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Welcome to the Portfolio!

Working on this project over the last couple of years has been exciting and really challenging: 
taking a fi rst step at European level 

•  to make it more possible for youth leaders and youth workers to describe themselves and 
what they do; and

•  to help with increasing the recognition of youth work while still keeping the faith with 
non-formal and informal education and learning principles…

Usually “groups of specialists” work away from the public gaze and only come out with a fi nal 
product which you can take or leave.  This group of specialists has been different. At all times 
the process has been kept open and many people have provided comments in person, in writing 
and through the internet. Particularly valuable was the contribution of the participants from the 
Portfolio Training Course who went away and motivated hundreds of people to try out the test 
version.  From them we received 140 evaluation forms from all over the wider Europe, which 
helped enormously in refi ning this publication.

We hope you will fi nd the portfolio useful in developing your vision of yourself and a youth 
leader or youth worker - and that you even spend some time reading the introductory parts 
which aim to give a context to this work!

And please let us know what your experiences have been in putting together your own portfolio 
– although this is offi cially the “fi nal version”, we know that this process must go on.

The portfolio is also available on the web site: www.coe.int/youth 

Finally, 
we have arrived!





5

European Portfolio for youth leaders and youth workers

 The portfolio: an instrument that aims to help increase the recognition 
of non-formal education and learning and youth work

The portfolio: an instrument that refl ects the Council 
of Europe’s values

The portfolio: an instrument that refl ects the Council 
of  Europe’s approach to youth policy

PART ONE
I N T R O D U C T I O N

1

2

3
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1.  The portfolio: an instrument that aims to help increase the recognition 
of non-formal education and learning and youth work

This European portfolio is an initiative of the Council of Europe. It has been developed as a 
concrete illustration of the commitment of the governments of the member states of this Or-
ganisation to promote the recognition of non-formal education and learning of young people, 
and of competences acquired in this framework through the practice of youth work. If you look 
at Recommendation N° 2003 (8) from the Committee of Ministers to the member states (see 
Appendix), you will see what measures and actions governments and the Council of Europe 
are called to take in order to achieve this. You will also notice that the creation of a European 
portfolio is explicitly mentioned in the recommendation. 

The portfolio has been designed from the experience and practice of the Council of Europe in 
the youth fi eld since the early Seventies, and particularly in the area of youth leader and youth 
worker training. During more than 30 years, the Council of Europe’s youth sector has developed 
a wide range of training courses for youth leaders, multipliers, young democratic leaders involved 
in different areas of public life, young researchers, and civil servants from across Europe. These 
courses cover a large range of subjects, including organising international activities, working 
in international youth structures, international youth co-operation, human rights education, 
confl ict management, youth participation, citizenship and many other topics. In this context, 
the Council of Europe has also developed numerous innovative educational and training tools 
and research work, for example on young people, non-formal education and learning, youth 
work and associative life, and has elaborated criteria and quality standards for youth work and 
youth policy. 

In its work the Council of Europe builds on co-operation with a number of partners, in particular 
the European Commission. This co-operation is based on a common understanding of the va-
lue of youth work and the role of youth policy as expressed in the White Paper ‘A new impetus 
for European Youth’. It led to joint activities and outcomes,  amongst them the working paper 
“Pathways towards validation and recognition of education, training and Learning in the youth 
fi eld”.  Also, importantly, the portfolio is mentioned twice in the Resolution of the Council of 
the European Union on the recognition of the value of non-formal and informal learning within 
the European youth fi eld of May 2006; and there is a direct link between the portfolio and the 
Youthpass initiative in the Youth in Action programme.

This sum of experience and practice has inspired the concept and methodology of the present 
portfolio, which will hopefully help you to identify, assess and describe your profi le of compe-
tences and situate it in relation to the common reference standards of the Council of Europe.   

Looking at developments across Europe, we see a need from youth leaders and youth workers 
in non-formal education/learning settings to have an instrument which could help them: 

a) to identify, assess and record their competences 
b) describe their competences to others, and
c) to set their own learning and development goals.  

And that is precisely what this portfolio is designed to do.

PA R T  O N E  -  I N T R O D U C T I O N
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PA R T  O N E  -  I N T R O D U C T I O N

On a policy level, the aims of the Portfolio are as follows:

To act as a model for other organi-
sations to devise their own portfo-
lios with a Council of Europe label

To help in the formal and social 
recognition of youth work

To provide a concrete example
of recognition of 

non-formal education and learning

To put Council of Europe youth
work principles into practice.

Why this
Portfolio ?

(1)

For individual youth leaders and workers, the aims are:

To enable self-assessment 
and assist users to describe 

and develop their competences

To provide youth leaders/workers 
outside formal qualifi cation systems 

with a voluntary assessment tool

To give guidelines 
for external feedback

To describe what a competent youth 
leader/worker is able to do and be

To provide evidence 
of practical experience

Why this
Portfolio ?

(2)
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2. The portfolio: a tool that refl ects the Council of Europe’s values

It goes without saying that the way in which we practice youth work, and the context in which 
we do it, be it within a youth organisation, a youth centre or any other youth structure or body, 
refl ects our vision of society and the values we believe in.

This portfolio has been designed in coherence with the values, principles and standards which 
underpin the overall action and policy of the Council of Europe in the fi eld of youth. 

The Council of Europe’s primary goal is to achieve a greater unity between its 46 member states 
in safeguarding individual freedom, political liberty and the rule of law, principles which form 
the basis of all genuine democracy and which touch the lives of all Europeans in many diffe-
rent ways.

For those who will use the portfolio, it is important to be aware that the Council of Europe is 
an organisation that is committed to promote a Europe which:

•  respects human rights and human dignity;

•  promotes participative democracy by all citizens;

•  struggles for better social cohesion and increased social justice;

•  strives to achieve gender equality in all aspects of life in society;

•  considers that cultural diversity should be a chance rather than a problem;

•  believes that living together in a multicultural society is a factor of social and economical 
progress;

•  encourages the development of civil society;

•  promotes tolerance among people and combats racism, xenophobia, anti-Semitism and 
Islamophobia;

•  refuses any kind of discrimination regardless of an individual’s social and ethnic origin, 
religion or sexual orientation;

•  considers that Europe has a responsibility in contributing to make the world a better 
place for all.

3.  The portfolio: an instrument that refl ects the Council 
of Europe’s approach to youth policy

For the Council of Europe, the core mission of youth policy is to enable young people to be 
active citizens and to ensure the necessary conditions for enabling them to play this role 
successfully. To accomplish this, youth policy has to fulfi l four main tasks:

•  To ensure young people’s well-being (both mentally and physically);

•  To provide young people with adequate learning (informal, non-formal and formal);

•  To ensure young people’s inclusion (integration into society);

•  To empower young people to participate (access to decision-making).

PA R T  O N E  -  I N T R O D U C T I O N
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PA R T  O N E  -  I N T R O D U C T I O N

The above tasks refer to broad youth policy domains which cover all aspects of young people’s 
lives. This clearly shows that youth policy has to be seen as a transversal policy, involving diffe-
rent public policy sectors such as, for example, education, health, social affairs, family, justice, 
etc., and should therefore be implemented in a co-ordinated manner (this is known as a cross-
sectoral approach). 

Youth policy may be implemented in many ways, combining different means of intervention 
such as legislative measures or specifi c programmes for young people. But for the Council of 
Europe, it is essential that the implementation of youth policy integrates the educational dimen-
sion which will enable young people to acquire the necessary competences to be active citizens 
(access to autonomy, sense of responsibility and initiative, engagement and solidarity, etc.).

In this respect, one of the key approaches of youth policy is non-formal education and
learning.

YOUNG 
PEOPLE 
ACTIVE 

CITIZENS

Well-being
Good shape Learning

Participation Inclusion
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Structural 
features

Methodological 
features

Basic 
values

Key 
competences 
of non-formal 

learning 
practitioners

•  takes place out-
side the structures 
of the formal edu-
cation system and 
differs from this in 
the way it is orga-
nised and the type 
of recognition this 
learning confers;

•  intentional 
and voluntary;

•  aims above all to 
convey and prac-
tice the values and 
skills of democra-
tic life.

•  balanced 
co-existence 
and interaction 
between 
cognitive, affec-
tive and practical 
dimensions of 
learning;

•  linking individual 
and social lear-
ning, partnership-
oriented solidarity 
and symmetrical 
teaching/learning 
relations;

•  participatory and 
learner-centred;

•  close to real life 
concerns, experi-
mental and orien-
ted to learning by 
doing, using inter-
cultural exchanges 
and encounters as 
learning devices.

Values linked 
to personal 
development

•  autonomy;

•  critical attitude;

•  openness 
and curiosity;

•  creativity.

Values linked to 
social development

•  communication 
capacity;

•  participation 
and democratic 
citizenship;

•  solidarity and 
social justice;

•  responsibility;

•  confl ict resolution.

Ethical values

•  tolerance and 
respect for others;

•  human rights;

•  intercultural 
learning and 
understanding;

•  peace/non-violen-
ce education;

•  gender equality;

•  inter-generational 
dialogue.

•  using collegial 
and participatory 
methods;

•  using diversity as 
a positive learning 
tool;

•  making critically 
refl ective links 
between the 
concrete and the 
abstract, 
in order both 
to facilitate the 
learning process 
and continuously 
to improve their 
quality;

•  knowledge about 
young people’s 
lives and cultures 
in Europe.

Non-formal education and learning : 
a key youth policy and youth work approach

PA R T  O N E  -  I N T R O D U C T I O N
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How to use this portfolio

The youth work context

Knowledge, skills, attitudes and values

Youth leader/youth worker - a functional analysis

Competence framework

Getting feedback from others

Personal development and learning plan

4

5

6

7

PART TWO
STEPS IN MAKING YOUR PORTFOLIO

1

2

3
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After a few months, go back to your competence framework and personal development & learn-
ing plan and check what your impressions are now and how you are doing with your plan.

If there are terms used here which you want to check, then the Short Glossary at the end of 
the Portfolio could be a useful starting point and further background can be found in the refer-
ences section. [Part three – Appendices]

1. How to use this portfolio

Each person is different and approaches the construction of a portfolio in 
ways appropriate to themselves.

2. Read the introductory material and think about your place as a youth leader/worker, your relation-
ship to young people and to youth work. [2 - The youth work context]
and/or: 
Take some time to complete the drawing of the youth leader/worker – what skills, knowledge, 
attitudes and values are needed?  [3 – Knowledge, skills and attitudes]
and/or:
Compare your experience of being a youth leader/worker with the functional analysis/occupational 
profi le.  [4 – Youth leader/worker functional analysis]

Section 2-3 or 4

Section 2-3-4

1. Have a quick look at sections 2, 3 and 4, which are constructed as entry points to the portfolio. Which-
ever is most attractive to you is the right place to start!  Some people have also found it useful to go 
through all three sections, as they gained some important elements for refl ection.

Section 5

3. Go to the competence tables and reply to the statements, refl ecting on yourself.  For each table, 
complete also the section on evidence for your ratings. Remember to collect together any certifi cates 
which back up your experience. [5 – Competence framework]

Section 6

4. Find someone or some people you trust and who have direct experience of your performance as 
a youth leader/worker. Give them your competence tables and ask them to give their views on each 
statement as applied to you.  Agree a set time to talk individually with each one about their feedback. 
[6 – Getting feedback from others]

Section 7

5. Use the feedback you receive to help in your reflections about your own competences. 
Then use the Personal Development & Learning Plan to prepare your ideas for future action. 
[7 – Personal development and learning plan]

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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2. The youth work context

This portfolio is intended for the use of:

youth leaders  - which we understand to refer essentially to young adults holding a responsibil-
ity in a youth organisation, network or any other youth structure, mainly on a voluntary basis, 
and youth workers holding the same kind of responsibility mainly on a professional basis.

Most of the users will probably be people who have gained experience and skills in youth work 
through being active as youth leaders or youth workers, without having any formally recognised 
qualifi cations in the fi eld.  Feedback we have already received suggests that the portfolio may 
also be useful for qualifi ed professionals who would like to review their current situation and 
plan their continuing professional development.

Youth work takes place in all sorts of places, settings, times and for very different reasons.  One 
of the biggest challenges facing us in creating the portfolio has been to produce something 
which might hope to refl ect the huge diversity in youth work throughout Europe. Some coun-
tries have traditions of professional youth work practice; others combine this with volunteers; 
others have voluntary youth work practitioners; and others again have little in the way of a 
youth service preferring to talk of social welfare.  Youth work can cover a wide spectrum from 
political activism to streetwork to sport to running a cheap youth café.  Here is not the place 
to detail every type of youth work available – this portfolio is for all who would call themselves 
youth leaders or youth workers and who pay at least some attention to non-formal and infor-
mal learning possibilities for young people.

As we can see in the following model1, youth work is essentially made up of different relation-
ships.  As with all models or maps, it does not tell «the whole story»; rather it can be seen as 
a useful entry point for refl ection by youth leaders/workers as part of an internal and external 
dialogue about their competences.  You may, indeed, fi nd nothing new in this model – we just 
fi nd it a useful starting point here. 

Here we look at the relationship between youth leaders/workers, young people and the work 
we do:

1. This model has been adapted from Woods et al., see references.

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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Consider how you think this model fi ts together:

•  In order to be purposeful in our work, we need to understand that there are three main 
component parts to youth work (represented by the base triangle);

•  We need to be equally aware of all three areas to be effective. These areas are intercon-
nected (represented by the circle);

•  While young people are a part of the groundwork, they are also at the centre of how we 
do our work (represented by the inner triangle).

In thinking about the model, how does it fi t into your reality?

How well do you know the young people you work with? What is their background? Where 
do they come from? What are their interests? Why do they participate?

What brings you and your colleagues to contribute to youth work? What kinds of experience 
and competences do each of you use in your youth work? Why are you involved?  How do you 
organise your work together?

What types of activities do you organise with young people? Are they more project-based, or 
do you have a more long-term approach? To what extent do young people participate in taking 
decisions and organising activities?  How do you evaluate what you do?

The Youth Leader/Worker
Who we are – What we do

The Young People
Who they are 

How they are involved
How they use it

The Work
What we do
Why we do it

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O

Just as we saw in the introduction with the aims of this portfolio, we emphasise working with 
and for the benefi t of individuals AND looking more widely at society and youth policy.  This 
means looking at how our youth work is part of a broader picture of youth policy and research 
- including young people, governments, youth NGO’s and youth services2:

  

As a youth leader/worker, you can enrich your role by thinking about how you combine the 
different infl uences on your work.  

Answering the following questions might be helpful in thinking about all of this:

•  to what extent has governmental youth policy in your country an infl uence on your 
approach to and practice of youth work? In what ways?

•  how does the reality of young peoples’ lives and expectations infl uence your concept and 
practice of youth work?

•  how do you gain knowledge and understanding of young people?

•  which principles guide your youth work? where do they come from?

•  how do you think it is possible for you and young people to infl uence youth policy in your 
country? in Europe?

You will see that one of the functions of a youth leader/worker set out here is “to co-operate 
with others to shape youth policy”.  This came as something of a surprise to some of the people 
who were involved in using the test version of the portfolio! First reactions were along the lines 
of “why should I get involved with that?”  And this reaction was then often followed up with 
the conclusion “actually, why shouldn’t I get involved?”

Politics and public policy

Young people
Principles 

of youth work

2.  Adapted from: Williamson, Howard: Trends and tensions in young people’s socialisation. In: Bos, Arjen: Final report of the fi rst 
pilot course on European citizenship. Strasbourg, 2002. www.training-youth.net

Youth leader
Youth worker
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3. Knowledge, skills, attitudes and values

Given that some people are more visual in their thinking and learning, you might fi nd it useful 
to freely associate your own ideas of the competences necessary to be a youth leader/worker. 

As with everyday youth work, this portfolio is seen as part of an interactive process, in which you 
play a major role in determining what is relevant for your situation. In considering the functional 
analysis, you may feel that there are elements missing – for example, you may miss references 
to non-verbal skills… here is also a chance to defi ne the specifi city of the youth work you do.

As in French, competence can be broken down into three components:

savoir: knowledge  [such as knowing about different phases in confl ict]

savoir faire: knowing how to do  [such as knowing how to communicate in different situa-
tions]

savoir être: knowing how to be  [such as empathy]

One competence which becomes increasingly important as we go forward into the 21st 
century is that of “knowing how to live together” – defi ned by UNESCO as being one of the 
four pillars of learning. How does this idea fi t in your youth work?3

Look at your own youth work, and answer the following questions:

•  What should youth leaders/workers know [head]? 

•  What should youth leaders/workers be able to do [hands]?  

•  What emotional and personal competence should youth leaders/workers have [heart]? 

•  What should youth leaders/workers have in their backpack?

You can use the drawing on the next page to add your results:

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O

3.  Learning the Treasure Within, Report to UNESCO of the International Commission on Education for the Twenty-fi rst Century, 
UNESCO Publishing, 1999, ISBN 92-3-103274-7
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PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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4. Youth leader / youth worker - a functional analysis4.

When you think of yourself as a youth leader or youth worker, what is it that you do? What 
functions do you fulfi l? 

In order to describe the competences necessary to be a youth leader/worker, one of the most 
important elements we found when preparing this portfolio was to build upon a functional 
analysis of the youth leader/worker. Some would prefer to call it an “occupational profi le”. 
Another way to look at it would be to say that we are trying to describe the DNA of the youth 
worker/leader. 

Putting together the functional analysis was a challenging process and we based our efforts on 
the values expressed in the introduction – we were very conscious of wanting to describe the 
youth leader/worker whose work is based on the values of human rights and democracy.  

We know that we are trying to cover many different settings across Europe. So you are encour-
aged to refl ect critically about the functions described here in order to see how far they could 
or should apply to you.  

You will fi nd that some of the functions overlap as every part connects to others; for example, 
being able to “work creatively with confl ict towards peaceful solutions” is also an essential part 
of youth work outside of intercultural contexts.  Likewise, effective teamwork is not exclusively 
important to contributing to organisational development! The important thing is that the con-
cept appears in the functional analysis.   

Please look at this functional analysis and compare it with your own situation in youth work.  In 
the words of one famous methodology for organising groups “Be prepared to be surprised!»  
there may be parts of the functions which sound a little strange, or unusual to you.  They may 
not be part of your direct experience NOW.  One of the main messages we received from the 
portfolio test phase was that working through the competence framework gave people an en-
larged vision of themselves as youth leaders/workers. So, before you dismiss an idea immedi-
ately, give it a second chance. – you might be surprised!

You may wish to add functions to our analysis, depending on the youth work you are doing
(or want to do in the future).

We used the functional analysis – which tells us what the youth leader/worker should do – to 
fi nd out what competences would then be necessary to be able to carry out those functions.  

Once you have gone through this analysis, you can start working on answering the statements 
in section  5 – Competence framework.

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O

4.  This functional analysis owes much to the infl uence of the work done by the Scottish Community Education Validation 
& Endorsement Unit in their analysis of community educators which also covers youth work there.
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When reading these functions, you are encouraged to consider the international 
dimension to your work. Where do you see your work and the realities of young 
people as having links to other countries and people? Think globally, act locally is as 
important as acting globally and thinking locally!

4.1  Function: To empower young people

The youth leader/worker is able to:

1.  enable young people to participate through developing collective action and learning; 
2.  involve young people in planning, delivery and evaluation of activities; 
3.  enable young people to work towards their goals; 
4.  help the development of the confi dence, knowledge, critical thinking, 

skills and understanding of young people; 
5.  get in touch with young people on an emotional level; 
6.  widen their awareness of the concepts of power and change. 

4.2  Function: To develop relevant learning opportunities

The youth leader/worker is able to:

1.  target individuals and groups; 
2.  provide young people with appropriate guidance and feedback; 
3.  take advantage of spontaneous learning and development opportunities 

in everyday situations; 
4.  identify any special learning needs; 
5.  use a range of educational methods and techniques;
6.  stimulate the creativity of young people. 

4.3  Function: To accompany young people in their intercultural learning process
The youth leader/worker is able to: 

1.  facilitate young people’s recognition of their cultural background, values and behaviour; 
2.  promote active tolerance and interaction with people from other cultures 

at home and abroad; 
3.  work creatively with confl ict towards peaceful solutions; 
4.  assist young people to defi ne their place in a changing world.

4.4  Function: To contribute to organisational and youth policy development
The youth leader/worker is able to:

1.  fi nd resources and manage them;
2.  manage others and work effectively in teams; 
3.  work for change and development within organisations;
4.  cooperate with others to shape youth policy.

4.5  Function: To use evaluative practice
The youth leader/worker is able to:

1. plan and apply a range of participative methods of evaluation; 
2. use appropriate information technology tools when necessary; 
3. demonstrate skills in report writing and presentation for a variety of audiences; 
4. research and use results to infl uence practice. 

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O

5. Competence Framework

Using the functional analysis as a starting point, we have produced the following tables which 
form a core set of common competences.  Although everyone works in different situations, most 
of what follows should either be recognisable in your practice as a youth leader/worker or give 
you pause for thought to discover whether the statement might be applicable to you.

Please read each statement and see to what extent it applies to you in your practice. (Each 
statement has a short aid to refl ection which can be a further explanation, a question or a chal-
lenge – they are there to help you in the process of thinking about yourself in different ways).  
You will see there are boxes at the end of each statement and this gives you the opportunity 
to practise some self-assessment.  

Usually, you should fi nd that your answers would be ticking one of the fi rst four boxes.  As we 
realise that the portfolio will be used in an infi nitely varied set of ways and places it may be that, 
after refl ection, you really feel that one or more of the competences would not make any sense 
for you and your situation. It is for this reason that we include the box “●”.

After each table, there is space for you to describe your evidence for your answers. This is an 
important part of the process, as it helps you both to analyse yourself and to start putting 
your competences into words.  This will also help you in putting together supporting materials 
which demonstrate your experience and competences, such as: certifi cates from courses and 
seminars; letters from young people, employers or institutions referring to your involvement in 
youth work.

Give yourself adequate time to complete this exercise – the more thought you put into it, the 
more valuable will be the outcome!

▲ ❖ ■ ◆ ●

KEY
Applies 
to me

More or less
applies 
to me

Does not really
apply to me

Does not
apply to me

This 
competence 

has no 
relevance in 
my situation
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▲ ❖ ■ ◆ ●

KEY
Applies 
to me

More or less
applies 
to me

Does not really
apply to me

Does not
apply to me

This 
competence has 

no relevance in my 
situation

Competence Aid to refl ection ▲ ❖ ■ ◆ ●

1. I understand 
and work with 
group dynamics

Each group is different and goes 
through phases in a unique way. 
Identifying those phases helps you to 
know what kind of intervention is 
necessary and when.

2. I have good 
facilitation skills

Agreeing ground rules with a group and 
helping them to communicate well.

3. I know how to 
motivate and interest young 
people

Understand young peoples’ concerns 
and needs, have respect for them, 
arouse their curiosity.

4. I am ready to have 
my ideas challenged

Are you open to constructive criticism?  
What are the limits?

5. I know my own 
emotional “hot points” 
and how to control them

Each of us knows situations or 
behaviour of other people which have 
caused very strong emotions – anger, 
grief, sadness, etc. What do you do 
when someone makes you mad?

6. I can work with concepts of 
power relations with young 
people

Who holds power? How is it used? What 
rights do young people have?  How can 
young people infl uence what happens in 
society?

7. I work in a democratic 
and participative way

Young people have a say in what 
happens; ensure that all in the group 
can speak and act.

8. I work for equal 
opportunities

What is the balance of participation in 
your activities?

Other competences can be 
added if needed

       

Function: To empower young people

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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Competences I have acquired or am on the way to acquiring

   Competence:

When did I last demonstrate this competence?

What kind of examples do I have to show this? 

Who was involved? 

What happened? 

Do I have relevant certifi cates or letters or other types of proof with 
which I can demonstrate my competence here?

Based on my answers here, what do I need to put in my Personal 
Development & Learning Plan?

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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▲ ❖ ■ ◆ ●

KEY
Applies 
to me

More or less
applies 
to me

Does not really
apply to me

Does not
apply to me

This 
competence has 

no relevance in my 
situation

Competence Aid to refl ection ▲ ❖ ■ ◆ ●

1. I pay attention 
to situations which can 
provide learning 
experiences.

When the unexpected happens – what 
do you do to help facilitate young 
people’s ability to learn from it?

2. I can analyse the different 
learning needs and styles of 
young people.

One size does not fi t all!  
What do you look for?  
How process-oriented are you?

3. I can apply appropriate 
educational approaches 
and methods.

What is adequate for the particular 
situation, the people involved and the 
aims behind what you do?  Adaptability 
and fl exibility is needed when using 
your toolbox. When is it right to use 
online resources from the internet?

4. When I do not know the 
answer, I know where to refer 
young people with specifi c 
questions.

We cannot know everything, but we do 
need a good network and to ensure that 
it is up-to-date.

5. I work towards a positive 
learning environment, based 
on active participation, 
creativity and joy!

Being playful can be fun and can also 
achieve serious goals. Giving respect 
to people and adapting activities 
to their needs.

6. I can give relevant 
feedback.

When requested by an individual young 
person, how do you reply?  How do you 
try to actively understand why people 
act as they do?

Other competences can be 
added if needed

Function: To develop relevant learning opportunities

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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Competences I have acquired or am on the way to acquiring

   Competence:

When did I last demonstrate this competence?

What kind of examples do I have to show this? 

Who was involved? 

What happened? 

Do I have relevant certifi cates or letters or other types of proof with 
which I can demonstrate my competence here?

Based on my answers here, what do I need to put in my Personal 
Development & Learning Plan?

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O



29

European Portfolio for youth leaders and youth workers

▲ ❖ ■ ◆ ●

KEY
Applies 
to me

More or less
applies 
to me

Does not really
apply to me

Does not
apply to me

This 
competence has no 

relevance in my 
situation

Competence Aid to refl ection ▲ ❖ ■ ◆ ●

1. I have explored and know 
my own cultural background 
and values

Knowing your own roots and examining 
your own values helps in getting to 
know others and makes you aware of 
your own prejudices and stereotypes.

2. I can cope with 
ambiguous situations.

When things don’t turn out the 
way you think they should, 
or your ideas are not immediately 
accepted - what do you do?

3. I refl ect about my own 
intercultural learning process.

What happens when you are in contact 
with people from other cultures? 
What do you learn from the experience?

4. I can explain the 
principles of intercultural 
learning to young people in a 
way they understand and can 
help them to  experience 
intercultural learning.

There is a lot of academic research about 
intercultural issues, but how do you 
translate them into young people’s 
realities?  What do you know about 
other cultures and sub-cultures?

5. I can speak at least one 
foreign language.

Being able to communicate in another 
language gives you a different
perspective to your own.

6. I can organise activities 
involving young people from 
different cultures.

What aspects do you need to consider 
which are different from working with 
a mono-cultural group? What is the 
difference between “intercultural” 
and “international”?

7. I can take appropriate 
action in confl ict situations.

Can you analyse confl icts? Can you think 
of alternative  actions to propose? 
Confl icts can be transformed into 
learning situations.

8. I can name European 
dimensions in my work.

European societies are increasingly 
linked – where does your work fi t in?
Remember: Europe is not a planet!

9. I know about the situation 
of young people in other 
countries in Europe and the 
rest of the world.

What trends are there in the lives 
of young people across Europe 
and beyond?
How do the life chances of your young 
people compare with others?

Other competences can be 
added if needed

Function: To accompany young people 
in their intercultural process

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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Competences I have acquired or am on the way to acquiring

   Competence:

When did I last demonstrate this competence?

What kind of examples do I have to show this? 

Who was involved? 

What happened? 

Do I have relevant certifi cates or letters or other types of proof with 
which I can demonstrate my competence here?

Based on my answers here, what do I need to put in my Personal 
Development & Learning Plan?

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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▲ ❖ ■ ◆ ●

KEY
Applies 
to me

More or less
applies 
to me

Does not really
apply to me

Does not
apply to me

This 
competence has 

no relevance in my 
situation

Competence Aid to refl ection ▲ ❖ ■ ◆ ●

1.  I put project management 
principles into practice.

Understanding how project cycles work 
is becoming increasingly important for 
people involved in youth work – to make 
the best use of resources for the benefi t 
of young people.

2.  I understand and can take 
different roles in teams.

A “team” composed completely of 
leaders or of support people is not a 
team. Which roles have you played 
recently?

3.  I can motivate others to 
take an active role.

Listening, paying respect and giving 
encouragement are all crucial here.

4.  I can develop partnerships 
with other actors and 
interested parties.

To what extent do you develop 
relationships with people and 
organisations outside of your own?

5.  I work for change and 
development in my 
organisation.

An organisation which does not learn 
will eventually die. How do you help 
your organisation live?

6.  I know about the youth 
policy situation in the country 
where I live and I act with 
others to help shape neces-
sary changes.

Which channels do you use to help 
infl uence youth policy – locally, 
nationally and even at European levels?

Other competences can be 
added if needed

Function: To contribute to organisational 
and youth policy development

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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Competences I have acquired or am on the way to acquiring

   Competence:

When did I last demonstrate this competence?

What kind of examples do I have to show this? 

Who was involved? 

What happened? 

Do I have relevant certifi cates or letters or other types of proof with 
which I can demonstrate my competence here?

Based on my answers here, what do I need to put in my Personal 
Development & Learning Plan?

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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▲ ❖ ■ ◆ ●

KEY
Applies 
to me

More or less
applies 
to me

Does not really
apply to me

Does not
apply to me

This 
competence has 

no relevance in my 
situation

Competence Aid to refl ection ▲ ❖ ■ ◆ ●

1. I am always interested in 
young people’s views.

How often do you ask for opinions? 
When do you take the time?

2. I am able to fi nd the 
information I need and use 
it appropriately.

What are your sources for information? 
How do you select what you want?

3. I can apply appropriate 
evaluation methods and use 
the results.

Evaluating requires a diversity of 
approaches and a strategy for putting 
the results into practice. What did you 
use last times?

4. I have the necessary 
report-writing and  
presentation skills.

Increasingly, people involved in youth 
work have to explain to outsiders 
(such as funders and decision-makers) 
what they do.

5. I can also use information 
technology  to support 
evaluation processes. 

Which relevant computer programmes 
can you use?

6. I know how to work for 
change, both personal and 
organisational.

The capacity to be self-critical is 
important here as is the ability to 
recognise that change can be a 
diffi cult process for all involved.

7. I keep up-to-date with 
research about young people 
and youth work and use it in 
my practice.

Which publications do you read about 
youth work? When did you last meet a 
youth researcher?!

Other competences can be 
added if needed

Function: To use evaluative practice 

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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Competences I have acquired or am on the way to acquiring

   Competence:

When did I last demonstrate this competence?

What kind of examples do I have to show this? 

Who was involved? 

What happened? 

Do I have relevant certifi cates or letters or other types of proof with 
which I can demonstrate my competence here?

Based on my answers here, what do I need to put in my Personal 
Development & Learning Plan?

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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6. Getting feedback from others

Spending time in self-assessment is very enriching and can reveal a lot to each of us.  And yet, 
there is much to be gained in using others to give us feedback.

You are encouraged to fi nd suitable reference persons for feedback. Examples could include 
young people with whom you have worked; colleagues and other peers; educators with more 
years’ of experience; line managers; etc.  Try to make sure that you have a mixture of people 
who are not all “friends” as this will help you get a clearer picture of yourself.

Give them a copy of your completed competence tables and the evidence you have gathered 
– then set a time and place to meet where you can discuss their impressions of you as a youth 
leader/worker.  It is most important that you make an agreement with anyone who is going to 
give you feedback about the process.  Giving and receiving feedback is not easy and the fol-
lowing tips may be useful in your preparations: 

GIVING FEEDBACK

To be helpful, feedback to an individual should be given so that the person:
a. understands the information ;
b. is able to accept the information ;
c. is able to do something about the information.

(A warning: some types of feedback serve only the needs of the person giving it and not the 
needs of the person receiving it. This is likely to produce defensive reactions from the recipient 
and they are unlikely to change their behaviour as a result.)

Feedback should be in terms of specifi c, observable behaviour and the effect of that beha-
viour.

The person giving the feedback should use so-called “I messages”, such as “I think..”, “I saw…”.  
This helps prevent any reactions or opinions being presented as facts.

Feedback should concentrate on those things over which the individual has some control. If you 
want you can also ask for the feedback to include suggestions for future action.

When encountering raised defences or emotional reactions, the person giving the feedback 
should fi rst deal with those reactions rather than trying to convince, reason, or supply additio-
nal information.

RECEIVING FEEDBACK

For you to learn the most from the feedback given to you, it is also useful to have a kind of 
agreement with yourself during and after the process.

Listen carefully and actively.

Try to remain open to what is being said to you.  If you notice that you are becoming defensive 
just make a mental note of any questions or disagreements and check them out later.  Someti-
mes it helps to rephrase what you have just heard and check with the person giving feedback 
if you have understood correctly what was said.

Think carefully about the feedback you have received.  Make sure not to overreact to what you 
have heard. Go back to your self-assessment and check whether you want to change or add 
anything.

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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Before we leave the subject of feedback, the “Johari Window” has proved itself to be a useful 
tool in explaining the role of feedback in educational settings. It was developed by Joseph Luft, 
a psychologist, and Harry Ingram, a psychiatrist – their model makes it clear what the process 
is trying to achieve.

The top left window arena covers the aspects of yourself that are known to you and are clear-
ly evident to others – usually easily identifi able facts, but still useful to check others’ percep-
tions…

The façade covers the aspects that are known to you but hidden from others – usually related 
to your motivation for doing things, your thoughts…

The blind spot covers those aspects that are known to others but not to you – often you will 
fi nd that others have a different perception of your actions and their consequences, things which 
you will not have thought about before….

Feedback is necessary to help us decrease the blind spots and increase the size of our arena. 
The better we know ourselves, the better youth leaders and youth workers we can be.

Known to self Not known to self

Known
to others   

arena blind spot

Not known
to others

façade Unknown

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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7. Personal Development & Learning Plan

Becoming a refl ective practitioner means putting your competence in evaluative practice into 
action for yourself.  As you have gone through the self-assessment process you have been en-
couraged to make notes of areas you want to develop.  Once you have also received feedback 
you have a lot of information about yourself.  This personal development and learning plan is 
a simple form, designed to help you give your ideas a shape and form.  Be realistic in what you 
want to achieve! 

Experience has shown that you can be most effective in this if you make your plan as specifi c 
as possible.  For example, if you have the aim of learning another language, then you should 
plan by which date you will be able to hold a normal conversation in that language. 

So, what do you want to do? (and maybe add a reason to help you remember why you want 
to do it).

How do you intend to do it? (attending a course, reading a book, contacting a trainer, etc). 
And how will you know you have completed your plan?

Doing things alone can sometimes be unexciting, so is there anyone who could help you or 
accompany you?

When will you start? When will you fi nish? Set specifi c (and reasonable) deadlines for your-
self.

You might also want to spend some time thinking about how to overcome anything which 
could be a barrier to achieving your goals – again, be realistic, but keep up your spirit!

Remember to set a date for yourself to return to the plan and your self-assessment to fi nd out 
what progress you have made.

Going through the process of using the portfolio can also help in discovering and defi ning skills 
and competences that could be useful when applying for jobs. These competences should also 
be described in a CV (curriculum vitae). If you have not already tried it, the Europass enables 
people to describe their learning in voluntary or youth work in the Europass Curriculum Vitae 
which is free for download in all the European Union offi cial languages here: http://europass.
cedefop.europa.eu. The European Commission is currently developing a specifi c Europass-
Youth. 

PA R T  T W O  -

S T E P S  I N  M A K I N G  Y O U R  P O R T F O L I O
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1. Short Glossary
Some of the language used in the portfolio is fairly new to youth work practitioners and so we 
decided to include this short glossary to help with understanding the wider context.  Please 
note that these terms are part of the “work-in-progress” of attempting to describe non-formal 
education and learning in the youth work fi eld – the debate is still open! The glossary is drawn 
from a paper written by Lynne Chisholm for the Bridges for Recognition conference held in 
Leuven in early 2005. She called it “Recognising non-formal and informal learning in the youth 
sector. Terminology Cheat Sheet” and we thank her for permission to use parts of it here. As 
things develop these terms will be further defi ned and others will join them on the website of 
the European Knowledge Centre: http://www.youth-knowledge.net/.  

Object of recognition

Ability refers to capacities that someone can already demonstrate that s/he possesses, such as 
having the ability to speak a certain language.

Capability refers to what someone can demonstrably or presumably do, and therefore it is si-
milar to the terms skills and competence.

Knowledge: it is impossible to provide a satisfactory account of the conceptual background 
behind the term ‘knowledge’ in a few words. In the everyday world, the meaning of the term 
knowledge appears self-evident: it is what someone individually knows or the sum of what a 
given civilisation collectively knows. But what does it mean to know something? What is it that 
is known, how do we come to know it, why does it count as something worth knowing, and 
what do we do with it when we know it? In educational practice knowledge is what there is 
to learn, but it is not necessarily useful and worthwhile of its own accord. It has to be joined 
up with skills and competences (to become useful) on the one hand – and no less importantly, 
with principles and values (to become worthwhile) on the other hand.

Skill means having the knowledge and experience needed to perform a specifi c task or job – so-
meone who has learned what to do (possesses the knowledge) and how to do it (can transfer 
the knowledge into real practice), which also means that someone else can observe the skill in 
action. 

Competence is often used interchangeably with the term skill, but they do not really mean 
the same thing. Competence means the ability to apply knowledge, know-how and skills in a 
stable/recurring or changing situation. Two elements are crucial: applying what one knows and 
can do to a specifi c task or problem, and being able to transfer this ability between different 
situations.

Forms and Procedures

Evaluation: in English, evaluation only means to make a reasoned judgement about or to give 
a plausible account of something. It does not imply any specifi c purpose (such as grading indi-
vidual performance), nor does it imply any particular method of evaluation (such as a written 
test), and nor does its outcomes automatically suggest that something is of greater value or 
importance than something else (such as Council of Europe activities in comparison with SALTO 
activities).

Assessment takes place when evaluation has a comparative dimension that involves setting 
individuals, activities or institutions into a ranking order of performance or achievement. The 
ranking may be set in relation to criteria that are specifi c to the context, process or outcomes 
that are being assessed (such as: who swam the river fastest, or which EVS agency has the hi-
ghest success rate in attracting socially disadvantaged young people into the programme). Al-
ternatively, relative performance may be assessed against an external standard (such as in the 
case of the PISA attainment tests for 15-year-olds in different countries).

PA R T  T H R E E  -  A P P E N D I C E S
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Learning outcomes are the results of a learning process, which may be expressed in a variety 
of ways. In fact, the outcomes that are recorded and measured at any one point in time are in-
terim moments in a learning process, that is, a snapshot frame in a fi lm (which could also run 
backwards).

Certifi cation refers to a standardised process of formally validating knowledge, know-how, 
skills and/or competences acquired by an individual or represented through a learning/service 
provider.

Certifi cates or diplomas are the ‘piece of paper’ which record the outcome of the certifi ca-
tion process. It most frequently has the status of an offi cial document, but this is not an abso-
lute prerequisite.

Qualifi cation can also simply be a synonym for a certifi cate or diploma. In the world of formal 
education and training in Europe it is usually an offi cial record or document testifying to the 
fact that a person has successfully completed a given course or reached a given standard of 
achievement for a specifi ed fi eld, skill or competence.

Accreditation: formally or socially recognised authorities or instances accredit courses, activities 
and their outcomes. This means they testify that organisations and individuals meet standards 
to which all have agreed to conform. They vouch for the credibility of the certifi cates and di-
plomas that are issued, and hence for the reliability and validity of the monitoring, evaluation 
and assessment of the individuals and the organisations whose judgements are given the stamp 
of approval.

Accreditation of prior experience and learning (APEL) refers to the application of some 
kind of formal recognition to the knowledge, skills or competences that individuals have acqui-
red in non-formal and informal ways during the course of their lives.

Validation of non-formal/informal learning: APEL is one way of validating non-formal and 
informal learning, that is, evaluating (possibly assessing) and recognising learning progress and 
outcomes. In the world of research methodology, the adjective ‘valid’ means that there is an 
accurate link between a theoretical concept (an idea) and its empirical indicator (a measurable 
observation). More simply, this means we assume, in good faith and with reasonable confi den-
ce, that something we can observe (and perhaps measure) in real life does genuinely refl ect an 
idea in our heads.

Social recognition points to the status and esteem (‘feel good factor’) that individuals, orga-
nisations or sectors receive as a consequence of displaying certain characteristics, reaching cer-
tain achievements or engaging in certain activities – such as learning. It might also extend to 
material rewards, such as higher incomes for those with higher level qualifi cations. 

Codifi ed recognition: for education and training purposes, regardless of sector and level, this 
term specifi es a formal and often offi cial (including legal) recognition of learning participation 
or outcomes, such as a certifi cate or a diploma.

You can also fi nd descriptions of terms used here in the publications of the Council of 
Europe/European Commission Partnership (for example, in the T-Kits series) www.youth-
training.net,  and  in the publications of the SALTO network: http://www.salto-youth.net  
(there is a good working paper on defi ning the “European Dimension” in local youth ini-
tiatives, for instance).

PA R T  T H R E E  -  A P P E N D I C E S
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COUNCIL OF EUROPE
COMMITTEE OF MINISTERS

Recommendation Rec(2003)8
of the Committee of Ministers to member states
on the promotion and recognition
of non-formal education/learning of young people

(Adopted by the Committee of Ministers on 30 April 2003 at the 838th meeting of the 
Ministers’ Deputies) 

The Committee of Ministers, under the terms of Article 15.b of the Statute of the Council of 
Europe,

Having regard to the objectives of the Council of Europe in the youth fi eld and in the fi eld of 
education;

Having regard to the Final Declaration adopted by the 5th Conference of European Ministers 
responsible for Youth in Bucharest (27-29 April 1998), in particular the reference to non-for-
mal education, and to the Final Declaration of the 6th Conference (Thessaloniki, 7-9 November 
2002);

Having regard to Recommendation 1437 (2000) of the Parliamentary Assembly on non-formal 
education;

Having regard to the experience and achievements of the youth sector of the Council of Europe 
regarding non-formal education/learning, in particular the work of the European Steering Com-
mittee for Youth (CDEJ) and the Symposium on Non-Formal Education held at the European 
Youth Centre in Strasbourg from 12 to 15 October 2000;

Having regard to Recommendation Rec(2002)6 of the Committee of Ministers to member sta-
tes on higher education policies in lifelong learning;

Having regard to the activities undertaken since 1999 by the Council of Europe in the fi eld of 
education for democratic citizenship, and Recommendation Rec(2002)12 on this issue, adopted 
by the Committee of Ministers;

Considering the important role attached to non-formal learning in the Lisbon process and the 
present debate on lifelong learning in the European Union as well as in the White Paper of the 
European Commission “A new impetus for European youth”; taking into consideration the on-
going co-operation between the Council of Europe and the European Union in this fi eld;

Convinced that lifelong learning has an important role to play in reducing social inequality and 
social exclusion, and in promoting active participation in democratic life; and that non-formal 
education/learning can contribute to secure all the knowledge and capacities which young peo-
ple need to succeed in contemporary societies;

Convinced of the necessity to mobilise the full learning potential within children and young 
people, in view of the social and cultural transformations resulting from the emergence of 
knowledge-based economies and societies in Europe and the world as a whole,
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1. Recommends that the governments of member states:

a. reaffi rm that non-formal education/learning nowadays constitutes a fundamental dimension 
of the lifelong learning process, and therefore work towards the development of effective stan-
dards of recognition of non-formal education/learning as an essential part of general education 
and vocational training, and this with regard to:

–  the qualifi cation of professional and voluntary staff in charge of offers of non-formal 
education/learning; 

– the quality of the education/learning offer itself;
–  the monitoring of learning progress made by participants within non-formal education/

learning programmes, both individually and as part of a group; 

b.  support the creation and the use of a European portfolio as a description tool aiming to re-
cord experiences, skills and knowledge (learning outcomes) acquired through non-formal 
education/learning, bearing in mind the example of the European Language Portfolio;

c.  promote equal opportunities for all young people, in particular for the socially-disadvantaged 
groups, by creating equitable conditions of access to non-formal education/learning in order 
to fully develop its potential with regard to reducing social inequality and social exclusion;

d.  actively encourage innovative non-formal education/learning experiences by supporting the 
effective dissemination of relevant documentation about good practice, training methods 
and achievements of non-formal education/learning; 

e.  introduce support measures for non-formal education/learning initiatives aiming to encou-
rage young people’s commitment and contribution to the promotion of values such as active 
citizenship, human rights, tolerance, social justice, inter-generational dialogue, peace and 
intercultural understanding;

f.  actively engage the non-formal education/learning sector, alongside the formal  educational 
and vocational training systems, in the development of a common European area for lifelong 
learning;

g.  actively use the potential of non-formal education/learning as a complementary means of faci-
litating the integration of young people in society, by supporting their increased participation, 
in particular those from transition countries, in relevant European exchange programmes;

h.  promote dialogue between actors of formal and non-formal education/learning and encou-
rage better understanding of different approaches concerning non-formal education/learning 
in the different European countries;

i.  support and further develop existing research work in the fi eld of non-formal education/lear-
ning, as well as the use of its results; encourage the gathering and diffusion of examples of 
good practice in the fi eld of non-formal education/learning, at national and European levels; 
and further support existing co-operation between the Council of Europe and the European 
Union in this respect;

j.  make non-formal education/learning a signifi cant element of national youth policies, and of 
Eu ropean co-operation in this fi eld;

k.  secure suffi cient human and fi nancial resources for the implementation and the recognition 
of non-formal education/learning programmes and their outcomes, with a view to enabling 
non-formal education/learning to have an adequate space within the learning community; 

2.  Invites the Secretary General of the Council of Europe to transmit this recommenda-
tion to the governments of those states parties to the European Cultural Convention 
which are not members of the Council of Europe.
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Your feedback about the Portfolio is appreciated!

This portfolio is very much a “work-in-progress”: we realise that it will be used in very 
different circumstances.  Therefore, we would really appreciate your feedback about the 
use of this Portfolio – so please feel free to send your comments to us at :  
youthportfolio@coe.int

or: 
European Portfolio for youth leaders and youth workers
Directorate of Youth and Sport
Council of Europe
F - 67075 Strasbourg Cedex
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Lukasz (Poland), Zbrojkiewicz Katarzyna (Poland), Zhelyazkova Radostina (Bulgaria).





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


