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1. PRESENTATION

MAGISTER is a Leonardo da Vinci project focused on the transfer of experience and knowledge in the Family Business SMEs, by transferring and adapting the TACITUS methodology. To reach this objective, we will elaborate a guide to develop tools for the responsible of human capital in the family business SMEs (owner, general manager, H.R. Manager), to contribute at incorporating into their strategic resources (methodologies and tools) and help them know, understand and apply concepts derived from the formalization, management and transmission of competences within the enterprise, through lifelong learning of the knowledge of informal learning.
The transnational value of this project is obtained by the participation of the following partners: 

· Asociación de Fundidores del País Vasco y Navarra - AFV (Spain) 

· Federación Vizcaína de Empresas del Metal – FVEM (Spain)

· SEA Empresarios Alaveses  (Spain)

· Camera de Comert si Industrie Cluj – CCICJ (Romania)

· CONFINDUSTRIA Venetto SIAV (Italy)

· GIP FCIP Aix-Marseille (France)

This report is aimed at detecting and reporting the main methodologies and tools to formalize and transmit the knowledge: at general level on SMEs and family business level. The identification of methodologies is a preliminary stage in the development of the final resulting product: the guide.
In this report we will introduce the main methodologies identified by the countries participating in the MAGISTER project. Due to the transnational nature of the project, an effort of synthesis has been made to identify and select the methodologies that the Family Business SMEs and experts of the sector, consider as the most important.
2. DEFINITIONS 
SME: 

· Any organisation, no matter its legal form, practising an economic activity, which employs less than 250 people or has a yearly business volume lower than 50 million euros (European Commission).
· It is considered as a small company the one employing below 50 workers (ILO).
FAMILY BUSSINESS SME
A small or medium sized firm, can be called a family business, if:

(1) The majority of decision-making rights is in the possession of the natural person(s) who established the firm, or in the possession of the natural person(s) who has/have acquired the share capital of the firm, or in the possession of their spouses, parents, child or children’s direct heirs.
(2) The majority of decision-making rights are indirect or direct.
(3) At least one representative of the family or kin is formally involved in the governance of the firm.
(4) The person who established or acquired the firm (share capital) or their families or descendants possess 25 per cent of the decision-making rights mandated by their share capital.
Knowledge has become a valuable resource connected with the organization’s ability to innovate and to gain a sustainable competitive advantage. Knowledge exists within the individual and, through the adequate methods can be transferred within the organization. But transferring knowledge within the organization is a difficult task confronted with the central barrier of the willingness of people to share and integrate their knowledge. Thus, the main purpose of the paper is to present the methods that could be applied to Family Business Companies in order to increase the processes of knowledge sharing and expanding the collective knowledge base. 
3. INTERVENTION METHODOLOGY

In order to determine the main methodologies that are going to be applied at transnational level, the coordinating organization elaborates an intervention methodology, agreed in the first transnational meeting and adopted by international agreement. This way, we decided for a double analysis of information sources:

· Documental analysis

· Questionnaires with Family SMEs.

     3.1 Documental analysis

The documental analysis is aimed at detecting organizational trends/methodologies mentioned in national researches and surveys as the most important and influencing in the family business sector in each country taking part in the project.

The detection starts from the analysis of publications and researches focused on the changes/trends the metal sector is facing and is going to face in the different countries. It is agreed that each partner will summarize the main trends/methodologies in its country.

The criteria followed to select the documental sources, agreed in the first transnational meeting, state that these sources should be legitimate in the industrial sector and have national recognition and prestige, allowing each partner country to choose its sources.
First preliminary selection of knowledge transmission methodologies at general level (19 methodologies):

General Level
· The Action learning methodology

· Cross ages (intergenerational) experimentations

· Thematic workshops

· Coaching – mentoring

· Focus group

· Action plan / project work

· Web site

· PDP – Personal Development Process

· Action Reviews 

· Auto- confrontation 

· Community of Practice 

· Crossed Auto-confrontation 

· Double’s Interview 

· Job Rotation

· Knowledge Capture 

· Multimedia Transmission 

· Peer Assist 

· Punctual Lesson

· Storytelling

Second selection at Family Business level (14 methodologies): 

Family Business Level
· The Action learning practices
· Cross ages (intergenerational) experimentations

· Thematic workshops

· Coaching – mentoring

· PDP – Personal Development Process

· Action Reviews 

· Auto- confrontation 

· Community of Practice 

· Crossed Auto-confrontation 

· Double’s Interview 

· Job Rotation

· Knowledge Capture 

· Multimedia Transmission 

· Punctual Lesson

	Name
	The Action Learning Practices 



	Description


	Wide use have been made of Action Learning methodology concerning a specific topic of interest for the company in order to reach a target, even an immediate one, by involving small groups made up of aged and young people alike, under the supervision of a "facilitator". The Action Learning has also been supported and integrated by the Coaching, Tutoring and Mentoring

This training methodology (based on the concept of action - reflection) was articulated in four stages:

The first is dedicated to company diagnosis and commitment acquiring (commitment from the company propriety to realise the intervention). In this phase, an external expert analyst examines the company situation with reference to a specific topic (i.e. work organisation, logistic, lead time, production,…). Then he/she formulates an intervention hypothesis encompassing the human resources to be involved, time schedule and result indicators.

The second stage is about organising and realising inter company training activities: in this phase managers and workers belonging to different enterprises are involved, in order to transfer basic contents to be elaborated in the operative stage and to create a “guided” relationship of experience exchange between companies regarding peculiar characteristics and critical points.

The third stage is about in-company interventions or project works. In this phase, working separately in each enterprise, participants are assisted (individually or in small groups) in designing their improvement project and guided in implementing it in their current activity. 

The last stage is about feedback on outcomes and solutions towards the organisations participants belong to. This is done through benchmarking outputs and change.

Within each project context, action learning helped participants to acquire logical schemes of intervention, skills and competencies to face changes related to merger and acquisition processes, or generational change



	Name
	Cross ages (intergenerational) experimentations


	Description


	Intergenerational learning practices have been experimented:

1) to offer elderly people a chance to learn how to use the new information and communication technologies (ICT) to expand their relational channels and, at the same time, to overcome the unavoidable discrimination against their age group in this setting.

The trial globally involved 60 people, divided into three different groups, each of which consisted of 10 retired elderly people (60 to 80 years old) and 10 secondary school students (16 to 19 years old).

The groups were organised into pairs, each consisting of one adolescent and one elderly person.

Each pair sat in front of a PC and received one-to-one training on how to use the opportunities provided by the Web, to surf the Internet, use e-mails, and take part in discussions by means of a blog.

2)  to gather and manage a discussion around the Innovation theme for a mixed group composed by:

- a group of “senior”, with a wide range of professional experiences in different sectors at management level, both in the private and in the public sectors.
- a group of “junior”, including undergraduate, graduate and PhD students.
-  two facilitators: a university professor (mechanical engineering) and a methodology expert with proven experience in innovation and improvement interventions in companies.

The goal was to enhance the communication between two population segments entering and exiting the labour market, as well as compare different visions in order to achieve a two-sided enrichment.
The tested intergenerational approach may be summed up as “knowledge facing competences accrued by experiences”, in order to underline several components contributing to the exchange of views between juniors and seniors.

The discussion was conceptually and operationally facilitated by the application of the visual planning technique, thus literally picturing and therefore framing the main issues.

3) experimentation-training intervention (action learning) within enterprises about “junior-senior group”, based on intergenerational collaboration (reciprocity).




	Name
	Thematic workshops



	Description
	A training methodology for professionals was organized in support of the professionals, based on an integrated training and consultancy programme, on 3 Thematic Laboratories, organised as a series of proactive seminars, having the focus on:

- information and orientation

- assistance/support to the Case Manager function

- transfer of specific tools for enterprise consultancy / analysis.




	Name
	Coaching - mentoring



	Description
	Process of helping the employee to do his/her job more effectively in different stages of his/her development and career in a company and advancement of managerial skills by using the experience of employees with higher competences and position in the organisation’s hierarchy.

The basic aim of mentoring is to advance the process of adaptation and development of a company’s employees by helping them to understand the culture of the organisation, its rules, its ways of making decisions and its standard methods of problems solving. Those aims are reached by individual training.

The training is conducted by a mentor for another person – the mentee.

Successful mentoring has to comply with several conditions:

• The mentor should be a successful person —in a position of authority and an example to follow in his/her work.

• The mentee should feel safe with his/her mentor.

• The mentor should have full internal agreement to share his/her experience, knowledge, etc.

• The mentee who follows the mentor’s steps should be strongly

motivated to learn how to use the experience and knowledge in his/her career development.

	Expected Benefits
	Raising employee qualifications

• Advancing and developing managerial skills

• Faster adaptation and development of new employees

• Helping in career development

• Identifying unused skills and qualifications

• Better matching employees to tasks

• Improved internal communication

• Objective evaluation of employees’ competences

• Increased employee identification with company

	Context of use
	Companies and organizations motivated by the concern that retiring

employees will mean huge losses of irreplaceable intellectual capital.


	Name
	PDP – Personal Development Process



	Description
	To prevent demographic risks we want to promote the adaptability of SMEs by exploiting, promoting and transferring the available, but little used competence potential of employees who are faced with retirement in a given time.

This objective is to be achieved by implementing strategic PDP (Personnel Development Process) in SMEs. The basic idea behind PDP is to promote life-long learning in an intergeneration, integrative learning process, starting from “personal report” - database that mentions employees’ special indispensable knowledge and competencies, and  which should be retained in the enterprise- in-house, for lifelong learning, through intergenerational knowledge and experience exchange, self-confidence, independence, active and productive ageing, social engagement of young and old personal development outside the working life as well. 


	
	


	Name
	ACTION REVIEWS

	Description
	The key purpose for doing an AR is to help a team learn and quickly apply the learning in real time to improve their current performance.

An Action Review (AR) is a quick and simple team learning process held while work is being performed, usually during a break in a process, activity or task. It is intended to help teams ‘learn in the moment’ and transfer knowledge immediately into the work at hand, as opposed to learning after a major project or activity has been completed. All it takes starting to run an AR is a commitment to open discussion, a little time, paper and pencil to record the results.

Participation

For an AR to be a successful discussion, it is imperative that:

• Only those involved in the event participate. 

• There are no spectators; everyone in attendance participates.

• Everyone is on an equal footing in the learning process – no hierarchy.




	Name
	AUTOCONFRONTATION

	Description 
	The auto confrontation is the confrontation a posteriori of an operator in one of its working activities recorded (movie, sound). THEREAU is at the origin of this concept which allows identifying the real work of the individual (or at least a part) in particular what he sometimes does on his own without being conscious of it. Yves CLOT speaks about revelation of "details of the job ". But it is not the only objective of this method; it is also a question of producing a new experience for the operator who, in order to observe the making, inevitably has to change posture and by taking distance discovers its identity to the work.

It requires interviewing the operator beforehand to understand globally his activity, to observe it and to film him in action.

A mediating participant, consultant in the fact of this method asks the operator what he does, why he does it. The mediator makes him specify the meaning of his gestures, his attitudes, his movements, the environment (sounds).



	Expected benefits
	The self-confrontation interview allows participants to identify implicit skills and knowledge of the job which become explicit through this exercise for both the employee in question and for the others; after that it can be transmitted. It is also necessary to record data so that it can be shared.

For employees:

- Through this exercise employees examine what they are doing and become aware of what they sometimes do without being aware they are doing it. The employee can then conceptualise his/her logic of action.

- They acquire new skills and know-how enabling them to analyse their own activities and be able afterwards to consolidate them and make them more efficient.

Having understood his/her logic of action, the employee will be able to re-shape his/her knowledge and skills in other situations.

- Employees will be able to explain the way they do things to one another and explain what motivates their choices of action, thus passing their knowledge on.

For companies:

- Capitalisation of knowledge and skills and what have implicitly been skills up to now through consolidation to be seen as knowledge development and know-how sharing.

- More competent employees.

- Employees that are able to progress because they know to explain how and why they are doing things in order to achieve expected results.

- The video of the employee’s activity can constitute a training tool.

	Context of use
	The self-confrontation interview is used in analysing working situations that are considered critical or sensitive by the company in terms of skills.


	Name
	COMMUNITY OF PRACTICE

	Description 
	CoPs are groups of people who share a concern or passion for something they do and learn how to do it better as they interact regularly.

CoPs are largely self-organised groups of workers in the companies who face similar problem-situations and have similar tasks.

	Expected benefits
	A Community of Practice that is integrated into the company offers several advantages. First, the exchanges improve the skills of the members —e.g.
-quicker problem solving and a wider range of competences. It also has a supporting effect where there are new solution approaches, innovations or “best practices”. Furthermore, the CoP can also provide opportunity for the development of new business areas.

	Context of use
	In situations where employees have developed implicit (often specialised) knowledge or skills that have not been written down or recorded and thus cannot be transferred to other employees.

The form of the CoP is focused on its members, who in turn focus on the direction of the community. Thus a distinction can be drawn among,

• CoPs that are purely internal within a company and CoPs with the involvement of external members/knowledge carriers,

• CoPs with few and mainly active members and CoPs with many active or passive members or subgroups,

• Purely informal CoPs and CoPs that are officially integrated into the company, etc.


	Name
	CROSSED AUTO CONFRONTATION

	Description 
	It is a method stemming from the simple auto confrontation.
The crossed auto confrontation is the confrontation a posteriori of an operator in one of his recorded working activity (movie, sound) and with one or some of his peers. It is Yves CLOT who is at the origin of this bare concept by chance. The crossed auto confrontation provokes professional controversies which will allow gathering on good practices.

The purpose of this method is similar to that of the simple auto confrontation that is bringing to light of knowledge and operational skills, the operator’s logic of action 

The crossed auto confrontation comes generally from a simple auto confrontation. With regard to the simple auto confrontation, Yves CLOT noticed that the dialogue between peers on a sequence filmed by one both allows bringing to the foreground knowledge and implicit skills. The peers using the same language of the job say to themselves more things than to a consultant who doesn’t know about the job.

The wealth consists in the interactions: the peers confront their knowledge and their know-how and enrich themselves mutually.



	Expected benefits
	The expected results are those of a self-confrontation interview plus the contribution of the exchanges between peers. Professional controversies question the knowledge and operational know-how of each peer, allowing them to become up-to-date and enriched by the experience.

The crossed self-confrontation interview enables identification of the employee’s implicit skills and knowledge, making them explicit through the exercise for each of them. This method allows them to create different ways of managing situations with an array of action strategies. The data then has to be capitalized so it can be shared with the others.

For employees:

- Through this exercise in which employees examine what they are doing and become aware of what they sometimes do without realising they are doing it. The employee can then conceptualise his/her logic of action. Furthermore, exchanges with peers allow each of them to become aware of their work and their identity within their work.

- They acquire new skills and know-how enabling them to analyse their own activities being then able to strengthen them and make them more efficient.

They exchange and share practices and learn from others.

For companies:

- Having more competent employees who pass on their experience and who develop their skills.

- Defining best practices.

- Capitalising on knowledge and implicit know-how and consolidating it to develop and share knowledge and know-how.

- Better performance.



	Context of use
	The crossed self-confrontation interview is used in analysing working situations that are considered critical or sensitive by the company in terms of skills. The junior/senior context is useful.


	Name
	DOUBLE’S INTERVIEW

	Description 
	The interview to the double is a method which was elaborated at the car manufacturer's FIAT in the 1970s by an Italian occupational psychologist, I. Oddone.

The idea is to make the work clear by the operator, the things to be made and things that are not to be made to the consultant who plays the role of his (her) double. The operator has to recall what he makes and throw the double in a future activity.



	Expected benefits
	Emergence of implicit skills and logic of action of the employee _ Revelation of professional skills and knowledge which can be crucial for the company.

• Employees’ awareness of their strategies of action, building-up their skills, acquisition of new skills as the capacity to analyse their work.

• Formalising, capitalising and sharing knowledge and skills.

• The company’s awareness of what the job is really like, versus prescribed work.

• A way for the company to appropriate and take advantage of knowledge capitalisation.

	Context of use
	This kind of interview is employed in the transfer of crucial skills at a time when baby boomers are retiring while young employees are not yet fully trained.


	Name
	JOB ROTATION

	Description 
	As the term suggests, job rotation is concerned with the action of enabling employees to switch job roles or functions for a period of time. The overall goal is to develop the individuals so that they have increased their skills, knowledge and experience by the end of the process. 

Job rotation has several variations. One of them, called on the job training, involves moving employees from one job position to the other within the same company. The purpose of this is to increase workers’ interest and motivation.

The second important variation of job rotation is to enable some employees to undergo training outside the company without causing any problems with work process. So the employees are substituted by new workers who carry on the tasks.

It is a tool allowing, on one hand, the new employees to get skills and knowledge through the working experience; and, on the other hand, the experienced workers to achieve an improvement of their professional competences, contributing to an increase of the company competitiveness (while a worker is taking part in a re-qualifying training process, an inexperienced worker, previously trained, occupies his/her working post).

It is a model created in the Northern Europe countries in the middle of the 90s meeting the flexibility needs of training demanded by the companies and the human resources. 



	
	


	Name
	KNOWLEDGE CAPTURE

	Description
	Knowledge capture is a very common method of transferring knowledge. While it is often not the most effective method, it is the most visible and easy to understand.  After all, libraries (real or virtual) are full of books that have contributed greatly to our base of knowledge.

Knowledge capture is the process that involves identification, elicitation, distillation, packaging and publishing. (Note: The elicitation and distillation steps are fairly complex and have their own guides to help in their application.) It is laborious and time consuming. But, when done right, it can enable knowledge to move from one to many regardless of time and space.



	Expected benefits
	Using the knowledge capture method, the company can benefit in a lot of ways. Some of them, directed to younger employees, are:

• If captured knowledge and relevant content is not found on the first page of results from a search on Google, a Gen Yer will either stop looking or perform another search. There’s a good chance they will not go to the next pages of search results to find what they are looking for.

• Stories take too long and are not something Gen Yers seem to need to make sense of knowledge that is being offered. “Get to the point and tell me what I need to know, and then ask me if I need more contexts,” was a common request from that generation.

• Knowledge in the form of ‘bite-sized chunks’ or ‘nuggets’ has the best chance of being read or ingested by people in all generations. It provokes your curiosity to make yourself search for some additional information.


	Name
	MULTIMEDIA TRANSMITION

	Description 
	The knowledge is transferred to a multimedia format, omitting the participation of the person who transfers the knowledge once the transmitter has downloaded his knowledge in a multimedia environment. (Video – Audio -Multimedia). This information can be shared and learned in a flexible way to a wide range of people.



	Expected benefits
	Time savings - once the information is gathered in the multimedia format.

• The information is always available for everyone, even if the person who has transferred the knowledge is not in the company.

• The knowledge can be gathered and classified.

• The information can be accessed as often as needed.
• The knowledge always remains in the company.

	Context of use
	Companies and organisations motivated by the concern that knowledge is an important treasure of the organisation and cannot be lost.


	Name
	PEER ASSIST

	Description 
	A Peer Assist is another knowledge technique used to facilitate knowledge exchange or transfer. Peer Assist is a facilitated meeting or workshop where peers from different teams share their experiences, insights, and knowledge with a person/team that has requested assistance in meeting an upcoming challenge or problem. 



	Expected benefits
	Peer Assist brings insight, assistance and knowledge from people outside of the organisation because peers will bring their own knowledge.

• It includes “outside” perspectives that bring new possibilities, options and ideas because the team

• shares what it knows in the context of their own plan, and then peers share what they know

• from their own context, drawing upon their own experiences, best practices and lessons learned.

• It develops a “what we both know” expertise about a project or task

requirement that is factored against

• “what is possible” (based on the peer’s own previous success).

It promotes sharing of learning and develops strong and often new connections and networking within the overall organisation.

	Context of use
	Employees are more inclined to use knowledge and insights from other peers before they undertake a project or task. The key to a successful Peer Assist is planning to begin after the team has exhausted their own internal knowledge and have created their plan, but before beginning any actual implementation.

Individuals/teams who call for a Peer Assist are not required to use the suggestions that others make, although most find the insights of their peers of considerable value for their ongoing work. It is important to invite as assistants people who are ‘good colleagues’, not those who are over critical or who dominate any discussion.


3.2. Questionnaires with Family SMEs.
The field work has three objectives:

° First, to evaluate the level of interest in implementing these methods of transmission of knowledge (0 = no interest and 4 = great interest)

° Second, to evaluate the degree of knowledge of the methods (0= I know it exists but do not know what it is and its utility exactly, 4 = I know perfectly what it is and its utility).
° Third, to evaluate whether used or not any of the methods. 

The criteria for the company selection were agreed in the first transnational meeting. The partners agreed to carry out the fieldwork with a sample of family companies (3-6 per country).

Basing on the above mentioned criteria, in the following chart there is a summary of the average of the level of interest to implement the methods (0 = no interest and 4 = great interest) in the Family SMEs consulted. The partnership will consider that those results will be the most interesting methods to be developed in the Guide:
1º- Action Reviews.

2º- The Action learning practices.

3º- Cross ages (intergenerational) experimentations.

4º- Auto – confrontation.

5º Coaching – mentoring.
	
	AVERAGE SPAIN
	AVERAGE ROMANIA
	AVERAGE FRANCE
	AVERAGE ITALY
	TOTAL AVERAGE

	The Action learning practices
	1,4
	3,6
	3
	4
	3,00

	Cross ages (intergenerational) experimentations
	2
	3,6
	2,5
	3,3
	2,85

	Thematic workshops
	1
	2,3
	2,3
	3,3
	2,23

	Coaching – mentoring
	3,2
	2
	2,1
	2,6
	2,48

	PDP–Personal Development Process
	1,6
	3,3
	1,6
	3
	2,38

	Action Reviews 
	2
	3,1
	3,1
	4
	3,05

	Auto - confrontation 
	4
	2,1
	2,6
	1,6
	2,58

	Community of Practice 
	1,8
	2,6
	2,4
	0
	1,70

	Crossed Auto-confrontation 
	2,4
	1
	2,6
	2,3
	2,08

	Double’s Interview 
	1
	1,2
	2,6
	0,6
	1,35

	Job Rotation
	1
	3,16
	2,9
	1
	2,02

	Knowledge Capture 
	0,2
	2,4
	2,9
	4
	2,38

	Multimedia Transmission 
	1,4
	1,6
	2,5
	2
	1,88

	Peer Assist
	0,2
	2,6
	2,6
	3,6
	2,25


Basing again on the information gathered in the field work, in the following chart there is a summary of the Percentage of Family SMEs interviewed that know and use the methods at transnational level.
	METHOD
	Percentage of Family SMEs interviewed that know the method. Transnational level (IT/SP/RO/FR).


	Percentage of Family SMEs interviewed that used the method. Transnational level. (IT/SP/RO/FR).



	The Action learning practices


	75%
	66%

	Cross ages (intergenerational) experimentations


	95%
	63%

	Thematic workshops


	86.5%
	63%

	Coaching– mentoring


	82.5%
	62%

	PDP–Personal Development Process


	80%
	78%

	Action Reviews 


	80.7%
	46%

	Auto- confrontation 


	54%
	82%

	Community of Practice 


	45.7%
	38%

	Crossed Auto-confrontation 


	50%
	33%

	Double´s Interview 
	65.5%
	16%

	Job Rotation
	90%
	17%

	Knowledge Capture 


	76.5%
	45%

	Multimedia Transmission 
	30%
	34%

	Punctual Lesson


	90%
	67%


4. ANEX 1. – Questionnaire.
The aim of the questionnaire is to analyse the company regarding different issues as the degree of knowledge, enterprise’s policy, human resource policy, etc
The core of this approach is a structured interview with the management who have the implicit knowledge. The interviewer should get the interviewees to explain their answers by asking about methods, tools, frequencies, etc. The interviewer’s competence and experience is very important. It is recommended to have two interviewers. One has as main task talking and eliciting explanations and the second one can take notes and attempt to identify links between answers and request explanations about these links. It is also recommended that the interview be recorded, so that any details that have been missed during the interview can be noted. 

This questionnaire is particularly suitable for small companies but can also be used in larger companies.

The interview(s) with people involved and a visit to the shop-floor should provide relevant information to identify one or more possible methods. The interview results provide information for a pre-selection of methods that suits the company’s needs. The company can then decide which method most appeals to it and implement it.

Questionnaire

1.-About the Company
1.1) Number of personnel 

……………..

1.2) Is there any record/scheme of the age structure?

……………………..……………………………………………..……………………………………………………………………………………………………………………………………………………………

1.3) What are the strengths of the company?

…………………………………………………………………………..…………………………………………………………………………..…………………………………………………………………………..

1.4) What are the weaknesses/threats of the company?

……………………………………………………………………………………………………………………………………………………..………………………………………………………………………..

1.5) What are the restraints of the company?

…………………………………………………………………………..…………………………………………………………………………..…………………………………………………………………………..

2. - About the Degree of knowledge:

2.1) What will be the key occupations/crafts necessary in your company in order to remain competitive?
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
2.1.1) How complex are these occupations?
……………………………………………………………………………………………………

2.2) What will be the key competences associated to the above occupations which you need to remain competitive? 

2.2.1) Are they strongly related to the work task?

…………………………………………………………………………………………………………………………………………
2.2.2) Is there any (formal) description of the work task?




□   No    
                    

□    Yes   




if <Yes>:
2.2.2. In what form is the description of the work task (manuals, instructions,…)?
……………………………………………………..
2.3) Is the current qualification level of the staff sufficient to answer the needs of the next three years? 

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………..………………………………………………
3.- About the enterprise’s policy:

3.1) What are your main development lines and objectives in terms of intergenerational transfer? 

…………………………………………………………………………………..…………………………………………………………………………………………………………………………………………………………………………

3.2) What is their impact on your family and your associates?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

3.2) What are their impacts on your employees?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
 4.-About the Human Resource policy:
4.1) How is information capitalized in your company?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
4.2) Is there a training policy/programme in the company)?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
4.2.1) For whom are these trainings?

……………………………………………………………………………………………………………………………………………………………….
TRAINING TOOLS  - COMPANY ANALYSIS
1.- Do you know the following methods for the transmissions of knowledge within the company?, please, identify the degree of knowledge you have about these methods.

	METHODS
	KNOWN (YES/NO)
	DEGREE OF KNOWLEDGE ( 0= I know it exists but do not know  what it is and its utility,  4 = I know perfectly what it is and its utility)


	The Action learning practices

	
	

	Cross ages (intergenerational) experimentations


	
	

	Thematic workshops


	
	

	Coaching– mentoring


	
	

	PDP–Personal Development Process


	
	

	Action Reviews 


	
	

	Auto- confrontation 


	
	

	Community of Practice 


	
	

	Crossed Auto-confrontation 


	
	

	Double´s Interview 
	
	

	Job Rotation
	
	

	Knowledge Capture 


	
	

	Multimedia Transmission 


	
	

	Punctual Lesson


	
	


Comments:

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
2.- Indicate whether any of these methods are used or not. If yes, could you tell us which have been used? If you have never used them, please, indicate the reasons.
	METHODS
	USED (YES/NO)
	AIMS (if YES)
	REASON (if NOT)
-Because I don’t know how it works
-No answer to my needs
-It’s difficult to implement it in my company.

-I already use a good method. 
-Others….

	The Action learning practices

	
	
	

	Cross ages (intergenerational) experimentations


	
	
	

	Thematic workshops


	
	
	

	Coaching– mentoring


	
	
	

	PDP–Personal Development Process


	
	
	

	Action Reviews 


	
	
	

	Auto- confrontation 


	
	
	

	Community of Practice 


	
	
	

	Crossed Auto-confrontation 


	
	
	

	Double´s Interview 
	
	
	

	Job Rotation
	
	
	

	Knowledge Capture 


	
	
	

	Multimedia Transmission 
	
	
	

	Punctual Lesson


	
	
	


Comments:
……………………………………………………………………………………………………………………………………………………………………………………………………………………

3.- Indicate the level of interest you would have to implement these methods of transmission of knowledge within your company ( 0 = no interest and 4 = great interest):
	METHODS
	

	The Action learning practices

	

	Cross ages (intergenerational) experimentations


	

	Thematic workshops


	

	Coaching– mentoring


	

	PDP–Personal Development Process


	

	Action Reviews 


	

	Auto- confrontation 


	

	Community of Practice 


	

	Crossed Auto-confrontation 


	

	Double´s Interview 
	

	Job Rotation
	

	Knowledge Capture 


	

	Multimedia Transmission 


	

	Punctual Lesson


	


Comments:
……………………………………………………………………………………………………………………………………………………………………………………………………………………

This project has been funded with support from the European Commission. This publication reflects the views only of the author, and the Commission cannot be held responsible for any use which may be made of the information contained therein.
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