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Quick-Start-Guide
EMPRETEC Impact Assessment 
Step-by-step Guide
A) Before the Start of the Training Workshop
1) Application Form
· Applicants fill-in both parts of the application form (personal background and business background). This information is required to be able to indicate impacts of the training on PECs and business performance
· The application form can be filled-in online, or collected by paper (data will then be entered by the UNCTAD assessment team)
2) PEC Scoring Matrix

· The EMPRETEC centre assesses the applicant’s PEC scores (e.g. through interviews)

· The PEC scoring matrix is filled-in and kept by the centre

3) Course Expectations
· At the first day of the training course, during the introduction/ module on learning expectations, participants are asked to fill-in the expectations form

· The form is handed to the trainer who puts the form online or sends it the UNCTAD assessment team
B) At the end of the Training Workshop (e.g. on the last day)

4) Course Evaluation

·  At the last day of the training, participants evaluate the workshop and fill-in the evaluation form

· The evaluation forms are handed to the trainer who puts the form online or sends it the UNCTAD assessment team

C) Four months after the end of the Training Workshop
Former participants are invited for a re-assessment. For this purpose, their PEC scores are re-assessed through an interview and former participants are asked to fill-in two forms

5) Post-Training Learning and Impact Evaluation Form for EMPRETECOS
· EMPRETECOS fill-in the Post-Training Learning and Impact Evaluation Form for EMPRETECOS form before the PEC re-assessment interview
6) PEC Scoring Matrix (4 months)

· The PECs of fromer participants are re-assessed in an interview. The PEC Scoring Matrix is filled-in by the EMPRETEC centre
7) Post-Training Assessment Form for EMPRETECOS
· After the PEC re-assessment interview, former participants are asked to fill-in the Post-Training Assessment Form for EMPRETECOS form
D) Eight months after the end of the Training Workshop

Steps 5 to 7 are repeated 8 months after the end of the training workshop again.
E) Data Entry

Once the assessment has been completed, there are two options for the data entry:

1) Enter the data yourself in the online questionnaires 
OR
2) Send the forms for data entry (either by post, scanning or faxing them, whatever is most feasible to the UNCTAD assessment team. This second option might help you save time and the hassle of data entry. Please keep a copy of the forms you sent for security reasons.

For more details, see the Impact Assessment Website at http://www.empretec-assessment.org 

For any questions, you can contact us at: info@empretec-assessment.org 
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