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This annex includes examples of methods that can be used to
assess individuals' competencies and describes the usefulness
and limitations of each for evaluating knowledge and skills. 

1. Portfolio Assessment. The portfolio assessment 
technique is widely used in educational settings, and 
appears well suited to assessing some aspects of 
occupational proficiency. A portfolio is an organized 
collection of materials which records and verifies an
individual’s learning achievements and relates them to
the requirements of an education or training program,
a work standard, or a professional qualification. The
candidate prepares a personal portfolio that should
contain certain elements such as education and career
goals, work history, documented informal learning 
experiences, formal education history, evidence of 
continuing education, and evidence of continuing pro-
fessional practice. The required evidence may include 
academic transcripts, letters of reference, written essays,
and completed questionnaires. The onus is on the can-
didates to provide evidence that clearly demonstrates
they possess the specified competencies, and this 
information must be verifiable. The process provides 
a structured opportunity to review and evaluate past
experiences and the learning that has resulted. Once
completed, the portfolio pro vides up-to-date infor-
mation and evidence of learning. 

2. Feedback. Direct feedback from past employers, 
personal references, peers, or clients can be an indicator
of knowledge and skills, but it is important to note 
that sometimes these individuals may intentionally 
exclude information.

3. Interview. Interviews can be useful for eliciting infor-
ma tion about knowledge and skills. Direct evidence 
of demonstration of competence can be achieved by
conducting a structured interview against specified
compe tence criteria. In a structured interview, a 
pre-established set of questions or scenarios is presented
to the candidate in a face-to-face meeting with one 
or more interviewers. All candidates are exposed to 
the same basic interview experience. A structured 
interview is well suited to evaluating knowledge 
and communication skills and can aid in exploring 
potential problem areas.

4. Observation. Observing an individual performing a
task can provide direct evidence of competence as

demonstrated through the application of knowledge
and skills.

Work simulations have seen substantial use in recent
years. When well designed, they can closely imitate 
actual work experiences, and thereby provide a direct
evaluation of ability. Typically, the candidate is presented
with a standardized workplace encounter, and is required
to perform whatever interventions or actions are 
necessary. In some simulations, actors play the roles of
customers, employers, or co-workers. At least one rater
evaluates performance based on a pre-established set 
of criteria. The encounter is often followed by a set of
questions designed to evaluate more fully the thought
processes that went into the performed actions. Work
simulations are particularly well suited to evaluating 
direct on-the-job performance, critical thinking, 
flexibility of thinking, and communication skills.

5. Examinations (written, oral, practical). Written 
test ing may provide good and well-documented 
evidence of knowledge and skills. Oral examination
may provide good evidence of knowledge (depending
on the examiner’s competence), with limited outcomes
about skills. Practical testing may provide a balanced
outcome of knowledge and skills, depending on the
examination process and the examiner competence.
Methods include role-playing, case studies, stress 
simulation or on-the-job situations. The principles 
of adult-learning should be carefully considered 
during examination development and delivery, as a
formal examination process may be intimidating for
adult learners who have not recently been involved 
in such a process.

Multiple-choice examinations are the most popular
tool for assessing competence. Multiple-choice exami-
nations are considered the most cost-effective means of
assessing a large number of candidates on a multitude
of competencies. Most people are familiar with the
format of a multiple-choice examination. Typically, a
question is posed or a statement is made to which the
candidate responds. The candidate is presented with a
set of three, four, or five response options and is asked
to choose the option that best responds to the initial
question or statement. Another variation of multiple-
choice examination item presents candidates with a
problem and asks them to select the most appropriate
option(s) from a longer menu. Multiple-choice items
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can be independent of other examination content, 
or can appear as a set linked by a common body of 
text or a graphic such as a workplace situation or 
engineering schematic.

The key features assessment instrument has gained
popularity over the past few years as a suitable means
of assessing professionals and others in situations where
critical thinking skills and the ability to apply know-
ledge are key requirements. It is in many ways a 
pencil-and-paper version of a work simulation, using
case studies or short answers to written questions. A
written case study or situation development is used to
simulate an actual work situation. Each case includes 
a detailed description of the situation, and candidates
are asked to indicate how they would deal with the 
situation. Responses may be given in a short-answer
format, or chosen from a long list of options. A stan-
dardized evaluation system gives credit for providing
correct elements of the ideal response or for selecting
the appropriate choices from the lists provided. Most 
of the information provided here concerning key 
features examinations applies equally to other gener-
ated-response assessments. For example, short-answer
and fill-in-the-blank items can be considered analogous
to key features, and are also viable assessment types.
Longer essay-type assessments involve different issues.
They are best suited to educational testing and are
generally feasible only when there are a small number
of writers.

6. Self-assessment. Self-assessment is an efficient means
of evaluating occupational skills. The candidate answers
direct questions about his or her competence. The 
assessment can be completed quickly and at low cost.
The typical form of the assessment is a questionnaire
where the candidate simply indicates his or her level 
of ability in each competency area on a three- to five-
point rating scale. The self-assessment methodology 
has the benefit of covering all desired competency
areas to be assessed. In preparing for self-assessment, 
the candidate may consider preparing a portfolio. 
The portfolio development process produces a valu-
able product, and the development process helps 
individuals to analyze, understand, and explain what
they know and what they can do, as well as what 
they still need to learn.

7. Supervisor Evaluation. A supervisor evaluation is
similar to a self-assessment, except that the ratings are
performed by a supervisor or, in some cases, peers. 
In this evaluation, each competency is rated for each
candidate. There would also likely be global ratings 
of performance in several key competency areas. 
Supervisor evaluations are well suited to assessing 
communication and performance-based skills.
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Consideration is given to two key psychometric properties:
reliability and validity. Put simply, it is critical to ascertain that
an assessment instrument produces consistent scores, and that
it measures what it was intended to measure.

Testing professionals place great emphasis on reliability and
validity. This emphasis is appropriate, but it can create 
the perception that these are the only important issues — 
or at least the dominant ones. Good reliability and validity 
are the outcome measures of a correctly executed 
development process.

Reliability and validity affect the quality of the inference that
can be drawn from a candidate’s examination score. Good 
reliability and validity mean that predictions can be made
about the candidate with a high degree of confidence. Poor
reliability and validity mean that the candidate’s actual level 
of ability bears little resemblance to what was predicted by 
his or her examination score.

Reliability refers to the likelihood that a given candidate
would achieve approximately the same result on a similar 
second examination. If reliability is low, then little meaning
can be attached to an examination score, resulting in an 
invalid pass/fail decision. Research has shown that a well-
designed multiple-choice test is likely to be more reliable
than a well-designed workplace simulation. Reliable simula-
tions can be created, but they will be more challenging and
more expensive. The reliability of self-assessments is difficult
to evaluate, and this can make their use harder to defend.

Validity refers to the extent to which a pass or fail decision
on the examination relates to actual on-the-job performance.
If candidates who successfully complete the examination are
no more productive or competent than those who do not,
this is evidence of low validity. The purpose of the examina-
tion is to measure workplace competence, so evidence to 
this link is required. Good validity information is difficult to
obtain. Perceived validity, or what is known as face validity, 
is generally higher for workplace simulations since they relate
directly the candidate’s on-the-job activities. Another form 
of validity is content validity, which refers to how well 
the evaluation covers the entire domain of standards and
competencies. Content validity is typically higher for multi-
ple-choice examinations because it is possible to ask more
questions than in a simulation.

APPENDIX I: psychometric properties 
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What is Prior Learning Assessment 
and Recognition (PLAR)?

PLAR is a systematic process for identifying, assessing, organ-
izing, describing, and documenting an individual’s knowledge
and skills developed through formal education and training
and informally on the job, through independent reading 
and study, in courses taken, in volunteer work, and through
numerous other significant life experiences.

The idea behind PLAR is that learning takes place in different
educational settings and through experience outside class-
rooms. Learning experiences are important, but it is essential
to understand that learning does not come automatically with
experience and learning differs from individual to individual.

In PLAR, learning, not experience, is considered. Credit and
recognition are given when an individual demonstrates and
validates learning from experiences, not for the experiences
themselves. Moreover, knowledge or skills must be related 
to workplace standards, professional skills, and competencies
as identified by professional bodies, or learning outcomes as 
described in the course outlines of post-secondary institutions.

The process of looking back on past experiences and reflect-
ing on what an individual has learned can help assess his or
her existing skills and abilities and set career and educational
goals. The PLAR process makes it possible for educational 
institutions, workplaces, professional bodies and other organi-
zations to assess an individual's knowledge and skills for the
purpose of awarding credit, granting professional status, or 
advancing his or her career. PLAR is a process that helps
adults obtain recognition for learning acquired outside of 
formal educational settings; it can help save time and money
by filling in gaps in learning without requiring individuals 
to repeat their education and training.

For more information see:

www.capla.ca

www.recognitionforlearning.ca

www.cicic.ca

What is Foreign Credential Recognition? 

To meet the needs of the 21st century economy, Canada 
requires a highly skilled workforce. Our ability to compete 
in the global knowledge-based economy depends on the
skills of our people. Cities and communities that can attract
the best talent, including highly skilled immigrants, provide
opportunities for investment and contribute to keeping
Canada’s economy strong.

Many skilled immigrants cannot get a job in their chosen
field despite the fact that they are coming to Canada with
higher qualifications than ever before. It is taking much
longer for them to catch up to Canadians with similar levels
of education and expertise. Meanwhile, many employers are
currently suffering a shortage of specific skills, and many
more still are aware that demographic changes will create
shortages in the future.

Foreign credential recognition is the process of verifying that
the education and training obtained in another country is
equal to the standards established for Canadian workers.

Assessment of credentials should be performed without any
form of racial, religious, political, or sexual discrimination, and
holders of foreign qualifications should have adequate access,
upon request, to an assessment of their foreign qualifications. 

Assessment criteria for the evaluation of foreign credentials
have been elaborated with the objectives of increasing consis-
tency and treating similar cases in a reasonably similar manner
across Canada. It is nevertheless recognized that a margin 
of flexibility in making decisions is essential, and that deci-
sions may vary according to the provincial/territorial system
of education.

For more information see:

www.hrsdc.gc.ca

www.cicic.ca
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National occupational standards, certification programs, and
accreditation programs, including all related materials (e.g.,
certification scheme, application instructions, assessment
items, assessment instruments) should be made available in
both of Canada's official languages. The process of translating
materials includes adapting it to ensure that cultural linguistic
attributes and occupation-specific or industry jargon are 
accurately represented. When possible, the program should 
be developed in both official languages in succession.

The translated materials should be validated by a representa-
tive group of stakeholders whose first language is the same as
the translated materials. The stakeholders should recommend
and/or approve industry-specific terms and the context in
which terms/concepts are used.

Adaptation of materials is particularly important when 
adapting certification program assessment instruments, as 
the psychometric requirements must be reviewed to ensure
the English and French programs are equivalent. Certification
programs should be adapted, revised, and/or translated to 
respect the integrity of the national occupational standard
and/or the certification scheme. In addition to stakeholder
validation, validation of translated certification program 
materials may include review by a psychometrician 
and implementation of a pilot of the adapted assessment 
instrument to compare and validate statistical analyses.

APPENDIX K: second official language 
translation and adaptation



accreditation
Process of quality assurance through which accredited status
is granted to an educational or training course or program 
by the responsible accreditation body

accreditation body
Entity that grants accreditation

assessment
Process that measures fulfillment of requirements

candidate
Applicant who has fulfilled specified prerequisites, allowing
his/her participation in the certification process

certification
Industry-recognized credential granted to a candidate by 
a certification body upon successful demonstration of 
occupational competence

certification body
Entity that grants certification

certification scheme
Document outlining the specific certification requirements
that an applicant must meet in order to become certified

competence
Demonstrated ability to effectively apply knowledge 
and skills

NOS development body
Entity that develops and maintains the NOS

occupational standards
Standards that identify and group the tasks associated with 
a particular occupation and describe the knowledge and 
skills that an individual must demonstrate to be considered
competent in that occupation
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AMOD
A Model

CLB
Canadian Language Benchmarks

CSC
Certification Scheme Committee

DACUM
Developing a Curriculum

DNOS
Draft National Occupational Standard

FDNOS
Final Draft National Occupational Standard

NOA
National Occupational Analysis

NOS
National Occupational Standard

OLA
Occupational Language Analysis

RFP
Request for Proposal

SCID
Systematic Curriculum and Instructional Development

SDC
Standards Development Committee

SSC
Standards Steering Committee

ACRONYMS



These guidelines were developed based on existing accepted
principles and recommended practices for the planning, 
development, implementation, and maintenance of national
occupational standards, personnel certification programs, and

the accreditation of educational and training courses and 
programs. The authors acknowledge the following source
documents and organizations used in the development of 
this guideline.
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