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Foreword:  
 

The humanitarian crisis in Iraq is one of the most extensive experiences worldwide, with 
the fastest displacement rate since 2014. Vulnerable populations in Iraq include both the 
recent and long-term displaced, those who remained in conflict areas, those who returned 
to newly liberated areas (NLAs), and communities hosting displaced people. All aspects of 
life have been disrupted for those affected by the conflict, including access to health care, 
education, income opportunities, safety, and security. The Emergency Livelihoods Cluster 
(ELC) specific objective, “Livelihood sources are protected for IDPs in-camp, IDPs out-of-
camp and returnees through emergency livelihood support (livelihoods support)” The ELC 
strategy is designed to help conflict-affected people cope with the impact of the crisis, 
improve social cohesion and reduce tensions that can lead to violence, secondary 
displacement, and involuntary returns. 
 
The private sector has been negatively impacted due to several factors, including insecurity, 
reduced government budgets and spending, disruption to value chains and normal 
business operations. Competition for private-sector jobs increased in the Kurdistan Region 
(KRI) as people left government jobs, and IDPs and Syrian refugees sought employment. At 
the same time, labour market assessments revealed that available jobs went unfilled as 
private sector actors faced challenges in identifying qualified employees. In some areas of 
Iraq, the emergency stage was overcome more quickly, and partners started to transition to 
early recovery, which included capacity building and private sector development.  
 
One of the critical programmes livelihoods partners are implementing is vocational training 
(VT) to help build capacities and support individuals to become more resilient and access 
local employment. Livelihoods partners and communities have found utility in these 
programmes as they increase opportunities for beneficiaries to meet their basic needs while 
helping to decrease social tensions. 
  
With the high level of need, partners often provide vocational training opportunities in the 
same VT centres and the same subject areas. It was observed that partners were offering VT 
at varying quality standards and price ranges, which necessitated the production of 
Standard Operating Procedures (SOPs). Other identified issues include - different rates for 
trainers, stipend amounts for trainees, beneficiary selection when there is limited financial 
reach for all in need, gender barriers, cultural limitations on certain types of work, and others 
addressed in this document. As such, partners collaborated to produce guidelines for use by 
the many organisations providing VT across Iraq. After the cluster endorses this SOP, 
partners are encouraged to implement VT projects based on guidelines from this document. 
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Introduction:  

 
Vocational training is a short-term skill development opportunity to prepare 

young adults for low-skilled labour in a specific career or trade. It typically comes in a hands-
on learning process that helps connect graduates or those who did not complete school to 
the local market through the redirection of skills needed to join labour markets.  
 
 
Vocational training can provide the opportunity for a career shift through acquiring new 
skills or an additional set of skills that can help entrepreneurs and job seekers secure 
alternative livelihood. Vocational training focuses on applying learned skills rather than 
traditional academic education and skills. It, therefore, provides a link with private sector 
employers and the creation of self-employment opportunities.  
 
 
Vocational training can also help bridge the skills gap between formal education and the 
changing requirements of the local labour market. Vocational training can take the shape of 
formal training in a classroom setting close to the industry standard, an apprenticeship/on-
the-job training for a specified, short duration, or an opportunity to acquire the basic 
knowledge, then working under the supervision of relevant skilled labour. The advantage of 
practical, non-classroom-based training is that private sector actors are involved in the 
capacity building of the workforce, which will ultimately serve the interests of both 
prospective employers and employees.  
 
 
The inclusion of at-risk and vulnerable adolescents in vocational training is paramount to 
ensure an integrated approach between livelihood and child protection sectors. In the 
broader frame of the vocational training standard operating procedures (VTSOP), vocational 
training aims to mitigate protection issues such as child labour, unaccompanied and 
separated children (UASC), child marriage and other risks. This is achieved by addressing 
delays and disengagement with education, psychosocial distress, communication 
difficulties and strengthening adolescents’ abilities to communicate professionally and 
build a professional support network.  
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Vocational training offers the opportunity to build resilience and strengthen adolescent 
coping mechanisms as they navigate their way through developing new skills. By building 
self-esteem and enhancing skills development, vocational training offers a concrete 
opportunity to prepare young adults for low-skilled labour in a specific career or trade.  
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     Vocational Training in 
 Livelihood Framework 

  

Vocational training (VT) is an integral part of the Sustainable Livelihood (SLA) 

Framework. It supports Human Capital, which is the most important capital of all. There are 
five Livelihood capitals in the framework: Human, Financial, Physical, Social and Natural 
means, or assets. Any of these assets can potentially be used in building sustainable 
livelihoods. Human Capital is composed of two pillars: knowledge and health. The 
knowledge pillar helps in efficiently and successfully implementing the other assets used to 
promote livelihoods. 
  
The basic assumption is that anyone should be healthy and have a certain level of 
knowledge, skill, or education to manage the other capitals better to maximize their utility 
in promoting the livelihood and wellbeing of family members and the wider community. 
Vocational training plays a decisive role in acquiring the necessary knowledge, skill, or 
education to help beneficiaries develop their sustainable livelihoods. The following SLA 
Framework explains how vocational training can fit:  
 
Fig. 1. Sustainable Livelihood Framework  
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 VT can affect all the dimensions of the SLA framework. Once the necessary skills are acquired and 
mastered, revenues from other capitals can be increased. Once knowledge is acquired and got, one 
possible impact is acquiring financial capital, leading to developing other livelihood assets.  
 
For desired outcomes, the implementation and synchronization of the whole framework are crucial. 
Vocational training should consider beneficiaries from cash for work projects, especially those 
showing potential talent, where further training may help them establish small businesses. This 
practice should not be viewed as assisting beneficiaries twice over, as cash for work assistance is a 
short-term one-time support. Vocational training should also create pathways to grants and job 
placements. In this way, they will become better qualified to fit jobs offered by the private sector. 
Creating pathways between cash for work, job placements, and business grants should cooperate 
with all participating NGOs and agencies. However, it is up to each agency to deal with any cash for 
work candidates dependent on their budgets and circumstances. 
 

 

Beneficiary Selection: 
Training Methods: 

 Vocational training is an economic empowerment and resilience building intervention. Vocational 
training facilitators need to have practical experience in the specialization they teach, such as being 
business owners in a relevant career or a specialist in their field. Importantly, they must be able to 
transfer knowledge, attitude, and skills. The training should be delivered through various methods 
by specialized accredited instructors or established professionals. Most importantly, training should 
include practical exercises whenever possible. Relevant education and previous training experience 
should be considered in the service provider selection process and include models/samples of 
training methods (Interactive, visuals, games, brainstorming, etc.). If the training is conducted at a 
MoLSA facility, trainers are already available. 

 

Beneficiary Selection:  

Vulnerability should not be the only determining factor in beneficiary selection criteria for 
vocational training; interest and willingness to learn a particular vocation or skill are critical too. 
Therefore, participants should possess relevant basic skills making this an essential criterion in 
beneficiary selection. This will ensure a higher possibility of acquired skills leading to productive, 
stable employment or entrepreneurship. Beneficiary selection should also reflect the diversity 
within a community, for example, balancing IDPs, refugees, returnees, and host community 
members.  Consideration of the ratio of a population in the target area, extracted through an 
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assessment, the context, for example, balancing gender, ethnicities and religious affiliation, or 
different diverse elements in the community, can help partner NGOs ensure they ‘do-no-harm’ (to 
avoid exposing people to additional risks through our action). Years of conflict have caused several 
children (under 18 years) to get involved in the labour market. While the minimum age of 
employment in Iraq is 15, humanitarian and development partners need to take protection 
measures regarding the inclusion of these younger age groups in livelihoods programming, 
ensuring they are not involved in the worst forms of child labour. Coordination with the child 
protection sub-cluster has resulted in the decision to include children of legal age in VT. This is seen 
as a protection mechanism for those young people as they can help support their households. To 
protect children of 15-17 years of age from exploitative or unsafe working arrangements, the 
Emergency Livelihoods Cluster is working with partners to implement this strategy. Hence, partners 
are advised to consult the Emergency Livelihoods Cluster/or the child protection sub-cluster for 
guidance when children between 15 and 17 are likely to be involved in VT activities. This could 
include their involvement in vocational training programs to equip them as skilled labourers, 
helping them join the labour market when they reach legal age. In general, beneficiary selection for 
specific training subjects should consider the community’s cultural aspects, priorities and concerns, 
and the market’s demands and opportunities for work. This includes offering separate courses for 
men and women, if necessary, or scheduling the classes at a time and in a safe location accessible 
for all participants. To ensure the community’s concerns and priorities are voiced and programming 
risks are reduced, consultation with the community should occur before the activities start to set 
and explain beneficiary selection criteria. When considering beneficiaries for vocational training 
inclusion, vulnerability criteria should be considered, including but not limited to: 
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Before accepting and enrolling adolescents in vocational training, it is recommended that selected 
adolescents attend some basic life skills programmes. In this way, practical skills are addressed, and 
training programs are helped to acknowledge and address ongoing protection concerns.  This 
helps ensure psychosocial wellbeing, resilience building, strengthens coping skills, and the overall 
healthy development of these young people. It is noted that high-risk cohorts will need to be 
prioritized in these life skills programs to ensure the development of a protective social network of 
young people at a family and community level. Examples of high-risk cohorts include adolescent 
survivors from sexual abuse, children with perceived, actual or former affiliations with armed 
groups (CAAFAG), and Unaccompanied Asylum-Seeking Children (UASC). 

 
Life skills and psychosocial support programs have been formalized and standardized in Iraq. 
Meaning organizations intending to conduct activities should contact the Child Protection Sub 
Cluster and the Psychosocial Support (PSS) Taskforce to receive resources and specific training on 
the relevant standardized programs. In addition, referral pathways have been established through 
the PSS task force to ensure adolescents can be referred to the appropriate child protection partner 
for ongoing support and additional life skills programs. 

Duration 
The duration of specific vocational training courses has been standardized by MOLSA, which works 
directly with the International Labour Organization (ILO). The time is dependent on several factors, 
including the type of training and whether it is primary or advanced. Typically, courses last between 
2-3 months. However, a month-long training course may be considered by MOLSA to suit the 
availability of vulnerable young people, partners’ budget limitations and any other circumstances 
related to any emergency intervention. 

For example, a partner who operated cash for work activities as part of their emergency livelihoods 
projects used the first three days of the one-month ‘cash for work’ scheme as a vocational training 
time. During this, they provided basic training in knowledge and principles. For the rest of the 
month-long course, the beneficiaries worked under the supervision of a skilled laborer to help them 
gain the required skills. 

 
The duration and working hours of training days need to consider the needs of those physically 
challenged, women heads of households, pregnant/lactating mothers, etc.  
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  Selection Criteria 
  
The development of technical and complex skills so that trainees can safely and efficiently use any 
tools or technical equipment associated with their line of work is essential. The selection process for 
this training should be based on criteria that ensure the most vulnerable and marginalized are 
allowed to participate. For example, appropriate tasks can be implemented within a project to 
encourage the participation of women-headed households or persons with a disability (See 
Washington Group Questions for guidance on conducting assessment and selection). Suitable 
opportunities should be provided for those with gender vulnerabilities, poverty, displacement, 
unemployment, physically challenged family members. etc.  

While remaining the primary selection criteria, vulnerability should not be the only determining 
factor in selecting beneficiaries for vocational training. Secondary selection criteria should consider 
the interest and willingness of potential candidates to learn specific vocations or skills and ascertain 
whether opportunities exist to utilize these skills in the marketplace. All of these factors should be 
considered when defining the beneficiary selection criteria. In this way, there will be a higher 
probability of candidates acquiring stable employment or entrepreneurial opportunities.  

Beneficiary selection should also reflect the diversity found in a community, balancing the ratio of 
IDPs, refugees, returnees, and host community members in a potential project area. Usually done 
through an assessment, selection processes should also be appropriate to the context, for example, 
balancing gender (being mindful of cultural norms and the ‘do-no-harm’ principle), ethnicities and 
religious affiliation, or any other factors relevant to the community.  

Years of conflict have caused several children (under 18 years) to get involved in the labour market. 
While the minimum age of employment in Iraq is 15, humanitarian and development partners need 
to take protection measures regarding the inclusion of these younger age groups in livelihoods 
programming, ensuring they are not involved in the worst forms of child labour. Coordination with 
the child protection sub-cluster has resulted in the decision to include children of legal age in VT. 
This is seen as a protection mechanism for those young people as they can help support their 
households. To protect children of 15-17 years of age from exploitative or unsafe working 
arrangements, the Emergency Livelihoods Cluster is working with partners to implement this 
strategy. Hence, partners are advised to consult the Emergency Livelihoods Cluster and the child 
protection sub-cluster for guidance when children between 15 and 17 are likely to be involved in 
VT activities. This could include their involvement in vocational training programs to equip them as 
skilled labourer’s, helping them join the labour market when they reach legal age. In general, 
beneficiary selection for specific training subjects should consider the community’s cultural 
aspects, priorities and concerns, and the market’s demands and opportunities for work. This 
includes offering separate courses for men and women, if necessary, or scheduling the classes at a 
time and in a safe location accessible for all participants. To ensure the community’s concerns and 
priorities are voiced and programming risks are reduced, consultation with the community should 
occur before the activities start to set and explain beneficiary selection criteria. 
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 How do we choose  
Vocational Training Topics? 

Partners should conduct combined value chain analysis and labour market assessments to 
determine which sectors or value chains should be focused on to equip candidates through 
vocational training programming in a specific community. These assessments should cover the 
different value chains, e.g., construction, food processing, garments, car maintenance, etc. and 
identify the availability of skilled labour and capacity for these sectors within the community. 
Partners should aim to identify expanding industries or value chains, including those showing 
potential to grow. These sectors are likely to require skills; the current availability of these skills 
within the community and potential private sector partners should all be identified. This way, 
appropriate VT will help fulfil a growing demand in the workplace. Partner NGOs may also consult 
directly with private sector actors to view them as potential employers. Identifying their 
requirements will help anticipate labour market needs, help shape the training topics, and help 
facilitate direct employment for the beneficiaries once the training is completed. 

For example, in returnee communities, where construction is an identified value chain, skills will be 
required (building, plumbing installations, electrical installations, carpentry, painting, roofing, etc.). 
Such vocations will have a high labour market demand. Therefore, providing vocational training 
opportunities to promote these skills will increase the possibility of attaining work in those 
communities and facilitate private sector activities.  

Partners should be mindful of market demand, avoiding oversaturating the labour market with 
graduates and job seekers in the same sector. For example, supposing training is carried out for fifty 
barbers in a small community, it is unlikely that there are enough work opportunities for them all. 
The same can be said if 100 ladies receive training in sewing and tailoring in an open market where 
good quality fashionable ready-made garments are available for relatively low prices. 

It is also recommended to establish focus group discussions (FGD) and Key Informant Interviews 
(KIIs) to facilitate direct feedback from community members regarding vocational training topics. 
Feedback from the community helps in adapting to current or future training programs. 

Based on decisions made following the initial assessment, partner NGOs may need to identify 
appropriate vocational training service providers or trainers and tailor the vocational training 
content to the specifics of the assessment findings.  For a successful program, knowledge gaps, 
fundamental skills, and professional attributes needed for a vocation should be identified, and the 
training content built around these identified factors. 

While ELC Partners’ should draw from their experience, they should also cooperate with existing 
vocational training centres, such as those managed by the Iraqi and Kurdistan Regional 
Government’s (KRG) Ministry of Labour and Social Affairs (MOLSA). These centres can provide 
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relevant training that matches participants’ needs to build their skills. It can give access to curricula, 
facilities to enable VT activities, and certification that enhances their qualifications and ultimately 
prepares them to join the labour market. 

While standardized vocational training content is required to ensure that beneficiaries acquire the 
required knowledge, experience and skills, existing vocational training courses may need to be 
customized. A local market or private sector partner may have specific demands, so adaptation 
adds value to a course. For example, suppose a group of women know how to produce yoghurt out 
of sheep milk. A vocational training course on dairy production could add value by teaching them 
to produce cheese, improve hygiene practices, proper packaging and storing the product, etc. 

Vocational Training Requirements 
Planning for vocational training requires attention to the selection process of trainees, trainers, 
training premises, course duration and logistic arrangements. Some considerations to take during 
planning are detailed below: 
 

 Selection of Qualified Trainer/facilitator  
Partners organizations should carefully choose facilitators or trainers for VT programs. Trainers 
should be committed, experienced professionals, and fully equipped with the necessary knowledge 
and skills to motivate the trainees and facilitate the learning process. A service provider mapping 
exercise can be carried out to identify the competent service provider offering Vocational Training 
Services using the Service Provider Mapping (SPM) tool attached (See Annex 3). The trainer should 
focus on participants’ previous work experience, assess transferrable skills, and build programs that 
require knowledge and skills. These could include manual jobs, such as plumbing, carpentry, 
painting, food processing, and office jobs, such as accountancy, business management, packaging, 
or IT skills. 

Non-technical courses could also be considered, such as life skills or developing soft skills, 
supporting beneficiaries with interpersonal interactions in a professional setting.  These could 
include following instructions, communicating effectively, and cooperating with others in a team. 

The training should be delivered by specialised and accredited instructors or established 
professionals. Sessions should include practical exercises when possible. Relevant education and 
previous experience in providing training should be considered part of the service provider 
selection process. Models/samples of training methods should be part of a scoring matrix for 
service providers (Interactive, visuals, games, brainstorming, etc.). If a MOLSA facility conducts the 
training, trainers are already identified and provided. 
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Trainers should preferably be from the same population as the beneficiaries area of 
residency. It may prove safer for them than someone having to be transported from 
somewhere further away.  Someone from the locality will also have a deeper understanding 
of training needs. For example, training women is best done locally by someone that 
understands the tribal and religious norms and traditions. This gives employees a more 
significant margin of safety by reducing travelling in vulnerable areas, both for trainers and 
attendees, which reduces overall costs, especially if vocational or educational training 
centres are far away – with high transportation costs being avoided. 

Trainers for adolescent programs will be required to have completed training on core principles of 
child protection and feedback mechanisms, and preferably for those with professional child 
protection backgrounds. In all cases, it should be ensured that the trainer has the necessary 
professional skills to respond to the specific needs of adolescents in vocational training programs. 

 

Vocational Training Premises 

Many of the Emergency Livelihoods Cluster partners cooperated with MOLSA. They utilized some of 
their Vocational Training Centers (VTC), which are equipped and authorized by the Iraq and KRG 
governments to provide vocational training. They have facilities equipped for conducting 
vocational training in which their trainers deliver the movement through a variety of methods by 
specialized and accredited instructors and professionals. However, vocational training can take 
place on a job site, where individual trainees can acquire the needed knowledge and skills and 
work under the supervision of skilled labour to develop various trade skills and soft skills from 
established professionals. 

During the program's design phase, vocational training programs should consider the 
requirements of people with special needs (e.g., using ground floors with easy accessibility); lack of 
access should not be a barrier to program participation. Please refer to Annex 1 for a vocational 
training premise inspection checklist. 
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 Specific considerations for adolescents may include, but are not limited to: 

 

  

 
 

 

 

 

 

 

 

 

 

 Training Allowance and Stipend  
transportation, meal, costs 
 
To help the most vulnerable beneficiaries participate in vocational training courses, they may be 
given a small stipend, especially when they cannot afford to lose a full day’s wage. Ideally, a training 
allowance should not exceed the recommended daily salary of unskilled labour - 20 US dollars per 
day. Emergency Livelihoods Cluster partners have identified a variety of factors that can be used to 
help determine vocational training costs, such as: 

 Daily training schedule: Daily training hours are dependent on the curriculum, 
available funds and the project life cycle.  

 Location of the vocational training premises about the beneficiary: Any transport 
stipend should cover the total cost of transportation to and from the training venues 
located in an easily accessible part of town.  

 Equal transport allowance should be given to all beneficiaries from the exact 
location. An appropriate method to calculate costs should be established for those 
not having the same circumstances (i.e., those from outlying villages, camps, remote 

Safe and easy access 
for adolescents 

(considering distance, 
lighting, time of day to 

allow for gendered 
segregation of training 

where appropriate) 

If the center is far from 
where the adolescents 
reside, supervised and 
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provided as part of 
project 

implementation 

Where a young girl is 
also a mother, safe and 
appropriate childcare 

considerations need to 
be factored to ensure 
this is not a barrier for 

inclusion 



 

 

18 
 

areas, etc.). Some partners have promoted shared vehicle use, providing a common 
means of transport can also be considered, like hiring a bus.  

 Meals and breaks: Breaks must be provided to allow for effective learning, and for any 
full day of training, lunch should be provided. At least one refreshment break (tea, 
juice, sandwich, biscuits, etc.) should be considered for a half-day training or less.  

 Season and timing of the training: In Iraq, the hot summer season requires more 
refreshments and fewer breaks are necessary during the winter. During Ramadan 
(the Muslim holy month of fasting), there will be no food or drink consumption by 
most participants. Thus, the stipend should be higher and training hours reduced. If 
possible, conducting training during Ramadan should be avoided.  

 Type of beneficiaries: Lactating mothers and mothers with young children might 
need to be provided with special facilities to eliminate barriers to their participation 
in the training. 

   Certification and Accreditation  
Before beneficiary selection, partners should decide the admission requirements regarding 
knowledge and skills. This could include demonstrating previously acquired occupational skills, 
school grades, and evidence of satisfactory completion of a work placement. Based on these 
factors, the partner would be able to decide which type of certification is appropriate for the 
beneficiaries after the course conclusion. No prior skills or education should be demanded 
adolescents to enter a program. Beneficiary selection should centre around vulnerability criteria 
only. 

Many ELC partners have partnered with MOLSA and its offices in different governorates to provide 
their standard certified vocational training courses to the partner’s beneficiaries. Some others 
partnered with MOLSA to certify the tailored or customizable VT courses but were not offered on 
MOLSA VT premises. In this case, close coordination to attain prior approval and agreement with 
MOLSA is required, and MOLSA officials must supervise the training and approve the curricula. In 
either case, coordination with MOLSA and their vocational training department (DVT) is essential to 
ensure NGO-provided VTs are certified by MOLSA at the end of the course. 

A comprehensive form should be used to select beneficiaries from within 
targeted families in the skills selection process.  This will determine the 
capabilities of each family, the recommendations of the outreach officers in 
the field survey, and then help in sorting them according to desire or interest, 
career orientation and skills. 
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  Managing Potential Risk and Tensions 
Before implementing any activity, including VT, partners should complete a risk assessment and 
mitigation plan. For VT programmes, the possible risks include: 

 Dropouts from the course or high absenteeism: This might be attributed to the long 
duration of the vocational training course, lack of desire to continue, lack of transportation 
costs coverage, accepting a new job opportunity, or the need to work, etc. Non-completion 
or high absenteeism would affect the level of acquired vocational skills and practical 
experience that would qualify trainees to receive certification, join the labour market or start 
their businesses. This requires attention from the partners during the selection process; it is 
recommended that trainees sign a pledge of commitment to participate until final 
graduation. Some partners combined cash for work assignments with vocational training. As 
they get trained, they get some income during their training by working under the 
supervision of a skilled laborer. This can be a measure to reduce the risk of dropouts. 
Additional factors to consider for adolescents include part-time school attendance, 
commitments to their families if they are the head of a household, and young girls who are 
already married may also have significant home commitments. This should be discussed 
and considered before commencing the training to mitigate these risks. 

 Managing trainees’ expectations: If trainees expect that they are guaranteed jobs following 
the training, this may cause resentment, absenteeism, and dropouts in the middle of the 
activity if they discover this is not the case. There should be clear information about this 
from the beginning. Post-training temporary job placements can motivate trainees to 
continue their training and acquire the necessary knowledge and skills. Involvement of 
private-sector employers or trade unions in the governance, content, or management of VT 
programs can also be an option to increase trainees’ interest and level of consistency and 
commitment. 

 Legal documentation: IDPs often do not have the required legal 
documentation/identification for livelihoods participation, which might also hinder their 
ability to travel. This would require understanding, flexibility, and additional support from 
cluster partners in setting beneficiary criteria and the location of training to ensure 
accessibility for the target population. Obtaining legal documentation for adolescents may 
require further approval from parents or community legal organizations when this is not 
possible. In addition, it will be necessary to ensure parents/caregivers have legal 
documentation to support the application for legal documentation for adolescents. 
Consultation with the Child Protection sub-cluster may be able to identify potential support 
agencies for young people. 
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 Do-no-harm: Mixing population groups in training programs promote social interaction, 
improves cohesion, and reduces community tensions. However, competition can emerge 
among trainees and potential cause conflict among the training participants. Facilitators 
and the partner NGOs need to consider the do-no-harm principle while forming groups by 
ensuring diversity and equal opportunity for all community groups. A collaborative attitude 
should be developed by facilitating work in mixed groups during discussion times and the 
application and selection process. Another mitigation measure is to ensure community 
members can understand the beneficiary selection criteria before this stage begins. For 
adolescents, VT should not be the reason for school dropout or dropout from PSS activities. 
Here coordination between the education, child protection and livelihood actors are 
essential 

 Safety and security: Trainees and trainers’ safety and security can be among the risks and 
challenges that the ELC partners need to consider. Risk mitigation should include the 
selection process of premises (which should involve specific feedback and input of women), 
security awareness at the beginning of the training, provision of safety equipment 
(including gloves and robust shoes where appropriate), and training on the proper use of 
equipment/tools before the course begins. When vocational training is connected to cash 
for work activity in a post-conflict context, there is a high risk of unexploded ordnances 
(UXOs) or injuries due to broken glass or metal fragments. In areas with a possibility of 
violent confrontations, trainees and trainers need to be made aware of security 
arrangements and evacuation procedures. 

 Community dynamics can represent barriers to attendance at training programs, especially 
for priority groups such as lactating mothers’ young women.  
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 Managing Disclosures 
During VT events, trust and rapport are likely to develop between peer groups and the trainer. This 
can often mean that the trainer will find themselves receiving direct disclosures of abuse or risk of 
abuse. 
Training on child protection principles and Protection Against Sexual Exploitation and Abuse (PSEA) 
will ensure trainers have the necessary skills to respond appropriately to a disclosure. It is important 
to note that the trainer is not expected to provide a child protection response or seek to directly 
resolve any concerns with the relevant family members or parties involved. Following disclosure, 
the trainer should reassure the young person and ensure they do not walk away from the 
interaction distressed. Immediately after, disclosures should be appropriately reported to the 
relevant government body, DoLSA or MoLSA. Where there is no capacity for a response from the 
relevant authority, the trainer and their organization will be directed to the Child Protection actor in 
the region. The latter will support and guide them through the most appropriate ‘do-no-harm’ 
principles. 

 Monitoring and Evaluation, Information Management and Reporting: 

The Emergency Livelihoods Cluster Partners have identified the minimum requirements for 
monitoring and evaluation. Additional measures beyond these are always recommended. 

 Attendance sheet: 

A daily attendance sheet should be used in vocational training events to track attendance (arrival 
and departure) every day and identify trends of tardiness, early leaving and absenteeism. Partners 
should follow up with individuals to identify the causes of lateness, early departure, or frequent 
absenteeism.  This may provide valuable lessons that can facilitate future planning related to the 
timing, content of the training, methodology, group dynamics, or other interests and 
commitments. Immediately addressing these problems can help partners ensure the continuation 
of a training program that replaces any dropouts with someone on the waiting list. In this way, 
beneficiary involvement is kept as high as possible. In addition, attendance sheets should be signed 
or fingerprinted by the beneficiary as it is an essential tool to verify beneficiary participation to 
donors and help with programme audits. 

The Attendance sheet will typically contain the full name of the participants. 
This unique ID number can help differentiate between those with a similar 
name, the training title, and the date. Considering beneficiary data protection, 
an attendance sheet that stakeholders can view should not include sensitive 
data such as national ID numbers.  
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 Activity monitoring sheet: 

Partners are encouraged to differentiate the monitoring role from that of the implementing team. A 
monitoring sheet can be a simple form filled in after every field visit from the monitors. The sheet 
can include: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Partners are also encouraged to maintain a box for complaints and suggestions that is opened 
regularly to learn about and respond to the beneficiaries’ needs and provide clarification as 
convenient. 

 Complaint and Response Mechanism։ 

Complaint and Response Mechanism (CRM). Organizations respond to beneficiary feedback 
through an established CRM. This is a formalized process providing a safe, confidential, accessible, 
transparent, and effective channel for beneficiaries and other stakeholders to raise concerns, 
register complaints, demand investigation, or suggest corrective actions to help resolve an issue. 
(Complaint’s Email, Phone Number, Box reference number, etc.) 

Progress of the visit; what were the 
activities that took place during the 

monitoring visit; level of attendance; 
provided material, performance of 

the trainer, level of participation 
from trainees, general atmosphere 
and appropriateness of the training 

premises, and visibility.  

Basic information; The 
project name; purpose of 
the visit; date and time of 

the visit; participants in the 
visit; and monitor’s name. 

Actions should be 
developed in agreement 
between the monitor and 
the project team on what 
needs to be done and by 

when as follow up actions 
on the visit and dialogue.  
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 Post-training survey: 

In the case of vocational training, this is equivalent to emergency response post-distribution 
monitoring. It is designed to measure the short-term response by beneficiaries after receiving the 
training. It aims to identify gaps and identify lessons that need to be learned.  The aim is that they 
can be utilized to make immediate corrective measures. 

 The Post-training survey should sufficiently cover all aspects related to 
delivered training. For example, the survey might include training content, 
methodology, appropriateness of tools and raw materials, and any other 
subject that will help inform decisions on improving and adjusting the 
training. For example:  

 Trainers’ evaluation should include questions like does your trainer come prepared to 
each class, engagingly communicate the subject, answer questions, explain things, 
have good knowledge in the field, etc. Partners are encouraged to present this 
feedback constructively, share it with trainers, and work together to improve results. 
 
 

 Trainees’ feedback on the curriculum and the whole process in general. This could be 
done using surveys or 1:1 feedback session with each trainee and collate responses 
about the curriculum on what is working well and what could be improved. 
 
 

 Documentation: 

Documentation helps in the process of reflection, including implementation of different training 
components, hours, participants feelings and group dynamics. Documentation of events and 
weekly reports on the general situation and a highlight report for case scenarios, for example, if one 
of the trainees dropped out. Documentation also includes success stories, human interest stories, or 
stories about overcoming personal or societal obstacles resulting from their training. A typical 
example could be – ‘A young lady overcomes her families’ opposition to join a vocational training. 
Through dialogue and support from the implementing NGO partner, her family accepted that she 
should join the training, acknowledging that this was crucial to her future success.’ 

Along with pre- and post-assessments, the trainer must sign an 
acknowledgement form and document. If the beneficiary cannot read and 
write, necessary measures should be put in place, such as requesting another 
participant to translate or conduct the survey verbally. 
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 Information Management and Sharing։ 

From the initial registration period, partners are encouraged to maintain a database of 
beneficiaries. This should include their basic information: name, age, family size, with a scanned 
copy of their IDs. This database should be well maintained, regularly adding all those joining the 
vocational training. Other areas included are basic vocational training needs, levels of knowledge 
and skills, consistency in participation, attitude towards colleagues, and monitoring of their 
progress until final graduation. MOLSA also maintains a database of trainees who receive training in 
the VTCs. These databases can help partner NGOs identify future participants in advanced courses, 
relevant nominations for trainers of trainers (ToT) systems, or recruitment of prospective trainers or 
peer-trainers. 

Information sharing often starts with donors as they are concerned about how their contribution 
was spent, i.e., the number of beneficiaries or assets supplied and the key results for participants. 
This process allows for more efficient future planning. Other agencies benefit from these field 
assessments or beneficiary databases, as it helps agencies avoid project duplication. This is 
especially important to help focus investment in areas that have been neglected. 

The ELC partners are advised to disaggregate and store sensitive information 
separately. Sensitive information includes but is not limited to their health 
status, tribal belonging, or religion. 

The guiding principles of data protection ensure that EL data of beneficiaries is 
collected lawfully with participants’ consent. It should be assured that 
beneficiaries are consulted about how their data is processed at each stage 
and provide information on how they can access it to verify, correct, and 
update their data. Lastly, measures must be implemented to protect personal 
data against loss and unauthorized access (i.e., password protected). 

 

 Reporting: 

Donor reporting formats differ, so a partner’s report should follow the donor’s format for narrative, 
statistics, and financial statements. A combination of statistics, graphs, history, storytelling, and 
supporting pictures help with the presentation of a report. 
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 The bare minimum should include the following: 
 

 Planned project objectives and results 

 Planned Activities and Indicators 

 Implemented activities 

 Achieved results 

 Project impact 

 Beneficiaries, including numbers, disaggregated by gender, the status of 
displacement and other diversifications 

 
 Financial reporting according to donor format, including the planned budget, 

projected versus actual spending and amount spent versus the received 
amount 
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 Evaluation 

1. Baseline/End-line surveys 

To be done at the beginning to study the status of the trainees before participants receive any 
training. It should include questions about knowledge areas they should gain by the end of their 
training and their expectations with examples of their answers (I want to start my own business, 
find a job, or know more about the subject, etc.) 

The same survey tool should be used at the end of the training to establish how valuable the 
training was, the acquired knowledge, acquired skills, opportunities of practice, etc.) Also, partners 
need to identify expectation differences and whether beneficiaries’ expectations were met or 
became more realistic by the end of their training, as well as their level of motivation. 

2.  Vocational training program review 

This review can be periodic or at the end of the vocational training program. Here training 
stakeholders to meet and review achievements, post-training results, baseline/end-line results, 
identify changes in implementation compared to plans and their causes, identify successes, 
obstacles, and lessons learned. Based on this review session, a report is developed and shared with 
the donor. 

3.  External Evaluation 

A third-party evaluation is helpful and is a way for the partner to conduct a mid-term or final 
evaluation. The budget would need to cover the costs of this evaluation, whether it be by a 
consultant or peer organization. Such an evaluation can improve the quality of services. However, it 
may well be time-consuming and costly. 

The partner needs to identify the terms of reference for the evaluation, determine whether this will 
be a process evaluation or impact evaluation, and identify the methodology, i.e., quantitative, 
qualitative, or case study based, or a combination of two or three. Evaluation can start with 
reviewing the project documents and database, then meeting with a sample of the beneficiaries 
and project team. Evaluation can provide findings and recommendations on the following main 
items: 

 Relevance: the design and implementation of the vocational training program, does 
it meet the real needs of the trainees, the relevance of timing, premises, duration, 
and technology used? 
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 Sustainability: Does the partner have the institutional capacity to produce 
sustainable project results, financial sustainability to replicate the results, and be able 
to deliver sustainable impact in the lives and skill levels of trainees? 

 Progress: how did the project implementation progress across the planned timeline 
and executive plan? Were there obstacles and bottlenecks? How did the 
implementing partner overcome them? 

 Efficiency: Were the training resources fully utilized? Were the outputs in terms of the 
number of trainees and quality of training achieved? 

 Effectiveness: Did the achieved outputs meet the training targets? Were there lessons 
learned to improve effectiveness further? 

 Participation: Participation of women and men; participation of diversified groups of 
participants; participation of government and private sector can all be tracked under 
this section. 

 Impact: the actual difference that the vocational training program has made in the 
lives and careers of the beneficiaries after the program was completed. Impact at the 
individual level, organizational level, and community level need to be measured. For 
example, at the personal level, did beneficiaries find employment opportunities, 
diversify their employability skills, increase their self-efficacy?  At the institutional 
level, could the partner gain a trained cadre of trainers, expand the network of 
organisational relationships with the government, increase trust from the 
community? Did it increase the diversity of skills services provided and improve 
employment rates at the community level? 

An evaluation team needs to provide clear findings and recommendations based on the type of 
evaluation. A debriefing session must be facilitated between the partner and the evaluation team 
to ensure an effective learning process. 

An evaluation report will then be mutually signed off by the partner and the evaluation team to be 
submitted to donors together with the final project report after the project. 
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Post Training Plan: 

There’s a wide variety of post vocational training follow up interventions that would help partners 
ensure sustainability. Such post-training interventions need to be considered at the design phase 
and discussed with the beneficiaries at the application phase. These interventions may include: 

Trainee action plan: Every trainee can receive support from partners to develop their plan of action 
during and after the training, including job applications, meetings with the private sector, 
identifying entrepreneurship alternatives and possibilities, etc. This would help vocational trainees 
stay positive and tuned in for relevant opportunities that might appear in the future. Trainee action 
plan development should be based on career path advice so that trainees may be able to 
understand what their options are once they have received training. 

Coaching and mentoring: Some partners could avail of the services of a career pathing advisor. This 
will help in the mentoring and coaching process for graduates of vocational training programs. It 
will also help them search for jobs, link their skills to market demand, and mentor them in their 
journey to search for a job until they land a suitable work opportunity. This also applies to self-
employed skilled laborer’s; coaching and mentoring support can help them learn how and where 
to promote their skills and find good work opportunities, assignments, and projects. 

Advanced training plan: Partners can identify advanced training opportunities for talented trainees 
who show dedication and good skill levels. This can help them develop these skills to a higher level, 
leading to opportunities as co-trainers or as staff and other job placement or entrepreneurial 
support. 

Job Fairs: A small job fair can be held at the Vocational Training Centres for VT graduates and areas 
with a high density of displaced and impacted communities to link available vacancies with the 
target beneficiaries. 

Job Placement: To support the Job Placement initiative, the Emergency Livelihoods’ Cluster 
partners need to establish partnerships with private sector actors to identify employment 
opportunities for beneficiaries to enter the labour market. Partners are urged to consider age limits 
for any training involvement. 

 
Job placements can be facilitated by establishing partnerships with the private sector, supporting 
trainees to develop their CVs, and registering on existing job portals. Partners will handle recruiting, 
including reference checks, skills evaluation, preliminary interviewing, and screening all qualified 
candidates for host employers.  

The Monitoring and Evaluation team and legal advisers will regularly undertake field visits to 
monitor job placement with employers and ensure they comply with the employment contract (3 
to 6 months period of employment duration). In addition, partners will keep contact with 
beneficiaries and employers to identify complaints and overcome them. 
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Visibility: 

Proper project visibility is essential for both implementing organizations and their donors. It also 
provides appropriate accountability for beneficiaries. A project location - or beneficiaries’ gear -
should be marked with the logos of the supporting and donor organizations, and sometimes the 
name of the programme should be included. This allows for easy identification of the project on-
site and in photographs and videos produced for broader dissemination. Donor agencies use these 
communication materials to demonstrate the progress and impact of a project they are involved in 
and help raise additional funds. Donor governments and taxpayers in those countries rely on this 
visibility to understand the real-life implications of their contributions. 

The collection of uplifting success stories and disseminating them through social and printed 
media and donor reports must be done transparently with beneficiaries properly informed and 
consent sought for their participation. Organizations must be mindful of potential risks when 
sharing success stories of adolescents, and consent needs to be obtained from all parties, especially 
parents or guardians. 

As part of implementing organizations, media strategy field staff should get to know the 
beneficiaries they are serving. During beneficiary selection, or when conducting baseline and 
impact assessments, field staff should strive to understand the impact of a project during its various 
stages on the lives of individual participants. Field staff should gather information relating to the 
participants’ challenges, recent life experiences, change in income, skill sets, any personal impact, 
photos of beneficiaries at work, receiving support or participating in project activities. 

Communication materials should directly align with message content and express the goal or 
achievements of the programme. Some basic guidelines for implementing organizations and 
agencies are as follows: 

 Include communication materials in donor budget proposals  

 Plan to produce explicit yet subtle materials that do not appear flashy  

 Check with the donor for specific instructions or guidelines, including the type of 
materials, placement, colors, positioning of logos and back donor requirements  

 Give sufficient time for donors to approve any promotional materials, at least one 
week  

 Consent forms produced by the organization or donor should be signed by 
beneficiaries whenever their photos, names or words appear in materials. For 
adolescents, consent forms can be signed by them. However, if an adolescent is 
illiterate, a parent or caregiver should sign a consent form.  

 Highlight the role of and support to women or other marginalized groups, the role of 
VT in preventing child marriage while also acknowledging increased difficulties for 
those young mothers included in the project 

 Focus on actions taken and concrete results 
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Coordination and Collaboration: 
 

 

 

 

 

 

 

 

 

 

 Involving local NGOs in market analysis and labour market analysis to identify the 
vocational training needs in the community. 

 Involving local NGOs in planning and implementing vocational training programmes, 
including beneficiary selection, facilitation and management of the vocational 
training activities, and evaluation of vocational training programs. Just as the 
capacity building will occur for the trainees, the organisation’s capacity will also be 
strengthened to implement future training programmes.  

 Sharing vocational training programme content and asking the local partner to 
identify community needs, making sure training manuals and forms are produced in 
an understandable language.  

 Supporting MOSLA by setting up training courses for trainers who work in public 
training centres. This will help develop these trainers and help implement modern, 
understandable, and more targeted methods than some of the traditional 
techniques used by government centres. This will contribute to the future 
sustainability of government training centres, as they are open to the public 
providing training in specific disciplines. 
 
 

As mentioned above, it is very 
important for all partners to 

coordinate with MOLSA whenever 
possible, especially when training 

can be provided in their vocational 
training facilities and when 

beneficiaries’ needs for vocational 
training match the available 

courses at MOLSA VTCs. 

 The Emergency Livelihoods 
Cluster encourages its partners 
to consider more involvement 
of local CBOs and NGOs, and 

building their capacities. This 
can happen through: 
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 Other support areas could include providing training content, sourcing training tools 
and running training courses for trainees, as previously mentioned. It may also be 
possible to rehabilitate damaged rooms or buildings at government training centres 
to use them for a specific training period. Once a course has finished, it can be 
handed over to the relevant authorities so that they can continue to be used in 
providing systems for the public, thereby contributing to long-term sustainability. 

The Emergency Livelihoods Cluster encourages its partners to participate in mapping 
existing vocational training providers and course subjects before conducting new training 
courses. Utilizing existing services instead of duplicating efforts helps efficient use of 
resources. This might require some re-adjustment of plans, removal or adding sessions to 
tailor the existing content to suit the identified knowledge, skills and attitude gaps the 
programme intends to fill. 
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Annex 1:  
Vocational training premise inspection checklist 

 VTC available to deliver training in required timing  

 VTC is officially registered with MOLSA 

 Space and classrooms are ample enough with adequate facilities 

 There are enough tables and chairs 

 Sufficient trainers and lecturers 

 Furniture in good condition 

 Whiteboard available 

 Stationery available 

 Data show and screen open and functioning 

 Smoking area 

 Reception and waiting area 

 Coffee break area 

 Refreshments (water, juice, other) 

 First aid kits properly located and stocked 

 Presence of a parking lot 

 Fixed operational hours 

 Generator present and operational 

 WC clean and functional for both genders 

 Janitor and service staff  

 Ventilation and air conditioning are present and functioning 

 Soap and cleansing items 

 Emergency exit 

 Lighting is adequate for the type of work being proposed 

 Protective equipment is available, i.e., gloves, goggles, face shields, etc. 

 Training tools available and functioning (computers, printers, machinery, moulds, etc.) 

 Fire alarm system 

 Surveillance cameras system 

 Sound system (headphones + microphone) 

 Identification cards for each person inside the centre 

 Others 
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Annex 2:  

Sample vocational training contract for trainee 

Initial Training Contract 

The following initial training contract for vocational training on ……………………………………… 
………………………………………………………………………………… was concluded between  
…………………………………………………………………………………………………………… 
(Name and address of the organization conducting the training) and 
…………………………………………………………………………………………………………… 
(Name and address of the trainee) born on 
…………………………………………………………………………………………………………… 
legally represented by1 
…………………………………………………………………………………………………………… 

 Section 1 

Duration of training 

1. Duration By the initial training regulations, training shall last .................... years/months/day. a) 
A total of ............. days credit for vocational training for the occupation ................................... or 
prior vocational training in .................................. shall be granted toward the training period. b) 
The period of training shall be reduced by ................ months based on................., subject to the 
decision of the competent body. This initial training relationship shall commence on .......... 
.................................. and end on ............................. 
 

2. Probationary period the probationary period shall last .................... days. Should training 
during the probationary period be interrupted for more than one-third of this time, the 
probationary period shall be extended by the period of the interruption. 
 

3. Premature termination of the initial training relationship Should the trainee pass the final 
examination before the end of the training period agreed under No. 1, the initial training 
relationship shall end upon the announcement of the results by the board of examiners. 
 

4. Extension of the training contract Should the trainee fail the final examination, the initial 
training relationship may be extended, at the trainee’s request, until the next possible date 
for repeating the study, up to a maximum of six months. 
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 Section 2 

Training premises 

The training shall be held, at ……..………………………………….. (training premises) and at the 
construction, assembly and other work sites generally connected with the principal place of 
operations of the company providing the training—section 3 – The training employer’s obligations. 

1. (Objective of the training) ensure that the trainee is taught the vocational competence 
necessary for achieving the training objectives and to conduct the training according to the 
attached instructions regarding the syllabus and timetable in such a way that the aim of the 
training can be achieved within the foreseen training period. 

 

2. (Trainee) provide the initial vocational training itself or expressly entrust such training to an 
instructor who has the personal and technical qualifications for this and to inform the 
trainee of this in writing. 
  
 

3. (Initial training regulations) provide the trainee with the initial training regulations free of 
charge before the start of training. 
  
 

4. (Training aids) furnish to the trainee free of charge the materials, in particular tools, supplies 
and technical literature, that are necessary for the initial training received at company 
training facilities or inter-company training centres and for sitting interim and final 
examinations, including those that are held within a short time after the end of the initial 
training relationship.  
 
 

5. (Keeping written records of initial training) insofar as written records of the initial training is 
to be kept by the trainee, issue to the trainee at no charge the forms that are needed for 
keeping a record of their vocational training and initial them in regular intervals to ensure 
they are properly maintained. 
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 Section 3 
The trainee’s obligations 

The trainee shall make every effort to acquire the necessary vocational competence to achieve the 
objective of their initial training. They shall undertake to  

1. (Obligation to learn) perform carefully the tasks entrusted to them as part of their training. 

2. (Instruction at part-time vocational school, examinations, and other activities) attend classes 
at part-time vocational school, take tests and participate in training measures held outside 
the training premises,  

3. (Duty to comply with instructions) follow instructions given them during their initial training 
by the training employer, instructors or other persons entitled to issue instructions insofar 
as their authority to issue instructions has been made known.  

4. (Company rules) comply with the laws of conduct to be observed on the training premises.  

5. (Duty of care) handle tools, machinery and other equipment with due care and use them 
only for the work they have been assigned.  

6. (Trade secrets) not reveal any trade or business secrets.  

7. (Keeping written records) keep properly written forms of the initial training and submit 
them regularly. 
 
 

 Section 4 
Allowances and other benefits 

1. Amount and date of payment the training employer shall pay the trainee an appropriate 

allowance; this allowance is currently 

 $ .................... (gross) during the first year of training 

 $ .................... (gross) during the second year of training 

 $ .................... (gross) during the third year of training 

 $ .................... (gross) during the fourth year of training 

In so far as allowances have been arranged under collective agreements and are applicable or have 
been agreed under Section 11, the collectively agreed rates shall apply. Employment that exceeds 
the agreed number of regular daily hours of initial training shall be remunerated separately or 
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compensated by a corresponding amount of time off. Allowances shall be paid on the last working 
day of the month. Payments for holiday leave (holiday pay) shall be disbursed before starting the 
rest. The parties to this contract shall bear the contributions to social insurance by the legal 
provisions. 

2. Benefits in kind: The arrangement outlined in the enclosure shall apply if the company provides 

the training grants with the trainee costs and includes housing. 

 

 Section 5  
Training hours and holiday leave 

1. Number of daily training hours, Regular training shall last .................... hours a day 

 

 Section 6 
Company certificate 

The trainee's employer shall issue the certificate at the end of the initial training relationship. Giving 
a diploma in electronic form is not permissible. If the training employer has not provided the initial 
training itself, the certificate shall be signed by the instructor as well. The certificate must contain 
particulars regarding the nature, duration and purpose of the initial training and the vocational 
skills, knowledge and qualifications acquired by the trainee. If the trainee so requests, it shall also 
include particulars of their conduct and performance. 
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Section 7 
 Other provisions 

The above contract has been made out in .................... copies ( ....................  copies in the case of wards) 
and personally signed by the contracting parties. 
 

 

……………………………………… 

City 

Training employer: 

 

……………………………………… 

Date 

Trainee: 

 

 

The trainee’s legal representatives: 
Parent: 

……………………………………… 

 

 

or guardian: 

……………………………………… 
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Annex 3:  

VT Service Provider Mapping Form 
 

 
VT – Service Provider Mapping form: 
 
Service provider for: Vocational Training Service Providers 

Experience: 
1 Year 
 • 2-5 Year  
• More than 5 Years 

Name of the Service 
Provider (English): 

 Name of the Service 
Provider (Arabic): 

 

Type of Service Provider: • NGO  
• Private 
• Government 
• Agency 
• Other, Specify 

  

List of VT training offered 
to the clients. 

   

 
Service Provider Contact Details: 
 
Contact person full name 
(English): 

 Contact person full name 
(Arabic): 

 

Date of Birth:  Position:  

Telephone no.  National ID Number:  
National ID (uploadpdf, 
jpg, jpeg) 

   

 
Service Provider Address 
 
Governorate:  District:  

Sub-District:  Community:  

 
Record GPS Location (Lat, Long): 
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