIi

Number of Items per
Cl Tried Secti Sekci N . .
2L LR el e G Section/Pocet polozZiek v sekcii
Section A/Cast A - Physical Structure/Fyzicka $truktdra 11
Section B/ Cast B - Organizational
1 - Physical Parameters/Fyzické parametre Structure/Organizacna Struktura 10
Section C/ Cast C - Management Structure/Struktura
manazimentu 7
Section D/ Cast D - Concept Application/Koncepcia 12
, uplatnenia 9
2-P P P N . ,
rocess Parameters/Procesné parametre Section E/ Cast E - Analysis and Assessment/Analyza a
hodnotenie
Section F/Cast F - Basic Service Data/Zakladné 4
prevadzkové udaje 8
Section G/ Cast G - Commercial Activities
3 —Service Level/Urovei sluzieb Diagnostic/Diagnostika obchodnych ¢innosti 15

Section H/ Cast H - Commercial Activities Documents
and Forms/Dokumentdcia a formy obchodnych
¢innosti
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SUMMARY TABLE OF SCORES/SUMARNA TABULKA SKORE

Total Scor'e Ach|(=:ved/ Celkové Outcome/Z4ver
dosiahnuté skore

Requires work prior to acquiring certification/je nevyhnutné zamerat ¢innost

less than 75 t jako 759 v , . g
ess than 75 percent/menej ako 75 % predovsetkym na ziskanie certifikatu

Final outcome for reported scores from 75 to 100 also requires achievement of Minimum Thresholds for each Class./ Konec¢né

Final
Score/Kone&né ziskané skore medzi 75 — 100 % vyzaduje dosiahnutie minimalne] hranice v kazdej triede.
skére If the total score is 75 percent or higher but the Minimum Thresholds are not achieved, certification is not achieved./Ak je

celkové skdre 75 % a viac, ale nedosiahla sa minimalne hranica, certifikacia sa neziska.

75 to 100 percent/ 75 - 100 % Certification achieved/ziskand certifikdcia
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— PHYSICAL PARAMETERS/FYZICKE PARAMETRE

Ensure defined structural standards as a function of the effectiveness of Practice Enterprise activity./ Zabezpecte, aby definované standardy
jednotlivych Struktur odrazali efektivitu Cinnosti cvicnej firmy.

Section A/Cast A - Physical structure/Fyzicka struktura
Section B/Cast B - Administrative Structure/Administrativna Struktura
Section C/Cast C - Operational structure/Operacna struktura

Section A/Cast A - Physical Structure/Fyzicka struktura
Parameter/Parameter Validation Material/Potvrdzujici materidl ﬁ;;;’gli;ﬂ:;’:

Al Dedicated physical environment /Vytvorené pracovné prostredie Photos (min. 3)/Fotografie (min. 3) &

Office furniture and equipment (files storage, office desks, &~
A2 chairs)/Kanceldrsky nabytok a vybavenie (Ulozné priestory na Photos (min. 3) )/Fotografie (min. 3)

Sandny, pracovné stoly, stolicky)
A3 Structured office layout/Struktirované ¢lenenie kancelarie Photos (min. 3) )/Fotografie (min. 3)
A4 Dedicated telephone line/Pridelena telefénna linka Phone number/Telefonne Eislo &~

Dedicated email addresses for admin and virtual Emails list/Zoznam emailov
A5 operations/Vytvorené emailové adresy na administraciu a

virtudlne operacie

Computer/office equipment for each Equipment list- computers, copiers, etc./Zoznam &
A6 workstation/department/Pocitadové/kancelarske vybavenie vybavenia - PC, kopirovacie zariadenia

kazdého pracovného miesta/oddelenia
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Current versions of office software (MS Office, graphics, &
A7 etc.)/Aktudlnost verzii pouzivanych softvérov (MS Office, grafické Listing and usage/Zoznam, vyuZivanie
programy...)
A8 Accounting Software/U¢tovny softvér Listing and usage/Zoznam, vyuZivanie &~
A9 High-speed internet connection/Vysokorychlostné pripojenie na Connection type/Typ pripojenia NK
internet
A10 No restrictions on access to the internet/Neobmedzeny pristup na | Verification of connection/Overenie pripojenia N
internet
AL1 Enterprise stamps and stationery/Firemné peciatky a hlavi¢kové List/Zoznam &~
papiere pisomnosti
QUALITY CERTIFICATION CRITERIA KRITERIA CERTIFIKACIE KVALITY
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Section B/Cast B - Administrative Structure/Administrativna $truktira
Validation Material//Potvrdzujuci material Scoring/Skore
Parameter/Parameter Parﬁfneter ' Weighgétha
B1 Mentor company connection/Kontakt s partnerskou firmou Mentor company declaration/Vyhlasenie 4
partnerskej firmy
Promotional materials, flyers, public o
B2 Marketing materials/ Marketingova dokumentécia website/Propagacné materialy, letaky, webova
stranka
Network brand identity/Identifikacia znacky CO and/or EUROPEN-PEN International logo/Logo 4
B3 partnerskej firmy a logo EUROPEN-PEN
International
Organizational structure/Organizacna Struktura Documentation (Staffing, advisory board, etc.) &
B4 /Dokumentdcia (persondlne zabezpecenie,
konzultanti...)
B5 Organizational chart/Organigram Chart/Schéma &
B6 PE mission statement/Misia CF Documentation/Dokumenticia &
87 Administrative procedures and/or flow charts/Kolobeh Documentation/Dokumentacia &~
administrativnych procesov
BS Job/task descriptions for each trainee post/Opis pracovnej naplne | Job descriptions for trainees/Pracovné naplne &
kazdej pracovnej pozicie v cvicnej firme Ziakov
B9 Employee administrative forms/Dokumentacia zamestnancov Forms/Formulare &
B10 | External advisory board/group/experts/Externi poradcovia/experti | Listing/Zoznam &
QUALITY CERTIFICATION CRITERIA KRITERIA CERTIFIKACIE KVALITY
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Section C/Cast C - Operational Structure/Operaéna truktara
Parameter/Parameter Validation Mate;ial//Potvrdzujdci materidl S;;;(:;’:g
arameter Weight/Vdha

1 Adequate trainer staff for number of trainees/Adekvatny pocet Trainers list / numbers of trainees/Zoznam a o
konzultantov k poctu Ziakov pocet konzultantov
PE trainers staff qualifications for departmental Qualifications list /Zoznam kvalifikacii

Cc2 responsibilities/Kvalifikacia konzultantov na vedenie jednotlivych ™
oddeleni cviénej firmy

Cc3 Training of trainers structure/Struktira $kolenia konzultantov Dates and list/Datumy a zoznamy ™

ca Participation in CO training seminars/meetings/Spolutiast na List of participants and sessions/Zoznam
semindroch a stretnutiach s partnerskou firmou Ucastnikov a stretnuti

cs Evaluation criteria for learning process follow-up/Kritéria evaluacie | Documentation/schema/Dokumentdécia o
nadvazujlcich procesov ucenia
Statistical data of former participants/alumni/Statistické Gdaje o Documentation/listing/Dokumentacia/zoznam

ce predoslych Géastnikoch/absolventoch <
Networking and contacts with regional Listing/Zoznam

c7 employers/organizations/Ziskavanie a nadvazovanie kontaktov &
s regionalnymi zamestnancami/firmami
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— PROCESS PARAMETERS/ PROCESNE PARAMETRE

Standardy podnecujuce individuadlne ucenie sa prostrednictvom metddy , learning-by-doing".

Ensure distinct process standards for encouraging and supporting individual learning and the learning-by-doing methodology./Jasné procesné

Section D/Cast D - Concept Application/Koncepcia uplatnenia
Section E/Cast E - Analysis and Assessment/Analyza a hodnotenie

Section D/Cast D - Concept Application/Koncepcia uplatnenia
. s , L. .. Scoring/Skore
Parameter/Parameter Validation Material/Potvrdzujuci materidl . ,
/ / 4 Weight/Vdaha
Preparatory training in PE structure and operation, processes, , . i
D1 P ) Y ] ,g. . ) P ) P ) Outline, nbr. hours/Navrh, pocet hodin &
roles/Pripravny tréning o Strukture, fungovani procesov, rolach v CF
Pedagogical employment contract/Dohoda s pedagogickymi
D2 g08 .p y / pedagosicky Documentation/Dokumentacia &~
zamestnancami
Curriculum offered based on trainee target group/Kurikulum ponuk
D3 o . get group/ P y Documentation/Dokumentacia ™
urcenej cielovej skupine Ziakov
Training offered along individual paths of self-learning/Trénin
D4 ) & ] ) 8 o p vg/ ) 8 Outline/Navrh ™
ponukany s ohfadom na individualne potreby samoucenia
DS Training in technical skills (office equipment and software)/Tréning Outline, supporting documentation/Navrh, A
technickych zruénosti (kancelarske vybavenie a softvér) doplfiujuca dokumentacia
Training in business language/writing skills/Tréning obchodnej slovnej Outline, supporting documentation/Navrh,
D6 | zdsoby/pisomného prejavu doplriujuca dokumentdcia ™
QUALITY CERTIFICATION CRITERIA KRITERIA CERTIFIKACIE KVALITY
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Training for job search techniques (resume, interview, networking, Outline, supporting documentation/Navrh,

D7 | etc.)/Tréning technik uplatnenia sa na trhu prace (zhrnutie, interview, dopliujuca dokumentacia 4
ziskavanie a nadvazovanie kontaktov)

DS PE operational meetings (departmental, team, etc.)/Operativne porady | Protocols/Zapisnice o
CF (vedenie, ¢lenovia...)

D9 | Errors handling procedures/Nespravne zvladnuté procesy Documentation/Schema/Dokumentdcia/schéma 4

D10 Departmental organization, processes and procedures/Organizacia Documentation A
vedenia, procesov a ¢innosti /Schema/Dokumentdcia/schéma

D11 Participation in trade fairs/visits with other PEs/U¢&ast na veltrhoch Listing over last year/Zoznam za ostatnyrok "
CF/stretnutia s inymi CF

D12 Internal audit/continuous improvement systems/Interny audit/systémy | Supporting documentation/Doplfiujica
kontinudlneho rozvoja dokumentdcia
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Section E/Cast E - Analysis and Assessment/Analyza a hodnotenie
Parameter/Parameter Validation Materia-l’/Potvrdzujdci Sc.:oring/’Skére ,
material Weight/ZdvaZnost
£1 Defining goals for the enterprise/departments/Stanovenie cielov Documentation/Dokumentacia 4
firmy/oddelenia
E2 | Definition of individual goals/Stanovenie cielov jednotlivcov Documentation/Dokumentacia ™
E3 | Recognition of competency development/Uznanie kompetencii (sp6sobilosti) Documentation/Dokumentiécia ™
E4 Self-assessment for trainees at arrival/Sebahodnotenie prichddzajucich Ziakov | Documentation/Dokumentacia &~
do CF
- Self-assessment for trainees at departure/Sebahodotenie pre Ziakov v oddeleni | Documentation/Dokumentiécia &
v CF
E6 Overall assessment of learning outcomes/Celkové hodnotenie Studijnych Documentation/Dokumentacia 4
vysledkov
E7 | Social behavior assessment/Hodnotenie socidlneho spravania Documentation/Dokumentdécia &
E8 | Professional behavior assessment/Hodnotenie profesionality vystupovania Documentation/Dokumentiécia &
E9 | Trainee certification system/Systém certifikacie Ziakov Documentation/Dokumentiécia ™
QUALITY CERTIFICATION CRITERIA KRITERIA CERTIFIKACIE KVALITY
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— SERVICE LEVEL/UROVEN SLUZIEB

Ensure distinct service standards as a function of the effectiveness of Practice Enterprise activity./ Zrozumitelné standardy sluzieb zabezpecuju

efektivnost aktivit cvicnej firmy.

Section F/Cast F - Basic Service Data/Zakladné prevadzkové tdaje
Section G/Cast G - Commercial Activities Diagnostic/Diagnostika obchodnych &innosti
Section H - Commercial Activities Documents and Forms/Dokumentacia a formy obchodnych ¢innosti

Section F/Cast F - Basic Service Data/Zakladné prevadzkové udaje

Parameter/Parameter Validation Materinl,/Potvrdzujdci Scor.ing/Skfire
material Weight/Vdha
Number of PE commercial activity sessions per week/Pocet obchodnych Data (minimum 1
F1 | stretnuti CF za tyZzden session/week)/Udaje (min. 1 &
stretnutie/tyzden)
F Total number of hours of PE training per week per trainee/Celkovy pocet hodin Data (minimum 3 hours)/Udaje (min. o
na ziaka v CF za tyzden 3 hodiny)
PE activities (PE name, contact details, website, etc.) remain same year-over-
F3 | year/Aktivity CF (nazov, kontaktné Gdaje, webova stranka...), ktoré zostavaju Data/Udaje ™
kazdoroc€ne rovnaké
Targets achieved in last calendar year (job placement and/or number
F4 | trainees)/Dosiahnuté vysledky za ostatny kalendarny rok (umiestnenie na Data/Udaje ™
pracovnej pozicii a/alebo pocet Ziakov)
QUALITY CERTIFICATION CRITERIA KRITERIA CERTIFIKACIE KVALITY
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Section G/Cast G — Commercial Activities Diagnostic/Diagnostika obchodnych &innosti
Validation Material/Potvrdzujici | Scoring/Skére
P P . . .
arameter/Parameter material Weight/Vdha
Number national customers/suppliers in the last year/Pocet domacich .
G1 e . , fsupp . vear/ Data (minimum 10)/Udaje (min. 10) 0
zdkaznikov/dodavatelov za ostatny rok
Number national commercial transactions in the last year/Pocet domacich Data (equal or above national
G2 | obchodnych transakcii za ostatny rok avg)/Udaje (rovnako vela alebo viac ™
ako ndrodny priemer)
Number foreign customers/suppliers in the last year/Pocet zahrani¢nych Data (minimum goal 15% of
G3 | zdkaznikov/dodavatelov za ostatny rok total)/Udaje (min. ciel 15 % N
z celkového poctu)
Percentage of foreign transactions in the last year/Percentudliny podiel Data (minimum goal 15% of total)
G4 | zahrani¢nych transkacii za ostatny rok /Udaje (min. ciel 15 % z celkového ™
poctu)
Business taxes c in the last year/Dan z prijmov FO alebo PO zaplatena za ostatny .
G5 c vear/ pr P y Data (Yes/No)/Udaje (ano/nie) &
ro
G6 | Accounting of trainee simulated salaries/Mzdové Gctovnictvo Schema - Yes/No/Osnova (ano/nie) &~
Transactions carried out over phone/Skype (one-on-one)/Transakcie Data (minimum goal 15% of total)
G7 | uskuto¢nené prostrednictvom telefonu/skype (jeden na jedného) /Udaje (min. ciel' 15 % z celkového &
poctu)
8 All transactions executed to completion (final invoicing and/or payment)/Vietky | Data (incomplete transactions)/Udaje A
dokoncené transakcie (fakturdcia a/alebo Uhrada) (neukoncené transakcie)
‘ ‘ Section H/Cast H - Commercial Activities Documents and Forms/Dokumentécia a formy obchodnych &innosti
QUALITY CERTIFICATION CRITERIA KRITERIA CERTIFIKACIE KVALITY
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Parameter/Parameter Validation Material/Potvrdzujici materidl ;C/Z;';iﬁ;gz:
H1 Sales catalogue/listings (updated, multilingual, etc.)/Katalégy/zoznamy | Specimen documentation/Ukazka o
(aktualizované, viacjazy¢né...) dokumentdcie
o Purchase orders (employee/B2B)/Nakupné objednavky Specimen documentation/Ukazka o
(zamestnanec/B2B) dokumentacie
H3 Bill of sale/delivery receipts/Kipna zmluva/potvrdenie dodavky Specimen documentation/Ukazka o
dokumentdcie
Ha Inventory management system/Systém evidencie majetku Outline, supporting documentation/Prehlad, o
doplfiujuca dokumentdcia
HE Management of supplier accounts (physical/online)/Sprava Outline/Schema/Prehlad/osnova o
dodavatelskych uctov (fyzicky, online)
HE Management of client accounts (physical/online)/Sprava Outline/Schema/Prehlad/osnova o
odberatelskych uctov (fyzicky, online)
H7 Schedule of sales/receipts/payments/Plan predaja/trzieb/platieb Specimen documentation/Ukazka o
dokumentdcie
Ha Accounting of current expenses - rent, electricity, hydro, etc./U¢tovanie | Outline, supporting documentation/Prehlad, A
beznych vydavkov — najom, elektrina, voda... dopliujuca dokumentacia
HO Health and safety program/system/Program/systém zdravia a Outline/Schema/Prehlad/schéma o
bezpecnosti
H10 Trainee paychecks/pay slips/Platobné Seky a poukazky pre Ziakov Specimen documentation/Ukazka o
dokumentdcie
H11 Electronic payment processing (national/international)/Elektronické Supporting documentation/ Doplriujlca
spracovanie platieb (domacich/zahrani¢nych) dokumentacia
H12 | Transport procedures/system/Dopravné a logistické procesy/systémy Outline/documentation/Prehlad/dokumentacia NK
H13 | Customs procedures/system for international transactions/Colné Schema/documentation/Schéma/dokumentacia N
QUALITY CERTIFICATION CRITERIA KRITERIA CERTIFIKACIE KVALITY
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konanie/systém pri medzinarodnych obchodoch

H14

Financial statements (monthly and/or yearly)/U&tovna uzdvierka
a zavierka (mesacna a/alebo roc¢na)

Documentation/Dokumentiacia

H15

Updated website and/or e-commerce site/Aktualizovand webova
stranka a/alebo webshop

URL/adresa zdroja na internete

Revizia prekladu: 24. maja 2016 doc. Ing. Ludmila Velichov3a, PhD. , Ekonomicka univerzita v Bratislave, Katedra pedagogiky
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