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Foreword

In the public and private procurement sector, a quantitative and qualitative self-declaration from the 
training companies about their commitment to basic vocational training is increasingly required during 
the tendering phase. This requirement on the part of clients is well-intentioned. However, it takes too 
little account of the quality of the vocational training provided by the relevant training companies.

As a collective measure, "CHARTA Vocational Training" aims to emphasise quality training and strengthen 
the skills of the next generation of skilled workers. Process-oriented vocational training is the cornerstone 
of our employees' value chain and makes a significant contribution to the success of an organisation.

1 Scope of application

In the Swiss VPET system, VET is  at upper secondary and tertiary level. It is characterised by a high degree 
of permeability and is based on clearly defined training courses and national qualification procedures 
(Art. 63 para. 2 BV). The recognition of prior learning makes  easier to transfer from VET to higher 
education and to change jobs in the course of working life. Basic vocational education and training thus  
a broad spectrum of educational achievements. These are geared towards the needs of the various age 
groups and take their different abilities into account. A wide range of job-orientated continuing education 
and training is therefore available at all levels of the VET/PET system.

Figure 1 - Vocational education and training in Switzerland, facts and figures 2021, State Secretariat 
for Education, Research and Innovation SERI
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Vocational education and training in Switzerland is based on the following three pillars (VET ordinance 
BVV):

— Vocational school

— Higher-level courses (ÜK)

— In-company training (training company) 

Based on the Federal Vocational and Professional Education and Training Act (VPETA), this "CHARTA 
VPET" regulates quality assurance for all VET programmes in the dual education system.

2 Normative references

SN EN ISO 9001, Quality management systems - Requirements

3 Definitions and definitions

3.1
Candidate journey
The candidate journey is the path that an applicant takes until they become an employee of your 
company. It starts with how a candidate becomes aware of the job offer and ends with the first day of 
work.

3.2
Candidate experience
The candidate experience encompasses all perceptions and experiences that an applicant has with a 
company during the application phase. This includes all points of contact such as the job search, the 
careers page, the application and interview process and the integration of employees into their area of 
work or assignment.

3.3
Vocational trainers (apprenticeship trainers) 
Vocational trainers are responsible for the practical training of apprentices in the training company. 
They introduce the apprentices to the company, profession and everyday working life, define learning 
objectives, accompany, support and encourage the apprentices in their practical work and assess the learning 
outcomes. In larger companies, training is often  among several people. They have undergone further 
training for this task in accordance with industry requirements and cantonal regulations.

3.4
Practical trainers 
Practical trainers are involved in the practical training and supervision of apprentices and thus support 
the vocational trainers in the company. Practical trainers do not require a vocational trainer certificate, 
but they do need specialist knowledge, work experience and social skills in the area in which they provide 
training.
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3.5
Recruiting opportunity returns 
New internally trained specialists who remain in the company and do not have to be recruited on the labour 
market for expensive money. This can massively reduce recruitment costs.

4 Legal integration

Based on the Vocational Training Act BBG:

— Art. 1, para. 3a VPETA: The Confederation, the cantons and professional organisations shall work 
together to achieve the objectives of this Act.

— Art. 8, para. 1 VPETA: VET providers shall ensure quality development.

5 Initial situation

To date, in-company basic training does not have an official "charter" in which training companies and 
organisations in the world of work commit themselves. The next generation of skilled workers is the focus 
of economic interest for all organisations. Throughout Switzerland.

In principle, the "Charta Berufsbildung" is a self-declaration by training companies that they are in favour 
of and committed to quality in basic vocational education and training. Training companies that sign this 
charter undertake to initiate and implement the following 5-point plan:

No. Description of the

1 They act ethically and morally in line with basic vocational training.

2
They train apprentices in occupational health and safety and ensure that 
apprentices complete their apprenticeship as accident-free as possible.

3
They train apprentices in accordance with the principles of the charter, even in 
hectic everyday working life and extraordinary situations (e.g. pandemic).

4

In accordance with the curriculum, they review the educational level of the 
learners across all learning venues and are committed to closing any gaps in the 
learners' education by appropriate means within the next assessment period.

5
The company ensures that suitable vocational trainers have the necessary 
resources and qualifications.

Table 1 - 5-point plan for "CHARTA Vocational Training", 2021 

High-quality basic vocational education and training is the backbone of the economy and society. It also 
has an impact on higher vocational education and training (HBB).

6 © SNV 2023 - All rights reserved
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Fair and high-
quality education 
for future 
generations

Higher success rates in 
qualification procedures 

Reduction in 
apprenticeship 
dropouts 

Compliance with 
legal requirements

With the signing of 
the "CHARTA
Vocational training", 
the management 
manifests its clear 
mandate that 
employees train 
apprentices 
professionally in 
accordance with 
legal requirements.

By consistently 
implementing process-
orientated basic 
vocational training, you 
can expect better 
success rates in 
qualification procedures. 
A higher quality of 
training will help you to 
counteract the shortage 
of skilled labour.

With "CHARTA 
Vocational Training", 
you are signalling 
that the training of 
young people is an 
important issue in 
your company. You 
motivate, guide and 
challenge your 
apprentices with 
suitable measures, so 
that fewer young 
people drop out of 
their apprenticeship.
take place.

The "CHARTA
Vocational 
training" is the 
guiding principle of 
modern training 
companies and 
helps you to 
implement the 
legal requirements. 
Employees are 
trained with the 
help of the CHARTA
involved and 
responsibilities
clearly regulated.

Table 2 - Four arguments in favour of the "CHARTA" 

6 Goals and purpose

The aim of "CHARTA Berufsbildung " is to improve the quality of training in the promotion of young talent. 
It was launched by the "IG Berufsbildung IG- Schweiz". The signatories of CHARTA are to ensuring that 
the quality standards set for basic vocational training are adhered to and implemented.

Furthermore, the "CHARTA" aims to refine the consistent supervision and training of apprentices 
with process-led procedures. By adhering to the defined process phases (touchpoints), the training 
companies are able to  their responsibility in vocational education and training. They also 
demonstrate that they are able to meet current and future market requirements in terms of training. 
Process-led vocational education and training creates transparency and clarity. An open, fair, 
comprehensible and (value-based) assessment and communication culture motivates learners. This 
translates into a gain in reputation for the training organisation.

This makes it more likely that newly trained skilled workers will remain in the training company and in 
turn to the optimisation of recruiting opportunity yields. In addition, the number of cost-intensive 
apprenticeship drop-outs and career changes is reduced and better success rates are achieved in the QV 
qualification process.

© SNV 2023 - All rights reserved 7 
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6.1Training apprentices as a reputation

The credibility of a strategically operating training company depends not only on what it promises its 
prospective apprentices. Rather, it also depends on whether it deserves the trust placed in it in the 
subsequent realisation of the apprenticeship training. In apprenticeship training, a positive reputation is 
not just a formal requirement that must be met when submitting offers. It requires investment and 
suitable training structures and incentive systems that influence the expectations of the addressees to a 
certain extent. A positive reputation must be created with balanced, past- and future-oriented elements 
that cover the information needs and future orientation of young adults.

Apprenticeship training is very important for a training company. This is not only about social 
responsibility, but also about the fact that you cannot afford not to train apprentices. It's not just about 
the collective recognition of economic and cultural capital. In their invitations to tender, customers also 
demand a self-declaration from the training company (see foreword) about how intensively it  committed 
to training apprentices. This form of discursive power of definition influences social and societal reality. 
Up to a certain point in the price negotiations, it ensures that young people must be able to enjoy the 
achievements of the education system.

The flip side of the coin, however, is the subsequent open price war for work contracts. It is undisputed 
in economic circles that the most favourable provider is usually awarded the contract, especially when 
public contracts are awarded. The evaluation criteria as to whether an organisation trains apprentices or 
not are usually only in the single-digit percentage range. From this point of view, the argumentation 
comes full circle as to why some line managers usually still allow minimal investment in process-led 
vocational training (cf. Rolf Siebold, 2020, p.64, item 12.3).

6.2How training companies participate in the charter

6.2.1 Training companies with SN EN ISO 9001 certifications 

Training companies with ISO certifications (including those that wish to be newly certified) commit 
themselves to "CHARTA Vocational Education and Training" and thus to compliance with the 5-point plan 
(see Table 1). These are recorded by the Swiss Association for Standardisation (SNV) and audited in 
accordance with the process requirements for official ISO certification. Once training companies have 
successfully completed the assessment procedure with the certification organisation responsible for 
them, they are listed on the online "Excellence List" of the "IG Berufsbildung IGBB-Schweiz".

To additionally obtain the official "IG Berufsbildung IGBB-Schweiz" quality certificate, you will find 
information on the IGBB website https://igbb.ch/charta .

6.2.2 Training companies without SN EN ISO 9001 certification

Training companies without ISO certification commit themselves to "CHARTA Vocational Education 
and Training" and thus to compliance with the 5-point plan (see Table 1). They provide proof of 
compliance with the process phases (see item 5) directly to "IG Berufsbildung IGBB-Switzerland" and are 
supported by "IG Berufsbildung IGBB-Switzerland" if required. This means that non-certified training 
companies also have the opportunity to gain the official quality label for themselves and be listed in 
the online "Excellence List" of "IG Berufsbildung IGBB-Schweiz".

8 © SNV 2023 - All rights reserved
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7 Process phases

7.1Recruitment process for new apprentices

The following diagram illustrates the recruitment process (see Fig. 2). The written model shows how an 
incoming application must be processed, e.g. if it is received by the HR Management department. 
Depending on the company structure, the person responsible for vocational training or the vocational 
trainer may be directly involved instead of the Human Resources Management department. In each case, 
the person responsible for vocational training decides whether the candidate is "suitable" or "unsuitable" 
according to their function. A recruitment process fulfils the requirements of the charter if all candidates 
are assessed and treated fairly and comprehensibly according to the same principles.

Figure 2 - Example of the vocational training recruitment process 

If any documents are missing from the candidate's application dossier, the Vocational Training Officer 
will inform HR Management which documents are still required. These are then requested from the 
candidate by HR Management. If vocational trainers and practical trainers act without HR Management, 
they request the missing application documents directly from the candidate.

Human Resources 
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7.1.1 First selection

— Defining a clear requirements profile for the apprenticeship position to be filled as a basis for 
matching competences

— Visual inspection and assessment of the application documents (submitted in full according to the 
company's own specifications).

— Examination of the student's suitability based on their school certificates and additional proof of 
competence in accordance with the requirements profile

— The decision "suitable" or "unsuitable" is made. 

— If the overall assessment  negative, the candidate will  a written rejection.

— If the overall assessment  positive, the candidate is transferred to the 2nd selection.

7.1.2 Second selection 

— Conducting a structured aptitude interview and an in-house aptitude test with the candidate.

— The decision "suitable" or "unsuitable" is made. 

— If the overall assessment  negative, the candidate will  a written rejection.

— If the overall assessment  positive, the candidate is transferred to the 3rd selection.

7.1.3 Third selection

— Carrying out a taster apprenticeship as a structured work trial according to the company's 
specifications.

— The taster apprenticeship is assessed by the vocational and/or practical trainer according to 
previously defined criteria. If there is a person responsible for vocational training, feedback is 
given directly to this person.

— If the overall assessment  negative, the candidate will  a written rejection.

— If the overall assessment is positive, the candidate is made an offer of an apprenticeship.

— If the candidate accepts the offer, the apprenticeship contract is drawn up.

— An invitation to a "meeting" is sent to the candidate and either the vocational training officer or the 
vocational trainer.

— Depending on the company structure, either the person responsible for vocational training or the 
vocational trainer signs the apprenticeship contract together with the candidate and their legal 
representatives.

The recruitment process is regarded as proof of assessment and is consolidated and written down in the 
training organisation.

10 © SNV 2023 - All rights reserved
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7.2Job interview

The first interview takes place at the earliest in the 2nd selection phase (see item 5.1.2).

7.3Contract

The apprenticeship contract is signed during the 3rd selection phase (see item 5.1.3). The first contact 
with parents takes place when the contract is signed. The candidate and their legal representatives are 
also informed about the training company. In addition, the possibilities in the VET system (including the 
Vocational Baccalaureate BM) and any possible passerelles courses (see IG Berufsbildung IGBB-Schweiz, 
2020) are explained to the persons present.

7.4 Induction days for apprentices

New apprentices receive a comprehensive introduction to their basic vocational training programme at 
the start. It is therefore important for the training company to plan and implement a detailed induction 
programme. The responsibilities for this are regulated and the induction programme is  in writing. A 
sector-specific induction programme is carried out according to the specifications of the training 
company. This induction includes the following points:

— The teaching organisation is presented in detail

— The employees and contact persons are introduced

— Occupational safety concept of the training organisation

— Introduction to the education plan 

— Recycling and disposal concept of the training centre

— Expectations in terms of performance and behaviour are presented and, if necessary, in the form of
"Rules of the game"  writing.

The concept is consolidated and written down in the teaching organisation. 

7.5 Supervision process for learners

Those responsible for vocational education and training show an interest in feedback from vocational 
schools and higher-level courses. They periodically obtain information from them on the educational 
status of their learners and document this in a suitable internal system. These are merged with the 
internal education reports. The following "Support process for learners" (see Figure 3) provides 
information on this:
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Figure 3 - Vocational training support process 

7.5.1 Joining the organisation 

Apprentices join the organisation when they are hired and are given an optimal introduction by the 
vocational training officer on the induction days (cf. item 5.4).

7.5.2 First working day

Depending on the organisation of the training company, the first working day takes place on site at the 
training company. The company-specific organisation of the training process is explained and written 
down. The person responsible for vocational training hands over any tools and required work clothing.

7.5.3 Starting an apprenticeship at the workplace

The apprentices are accompanied to their future workplace by the vocational or practical trainer and 
receive specific work instructions. The situational provisions on the required occupational safety 
measures are explained to the apprentices individually.

7.5.4 Evaluation of the probationary period 

For the evaluation of the probationary period, the assessment of the vocational and/or practical trainers 
on the aptitude of the apprentices in their chosen apprenticeship submitted to the vocational training 
officer. This company document is consolidated and written down.

12 © SNV 2023 - All rights reserved

Human Resources

E-Mail (pdf) 

Start-up

Head of Vocational 
Training

Quali-

unsuitableunsuitable

Employment 

S
N

V
 /
 li

c
e
n
s
e
d
 t
o
 7

4
2
0
0
5
1
4
 -

B
K

W
 B

u
ild

in
g
 S

o
lu

ti
o
n
s
 A

G
 /
 1

4
3
1
9
6
 /
 2

0
2
5
-0

2
-2

8
_
0
9
:0

0
 /

 S
N

G
 3

3
4
4
0
:2

0
2
3

H
ea

d 
o

f 

V
o

ca
ti

o
na

l 

Tr
ai

n
in

g

P
ra

ct
ic

al
 

tr
ai

n
er

/ 

fi
tt

er

V
oc

at
io

n
al

 
tr

ai
ne

r
H

R
A

p
p

re
n

ti
ce



SNG 33440:2023 en 

© SNV 2023 - All rights reserved 13

S
N

V
 /
 li

c
e
n
s
e
d
 t
o
 7

4
2
0
0
5
1
4
 -

B
K

W
 B

u
ild

in
g
 S

o
lu

ti
o
n
s
 A

G
 /
 1

4
3
1
9
6
 /
 2

0
2
5
-0

2
-2

8
_
0
9
:0

0
 /

 S
N

G
 3

3
4
4
0
:2

0
2
3

7.5.5 Define dates 

To coordinate the probationary period interview (no later than 3 months after the start of the 
apprenticeship), the apprentice receives an invitation from the vocational training officer for a personal 
probationary period interview. The written document must be signed by both parties. One copy is sent 
directly to the apprentice and one copy is filed in the apprentice's personnel file.

7.5.6 Education report

Vocational and practical trainers provide learners with qualified, job-related feedback. In order to ensure 
the development of learners, regular feedback is obtained from employees and training measures are 
derived using the training report tool and documented observations. education report tool is used to 
review the learner's level of education and the achievement of objectives in the previous assessment 
period. The apprentices also assess their training company and the vocational and practical trainers twice 
per apprenticeship year.

The following competences are assessed in the education report in accordance with the Education Ordinance:

— Expertise

— Methodological expertise

— Social competence

— Self-competence

The following achievements are assessed in the education report in accordance with the Education Ordinance:

— Other learning support processes, such as any learning documentation

— Services of the vocational school and inter-company course

7.5.7 Learning documentation

During the attendance period, learners are given sufficient time for training units, practical assignments 
and the preparation of their own learning documentation. The resulting training report serves as 
evidence for the review of objectives. See practical examples in Appendix A.

7.5.8 Qualification interview

The legally required qualification interview takes place every 6 months. The vocational or practical trainer 
receives the learner's internal company assessment form approx. 2 weeks before the qualification 
interview. The vocational or practical trainer assesses the work and educational performance together 
with the learner. The job-specific learning objective assessment, which is derived from the relevant 
training plan, is used for this purpose. The vocational or practical trainer can rely on their documented 
observations and notes in the company's own system during the entire assessment period. The person 
responsible for vocational training receives the assessment form once the assessment has been 
completed.

At the end of the learner's assessment period, the person responsible for vocational training merges the 
assessment form with the certificates from the vocational school and the inter-company courses as well 
as other learning support processes, such as any learning documentation, etc., into the official "education 
report" document.

Recognised gaps in education are recorded in writing, appropriate measures are introduced and closed 
within an agreed deadline. For the implementation of these objectives, the
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The person responsible for vocational training is responsible for this. If objectives are not achieved, 
suitable follow-up measures must be agreed.

The overall assessment of the learner is written down and  on both sides. One copy is sent to the learner 
and one copy is filed in the learner's personnel file.

It is recommended that the overall assessment be sent to the legal representatives on a situational basis.

7.5.9 Registration for the qualification procedure 

Participation in the qualification procedure is required by law. Registration of the learner is ensured by 
the person responsible for vocational training. Before registering the learner, it is the responsibility of the 
person responsible for vocational education and training to check (e.g. interim examinations, 
preparations for the qualification procedure or written assessments) whether the learner has the 
necessary practical and theoretical skills to successfully complete the programme.

If the learner does not have the necessary competences, it is the responsibility of the training company 
to introduce suitable and targeted training measures, such as remedial courses or an apprenticeship year 
repetition, at an early stage.

7.6 Completion and continued employment

Employee retention is a human resources tool. The primary objective of every apprenticeship is to ensure 
that apprentices can continue to be employed and remain in the industry after passing their final 
examination. In this way, the training company signals to the apprentices how much it cares about the 
well-being of its trained junior staff and shows its appreciation.

Employee loyalty does not begin on the apprentice's first day at work. The foundations for a long-lasting 
business relationship between the apprentice and the training company are laid as early as the career 
choice and recruitment phase. All the perceptions and experiences that the prospective apprentice 
gathers during the application process contribute to the fact that he or she continues to apply and 
ultimately signs the apprenticeship contract.

Nowadays, the reputation of a training company is already decisively determined by the candidate 
experience during the application process. The candidate journey and the candidate experience are 
closely interlinked. On the journey of the prospective trainee, their Candidate Journey, they gather 
impressions and experiences. Fair and objective recruitment processes demonstrably play a central role 
in this. A candidate's awareness of being treated with due respect during the application process and 
being assessed fairly and objectively in relation to the other participants will have a positive impact. At 
the same time, the training company secures access to suitable junior staff with a selection process based 
on clear criteria.

A holistically optimised candidate journey therefore has a positive impact on the candidate experience 
of prospective apprentices. This results in a gain in reputation for the training company. The positive 
image of the training company in turn leads to top candidates being attracted and applying.

To ensure that the value proposition for the organisation can be continued, it is of central importance to 
transfer the suitable and appropriate learners to a permanent employment contract and, if necessary, a 
specific talent development programme of the organisation following the successful qualification 
procedure.
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8 Success factors for training

8.1Requirements for the organisation

For the training companies, the competences of the vocational and practical trainers are decisive for the 
learning success of the apprentices. The vocational and practical trainers are mentors and trainers. They 
initiate and monitor learning progress. They are also able to recognise any conflicts at an early stage and 
deal with them competently. Ideally, they keep a written organisational manual with corresponding 
recommendations for action from the training companies and/or the umbrella/professional associations.

8.2Vocational trainer qualifications

Professional interaction with apprentices is ensured through internal or external training. The vocational and 
practical trainers are qualified to deal personally with apprentices. Proof from recognised institutions of the 
relevant training courses (e.g. vocational trainer courses) is documented within the company and  in the 
personnel file.

8.3Conflict resolution

The teaching organisation ensures that conflicts are dealt with professionally. This can take place both 
internally and externally.

Vocational and practical trainers are qualified to deal with conflict situations with learners.

8.4Data management

Data management can be used as a central management tool. We differentiate between personnel-
related data and general company data (e.g. internal cockpit, success factors) from the area of vocational 
training.

8.5Talent development

The promotion of young talent is a major concern of vocational education and training and ultimately 
legitimises the provision of resources and funding outside of the regular training plans. Ideally, training 
companies have an internal talent development programme in which comprehensible qualification 
criteria, relevant support elements and desirable awards for practical performance excellence are 
documented. Vocational trainers identify potential talents at an early stage and motivate them to 
participate in the development programme. The organisation ensures optimal framework conditions by 
releasing the talents concerned for professional competitions and their preparation and making any 
necessary arrangements with the authorities, associations and vocational schools.

9 Conclusions

A high quality of training must be a fundamental concern for every training company. This applies to both 
vocational training and the subsequent further training of employees. Only well-trained employees 
can provide a company with the added value it needs to survive economically. It is undisputed among 
experts that we must make great efforts in basic vocational training in order to offer an attractive 
alternative to secondary school education. In addition, great efforts must  made find suitable students, as 
some candidates have considerable problems with basic skills (reading comprehension and spelling 
in the respective national language, maths, information and communication technology). It is crucial 
that the learners are also able to
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(if necessary in consultation with the teachers at the vocational schools) can be individually supported in 
their basic skills.

Many places are aware of this problem, but the targeted investment in the necessary resources, 
structures and systems is still being handled sparingly. At a time of increasing deadline and cost pressure, 
the time and financial resources that should actually be  to manage and train learners often come under 
pressure. The focus is on the change from the utilisation of resources to the development of potential in 
the sense of a genuine learning partnership.

Vocational training must  supported by the organisation's top management. Investing in apprentices in 
line with the circular economy counteracts the shortage of skilled labour. The training ethic of the training 
company therefore plays a decisive role in the sustainable further development of the organisation.

10 Every signature counts

The "CHARTA Vocational Education and Training" is a self-declaration. The signatories of the CHARTA 
demonstrate their willingness to work towards sustainable and future-oriented vocational education and 
training.

In this way, they demonstrate their commitment beyond their educational mandate and stand up for 
vocational education and training as the backbone of the economy.
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Appendix A 
(informative) 

Practical 
examples

A.1 Example of learning documentation for electrician EFZ 1st year of 
apprenticeship
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A.2 Example of learning documentation for gardener EFZ 2nd year of 
apprenticeship
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A.3 Example of learning documentation for logistics technician EBA 2nd 
year of apprenticeship
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A.4 Example of learning documentation for forest warden EFZ 2nd year of 
apprenticeship
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A.5 Example of learning documentation for restaurant specialist EFZ 1st year of 
apprenticeship
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