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1. Executive Summary:
1.1 The IPMA Four-Level-Certification (IPMA 4-L-C) System for project, program and portfolio

management personnel is managed by IPMA through the Certification Validation Management
Board (CVMB).

1.2 The 4-L-C System, and the IPMA Regulations ICR4.0.1 & ICB4 that support the certification
system, are applied within IPMA-MPC Certification Body.

1.3 MPC Certification scheme:
* Defines the frame of reference for competences to be assessed using the IPMA Individual
Competence Baseline (IPMA-ICB4); and
* Conforms to a common IPMA regulatory framework known as the IPMA Certification
Regulations (IPMA-ICR4.0.1).

1.4 MPC is validated every 3 years by IPMA, under the terms of their [IPMA agreement, as a means of
checking compliance with the IPMA-ICR4.1.1 and to exchange good practice where possible.

1.5 To ease understanding, the IPMA-ICR4.1.1 is aligned with each Chapter heading of ISO/IEC
17024 (Conformity assessment — General requirements for bodies operating certification of
persons).

1.6 The IPMA 4-L-C System operates within 3 domains Project, program and portfolio management
and includes 4 levels of competence:

* [IPMA Level A

* [IPMA Level B

* [IPMA Level C

* [IPMA Level D

1.7 Applicant eligibility criteria and areas of responsibility expected for project, program and portfolio
management are identified within each of the roles.

1.8 The level of competence in which Candidates shall provide evidence within the overall certification
process includes several steps.

1.9 The level of competence for a Candidate is evaluated by Assessors who are trained in the IPMA
certification assessment process.

1.10 The evaluation is a fair, valid and reliable process based on Candidate evidence.
1.11 Re-certification is required after a 5-year period for all levels and is based on evidence of

continuing involvement in project, program or portfolio management at the appropriate level and
evidence of continuing professional development.
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2. Definitions:

2.1 Competence baselines
In the IPMA certification system, the competence that the candidate demonstrates to MPC is
compared with the applicable Individual Competence Baseline ICB4 with its taxonomy according to
the IPMA-ICR4.1.1.

2.2 Individual Competence:
The application of knowledge, skills and ability in order to achieve the desired results.
The competence is divided into three areas (perspective, people and practice) and together creates
the whole, balanced individual

2.3 Project:
A project is a unique, temporary, multi-disciplinary and organized endeavor to realize agreed
deliverables within predefined requirements and constrains.

2.4 Program:
a program is set up to achieve a strategic goal, a program is a temporary organization of interrelated
program components managed in a coordinated way to enable the implementation of change and the
realization of benefits, Program management typically involves senior project managers or project
directors.

2.5 Portfolio:
A Portfolio is a set of projects and /or programs, which are not necessarily related, brought together
to provide optimum use of the organization resources and to achieve the organization strategic goals
while minimizing portfolio risk.
Important issues on a portfolio level are reported to the senior management of the organization by
the portfolio manager, together with options to resolve the issues.

2.6 Project complexity:
A brief exposure to difficult situations there shall be 10 complexity indicators. These are in 3 main
groups that cover the areas of capability, context and management / leadership

3. MPC Mission and Purpose
3.1 The mission and purpose of MPC is to implement and maintain the IPMA 4-L-C System in Egypt.
Continual improvement, maintenance, and dissolution (if necessary) shall be under taken in
accordance with IPMA policies, regulations, procedures, structures and practices.

3.2 MPC is a separate legal entity it is registered at the social affair district Cairo on 25/07/1974 under
No. 1944 under “MES”.

3.3 MPC have written delegated responsibility and accountability from the MA for all aspects of the
IPMA 4-L-C System.

3.4 MPC is financially independent functional operating unit of Management Engineering Society
“MES”. MPC shall be able to provide the IPMA CVMB details of its financial situation and how it
establishes and maintains budgetary control on request.
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3.5 MPC shall Document its practices in the certification of individuals and ensure that the practices it
employs do not negatively impact on the impartiality of its certification activities.

3.6 MPC shall establish, maintain and comply with up-to-date written procedures on how to address any
concerns about its development, delivery and award of certification. MPC shall ensure that
investigations of any such concerns are carried out rigorously, effectively and by persons of
appropriate competence who have no personal interest in the outcome.

3.7 MPC shall act impartially in relation to its Applicants, Candidates and certified individuals. To do so,
MPC and its personnel shall be required to declare any perceived or actual conflicts of interest and to
manage them accordingly.

3.8 The diagram below shows the relationship between MPC and the relevant IPMA executive and
management boards and officials.

IPMA: Council of Delegates

v

IPMA: Executive Board
(VP Membership / VP Certification)

Written Delegation ¢ ¢Tri1ateral Agreement
CVMB Member Association MA
Communications ¢ ¢Written Delegation
relating to ICR

Certification Body (MPC)

v

Customer of MPC: Applicants, Candidates,
Certificate holders

3.9 MPC Applies the IPMA universal four level certification system and offers IPMA certificates
(levels A, B, C & D) recognized from all [PMA member’s countries.

3.10 MPC has established a guiding brochure (App.01) to inform applicants and candidates about the
main brief IPMA universal 4-L Certification information.
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4. Certification Scheme:

4.1 IPMA 4-L-C System

4.1.1 MPC offers a certification system (IPMA 4-L-C System) in 4 Levels A, B, C and D in the

domain of projects, programs and portfolios, these 4 Levels are constructed against the
following core criteria:

» Level A: is constructed in terms of the leadership of others in very complex projects
throughout the life cycle at a strategic level. This also applies to portfolio and
program management roles and life cycles (where applicable).

* Level B: Is constructed in terms of the leadership of others in complex projects throughout
the life cycle. This also applies to portfolio and program management roles and
life cycles (where applicable).

* Level C: is constructed in terms of the management of others in projects of moderate
complexity throughout the life cycle through the application of knowledge / theory
across all relevant competences.

*Level D: is constructed in terms of knowledge across all relevant competences only.

Domain
Project Program Portfolio
Certified Project Director Certified Program Director Certified Portfolio Director
Certified Senior Project Certified Senior Program Certified Senior Portfolio
Manager Manager Manager

Certified Project Manager

Certified Project Management | Table 1. IPMA 4-L-C System profiles (levels)
Associate

Level

C O = >

In clarification of some specific terms:

a. “Management of others”: There is no specified number of ‘others’ and candidates may
demonstrate management of others who are not in their line management chain as a part of
this. The number of others required should be derived from the management/leadership
group of complexity indicators developed by a CB under ICR 8.4.2 that would be expected of
a project manager in a project of moderate complexity. The length of time required should
be a minimum of 3 years in line with the minimum length of experience required in that role.

. “Throughout the lifecycle of the projects”: ‘Throughout the life cycle’ is not defined in ICR4
but should be interpreted as allowing a candidate to apply using evidence from a project
anywhere in its life cycle so long as it meets the complexity requirement for a project in the
phase, or phases, in which the candidate is demonstrating their evidence.

. Project Duration and Management of Others ‘shall’ be reviewed at Eligibility Check level
and, as RFC 7.17 explains, this ‘may’ involve an assessor. ICR 4 does not say they ‘shall
only’ be reviewed at Eligibility Check. There is no formal requirement for an Assessor to
revisit the eligibility criteria: however, should, in the course of the interview, the Assessor
conclude that the Candidate has failed to demonstrate the KCIs/CEs IN THE CONDITIONS
DEFINED BY THE CORE CRITERIA (see ICR4 Para 8.3.1), the Candidate should be
judged to have failed the interview stage.
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4.1.2 Each profile has associated role descriptions and eligibility criteria as shown in the table 2:

IPMA Level A (table 2-1)

All experience for Level A must have been obtained within the last 12 years.

Domain Role Description Eligibility
Certified Project Director A minimum of 5 years’ experience as a project
o Acting on a strategic level within a very manager in a responsible leadership function in
Project complex project environment. very complex projects of which at least 3 years
Management. o Responsible for a very complex project were at a strategic level.
which has a strategic impact on the
organization.
Certified Program Director A minimum of 5 years’ experience as a program
o Acting on a strategic level within a very manager in a responsible leadership function in
complex program environment. very complex programs at a strategic level.
o Responsible for a very complex program OR
Program which has a strategic impact on the A minimum of 4 years’ experience as a program
organization. manager in a responsible leadership function in
Management
very complex programs. AND
A minimum of 3 years’ experience as a project
manager in a responsible leadership function
managing very complex projects at a strategic
level.
Certified Portfolio Director A minimum of 5 years’ experience as a portfolio
o Acting on a strategic level within a very manager in a responsible leadership function in
complex portfolio environment. very complex portfolios at a strategic level.
o Responsible for a very complex portfolio | OR
Portfolio which has a strategic impact on the A minimum of 4 years’ experience as a portfolio
organization. manager in a responsible leadership function in
Management .
very complex portfolios. AND
A minimum of 3 years’ experience as a project
or program manager in a responsible leadership
function managing very complex projects or
programs at a Strategic level.
IPMA Level B (table 2-2)
All experience for Level B must have been obtained within the last 8 years.
The evidence timescale can be extended by 4 years with justification.
Domain Role Description Eligibility
Certified Senior Project Manager A minimum of 5 years’ experience as a project
Project e Acting in a complex project environment. | manager of which at least 3 years were in a
Management. e Responsible for a complex project within | responsible leadership function managing
an organization. complex projects.
Certified Senior Program Manager A minimum of 5 years’ experience as a
e Actingin a complex program program manager of which at least 3 years
M Program environment. were in a responsible leadership function
anagement e Responsible for a complex program managing complex programs.
within an organization.
Certified Senior Portfolio Manager A minimum of 5 years’ experience as a
. e Actingin a complex portfolio portfolio manager of which at least 3 years
Portfolio environment. were in a responsible leadership function
Management

e Responsible for a complex portfolio
within an organization.

managing complex portfolios.
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IPMA Level C (table 2-3)

All experience for Level C must have been obtained within the last 6 years.
The evidence timescale can be extended by 4 years with justification.

Domain Role Description Eligibility
Certified Project Manager Minimum of 3 years’ experience as a project
e Acting in a moderate complex Manager within projects of moderate
Project environrpent'. . complexity.
Management. e Responsible in a project management role OB . . .
with moderate complexity within an Minimum of 3 years’ experience in a
organization. responsible project management role assisting
the project manager in complex projects.

IPMA Level D (table 2-4)

All experience for Level D must have been obtained within the last 6 years.
The evidence timescale can be extended by 4 years with justification.

Domain Role Description Eligibility
Certified Project Management Associate No experience required.
e Knowledge in Competence Elements
Project related to project management.
Management. e Has broad project management
knowledge and may work in a project
team.

4.2 Project, program and portfolio complexity:

4.2.1 Project, program and portfolio complexity shall be evaluated based on the requirements of
eligibility for each certification level.

4.2.2 MPC certification manager shall evaluate the complexity of each project, program or
portfolio provided as evidence for assessment by the Candidate. There shall be 10 complexity
indicators. These are in 3 main groups that cover the areas of capability, context and
management/leadership based complexities as shown in table 3:

4.2.3 Each complexity indicator shall be scored as follows for a project, program or portfolio:
e Very low complexity — score of 1;

Low complexity — score of 2;

High complexity — score of 3; or

Very high complexity — score of 4.

4.2.4 The scores shall be added up to obtain an overall complexity score for each project,
program or portfolio.

4.2.5 When more than one project, program or portfolio is provided by the Candidate, each shall
be independently assessed for its complexity to meet the following criteria:

e where there is a requirement for evidence of moderate complexity (Level C) in a
project, the Candidate shall provide sufficient evidence to obtain a minimum score
of 16 in their Executive Summary Report;

e where there is a requirement for evidence of a complex (Level B) project, program
or portfolio, the Candidate shall provide sufficient evidence to obtain a minimum
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score of 25 for each project, program or portfolio in their Executive Summary
Report; and

e Where there is a requirement for evidence of a very complex (Level A) project,
program or portfolio, the Candidate shall provide sufficient evidence to obtain a
minimum score of 32 for each project, program or portfolio in their Executive
Summary Report.

4.2.6 MPC shall advise Applicants and Candidates to use suitable examples of evidence for
application and assessment from project(s), program(s) or portfolio(s) that meet the
complexity criteria above.

4.2.7 Assessors shall only accept evidence from projects, programs and portfolios that meet the
minimum complexity requirements for the level which the Candidate has applied for.
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Complexity of projects, programs and portfolios (table 3)

Complexity
Areas

Complexity
indicators

Description of indicator

Score
VL| L | H|VH
1 213 4

Capability-based
indicators

Objectives and
assessment of
results (output-
related
complexity)

This indicator shall describe the complexity
originating from vague, exacting and
mutually conflicting goals, objectives,
Requirements and expectations.

Processes,
methods, tools
and techniques
(process-related

this indicator shall describe the complexity
related to the number of tasks, assumptions
and constraints and their Inter-dependence;
the processes and process quality

complexity) requirements; the team and communication
structure; and the availability of supporting
methods, tools and techniques.

Resources this indicator shall describe complexities

including finance
(input-related
complexity):

relating to acquiring and funding the
necessary budgets (possibly from several
sources); the diversity or lack of availability
of resources (both human and other); and
the processes and activities needed to
manage the financial and resource aspects,
including procurement.

Risk and
opportunities
(risk-related
complexity)

this indicator shall describe complexity
related to

the risk profile(s) and uncertainty levels of
the project, program or portfolio and
dependent initiatives.

Context-based
indicators

Stakeholders and
integration
(strategy-related
complexity):

this indicator shall describe the influence of
formal strategy from the sponsoring
organization(s), and the standards,
regulations, informal strategies and politics
which may influence the project, program or
portfolio.

Other factors may include the importance of
outcomes for the organization; the measure
of agreement between stakeholders; the
informal power, interests and resistance
surrounding the project, program or
portfolio; and any legal or regulatory
requirements.

Relations with
permanent
organizations
(organization-
related
complexity):

this indicator shall describe the amount and
interrelatedness of the interfaces of the
project, program or portfolio with the
organization’s systems, structures, reporting
and decision-making processes.

Cultural and social
context (socio-
cultural
complexity):

this indicator shall describe complexity
resulting from socio-cultural dynamics.
These may include interfaces with
participants, stakeholders or organizations
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from different socio-cultural backgrounds or
having to deal with distributed teams.

Leadership,

This indicator shall describe the

innovation and
general conditions

Management . .
. teamwork and management/ leadership requirements from
and leadership - . . . .
based decisions (team- within the project, program or portfolio. This
ase . related indicator focuses on the complexity
complexity complexity) originating from the relationship with the
indicators team(s) and their maturity and hence the
vision, guidance and steering the team
requires to deliver.
Degree of this indicator shall describe the complexity

originating from the degree of technical
innovation of the project, program or

(innovation- portfolio.

related This indicator may focus on the learning and

complexity) associated resourcefulness required to
innovate and/or work with unfamiliar
outcomes, approaches, processes, tools
and/or methods.

Demand for this indicator shall describe the amount

coordination
(autonomy-related
complexity)

of autonomy and responsibility that the
project, program or portfolio
manager/leader has been

given or has taken/shown.

This indicator focuses on coordinating,
communicating, promoting and defending
the project, program or portfolio interests
with others.

4.3 IPMA principles of certification

4.3.1 MPC is uses the following principles of certification for assessments:
o Fair: using a standard process and treating all candidates equally;

e Valid: asking only for evidence which is appropriate for the competence being
assessed;

e reliable and consistent: such that each candidate would receive the same
assessment outcome if assessed by different assessors, and that each assessor applies
the same principles to each candidate they assess;

e based on:
- current and recent evidence at the level being assessed;
- sufficient evidence for a robust judgement to be made by an assessor;
- authentic evidence, which can be verified as that of the candidate;

e accurate: using different assessment methods throughout the process;

e transparent: so that the candidate is aware of all of the process of assessment,
associated costs and the basis on which assessors’ judgements will be made
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4.3.2 MPC shall ensure that each assessment adheres to IPMA’s principles of certification. In
any case where there is a conflict between two or more of these principles, MPC shall
make every effort to achieve balance between them and ensures compliance with the

IPMA ICR

4.4 Setting the assessment

4.4.1 MPC takes reasonable steps to ensure that the level of attainment demanded of a
Candidate in the assessment that it makes available is consistent.

4.4.2 MPC shall publish a document (Guidelines for candidate G-02), available to all on the
MPC’s website that sets out clear and unambiguous assessment requirements for
Candidates.

4.5 Language of the assessment:

4.5.1 To ensure consistency of assessment, MPC shall ensure that its internal and published
documentation is available in Arabic/English language used to assess a Candidate.

4.6 Accessibility of certification:

4.6.1 MPC shall ensure that there is no any racial discrimination between applicants, MPC
provides equal access to all potential candidates irrespective of race, colour, religion,
gender, sexual orientation, national origin, ethnic group, disability or other personal
characteristics for each of the IPMA certification levels and domains which it makes

available.

4.6.2 MPC shall monitor (through risk analysis and meeting of certification committee) the
certifications that it makes available for any feature which could disadvantage a group of
Candidates who share a particular characteristic.

4.6.3 Where MPC has identified such a feature, it shall:

e remove any disadvantage which is unjustifiable; and

e Maintain a record of any disadvantage which it believes to be justifiable, setting
out the reasons why in its opinion the disadvantage is justifiable.
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5. Certification Process Requirements:

5.1 Assessment requirements:
5.1.1 MPC has a detailed clear and accurate documentation in line with the IPMA-ICR for
certification profiles (A, B, C & D) it offers.

5.1.2 In designing an assessment for any profile MPC shall ensure that it has or can obtain
adequate resources to enable the assessment to be delivered effectively and

efficiently.

5.1.3 Each assessment shall:

be fit for purpose;
adhere to the IPMA principles of certification (para 4.3);
be appropriate for the mechanisms chosen;

ensure it allows each specified level of attainment detailed in the specification to
be reached by a Candidate who has attained the required level of knowledge,
skills or ability;

be consistent with the IPMA ICR; and

ensure it allows Assessors to be able to differentiate accurately and consistently
between levels of attainment by a Candidate.

5.1.4 The IPMA ICR defines the minimum compliance requirements to be met by MPC.

5.1.5 MPC shall define the order in which mechanisms are applied. However, if an
interview is part of the assessment process, it shall be the final assessment
mechanism.

5.1.6 MPC shall:

arrange for the assessment of each Candidate against all the specified
requirements for the level and domain of certification sought;

nominate an NLA and, where applicable, an NCA for each Candidate;

ensure that due process is followed for each Candidate, and that all stages of the
assessment are conducted in accordance with the stated specifications and the
IPMA ICR;

ensure that proper and complete records of each Candidate and each assessment
of each Candidate are made during the assessment process and retained as
required by the IPMA ICR and P-3;

receive the recommendation of the Assessor(s) at the conclusion of the
assessment process and decide whether or not certification should be given to the
Candidate; and

ensure that feedback is provided to the Candidate.

5.1.7 MPC have in place effective arrangements (database of questions categorised by level
and domain and mapped to the KCIs in the IPMA ICB, The database are large
enough such that any 3 consecutive exams share a maximum of 20% of their
questions) For each certification that it makes available, to ensure that, as far as
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possible, the criteria against which a Candidate’s performance will be determined
are:

e understood by the Assessors and accurately applied;

o applied consistently by the Assessors, regardless of the identity of the Assessor or
Candidate; and

e decided upon by MPC personnel having satisfied themselves that all certification
requirements have been met.

5.1.8 MPC shall not grant certification until all the requirements have been fulfilled and the
process that has been followed has been checked to comply with the IPMA ICR.

5.1.9 MPC shall offer assessment in accordance with the IPMA Assessment paths for the
level and domain of certification being sought and shall ensure the assessment
instruments for conducting Candidate assessment are in accordance with the [IPMA
principles of certification.

5.2 Sufficiency of evidence

5.2.1 MPC shall ensure that Candidates are only certified when they have satisfied all the
requirements for certification.

5.2.2 MPC shall ensure that the marking of an assessment and the awarding of a certificate

takes into account all admissible evidence generated by a Candidate as part of that
assessment.
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5.3 Assessment paths for initial certification
5.3.1 Assessment paths by level

There are several equivalent, predefined paths for MPC-IPMA certification that shall
be applied to the certification of individuals. MPC shall select from these paths for
each of the defined levels of certification within MPC. MPCs may choose different
paths for different domains.

a. Assessment Path for IPMA Level A

Application
CV for Initial
Certification

Executive
Summary Report

Full Self
assessment

Referees

Not yet eligible
Feedback < Eligibility check

, Pass
Report [¥ ]

Not yet competent
Feedback <

Path 1

Path 2

Simulation/Role Based
Extended Interview [ 1] Scenario [¥]

(Regular) Interview [¥]

Final evaluation
Decision

Not yet competent
Feedback

Certificate

Archive

[¥] = If deemed not yet competent at the first attempt step can be repeated once.

Figure 4. Assessment Path for IPMA Level A
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b. Assessment Path for IPMA Level B

Application
CV for Initial
Certification

‘ Executive

Summary Report

Full Self
assessment

REEEES

Not yet eligible
Feedback & Eligibility check

L, Pass

Exam [ Y]
Not yet competent

Feedback

| Pass

Report [¥ ]

Not yet competent
Feedback

Pass

Path 1

Simulation/Role Based

Extended Interview [1] Scenario [1]
(Regular) Interview [¥]

Final evaluation
Decision

Not yet competent
Feedback

Pass

Certificate
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Figure 5. Assessment Path for IPMA Level B
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c. Assessment Path for IPMA Level C
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Certificate

Archive
[¥] = If deemed not yet competent at the first attempt step can be repeated once.

Figure 6. Assessment Path for IPMA Level C
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d. Assessment Path for IPMA Level D

Not yet eligible I I

Pass

¥

Not yet competent
Pass
I I

|

[¥] = If deemed not yet competent at the first attempt step can be repeated once.

Figure 7. Assessment Path for IPMA Level D

e MPC shall construct its assessment path with the understanding that the sequential order
of the mechanisms of assessment can be altered apart from the interview in Levels C—A.
The eligibility check (stage 1 below) shall always be at the beginning. The interview (in
stage 4) shall always be the final step of engagement with the Candidate in the
assessment process.

e MPCs may add additional requirements or certification steps for initial certification.
Any additions shall be shown to not cause any Adverse Effects and shall be approved by
the IPMA CVMB in writing prior to their implementation ensuring that any written
conditions are met.

e The assessment paths selected by MPC shall be regulated and subject to Validation.

e If MPC undertakes to offer both assessment paths for the same role, then MPC shall
decide what assessment path is used in each certification cycle in advance of it being
publicised. This path shall not be changed once announced. Announcements shall be
made at least 2 weeks before the certification cycle start date.
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5.3.2 Assessment path steps
The table below summarises the assessment paths and steps that MPC shall apply for the
initial certification of a Candidate:

IPMA Level
Level A Level B Level C Level D
Path 1 2 1 2 1 2 N/A
Stage Step
1 Application R R R R
cv R R R N/A
Executive Summary Report R R R N/A
Full Self-assessment R R R N/A
Knowledge Self-assessment N/A N/A N/A R
Referees R R R N/A
2 Exam Q N/A R R R
3 Report Q R R N/A N/A
Extended Interview Q R N/A R N/A R N/A N/A
2mu|ation / Role Based Scenario N/A R N/A R N/A R N/A
(Regular) Interview Q N/A R N/A R N/A R N/A
5 Final evaluation R R R R
Decision R R R R
Certificate R R R R
Feedback R R R R
Archiving R R R R
Legend:
R = Required
C = On request of the Candidate
N/A = Not applicable and shall not be requested
Q = If deemed not yet competent at the first attempt, step can be repeated once.

Table 4. Assessment paths for initial certification

5.3.3 Candidate failure on initial certification

e Candidates shall be permitted to retake the specified parts (Q) of the assessment once if
they are unsuccessful on their first attempt within the scope of the same application. MPC
shall publish the corresponding additional administration fee for re-taking a specific
element.

o The repetition of the following steps shall have at least one new Assessor assigned by MPC:
- (regular) interview;
- extended interview;
- Simulation/role-based scenario.
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For the Candidate to be awarded an IPMA Certificate, they shall have successfully
completed each of the assessment steps within 18 months from the date of acceptance of
their application.

MPC shall offer to the Candidate to continue in the path on failure of a step. the Candidate
shall be made to understand that they will need to retake and pass the failed step before
a positive outcome can occur in MPC’s final evaluation. If they fail to pass the step on
their second attempt, the final evaluation will give a response of “not yet competent”
(independent on whether the criteria for achieving 80% of CEs would be satisfied).

If there is a second interview, all evaluation outcomes from the first interview will be
disregarded and the interview will be planned and undertaken using the baseline of the
candidate’s application and latest report and exam results

The Assessment Paths in 5.3.1 indicate that a Pass/Not yet competent decision and
feedback is required before moving to the next step. Candidates/MPC may wish to
undertake the exam and interview in the same day but are still required to provide the
Pass/Not yet competent decision on the exam before the interview. MPC is not permitted
to choose to allow the application of 5.3.3 para 4, even if the Candidate agrees (under
5.3.3) to proceed without knowing they have passed the exam as this would create a
conflict with 9.1.5. This Clarification makes clear that 5.3.1 takes priority over 5.3.3:
a Candidate shall not undertake the interview until all the other steps have been passed.

5.3.4 Competence baseline for assessment:

» The frame of reference during the assessment process is the Competence Elements
(CE) as defined in the IPMA Individual Competence Baseline (IPMA ICB). It is the
IPMA Standard for certification and shall be used for the assessment of Candidates by
MPCs.

» MPC shall use the IPMA ICB4 in its IPMA published form, later on, MPC shall use a
version translated into Arabic language. If translated, MPC shall provide the IPMA
CVMB with a copy of the IPMA ICB in the Arabic language. This shall be an accurate
translation without addition or modification.

5.3.5 Competence Element (CE)

e The IPMA ICB 4 has a number of Competence Elements (CEs), each of which has a
number of Key Competence Indicators (KCls). The assessment of a Candidate is
undertaken at the CE level using the KCIs to support the assessment.

e The IPMA ICB 4 definition of individual competencies “the application of knowledge,
skills and abilities in order to achieve the desired results in a work environment.”
Using this definition:

- The assessment of A-level Candidate shall be based on the demonstration of the
CE applied very complex project/programme/portfolio environment.

- The assessment of a B-level Candidate shall be based on the demonstration of
the CE applied in a complex project/programme/portfolio environment.

- The assessment of a C-level Candidate shall be basedon the demonstration of
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the CE applied in a project environment of moderate complexity.

- The assessment of a D-level Candidate shall be based on knowledge where
Candidates can demonstrate understanding of the relevant CE in a non-
complex projectenvironment.

Exam questions, interview questions and simulation case studies used for Levels A,
B and C shall be formulated such that they allow Candidates to demonstrate
application of knowledge, skills and abilities.

5.3.6 Coverage and achievement of Levels A, B and C

To achieve a Level A, Candidates must demonstrate evidence of 80% of the domain
CEs defined in the ICB, in a very complex environment.

To achieve a Level B, Candidates must demonstrate evidence of 80% of the domain
CEs defined in the ICB, in a complex environment.

To achieve a Level C, Candidates must demonstrate evidence of 80% of the domain
CEs defined in the ICB, in a moderately complex environment.

To demonstrate sufficient evidence against a specific CE, a Candidate shall
demonstrate a minimum of 50% of the KCIs. MPC shall capture this evidence of
attainment.

MPC:s shall construct the content of the assessment path so that evidence of the KCI
scan be drawn from across the assessment methods used.

No one-assessment method shall cover all CEs. Calculated percentages shall be
rounded down to a whole number.

5.3.7 Coverage and achievement of Level D

MPCs has constructed the content of the assessment path so that 100% of the CEs are
assessed. To achieve a Level D, Candidates shall demonstrate knowledge of 80% of
the domain CEs defined in the IPMA ICB4. Calculated percentages shall be rounded
down to a whole number.

The CEs within the IPMA ICB shall be used as a basis for the creation of Level D
exam questions.

5.3.8 Use of language and stimulus materials

o MPC shall use English and Arabic languages and stimulus materials. Materials are

considered appropriate if they:

- enable Candidates to demonstrate their level of competence attained;

- require knowledge, skills and ability to achieve results which are required for
IPMA certification;

- are clear and unambiguous (unless ambiguity forms part of the assessment);and

- are not likely to cause unnecessary offence to Candidates.

e MPC shall take all reasonable steps to ensure that no Candidate is disadvantaged by the
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language or stimulus material used.
5.4 Initial certification step details

a) Application (all levels) (F/P-04/1)

5.4.1 MPC shall provide an application form that shall include all necessary
personal details for MPC to identify and process the Candidate for suitability
against the corresponding certification level being applied for.

5.4.2 The application shall include:
o the Candidate’s personal details;
o the certification level and domain being applied for; and

e a signature of the Candidate, which may be in an electronic form or any other
legally accepted format.

5.4.3 In the application the Applicant shall confirm that they agree to and will
comply with the conditions and obligations of the IPMA Certification
process including, but not limited to:

o the publication of their name and certificate details on MPC and IPMA web
sites, unless they express a wish not to do so in writing, including the release
of their details to IPMA for audit purposes;

o ownership and use of the Certificate;

e MPC’s certification procedures;

e MPC’s financial terms and conditions;

e MPC’s code of professional conduct and code of ethics; and

e MPC’s Complaints and Appeals process.

b) Self-assessment (all levels)

5.4.4 The Applicants self-assessment shall be used by MPC in the application phase
(Full self-assessment for Levels A, B and C and Knowledge self-assessment for

Level D, to assess their suitability.

5.4.5 The Applicants self-assessment may be re-used after the assessment has been
completed and a recommendation has been made to MPC by the Assessor(s) in
order to provide comparative feedback to the Candidate.

Clarification: As guidance for how an Applicant should score their self-assessment, it is
suggested that the candidate uses the KClIs and 'rolls ' them up to see if they meet the 50%
requirement. For level D, the CE level needs to be self-assessed.

b1) Full self-assessment (Levels A, B and C)

5.4.6 For Levels A, B and C, the Applicant shall complete a full self-assessment
(knowledge, skills and abilities) for all CEs in the level and domain applied for.
In completing their self-assessment, the Applicant shall also be instructed to
consider the KClIs in their assessment.
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Clarification: In the ICB4, the definition of competence shows that ‘Knowledge’ and
‘Skills’ are integral parts of ‘Abilities’. Consequently, the full self-assessment for Levels
A, B and C may be undertaken by asking the Applicant to self-assess their ‘Abilities’
(without explicitly asking them to self-assess their ‘Knowledge’ and ‘Skills’ separately).

b2) Knowledge self-assessment (Level D)

5.4.7 For level D, the Applicant shall complete a self-assessment, for all CEs at the
knowledge level.

Clarification: ‘Knowledge level’ as opposed to ‘applied knowledge’ that is defined in ICB
¢) Curriculum Vitae (Levels A, B and C)

5.4.8 The Applicant’s CV shall include at least:
o the name and contact details of the Applicant;
¢ a career history including relevant:

- project, program and portfolio roles and positions held;

- degrees and coursework from accredited institutions of higher learning;
- professional certifications and qualifications

- project, programme and portfolio management training;

- professional memberships; and

- other Professional Development (PD) including awards,
achievements or publications in project, programme or portfolio
management.

Clarification: The presumption is that the Applicant should not be required to provide
information that the CB does not need. The requirement in Para 5.4.8 that ‘The
Applicant’s CV shall include at least: .... a career history including relevant: ..... " s
to be interpreted as requiring the Applicant to put in their CV (rather than elsewhere)
those items of evidence, such as the ones listed, that the Applicant judges relevant to

support their candidature for the certification sought

5.4.9 Each Applicant shall provide a summary of relevant projects, programmes or
portfolios they have managed or been involved in to meet the certification
requirements. Sufficient detail needs to be provided by the Applicant to enable
Assessors to assess the Applicant’s suitability for the IPMA level applied for.
This shall include, but is not be limited to:

- key deliverables, duration, budget and complexity of the projects,
programmes or portfolios; and

- role, responsibility and extent of engagement of the Applicant in each of the
projects, programmes or portfolios.
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d) Executive Summary Report (Levels A, B and C)

5.4.10 Each Applicant shall submit an Executive Summary Report of a maximum of
15 pages regarding their suitability for assessment based on the
eligibilitycriteria. The report shall include:

e organisation (company details, industry and project types types (eg
infrastructure, health, organisational transformation, finance etc), principal
objectives of the organisation and business unit the Applicant works in);

e aone-page summary for each of the project(s) /programme(s) /portfolio(s)
with related time schedules and phases and resources available to them;

e the role of the Applicant (an organisation chart with their position identified,
their area of responsibility, an overview of the Project Management
procedures they use, their relationship with internal and external
stakeholders).;

Clarifications:

1. Project type means area of applications. E.g. Construction, IT, Innovation,
Organizational Change etc.

2. Principle objectives of the organisation are required to understand the way the
applicant contextualises the project. The integration of all the information
collected at the application stage helps to evaluate the eligibility criteria.
‘Principle objectives’ is an open concept intended to leave the applicant free to
describe their own ideas and subsequent evaluation by the assessors.

3. Role of the applicant relates to the applicant’s appointment in their current
employing organisation.

4. The executive summary does not need to include ‘discussion of complexity’ beyond
the provision of the complexity scores and compliance with the Executive
Summary Guideline on ‘how they meet the complexity criteria’.

5. ‘How you have led/managed’ each project is an open question and the executive
summary report requires only a short description because the applicant is
required to provide this for several projects/programmes/portfolios.

6. The items in brackets are the minimum the candidate should refer to.

5.4.11 for Levels A and B: a description of how they have led each project/
portfolio/ program and how they meet the complexity criteria for the level
being applied for noting that these details shall be used by the Candidate as the
basis for the Report;and

Clarification: The intent of ICR4 is that the Executive Summary is used to check
the eligibility of applicants to become candidates and may be used by the
Assessors to prepare for the interview (Para 9.4.12). It is not used for the
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evaluating of the Project Report and is not to be used to give the candidate the
opportunity to extend his Project Report from the 25 pages allowed to 40 pages
created by having both the 25 pages of Project Report plus 15 pages of Executive
Summary for evaluation at the report stage. In this respect, the candidate may not
‘simply reference the Executive Summary’ but the candidate may assume that,
when the Assessor is evaluating the Project Report (ICR4 Para 9.4.51), the
Assessor may be aware of the context of this project in the wider setting provided
by the Executive Summary

5.4.12 for Level C: a description of how they have managed each project and how
they meet the complexity criteria.

5.4.13 The Executive Summary Report may be used by Assessors in preparation for
an interview and/or a simulation.

Clarification:

In line with Para 9.4.13, Assessors may use the Executive Summary Report in
preparation for an interview and/or simulation and if the Assessors find sufficient
evidence of the candidate’s competence they may score that evidence as
satisfaction of the relevant KCI in their mark sheet against the
interview/simulation step and record the evidence as provided in the Executive
Summary Report.

e) Referees (Levels A, B and C)

5.4.12 Each Applicant shall provide names and contact details for at least two
professional referees who are familiar with the Applicant’s eligible work
experience. .The Applicant shall provide referees that are available and
suitable.

5.4.13 MPC shall contact the referees in whatever way necessary to verify the
Applicant’s eligibility.
5.4.14 MPC shall use the information from the referees:
e to confirm the declarations of the Applicant; and
« to dispel any doubts regarding the Applicant’s suitability for assessment.
5.4.15 If the initial referees fail to satisfy the objectives above, MPC shall request

additional referees from the Applicant. If the additional referees fail to satisty
the objectives, MPC shall reject the Applicant.

f) Eligibility check (all levels)

5.4.16 MPC shall evaluate each Applicant’s eligibility so that a decision on suitability
can be taken. Based on the evidence provided, and drawing on the experience
of the Assessors as necessary, MPC shall document and inform the Applicant
of its decision to accept or reject an application for certification.
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5.4.17 If an Applicant is accepted (meets the eligibility criteria), they become a
Candidate.

5.4.18 If an Applicant is rejected (does not meet the eligibility criteria), the Applicant
shall be advised by MPC of their options including, but not limited by:

e application for certification at a lower level; or

e provision of additional evidence that would be required to meet the eligibility
criteria.

o) Exams (Levels B, C and D)

5.4.19 MPC shall have a consistent examination process together with a clear marking
guide for each exam.

5.4.20 MPC shall maintain a data base of questions categorised by level and domain
and mapped to the KClIs in the IPMA ICB. The database shall be large enough
such that any 3 consecutive exams share a maximum of 20% of their questions.
MPC:s shall actively rotate their examination papers to prevent Candidates from
learning the exam papers.

5.4.21 Each question shall be constructed to solicit evidence against the level and
domain being examined. Where Multiple-choice questionsare used, care shall be
taken to ensure variance in the structure and positioning of answers.

5.4.22 MPC shall prevent Candidate access to any unauthorised aids whether the exam
is on-site or off-site.

5.4.23 If an exam is conducted off-site, including online examination, MPC shall
ensure that it is done in a controlled environment that is appropriately
supervised with documented procedures that ensure the exam, its papers,
questions and any exam-related materials are securely controlled.

5.4.24 A supervisor shall be used to supervise the full duration of an exam event from
Candidate registration through departure of the last Candidate.

5.4.25 The exam environment shall be controlled using MPC-created checklist, and
the checklist shall be signed by the supervisor.

5.4.26 The supervisor shall verify the identity of each Candidate via a government or
company issued photo ID.

5.4.27 MPC shall accommodate Reasonable Adjustments where they have been
previously approved and document any Reasonable Adjustments made.

gl) Level B exam

5.4.28 Format; The Level B exam may be oral or written and may be decided by
MPC for each certification cycle.

5.4.29 Types of questions; Open answer questions only. The questions asked shall
require Candidates to demonstrate application of knowledge at the required
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level only.

5.4.30 Length of exam.; 3 hours for written exam or 1.5 hours for oral exam.

g2) Level C exam
5.4.31 Format; The Level C exam shall be written.

5.4.32 Types of questions; Open answer questions only. The questions asked shall
require Candidates to demonstrate application of knowledge at the required
level only.

5.4.33 Length of exam.; 3 hours for written exam.

g3) Level D exam

5.4.34 Format; The Level D exam shall be a written exam.

5.4.35 Types of questions; Each exam shall be a mix of multiple-choice and open
answer questions. Multiple-choice questions shall have a minimum of 4 options
to select from with one right answer. Multiple-choice questions shall not
exceed 50% of the CEs assessed in the examination.

5.4.36 Length of exam; 3 hours for written exam.

h) Exam marking

5.4.37 Marking of the exam shall be completed by at least one Assessor. The
Assessor(s) shall mark the exam based on the marking guide provided by
MPC.

5.4.38 The exam mark shall be documented and a recommendation on pass/not yet
competent shall be made.

5.4.39 Candidate scores shall be based on the number of correct answers. There will
be no deduction for wrong answers and unanswered questions shall be treated
as wrong answers.

5.4.40 For all levels, if the Candidate fails to achieve the pass mark by a margin of
5% or less, the exam shall be re-marked independently by another Assessor.
The Assessors shall compare marks and record how they finalised the mark.
The final mark shall be recorded in the Candidate’s file.

i) Report (Levels A and B)

5.4.41 Candidates being assessed for Levels A and B shall submit a report covering
their project(s), program(s) or portfolio(s). This shall be related to the same as
those described in the Executive Summary Report provided in the Candidate’s
application.

5.4.42 The report shall describe the application of their leadership of others in
applying the CEs for the appropriate role and level being assessed. The level
of complexity described in the report shall correspond to the level applied for.
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5.4.43 A maximum of 25 pages for the report with an additional maximum of 15
pages for the appendices shall be set.

5.4.44 The Level A and B report shall provide following information as a minimum:

Background

The Candidate shall provide a detailed description of the project/program or
portfolio role in context, key stakeholders, scope and key objectives,
project/program/portfolio organisation and the associated resources that the
Candidate is responsible for (maximum 3 pages including graphics).

Project/programme/portfolio management challenges

e The Candidate shall provide an overview of management challenges
throughout the period of the project/program or portfolio role related to the
chosen Competence Elements and level being applied for.

¢ The report shall address the Candidates experience as follows:
- their management and leadership challenges with respect to others;
- how these were acted upon and the results achieved; and

- areflection on the results and lessons learnt.

e Guidance may be given to the Candidate to use the STAR approach
(Situation, Task, Action, Result) in order to structure the report if required.

e The Report shall be produced with a font size of 11 points. Any appendices
used shall be cross-referenced to the main body of the report.

5.4.45 Report evaluation

e MPC assigned Assessor(s) shall evaluate the report against the requirements
of the level and domainusing the evidence provided by the Candidate a
recommendation on pass/not yet competent.

e The Candidate shall be judged not yet competent, if the report does not meet
the requirements of the certification system for the level and role they
appliedfor.

i) Simulation / role based scenario (Levels A, Band C — Path 2)

5.4.46 A simulation or role-based scenario is a session where a Candidate or group of
candidates is presented with a situation and asked to undertake tasks
corresponding to the relevant role (project, program, or portfolio) and level (A,
B or C), while being observed by the Assessors.

5.4.47 The primary use of simulations shall be for assessing personal and social
competences in an environment where interaction occurs with others. MPC
when using simulations shall develop specifications for the ones it uses which:

e Clearly specify for the Candidate which Competence Elements (CEs) and
Key Competence Indicators (KClIs) are being assessed and what the tasks
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required of the Candidate are; and

e Clearly specify for the Assessor show the simulation is to be conducted, how
they are to assess Candidates, how they are to record their observations and
arrive at a result, and how the Assessors’activities and decisions are to be
documented.

5.4.48 MPC shall ensure that a scenario for the simulation is prepared for each level
and role being assessed.

5.4.49 The simulation material shall be checked for completeness by at least one
Assessor involved in the session.

5.4.50 The Assessors shall verify the identity of each Candidate via a government-or
company-issued photo ID.

5.4.51 The Assessors may choose specific task(s) for each Candidate, to cover areas
where they have given insufficient evidence earlier in the process and based on
previously assessed evidence as necessary.

5.4.52 There shall always be a minimum of two Assessors for each simulation event,
and the ratio of Candidates to Assessors shall be no greater than 6 to 1 and it
shall be ensured that the minimum observation time per Candidate is 30
minutes as shown in the table below.

5.4.53 The assessment of each Candidate shall be made on an individual basis and is
not based on the performance of the group.

A .. fion fi

ssessor minimum observation time Level A Level B Level C

per Candidate

Duration 30 30 30
minutes minutes minutes

Table 5. Assessor/Candidate contact time per Candidate at levels

k) Interviews (Levels A, B and C)
5.4.54 The primary purpose of the interviews is to assess competences that the
Assessors need to explore.
the Assessor must plan the interview to give the Candidate the opportunity to
meet the ICR4 requirements to pass the relevant number of CEs, ICR4 places the
obligation on the Candidate to demonstrate evidence.

k1) Extended interview (Path 1)
5.4.55 Assessor/Candidate contact time shall be the same as that of the alternative path
5.4.56 Two Assessors shall be actively involved in the interview.

5.4.57 Prior to the interview the Assessors shall familiarise themselves with the
information provided by the Candidate during the application process and the
assessment process.

5.4.58 The Assessors shall verify the identity of each Candidate via a government-or
company-issued photo ID.
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5.4.59 The Assessors shall identify which specific CEs and KClIs shall be assessed for
each Candidate, and shall ask questions they have previously prepared related
to the materials provided with appropriate follow up questions as necessary.

5.4.60 The Assessors shall seek evidence from the Candidate up to the duration set.
The Assessors may conclude the interview early if the evidence sought has
been achieved.

Assessors interview time per Candidate Level A Level B Level C

Duration 120 minutes 120 minutes 90 minutes

Table 6. Extended Interview duration requirements for levels

k2) Regular interview (Path 2)
5.4.61 Two Assessors shall be actively involved in the interview.

5.4.62 Prior to the interview the Assessors shall familiarise themselves with the
information provided by the Candidate during the application and assessment
process.

5.4.63 The Assessors shall verify the identity of the Candidate via a government-or
company-issued photo ID.

5.4.64 The Assessors shall identify which specific CEs and KCIs shall be assessed for
each Candidate, and shall ask questions they have previously prepared related
to the materials provided with appropriate follow up questions as necessary.

5.4.65 The Assessors shall seek evidence from the Candidate up to the duration set.
The Assessors may conclude the interview early if the evidence sought has
been achieved.

5.4.66 The Assessors shall record the Candidate responses to the questions asked.

Assessors interview time per Candidate Level A Level B Level C

Duration 90 minutes 90 minutes 60 minutes

Table 7. Regular interview duration at levels

D Final evaluation (all levels)

5.4.67 During the final evaluation, the Assessors shall determine if the Candidate has
satisfactorily met all required criteria for the IPMA Level and domain being
applied for. The final evaluation shall be completed and it shall be signed by
the Assessor(s).

5.4.68 Signature may be received and filed electronically or in a written form.

5.4.69 The final evaluation shall include the Assessors’ reasoned recommendation on
whether the Candidate should pass or is not yet competent and, if appropriate,
the Assessors shall add into the final evaluation remaks taken during the
assessment process or feedback for the Candidate. The final evaluation shall
be forwarded by the Lead Assessor to MPC for ratification and final decision.



Quality Code No: G-02

Management System |ISSUE NO: 8/3
ISSUE DATE:04/07/ 2022

GUIDELINES Page 33 of 73

5.4.70 If two Assessors do not reach a common view on the outcome of the
assessment, MPC shall take necessary action to resolve the situation and
document this in the Candidate’s file how it was resolved with its conclusion.

m) Decision (all levels)

5.4.71 MPC shall make the decision as to whether the Candidate has passed or
is not yet competent based upon the recommendation of the Assessors. This
shall be made by the Head of MPC, or their representative delegated to do so
in writing.

5.4.72 Prior to making the decision, MPC shall consider if all procedures have been
followed and if the documentation from the certification process and Assessors
is complete and ready for archiving.

5.4.73 MPC shall not award a lower level certificate if the Candidate fails at the level
they originally applied for.

n) Certificate (all levels)

5.4.74 MPC shall ensure that all the persons certified are provided with certificates in
the English Language. Certificate copies, at the request of the Candidate , may be
issued in other languages with the original. MPC shall register the certificate in
both MPC and IPMA data bases.

5.4.75 The date of issue on the certificate shall be the date when MPC is able to inform
the Candidate of results. The date of expiration on the certificate shall be 5
years later less one day from the date of issue.

5.4.76 MPC shall make the certificate holder aware that the information will be
published on the IPMA website as public information, unless the Candidate
objects in writing to MPC.

5.4.77 MPC shall ensure that the Candidate is advised that the certificates are valid for
5 years, after which re-certification at the same level or certification at a new
level will be required.

n1) Certificate management and control
5.4.78 MPC shall ensure that the design of each certificate that it makes available

complies with the certificate requirements within the IPMA Regulations and
has a unique number to identify it.

5.4.79 MPC shall use the IPMA standard certificate templates.

5.4.80 If the Candidate requests additional copies or replacements of their certificate,
MPC shall ensure that the certification details are an exact copy of theoriginal.

5.4.81 MPC shall require that an Applicant signs to confirm their awareness that mis-
representing or misusing the content, validity or duration of their certification if
awarded will result in immediate withdrawal of the certificate by MPC.

n2) Issuing and withdrawal of certificates
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5.4.82 MPC have in place a policy and procedure for suspension, withdrawal and or
cancellation of certificates (P-17), to ensure that it:

« Issues a certificate and any replacement certificate to any Candidate who has
a valid entitlement to that certificate or replacement certificate;

e maintains a record of all certificates and replacement certificates it has issued
(F/P-17/1) and

e is able to suspend or revoke any certificate that is revealed to be inaccurate or
as a consequence of a complaint or appeals process until any non-conformance
has been resolved.

0) Feedback (All Levels)

0ol) Feedback from the Candidate

5.4.83 Candidates may complete a feedback questionnaire about their experiences
concerning the initial certification process. The feedback questionnaire
(Appendix 11) for Candidates shall be available for all Candidates,
irrespective of if they have passed or not.

5.4.84 The completed questionnaire of the Candidate shall not be used in the
assessment of the Candidate. MPC shall review the completed questionnaire
for the purpose of continuous improvement.

02) Feedback to the Applicant/Candidate

5.4.85 In cases where an Applicant is not accepted as a Candidate or a Candidate fails
the initial certification process, the Applicant/Candidate shall be informed in
writing about the reasons for the decision by MPC. Such feedback shall
contain factual evidence about the requirement criteria and domain applied
that was not fulfilled by the Applicant/Candidate.

5.4.85 If the Candidate fails during the assessment, Assessor(s) shall prepare the
feedback. MPC shall check its suitability prior to sending it to the Applicant.

5.4.86 MPC may also provide feedback on successful certification of a Candidate.

p) Archiving (All Levels)

5.4.87 MPC have a procedure (P-03) put in place to ensure that all the records are
properly controlled and archived. MPC shall be able to identify, store, protect,
retrieve, archive and dispose of records to fulfil the IPMA ICR Requirements.

5.4.88 All documentation shall be archived in hard copy and/or electronically for at
least six years from the date of the certificate to cover the recertification
period. Local requirements may extend this period

5.4.89 MPCshall change the designation of applicant to candidate when it decides the
applicant meets the eligibility criteria
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6. Recertification and upgrading of certificates

6.1 Recertification Criteria:

6.1.1 As the Validity of certificates is time limited (level A, B, C & D Certificates five years).
The holder of such certificate has to apply for re-certification to have a new validity
period by another five years starting from the date of re-certification approval.

6.1.2 It is the responsibility of the certificate holder to initiate, through application, the re-
certification process up to a maximum of 6 months from their certificate expiry date. An
extension may be provided by MPC up to 12 months from the certificate expiry date
with justification.

6.1.3 If the certificate holder fails to re-apply within the time period a new application will
need to be undertaken under the initial certification process.

6.1.4 MPC Managing director shall ensure that the certificate holder is aware of their
responsibility to monitor the expiry date of their certificate and to initiate the re-
certification process.

6.1.5 As a service to certificate holders, MPC will inform the certificate holders in advance of
the re-certification expiration date at least two months.

6.1.6 An applicant for re-certification has to supply MPC in writing the information
concerning the requirements for the different levels described in the table below:

Level A Level B Level C Level D
(P.,P.,P) (P.,P.,P) (Project) (Project)

Minimum evidence of 30 months of practical

Domain-related ) ]
experience over 5-year period

Not applicable

experience
required by the Complexity Not applicable
Applicant : Management | Not applicable
(Project, Leadership of others of others

Program and Minimum of 35 hours evidence of CPD per annum (175 hours total)

Portfolio) since the last (re-) certification

Table 8. Re-certification criteria for levels A, B, C and D

6.1.7 The following outcomes are possible as a result of the assessment:

1. Renewal of the certificate for a further 5 years at the same level without an
Interview;

2. Renewal of the certificate for a further 5 years at the same level following
satisfactory evidence provided from follow-up activity such as interview,
referee comments, review of complaints and request to the Applicant for
additional information; or

3. Non-renewal of the certificate following unsatisfactory interview and/or
evidence provided from follow-up activity.
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6.1.8 If non- renewal is recommended, supporting documentation with explanation shall
accompany the recommendation.

6.2 Assessment path for re-certification
6.2.1 MPC re-certification scheme for all IPMA levels is as shown below in fig.1, including

those certificates that have previously been undertaken by a different CB:

Application
CV for
Re-certification
(Full)
Self-assessment

Structured Evidence

Referees

Not eligible
—  Feedback | Eligibility check

In case of doubt

y

| Interview |

¥

Final evaluation

Decision

Not competent
Feedback
Pass

Certificate

Archive

Figure 1. Re-certification Paths for all IPMA levels

6.3 Re-certification step details:

6.3.1 This section presents regulations for the re-certification steps (table 9) of structured
evidence and Interview which are different or in addition to those already described

in the initial certification process.

6.3.2 The re-certification Applicant shall be assessed by one Assessor. If there is any
doubt as to the result, then the Assessor shall propose an interview via MPC and the
Applicant shall be interviewed by two Assessors. The Assessors may also contact
referees to complement the assessment.
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Stage Step All Levels

1 Application R
Ccv R
(Full) Self-assessment R
Structured Evidence R
Referees R

2 Interview 0]

3 Final evaluation R
Decision R
Certificate R
Feedback R
Archiving R

Legend:

R = Required

O = Optional, in case of doubt

Table-9 Assessment paths steps for re-certification for levels A, B, C and D

6.3.3 Stage 1:
a) Application:
As in initial certification Para. 5.4.a)

b) Curriculum Vitae (CV):
As in initial certification Para. 5.4.c)

¢) (Full) Self-assessment:
As in initial certification Para. 5.4.b.1)

d) Structured evidence (re-certification):
In addition to CV evidence, the certificate holder shall provide sufficient
evidence that they have undertaken a minimum of 35 hours’ Contenual
Professional Development “CPD” per annum since their last certification.

The Applicant shall provide details of referees who can be contacted to verify
their continued level of engagement within project, program or portfolio
management.

The “CPD” record shall be signed by the Applicant including as aminimum:
o name of development activity;
e description of the activity;
o dates undertaken and hours claimed;
o Competene elements “CEs” covered by the activity; and
¢ A summary statement reflecting on their learning from the CPD gained over
the period and how they benefited.
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e) Referees:
As in initial certification Para. 5.4.¢)

6.3.4 Stage 2: Interview (re-certification)

e If any complaint has been received by MPC in writing, against re-
certification Applicant about their competence while being IPMA certified it
should be provided to the Assessor to consider.

e If the Assessor, having evaluated the Applicants documentation for
suitability, considers it necessary to recommend an interview in order to
follow up on the evidence, they shall provided a recommendation to MPC
with a statement of what additional evidence is required. MPC shall make the
decision if the interview takes place based on the Assessors recommendation
and evidence sought.

e The Applicant shall be asked to present the additional evidence sought at
interview.

e To contextualise the Applicant’s claim of competence and professional
development the Applicant shall give the Assessors a 10-minute (maximum)
presentation at the beginning of the interview.

e The Interview shall last no longer than 1 hour in total.

6.3.5 Stage 3:
a) Final evaluation:

e During the final evaluation, the Assessors shall determine if the Candidate
has satisfactorily met all required criteria for the IPMA Level and domain
being applied for. The final evaluation shall be completed and it shall be
signed by the Assessor(s).

e Signature may be received and filed electronically or in a written form.

e The final evaluation shall include the Assessors’ reasoned recommendation on
whether the Candidate should pass or is not yet competent and, if appropriate,
the Assessors shall add into the final evaluation remaks taken during the
assessment process or feedback for the Candidate Both assessors shall sign the
final evaluation sheet (F/P-4/1).. The final evaluation shall be forwarded by the
Lead Assessor to MPC for ratification and final decision.

e If two Assessors do not reach a common view on the outcome of the
assessment, MPC management Director shall take necessary action to resolve
the situation such as a discussion with the two assessors or the involvement
of a third assessor.and document this in the Candidate’s file how it was
resolved with its conclusion.
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b) Decision

MPC shall take the decision as to whether the Candidate has passed or
is not yet competent based upon the recommendation of the Assessors. This
shall be made by MPC management Director, or its representative delegated
to do so in writing.

Prior to making the decision, MPC shall consider if all procedures have been
followed and if the documentation from the certification process and
Assessors is complete and ready for archiving.

MPC shall not award a lower level certificate if the Candidate fails at the
level they originally applied for.

¢) Certification

MPC shall ensure that all the persons Re-certified are provided with
certificates in the English Language. Certificate copies, at the request of the
Candidate , may be issued in other languages with the original. MPC shall
register the certificate in both MPC and IPMA data bases.

The date of issue on the Re-certificate shall be the date when MPC is able to
inform the Candidate of results. The date of expiration on the Re-certificate
shall be 5 years later less one day from the date of issue.

MPC shall make the certificate holder aware that the information will be
published on the IPMA website as public information, unless the Candidate
objects in writing to MPC.

MPC shall ensure that the Candidate is advised that the Re-certificates are
valid for 5 years, after which another re-certification at the same level or
certification at a new level will be required.

d) Feedback

In cases where an Applicant is not accepted for recertification or failed the re-
certification process, the Applicant shall be informed in writing about the
reasons for the decision by MPC. Such feedback shall contain factual
evidence about the requirement criteria and domain applied that was not
fulfilled by the Applicant.

If the Candidate fails during the assessment, Assessor(s) shall prepare the
feedback. MPC shall check its suitability prior to sending it to the Applicant.

MPC may also provide feedback on successful Re-certification of a Candidate.

e) Archiving
As in initial certification Para. 5.4.87 to 5.4.89)
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7.1 Complaints and appeals

7.1.1 MPC has established and published its process to deal with complaints and appeals in a
fair, impartial, confidential and constructive manner, The detailes are documented in
procedure (P-15).

7.1.2 Appeals and Complaints Flow Chart is as shown below:

Applicant; candidate or
certified person (within
30 days) from decision

A

> MPC Secretary

Appeal /Complaint Request
Receiving and registering

Individual or organization

A
y

y
CMD
Appeal / Complaint
evaluation and solution

Is there a failure in
the assessment
process?

Is the problem
solved?

; CMD
Appeal Committee Make Risk analysis

to investigate and solve the
Problem (within 3 Months)

y

. Quality Manager
Correct, mitigate and to Make internal

A i .
make Corrective audits to check

Head of MPC action compliance
to approve solution

A

! . CMD
. To inform IPMA of any
Record Actions Adverse Effect and
taken Corrective action

y y

Perform Management
review meeting
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7.2 Code of ethics:
7.2.1 MPC has established, maintained and at all times comply with an up-to-date written conflict

of interest policy, code of professional conduct and code of ethics.

7.2.2 MPC conflict of interest policy complies with the requirements of IPMA (Appendix 9).

7.2.3 MPC code of professional conduct and code of ethics (Appendix 8).

7.3 Arrangements for Reasonable Adjustments:
7.3.1 MPC has in place clear arrangements for making Reasonable Adjustments in relation to the

certifications that it makes available.

7.3.2 MPC shall publish information (Appendix 10) about its arrangements for requesting and

making Reasonable Adjustments, which shall  include:
* How aCandidate requests a Reasonable Adjustment;
* What evidence is required to qualify for a Reasonable Adjustment;this may

include proof of disability orsickness; and
* What Reasonable Adjustment will be made?

7.3.3 Candidates must declare and evidence  their desire for a Reasonable Adjustment when
they submit their application.

7.3.4 MPC shall make a Reasonable Adjustment for any event outside of the Candidate’s control,
which has had, or is reasonably likely to have had, a material effect on that Candidate’s

ability to demonstrate their level of competence.
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Appendix 01: IPMA Universal four level certification systems Brochure.
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Appendix 02 Application Form
[Check +/ on which you are applying for]
Level (A): o Certified Project Director O Certified Program Director O Certified Portfolio Director
O Certified Agile Organizational Leader
Level B): o Certified Senior Project Mgr. O Certified Senior Program Mgr. O Certified Senior Portfolio Mgr.
O Certified Agile Senior Leader New
Level (C): o Certified Project Manager ] Certification Personal
O Certified Agile Leader ] Recertification Photo
Level D): o Certified Project Management Associate [_] Upgrading
O Certified Project Management Associate
Personal Data
[Please write in block letters, as data will be copied out into your official certificate]
Mr./Ms./Mrs.:
Surname First Name Title
Telephone number: Street/ House Number
Postal Code: City: Fax:
Country: E-mail:
Date of Birth Place of Birth
Employer Data (the personal company)
Employer name
Street/House number Telephone number Country

Postal Code Domicile Fax E-mail

Statement of the Applicant

I know that:

- Incorrect data or misuse of the certificate entails the withdrawal of the certificate.

- The certificate becomes not valid as soon as the professional activities in the field of project management are ceased (Interruption of
activities exceeding six months must be notified to MPC).

- MPC will review the performance of project management activities of the certificated person within the period of validity of the
certificate, e.g. By personal questionnaire.

- The granted certificate (and the subject of the project report) will be published and held in a list with open access. on MPC and IPMA
web sites, unless they express a wish not to do so in writing, including the release of their details to IPMA for audit purposes

- Changes in address must be notified to MPC without delay.

- MPC will raise a fee for the certification. This fee will become due also in case of the certification procedure not being successfully
passed or being broken off by the applicant before the official end.

- For Recertification: professional development of candidates (as minimum 35 hours of trainings, workshops lectures etc. per annum)

- T'have read and accept all terms of the MPC Code of ethics and code of professional conduct and I agree with the MPC certification
procedures.

- T'have read MPC’s Complaints and Appeals process and certification procedures

- I declare that I have read the Reasonable Adjustments Application “F/G-02/01” and I have[ ] don’t have ] any desire to apply for it.

I accept the above conditions and assure that all statements made are correct and in accordance with the truth.

References*
The following persons may confirm my experience (as stated in the attached C.V.) in the field of project management.
. MR./Ms./Mrs. Telephone Company
. MR./Ms./Mrs. Telephone Company
Date Signature

*Does not apply to “Certificated Project Management Practitioner”

28 Ramsis st, Cairo, Egypt. Tel.:25790050 - 25748169 Fax: 25790050 - 25740569 Website http://www.mesegypt.org
F/P-04/01
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Appendix 03

CURRICULUM VITAE

PERSONAL INFORMATION

Name:

Date of Birth:
Marital Status:
Nationality:
Mailing Address:
E-Mail Address:
Mobile Phone:
Telephone:

Fax:

QUALIFICATION

0o 0o 000 0 0 0 0O

CAREER SUMMARY

(Career History Should include relevant: project, program and portfolio roles and positions held; degrees and
coursework from accredited institutions of higher learning; professional certifications and qualifications; project,
programme and portfolio management training; professional memberships; and other Professional Development
(PD) including awards, achievements or publications in project, programme or portfolio management).

F/P-04/3/1
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TRAINING COURSES:

LANGUAGES

F/P-04/3/2
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CONT.Appendix (3)
EXPERIENCE

(Applicant shall Provide a summary of relevant projects, programmes or portfolios they have managed or been involved in
to meet the certification requirements)

F/P-04/3/3
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Appendix (4)
Infernational Py
'l 'L' Project LIST OF PROJECTS"L.P" INVOLVED = e
t.‘. ‘Tlunngeme-".l CERT
Sooan
tent of Management Int e Reference for
From To Project Name Phases Role Responsibility ol Complexity of the Ly Budget the attached
engagement e party . h
project evidences (')
o |
Issue Ho.1 May 2006 FIP -04/411

{*) See Over (Back of this page) for guidance Note.
Photocopy of this document may be used .

F/P-04/4/1

* Guidance Note for Filling last column of the List of Projects “L.P”-
Involved Form (F/P-04/4)

1- Verified Evidences:
a) Verified Evidence should be submitted for each project mentioned on the list.

b) Each evidence should be given a reference number, this number should be written on the
last column of the form.

2- Organization & Project Charts:

a) Candidate should submit an organization chart for his Organization showing clearly his
position on it.

b) Candidate should select a project that he managed and draw an organization chart for the project
showing clearly his Position on the chart.

F/P-04/4/2
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Appendix (5)

Name of Candidate:
Organization:

Full Self — assessment sheet (for a Project — Level A, B & C)

Date:
Job:

Each Applicant shall submit a Full Self-Assessement Report Based on Bloom’s Taxonomy
Score: Low (1) - High (6) - Click (\/) on the box which is suitable to your competne level

Competence level & Score

c
Project KCls ) 2 5| «| 2| 5
Competence g| ®| B| B| =
. (Level A, B & C) 2 5| E| 2| £| B
Elements e8| 5| &| &| 3| &
4 £ < v m
S
1. Perspective 1/2|3|4|5]|6
1. Align with Org. Mission & Vision
2. Identify opportunities
. 4.3.1 3. Ongoing validation of business
trate
BY 4. Determine, assess and review critical success factors
5. Determine, assess and review KPIs
6. know the principals of project management and the way they are implemented
7. know and apply the principals of program management and the way they are
implemented
4.3.2 8. know the principals of portfolio management and the way they are implemented
LOELEEE 9. Supporting functions
Structures & : - ; — — - -
10. Align the project with the organizations decision-making and reporting structures
Processes . X
and quality requirements
11. Align the project with human resources processes and functions
12. Align the project with finance and control processes and functions
13. Identify and ensure that the project complies with all relevant legislation
14. Identify and ensure that the project complies with all relevant health, safety,
security and environmental regulations (HSSE)
4.3.3 15. Identify and ensure that the project complies with all relevant codes of conduct and
Compliance, | professional regulations.
standards and [ |6 Jdentify and ensure that the project complies with relevant sustainability principals
regulations and objectives.
17. Assess, use and develop professional standards and tools for the project
18. Assess, benchmark and improve the organizational project management
competence
19. Assess the personal ambitions and interests of others and potential impact of these
4.3.4 on the project
o 20. Assess the informal influence of individuals and groups and its potential impact on
Power & the project
Interest 21. Assess the personalities and working styles of others and employ them to the
benefit of the project
22. Assess the culture and values of society and their implications for the project
4.3.5 23. Align the project with the formal culture and corporate values of the coordinating
Culture & organizations
Values 24. Assess the informal culture and values of the organization and their implications

for the project

Project Perspective Score (24 — 144)
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Competence level & Score

c
Project KCls $ B 5| wl| 2| s
Competence s ®| B| &| =
. (Level A, B & C) 2 5| £ & £| B
Elements e8| 5| §| &| 5| ©
4 £ < v m
S
2. People 1,234 |5|6
1. Identify and reflect on the ways in which own values and experience
affect the work
4.4.1 . 2. Build self-confidence on the basis of personal strengths and weakness
Self-reflection X —
& Self- 3. Identify and reflect on Personal motivation to set personal goals and keep
Management focus. - —
4. Organize personal work depending on situation and own resources
5. Take responsibility for personal learning and development
6. Acknowledge and apply ethical values to all decisions and actions
4.4.2 e -
Personal 7. Promote sustainability of outputs and outcomes
Integrity & 8. Take responsibility for own decisions and actions
Reliability 9. Act, take decisions and communicate in consistent way
10. Complete tasks thoroughly in order to build confidence with others
11. Provide clear and structured information to others and verify their
understanding
4.4.3 12. Facilitate and promote open communication
Personal 13. Choose communication styles and channels to meet the needs of the

Communication

audience, situation and management level

14. Communicate effectively with virtual teams

15. Employ humour and sense of perspective when appropriate

16. Initiate and develop personal and professional relationships

17. Build, facilitate and contribute to social network

4.4.4 18. Demonstrate empathy through listening, understanding and support
Relationships & |19 "Show confidence and respect by encouraging others to share their
Engagement | ,pinions or concerns
20. Share own vision and goals in order to gain the engagement and
commitment of others
21. Initiate actions and proactively offer help and advice
22. Take ownership and show commitment
4.4.5 23. Provide direction, coaching and mentoring to guide and improve the
Leadership work of individuals and teams
24. Exert appropriate power and influence over others to achieve the goals
25. Make, enforce and review decisions
26. Select and built the team
27. Promote cooperation and networking between team members
4.4.6 28. Support, facilitate and review the development of the team and its
Teamwork members

29. Empower teams by delegating tasks and responsibilities

30. Recognize errors to facilitate learning from mistakes
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Competence level & Score

c
c Project KCls ) B 5| wl| 2| s
ompetence S = o o 2
. (Level A, B & C) 2 5| E| £ 2| B
Elements 3 5| 3| £ E| &
E| E| & al &
o
)
2. People 1,234 |5|6
31. Anticipate and possibly prevent conflicts and crises
32. Analyze the causes and consequences of conflicts and crises and select
4.4.7 appropriate responses

Conflict & Crisis

33. Mediate and resolve conflicts and crises and/or their impacts

34. Identify and share learning from conflicts and crises in order to
improve future practice.

35. Stimulate and support an open and creative environment

36. Apply conceptual thinking to define situations and strategies

37. Apply analytic techniques to analyzing situations, financial and

R 4.4.8 organizational data and trends
esource
fullness 38. Promote and apply creative techniques to find alternatives and
solutions
39. Promote a holistic view of the project and its context to improve
decision-making
40. Identify and analyze the interests of all parties involved in the
negotiation
41. Develop and evaluate options and alternatives with the potential to
meet the needs of all parties
4'4_'9, 42. Define a negotiation strategy in line with own objectives that is
Negotiation L
acceptable to all parties involved
43. Reach negotiation agreements with other parties that are in line with
own objectives
44. Detect and exploit additional selling and acquisition possibilities
45. Evaluate all decisions and actions against their impact on project
success and the objectives of the organization
4.4.10 46. Balance needs and means to optimize outcomes and success
Result 47. Create and maintain a healthy, safe and productive working
Orientation environment

48. Promote and “sell” the project, its processes and outcomes

49. Deliver results and get acceptance

Project People Score (49 — 294)
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Competence
Elements

Competence level & Score

Project KCls $| 2| 5| o] 2| s
(Level A, B & C) g s 2| 5 £| £
= E a < A 2
z 5 <
v
3. Practice 1/2|3/4|5|6

4.5.1 Project
Design

. Acknowledge, prioritize and review success criteria

. Review, apply and exchange lessons learned from and with other projects

. Determine complexity and its consequences for the approach

. Select and review the overall project management approach

. Design the project execution architecture

4.5.2
Requirements,
Objectives &
Benefits

. Define and develop the project goal hierarchy

. Identify and analyze the project stakeholder needs and requirements

O N[O WIN|F

. Prioritize and decide on requirements and acceptance criteria

4.5.3 Scope

Yo}

. Define the project deliverables

10. Structure the project scope

11. Define the work packages of the project

12. Establish and maintain scope configuration

4.5.4 Time

13. Establish the activities required to deliver the project

14. Determine the work effort and duration of activities

15. Decide on schedule and stage approach

16. Sequence project activities and create a schedule

17. Monitor progress against schedule and make any necessary adjustments

4.5.5
Organization &
Information

18. Assess and determine the needs of stakeholders relating to information
and documentation

19. Define the structure, roles and responsibilities within the project

20. Establish infrastructure, processes and systems for information flow

21. Implement, monitor and maintain the organization of the project

4.5.6 Quality

22. Develop and monitor the implementation of and revise a quality
management plan for the project

23. Review the project and its deliverables to ensure that they continue to
meet the requirements of the Q.M.Plan

24. Verify the achievement of project quality objectives and recommend any
necessary corrective and/or preventive actions

25. Plan and organize the validation of project outcomes

26. Ensure quality throughout the project

4.5.7 Finance

27. Estimate project costs

28. Establish the project budget

29. Secure project funding

30. Develop, establish and maintain a financial management and reporting
system for the project

31. Monitor project financials in order to identify and correct deviations from
the project plan
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Full Self — assessment sheet (for a Project — Level A, B & C) — continue

Competence level & Score

c
Project KCls & 8| 5| w| 2| s
Competence 3| 2| B z| &| %
P (Level A, B & C) | 5| 8| 5| £| B
Elements o & | £ S| &
c o < >
4 g < v m
)
3. Practice 1/2/3|/4|5|6
32. Develop strategic resource plan to deliver the project
33. Define the quality and quantity of resources required
4.5.8 34. Identify the potential sources of the resources and negotiate their acquisition
Resources — - -
35. Allocate and distribute resources according to defined need
36. Evaluate resources usage and take any necessary corrective actions
37. Agree on procurement needs, options and processes
38. Contribute to the evaluation and selection of suppliers and partners
4.5.9 39. Contribute to the negotiation and agreement of contractual terms and
Procurement conditions that meet project objectives.
40. Supervise the execution of contracts, address issues and seek redress where
necessary
41. Start the project and develop and get agreement on the project management
plan
42. Initiate and manage the transition to a new project phase
4.5.10 43. Control project performance against the project plan and take any necessary

Plan & Control

remedial actions

44. Report on project progress

45. Assess, get agreement on and implement project changes

46. Control and evaluate a phase or the project

4.5.11
Risk &
opportunities

47. Develop and implement a risk management framework

48. Identify risks and opportunities

49. Assess the probability and impact of risks and opportunities

50. Select strategies and implement response plan to address risks and
opportunities

51. Evaluate and monitor risks, opportunities and implemented responses

4.5.12
Stakeholders

52. Identify stakeholders and analyze their interests and influence

53. Develop and maintain a stakeholder strategy and communication plan

54. Engage with executive, sponsors and higher management to gain
commitment and to manage interests and expectations

55. Engage with users, partners, suppliers and other stakeholders to gain their
cooperation and commitment

56. Organize and maintain networks and alliances

4.5.13
Change &
transformation

57. Assess the adaptability to change of the organization

58. Identify change requirements and transformation opportunities

59. Develop change or transformation strategy

60. Implement change or transformation management strategy

Project Practice Score (60 — 360)

F/P-5/2
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Name of Candidate: Date:
Organization: Job:
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Each Applicant shall submit a Full Self-Assessement Report Based on Bloom’s Taxonomy
Score: Low (1) - High (6) - Click (\/) on the box which is suitable to your competne level

Competence
Elements

Program KCls
(Level A & B)

Competence level & Score

Knowledge

Comprehension

Application

Analysis

Synthesis

Evaluation

1. Perspective

N

w

(<)}

5.3.1
Strategy

1. Align with Org. Mission & Vision

2. Identify and exploit opportunities to influence organizational strategy

3. Develop and ensure the Ongoing validity of the business/ organizational
justification

4. Determine, assess and review critical success factors

5. Determine, assess and review KPIs

5.3.2
Governance,
Structures &

Processes

6. know the principals of program management and the way they are implemented
and apply

7. know and apply the principals of project management and the way they are
implemented

8. know the principals of portfolio management and the way they are implemented

9. Supporting functions

10. Align the project with the organizations decision-making and reporting structures
and quality requirements

11. Align the program with human resources processes and functions

12. Align the program with finance and control processes and functions

5.3.3
Compliance,
standards and
regulations

13. Identify and ensure that the program and each component within it complies
with all relevant legislation

14. Identify and ensure that the program and each component complies with all
relevant health, safety, security and environmental regulations (HSSE)

15. Identify and ensure that the program and each component complies with all
relevant codes of conduct and professional regulations.

16. Identify and ensure that the program complies with relevant sustainability
principals and objectives.

17. Assess, use and develop professional standards and tools for the program

18. Assess, benchmark and improve the organizational program management
competence

5.3.4
Power & Interest

19. Assess the personal ambitions and interests of others and potential impact of
these on the program

20. Assess the informal influence of individuals and groups and its potential impact
on the program

21. Assess the personalities and working styles of others and employ them to the
benefit of the program

5.3.5
Culture & Values

22. Assess the culture and values of society and their implications for the program

23. Align the program with the formal culture and corporate values of the
coordinating organizations

24. Assess the implications of the informal culture and values of the coordinating
organization

Program Perspective Score (24 — 144)




PROJECT MANAGEMENT CERTIFICATION

Quality
Management System

GUIDELINES

Code No: G-02
ISSUE NO:
ISSUE DATE:04/07/ 2022
Page 54 of 73

8/3

Competence level & Score

c
(=]
Program KCls S| 2| 5| o| 2| s
Competence o 2| ® 20 9| =
s| 9| £ ®§| €| 3
Elements (Level A & B) °o| 8| = ;é S| =
= [=8
4 £ < v m
S
2. People 1(2(3(4|5|6
1.1dentify and reflect on the ways in which own values and experience affect
the work
5.4.1 2.Build self-confidence on the basis of personal strengths and weakness
Self-reflection & 3.ldentify and reflect on Personal motivation to set personal goals and keep
Self- focus.
Management 4.0rganize personal work depending on situation and own resources
5.Take responsibility for personal learning and development
6. Acknowledge and apply ethical values to all decisions and actions
5.4.2 7. Promote sustainability of outputs and outcomes
Personal 8. Take responsibility for own decisions and actions
Integrity & — - - -
Reliability 9. Act, take decisions and communicate in consistent way
10. Complete tasks thoroughly in order to build confidence with others
11. Provide clear and structured information to others and verify their
understanding
5.4.3 12. Facilitate and promote open communication
Personal 13. Choose communication styles and channels to meet the needs of the

Communication

audience, situation and management level

14. Communicate effectively with virtual teams

15. Employ humour and sense of perspective when appropriate

16. Initiate and develop personal and professional relationships

17. Build, facilitate and contribute to social network

5.4.4 18. Demonstrate empathy through listening, understanding and support
Relationships & - - .
E 19. Show confidence and respect by encouraging others to share their
ngagement opinions or concerns
20. Share own vision and goals in order to gain the engagement and
commitment of others
21. Initiate actions and proactively offer help and advice
22. Take ownership and show commitment
5.4.5 23. Provide direction, coaching and mentoring to guide and improve the
Leadership work of individuals and teams
24. Exert appropriate power and influence over others to achieve the goals
25. Make, enforce and review decisions
26. Select and built the team
27. Promote cooperation and networking between team members
5.4.6 28. Support, facilitate and review the development of the team and its
Teamwork members

29. Empower teams by delegating tasks and responsibilities

30. Recognize errors to facilitate learning from mistakes
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Competence
Elements

Competence level & Score

Program KCls | 2| E| 2| 2| s
(Level A & B) HEIEIEIBIE

S| gl & < A3

2. People 1(2(3(4|5|6

5.4.7 Conflict &
Crisis

31. Anticipate and possibly prevent conflicts and crises

32. Analyze the causes and consequences of conflicts and crises and select
appropriate responses

33. Mediate and resolve conflicts and crises and/or their impacts

34. Identify and share learning from conflicts and crises in order to improve
future practice.

5.4.8 Resource
fullness

35. Stimulate and support an open and creative environment

36. Apply conceptual thinking to define situations and strategies

37. Apply analytic techniques to analyzing situations, financial and
organizational data and trends

38. Promote and apply creative techniques to find alternatives and solutions

39. Promote a holistic view of the program and its context to improve
decision-making

5.4.9
Negotiation

40. Identify and analyze the interests of all parties involved in the negotiation

41. Develop and evaluate options and alternatives with the potential to meet
the needs of all parties

42. Define a negotiation strategy in line with own objectives that is
acceptable to all parties involved

43. Reach negotiated agreements with other parties that are in line with own
objectives

44. Detect and exploit additional selling and acquisition possibilities

5.4.10 Result
Orientation

45. Evaluate all decisions and actions against their impact on program
success and the objectives of the organization

46. Balance needs and means to optimize outcomes and success

47. Create and maintain a healthy, safe and productive working environment

48. Promote and “sell” the program, its processes and outcomes

49. Deliver results and get acceptance

Program Perspective Score (49 — 294)
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Competence level & Score

c
Program KCls S| 2| 5| o| 2| s
Competence S| 2| R & 8| =
P (Level A & B) =| 8| £ F| £| 5
Elements gl g & <| & &
I3 < i)
S
3. Practice 1/2(3/4(5|6
1. Acknowledge, prioritize and review success criteria
2. Review, apply and exchange lessons learned from and with other
programs and components
3. Determine complexity and its consequences for the approach
5.5.1 . Create a program vision

Program Design

. Create and adapt a change strategy

. Select and tailor the overall program management approach

. Design the program execution architecture

o N| O 0| b

. Design the program delivery strategy

9. Define and develop the goal and benefits hierarchy
5.5.2 10. Identify and if possible quantify the program benefits
Benefits and 11. Develop the benefits realization strategy
Objectives 12. Define components, their outcomes and their interfaces
13. Monitor benefits achievements
14. Define the program scope
5.5.3 15. Define the scope Structure the program
Scope 16. Manage the scope of the components
17. Establish and maintain scope configuration
18. Sequence the program components and create a tranched roadmap
5:5'4 19. Manage the consistency of the tranches
Time 20. Manage the transitions of tranches
21. Design and implement program governance framework and rules
5.5.5 22. Define the structure, roles and responsibilities within the program
Organizati?n £ 23. Establish infrastructure, processes and systems for information flow
Information
24. Implement, monitor and maintain the organization of the program
5.5.6 25. Ensure quality throughout the program
Quality 26. Organize quality assurance of the program
27. Determine the program funding and financing strategy
28. Determine and Establish program budget
5.5.7 29. Develop, establish and govern a funding and financial management
Finance framework
30. Distribute program funds based on the needs of components and

funding conditions

31

. Provide reports to funding and financing bodies
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Competence
Elements

Competence level & Score

Program KCls (Cont.) % 2| 5| | ¢ 5
(Level A & B) HEIEIB IR

S| gl & < A3

3. Practice 1(2|3|4|5]|6

5.5.8 Resources

32. Develop strategic resource plan to deliver the program

33. Define the quality and quantity of resources required

34. Identify the potential sources of the resources and negotiate their
availability

35. Allocate and distribute resources according to defined need

36. Evaluate resources usage

5.5.9
Procurement
and partnership

37. Maintain and govern the procurement system for the program

38. Develop partnerships

39. End partnerships

40. Establish the program

41. Manage the interfaces and synergies between components

5.5.10 Plan & 42. Measure, evaluate the status of components, and influence their
Control progress
43. Provide direction to the component managers
44. Finalize the program
45. Develop and implement a risk management framework
5.5.11 46. Identify risks and opportunities
Risl.( & 47. Assess the probability and impact of risks and opportunities

opportunities

48. Select strategies and implement response plan to address risks and
opportunities

49. Evaluate and monitor risks, opportunities and implemented responses

5.5.12
Stakeholders

50. Identify stakeholders and analyze their interests and influence

51. Engage with executive, sponsors and higher management to gain
commitment and to manage interests and expectations

52. Develop and maintain a stakeholder strategy and communication plan

53. Engage with users, partners, suppliers and other stakeholders to gain
their cooperation and commitment

54. Organize and maintain networks and alliances

5.5.13
Change &
transformation

55. Assess the adaptability to change of the organization

56. Identify change requirements and transformation opportunities

57. Develop change or transformation strategy

58. Implement change or transformation management strategy

5.5.14
Select and
Balance

59. Analyze the characteristics of components

60. Prioritize components based on the program'’s priorities

61. Analyze and predict the future performance of the program

62. Prepare and facilitate program decisions

Program Practice Score (62 — 372)

F/P-5/3
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Appendix (7)
Full Self — assessment sheet (for a Portfolio — Level A & B)

Name of Candidate:
Organization:

Date:
Job:

Each Applicant shall submit a Full Self-Assessement Report Based on Bloom’s Taxonomy
Score: Low (1) - High (6) - Click (\/) on the box which is suitable to your competne level

Competence
Elements

Competence level & Score

Portfolio KCls 8| 2| 5| o] 2| 5
(Level A & B) : : I HE

)
1. Perspective 1/2(3|4|5]|6

6.3.1 Strategy

1. Align with Organizational Mission & Vision

2. Identify and exploit opportunities to influence organizational strategy

3. Develop and ensure the Ongoing validity of the business/ organizational
justification

4. Determine, assess and review critical success factors

5. Determine, assess and review KPIs

6.3.2 6. know the principals of portfolio management and the way they are implemented
Governance, and apply
Structures & 7. know and apply the principals of project and program management and the way
they are implemented
Processes - — — - — -
8. Align the portfolio with the organization’s reporting and decision making
structures and quality Management processes
9. Align the portfolio with human resources processes and functions
10. Align the program with finance and control processes and functions
6.3.3 11. Identify and ensure that the portfolio complies with all relevant legislation
Compliance, 12. Identify and ensure that the portfolio complies with all relevant health, safety,
standards and security and environmental regulations (HSSE)
regulations 13. Identify and ensure that the portfolio complies with all relevant codes of
conduct and professional regulations.
14. Identify and ensure that the portfolio complies with relevant sustainability
principals and objectives.
15. Assess, use and develop professional standards and tools for the portfolio
16. Assess, benchmark and improve the organizational portfolio management
competence
6.3.4 Power & 17. Assess the personal ambitions and interests of others and potential impact of
Interest these on the portfolio

18. Assess the informal influence of individuals and groups and its potential
impact on the portfolio

19. Assess the personalities and working styles of others and employ them to the
benefit of the portfolio

6.3.5 Culture &
Values

20. Assess the culture and values of society and their implications for the portfolio

21. Align the portfolio with the formal culture and corporate values of the
organization

22. Assess the informal culture and values of the organization and their
implications for portfolio

Portfolio Perspective Score (22 —132)
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Competence level & Score

c
g o
Portfolio KCls | 3| 5| o| 2| s
Competence T| g 5] 2| 2| %
Elements (Level A & B) 8| 8| 5| E| £ %
S| g| &| T & &
S
2. People 1|2 (3|4|5]|6
1. Identify and reflect on the ways in which own values and experience affect the
work
6.4.1 Self- 2. Build self-confidence on the basis of personal strengths and weakness
reflection & Self- | 3. Identify and reflect on Personal motivation to set personal goals and keep
Management | focus.

4. Organize personal work depending on situation and own resources

5. Take responsibility for personal learning and development

6.4.2 Personal
Integrity &
Reliability

6. Acknowledge and apply ethical values to all decisions and actions

7. Promote sustainability of outputs and outcomes

8. Take responsibility for own decisions and actions

9. Act, take decisions and communicate in consistent way

10. Complete tasks thoroughly in order to build confidence with others

6.4.3 Personal
Communication

11. Provide clear and structured information to others and verify their
understanding

12. Facilitate and promote open communication

13. Choose communication styles and channels to meet the needs of the
audience, situation and management level

14. Communicate effectively with virtual teams

15. Employ humour and sense of perspective when appropriate

16. Initiate and develop personal and professional relationships

17. Build, facilitate and contribute to social network

6.4.4 18. Demonstrate empathy through listening, understanding and support
Relationships & 19. Show confidence and respect by encouraging others to share their opinions or
Engagement concerns
20. Share own vision and goals in order to gain the engagement and commitment
of others
21. Initiate actions and proactively offer help and advice
22. Take ownership and show commitment
6.4.5 23. Provide direction, coaching and mentoring to guide and improve the work of
Leadership individuals and teams
24. Exert appropriate power and influence over others to achieve the goals
25. Make, enforce and review decisions
26. Select and built the team
27. Promote cooperation and networking between team members
6.4.6 28. Support, facilitate and review the development of the team and its members
Teamwork

29. Empower teams by delegating tasks and responsibilities

30. Recognize errors to facilitate learning from mistakes
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Competence level & Score

o c
Portfolio KCls | 2| 5| «| 2| s
Competence 8| g %] 2| 8| %
=) © = 3
Elements (Level A & B) § fé 5 g £l 3
2 § <
2. People (cont.) 12 |3|4|5]|6
6.4.7 31. Anticipate and possibly prevent conflicts and crises

Conflict & Crisis

32. Analyze the causes and consequences of conflicts and crises and select
appropriate responses

33. Mediate and resolve conflicts and crises and/or their impacts

34. ldentify and share learning from conflicts and crises in order to improve
future practice.

6.4.8
Resource
fullness

35. Stimulate and support an open and creative environment

36. Apply conceptual thinking to define situations and strategies

37. Apply analytic techniques to analyzing situations, financial and organizational
data and trends

38. Promote and apply creative techniques to find alternatives and solutions

39. Promote a holistic view of the portfolio and its context to improve decision-
making

6.4.9
Negotiation

40. Identify and analyze the interests of all parties involved in the negotiation

41. Develop and evaluate options and alternatives with the potential to meet the
needs of all parties

42. Define a negotiation strategy in line with own objectives that is acceptable to
all parties involved

43. Reach negotiated agreements with other parties that are in line with own
objectives

44. Detect and exploit additional selling and acquisition possibilities

6.4.10
Result
Orientation

45. Evaluate all decisions and actions against their impact on portfolio success
and the objectives of the organization

46. Balance needs and means to optimize outcomes and success

47. Create and maintain a healthy, safe and productive working environment

48. Promote and “sell” the portfolio, its processes and outcomes

49. Deliver results and get acceptance

Portfolio People Score (49 —294)
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Competence level & Score

c
Q o
Portfolio KCls B 2| 5| «| 2| 5
Competence 2| 2| ®| £| 2| %®
| 9| 2| ®| €| 3
Elements (Level A & B) | 8| & £| £| =
4 g < v m
)
3. Practice 1/2(3|4|5]|6
6.5.1 1. Acknowledge, prioritize and review success criteria
Portfolio Design | 2. Review, apply and exchange lessons learned from and with other portfolios
6.5.2 3. Define and develop the organizational goals hierarchy
Benefits
6.5.3 4. Establish and maintain the scope of the portfolio
Scope 5. control scope configuration of projects and programs
6.5.4 6. Establishes the portfolio decision-making cycle
Time
7. Assess and determine the needs of stakeholders relating to information.
6.5.5 8. Define the structure, roles and responsibilities within the portfolio and
Organi.za;tion & compon(?nt Projects and program . .
. 9. Establish infrastructure, processes and systems for information flow
Information
10. Implement, monitor and maintain the organization of the portfolio and
component projects and programs.
6.5.6 11. Ensure quality throughout the portfolio component projects and program
Quality
6.5.7 12. Determine and Establish the portfolio budget
Fi T 13. Develop, establish and govern a financial performance and reporting system
Inance .
for portfolio.
14. Develop strategic resource plan to deliver the portfolio component projects
and programs
6.5.8 15. Identify the quantity of required and available resources for running portfolio
Resources component projects and programs
16. Identify the skills of the required resources for running portfolio component
projects and programs
6.5.9 17. Maintain and govern the procurement system for the portfolio
Procurement

and partnership

6.5.10
Plan & Control

18. Establish the portfolio system.

19. Establish and maintain the portfolio cycle

20. Report on the portfolio

6.5.11
Risk &
opportunities

21. Develop and implement a risk management framework

22. Identify risks and opportunities

23. Assess the probability and impact of risks and opportunities

24. Select strategies and implement treatment plan to address risks and
opportunities

25. Evaluate and monitor risks, opportunities and implemented responses
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Competence level & Score

c
g o
Portfolio KCls 8| 2| 5| o] 2| 5
Competence o 2| ®| £| 2| %
(Level A & B) 3 v 2 8 '5:’-:- 3
Elements 2| 8| & 5| ©
c E o < A 2
2 E <
)
3. Practice (cont.) 1|12 (3|4|5]|6
26. Identify stakeholders and analyze their interests and influence
27. Develop and maintain a stakeholder strategy and communication plan
6.5.12 28. Engage with the executive, sponsors and higher management to gain
Stakeholders commitment and to manage interests and expectations.
29. Engage with users, partners, suppliers and other stakeholders to gain their
cooperation and commitment
30. Organize and maintain networks and alliances
31. Assess and review the impacts of changes affecting the portfolio.
ol Chang.e & 32. Develop change or transformation strategy for portfolio
transformation -
33. Sustain the change process
34. Identify programs or projects or ideas that could be included in the portfolio.
6.5.14 Select and | 35- Analyze the characteristics of programs and projects
Balance 36. Prioritize programs and projects based on the organization’s priorities
37. Program and project delivery oversight

38.

Analyze and predict the future performance of a portfolio

39.

Prepare and facilitate portfolio decisions

Practice Perspective Score (39 —234)

F/P-5/4
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Appendix (8)

Knowledge Self — assessment sheet (for a Project — Level D)
Name of Candidate: Date:
Organization: Job:

Each Applicant (Level D) shall submit a Knowledge Self-Assessement Report Based on Bloom’s

Taxonomy
Score: Low (1) - High (6) - Click (\/) on the box which is suitable to your competne level
. Knowledge
Competence Project KCls (D-Level) score: low (1) - High (6)
Elements

1. Perspective

1

2

3

4

5

6

1. Align with Org. Mission & Vision

2. Identify opportunities

4.3.1

3. Ongoing validation of business
Strategy

4. Determine, assess and review critical success factors

5. Determine, assess and review KPIs

6. know the principals of project management and the way they are implemented

7. know and apply the principals of program management and the way they are
implemented

8. know the principals of portfolio management and the way they are

4.3.2 Governance, implemented

STl 9. Supporting functions

Processes 10. Align the project with the organizations decision-making and reporting
structures and quality requirements
11. Align the project with human resources processes and functions
12. Align the project with finance and control processes and functions
13. Identify and ensure that the project complies with all relevant legislation
14. Identify and ensure that the project complies with all relevant health, safety,
security and environmental regulations (HSSE)
4'3,'3 15. Identify and ensure that the project complies with all relevant codes of
Compliance, conduct and professional regulations.
standards and 16. Identify and ensure that the project complies with relevant sustainability
regulations principals and objectives.

17. Assess, use and develop professional standards and tools for the project

18. Assess, benchmark and improve the organizational project management
competence

19. Assess the personal ambitions and interests of others and potential impact of
these on the project

434 20. Assess the informal influence of individuals and groups and its potential
Power & Interest | impact on the project

21. Assess the personalities and working styles of others and employ them to the
benefit of the project

22. Assess the culture and values of society and their implications for the project

43.5 23. Align the project with the formal culture and corporate values of the

rdinating organization
Culture & Values |-<°°d gorg ons

24. Assess the informal culture and values of the organization and their
implications for the project

Project Perspective Score (Level D) (24 — 144)

People Percentage = Score/144 x 100
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Knowledge

Competence Project KCls (D-Level) score: low (1) - High (6)
Elements
2. People 1 2|3 4|5 6
1. Identify and reflect on the ways in which own values and experience
affect the work
4.4.1 . 2. Build self-confidence on the basis of personal strengths and weakness
Self-reflection & - ——
Self- 3. Identify and reflect on Personal motivation to set personal goals and
Management keep f001.15. - ——
4. Organize personal work depending on situation and own resources
5. Take responsibility for personal learning and development
6. Acknowledge and apply ethical values to all decisions and actions
4.4.2 Y
Personal 7.Promote sustainability of outputs and outcomes
Integrity & 8. Take responsibility for own decisions and actions
Reliability 9. Act, take decisions and communicate in consistent way
10. Complete tasks thoroughly in order to build confidence with others
11. Provide clear and structured information to others and verify their
understanding
4.4.3 12. Facilitate and promote open communication
Personal 13. Choose communication styles and channels to meet the needs of the

Communication

audience, situation and management level

14. Communicate effectively with virtual teams

15. Employ humour and sense of perspective when appropriate

4.4.4
Relationships &
Engagement

16. Initiate and develop personal and professional relationships

17. Build, facilitate and contribute to social network

18. Demonstrate empathy through listening, understanding and support

19. Show confidence and respect by encouraging others to share their
opinions or concerns

20. Share own vision and goals in order to gain the engagement and
commitment of others

445
Leadership

21. Initiate actions and proactively offer help and advice

22. Take ownership and show commitment

23. Provide direction, coaching and mentoring to guide and improve the
work of individuals and teams

24. Exert appropriate power and influence over others to achieve the goals

25. Make, enforce and review decisions

4.4.6
Teamwork

26. Select and built the team

27. Promote cooperation and networking between team members

28. Support, facilitate and review the development of the team and its
members

29. Empower teams by delegating tasks and responsibilities

30. Recognize errors to facilitate learning from mistakes

4.4.7
Conflict & Crisis

31. Anticipate and possibly prevent conflicts and crises

32. Analyze the causes and consequences of conflicts and crises and
select appropriate responses

33. Mediate and resolve conflicts and crises and/or their impacts

34. Identify and share learning from conflicts and crises in order to
improve future practice.
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. Knowledge
Competence Project KCls (D-Level) score: low (1) - High (6)
Elements
2. People (cont.) 12 34|56

35. Stimulate and support an open and creative environment

36. Apply conceptual thinking to define situations and strategies

37. Apply analytic techniques to analyzing situations, financial and

4.4.8 organizational data and trends

Resource fullness

38. Promote and apply creative techniques to find alternatives and
solutions

39. Promote a holistic view of the project and its context to improve
decision-making

40. Identify and analyze the interests of all parties involved in the
negotiation

41. Develop and evaluate options and alternatives with the potential to

meet the needs of all parties

4'4_'9_ 42. Define a negotiation strategy in line with own objectives that is
W CERED acceptable to all parties involved
43. Reach negotiation agreements with other parties that are in line
with own objectives
35. Detect and exploit additional selling and acquisition possibilities
36. Evaluate all decisions and actions against their impact on project
success and the objectives of the organization
4.4.10 37. Balance needs and means to optimize outcomes and success
Result 38. Create and maintain a healthy, safe and productive working
Orientation environment

|ll

39. Promote and “sell” the project, its processes and outcomes

40. Deliver results and get acceptance

Project People Score (Level D) (40 — 240)

People Percentage = Score/240 x 100
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. Knowledge
Competence Project KCls (D-Level) score: low (1) - High (6)
Elements .
3. Practice 1,23 4 56
1. Acknowledge, prioritize and review success criteria
2. Review, apply and exchange lessons learned from and with other projects
4.5.1 3. Determine complexity and its consequences for the approach
Project Design
4. Select and review the overall project management approach
5. Design the project execution architecture
4.5.2 6. Define and develop the project goal hierarchy
Requirements, | 7. Identify and analyze the project stakeholder needs and requirements
Objectives & — - - —
X 8. Prioritize and decide on requirements and acceptance criteria
Benefits
9. Define the project deliverables
10. Structure the project scope
4.5.
SRR 11. Define the work packages of the project
12. Establish and maintain scope configuration
13. Establish the activities required to deliver the project
14. Determine the work effort and duration of activities
4.5.4 Time 15. Decide on schedule and stage approach
16.Sequence project activities and create a schedule
17. Monitor progress against schedule and make any necessary adjustments
18. Assess and determine the needs of stakeholders relating to information
4.5.5 and documentation
o 19. Define the structure, roles and responsibilities within the project
Organization &
Information 20. Establish infrastructure, processes and systems for information flow
21. Implement, monitor and maintain the organization of the project
22. Develop and monitor the implementation of and revise a quality
management plan for the project
23. Review the project and its deliverables to ensure that they continue to
meet the requirements of the Q.M. Plan
4.5.6 Quality 24. Verify the achievement of project quality objectives and recommend any
necessary corrective and/or preventive actions
25. Plan and organize the validation of project outcomes
26. Ensure quality throughout the project
27. Estimate project costs
28. Establish the project budget
29. Secure project funding
4.5.7 Finance

30. Develop, establish and maintain a financial management and reporting
system for the project

31. Monitor project financials in order to identify and correct deviations from
the project plan
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Knowledge Self — assessment sheet (for a Project — Level D) — continue

Competence
Elements

Project KCls (D'Leven Score:KI:\(:IV:ZIl()eggl'(leigh (6)

1. Practice 123 |4 5 6

4.5.8
Resources

32. Develop strategic resource plan to deliver the project

33. Define the quality and quantity of resources required

34. Identify the potential sources of the resources and negotiate their
acquisition

35. Allocate and distribute resources according to defined need

36. Evaluate resources usage and take any necessary corrective actions

4.5.9
Procurement

37. Agree on procurement needs, options and processes

38. Contribute to the evaluation and selection of suppliers and partners

39. Contribute to the negotiation and agreement of contractual terms
and conditions that meet project objectives.

40. Supervise the execution of contracts, address issues and seek redress
where necessary

4.5.10
Plan & Control

42. Start the project and develop and get agreement on the project
management plan

43. Initiate and manage the transition to a new project phase

44. Control project performance against the project plan and take any
necessary remedial actions

45. Report on project progress

46. Assess, get agreement on and implement project changes

47. Control and evaluate a phase or the project

4.5.11
Risk &
opportunities

48. Develop and implement a risk management framework

49. |dentify risks and opportunities

50. Assess the probability and impact of risks and opportunities

51. Select strategies and implement response plan to address risks and
opportunities

52. Evaluate and monitor risks, opportunities and implemented
responses

4.5.12
Stakeholders

53. Identify stakeholders and analyze their interests and influence

54. Develop and maintain a stakeholder strategy and communication
plan

55. Engage with executive, sponsors and higher management to gain
commitment and to manage interests and expectations

56. Engage with users, partners, suppliers and other stakeholders to gain
their cooperation and commitment

57. Organize and maintain networks and alliances

4.5.13
Change &
transformation

58. Assess the adaptability to change of the organization

59. Identify change requirements and transformation opportunities

60. Develop change or transformation strategy

61. Implement change or transformation management strategy

Practice People Score (Level D) (61 — 366)

People Percentage = Score/366 x 100

F/P-5/5
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Appendix (9)

MPC CODE OF ETHICS
(Professional Conduct)

Purpose:

The purpose of this Code of Ethics is to define and clarify the ethical responsibilities for present and future
MPC Applicants, Certified Persons, or PM Association Members.

Preamble:

In the pursuit of the project management profession, it is vital that MPC Certified Persons conduct their
work in an ethical manner in order to earn and maintain the confidence of team members, colleagues,
employees, employers, customers/clients, and the public and global community.

CODE OF ETHICS:

As a professional in the field of project management, MPC Certified Person pledges to uphold and abide

by the following:

I will accept responsibility for my actions,

I will practice with fairness and honesty

certification requirements.

Applicant: Candidate:

Name:

Signature:

Date: / /

F/P-16/2

I commit myself to comply with the rules defined by the MPC,
I will maintain high standards of integrity and professional conduct,

I won’t to release confidential examination materials or participate in fraudulent test-talking practices,
I will continually seek to enhance my professional capabilities,

I will encourage others in the profession to act in an ethical and professional manner
I will not misuse the certification in a misleading manner
I will timely inform MPC about any matter that can affect my ability to continue to fulfill the

PM Association Members:
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MPC policy of
ETHICAL STANDARDS CONDUCT

The following MPC Applicants/Certified Persons/PM Association Members Standards of
Conduct describes the obligations and expectations they conduct their activities consistent with
the ethical Standards of Conduct.

Professional Obligations:

MPC (Applicants/Certified Persons/PM Association Members) will fully and accurately
disclose any professional or business-related conflicts or potential conflicts of interest in a timely
manner.

MPC (Applicants/Certified Persons/PM Association Members) will refrain from offering or
accepting payments or other forms of compensation or tangible benefits, which will do the
following:

a. Abide by the By-laws, policies, rules, requirements, and procedures of the MES PM-
CERT, and won’t knowingly engage or assist in any activities intended to compromise the
integrity, reputation, property, and/or legal  rights of MPC.

b. Abide by the laws, regulations, and other requirements of their respective communities
and nations, and won’t knowingly engage in, or assist in any activities intended to have
negative implications, including criminal conduct, professional misconduct, or

malfeasance.

c. Cooperate with the MPC concerning the review of possible ethics violations, and other
MPC matters, completely, consistent with applicable policies and requirements.

d. Accurately, completely, and truthfully represent information to MPC.

MPC Quality Manager MPC Managing Director

F/P-16/3
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Appendix 11

Reasonable Adjustments Application
Request Number: Date: / /

MPC shall make a Reasonable Adjustment for any event outside of the Candidate’s control, which has had, or is reasonably
likely to have had, a material effect on that Candidate’s ability to demonstrate their level of competence.

All applications/ Candidate for reasonable adjustments must be submitted a minimum of 10 working days prior to the
exam./interview date.

Applications/ Candidate shall complete the following information and submit it by Email or through web site or by
hand:

Name
Job
Certification level & Domain

E-mail

Contact phone number

What is the nature of your disability? (Tick or complete as appropriate)

[1  Motor difficulties iS A sma
[1  Hearing impairment el Cina
[1  Visual impairment Dua¥) Cazua
[J  Physical impairment iy ddle)
[J Religious grounds g
1 Other (please specify in details section) s 3l

What reasonable adjustments do you require? (Tick and provide details below)

[1  Reader

[1  English interpreter

[1  Rest period / Comfort break
[1  Own software

[J  Extra time

Please provide further details of requirement:

Please indicate the form of evidence that supports your request and return a copy of the report with this form:
Note: Evidence should be

- From authorized parties,

- Recent (in the last 3 months),

- Describe the case in details.

I confirm that the information on this form is true and accurate and I agree with MPC processing my data.

Applicant/Candidate Signature: Date:
MPC Decision:
Accepted: Rejected:

Reason for rejection
MPC Managing Director
Signature: Date:
Administration has to Inform the applicanton  / /

F/G-02/01
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Appendix 12

Customer/candidate Name:

Certification Level:

Tel.:

Customer Feedback questionnaire

Certification Domain

E-mail:

Thank you for taking a few minutes to complete this survey. The information you provide will help us
provide better service to our customers/partners.

Please select the Score by clicking (\) in front of the number that most closely fits your opinion.
(5) being "very satisfied"
Your comments are also appreciated and please feel free to attach additional pages.

(1) "very unsatisfied."

S.N Evaluation Evaluation Evaluation Score Customer
characteristics Criteria 1| 2] 3] 4] 5 |Comments
Appearance sl bt (2]
. Q}I ality Level Ease of use and operatljim L e e
sl g Ry PRREVORY RN
Stability of output (BB B
) Delivery In time 2l a3l ol
daadl) Jpuay Web site i i) A
3 Price _sdl Suitable I
Communication Easy Communication Jlai¥) Al ges
4 & Response Fast Response Uiy de
Aaduly cLay) Human Performance @l elay)
5 Certification certification period Bkl 5y
period :
ALY (o B b CPD eaY) yyghat yulaa
6 Reasonable Clear 4ozl
Adjustment
AP AR
Total Score
Evaluation Score

Evaluation Criteria:
Score 85— 100 %
%
Score Less than 70 %

MPC Action Taken:

Score 70— 84

F/G-02/2

Satisfied

Somewhat satisfied - need improvement
Un-satisfied — need Corrective Action
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Appendix 13 MPC
Examination Event Checklist
Exam Date: / / . Start Time: End Time:
Exam place: Exam Round: Assessor:
SN Exam Event Check Points Remarks

Before the exam

1

The conditions in the exam room are suitable (heat, light, noise, cleanliness).

2 The exam is correctly scheduled so that the candidates will be in the exam or under Full
Centre Supervision at the Key Time

3 The Notice to Candidates and Candidate Warning posters are displayed both inside and
outside the exam room.

4 Any display material which might be helpful to candidates has been covered up (e.g.
periodic tables, maps).

5 The desks are correctly placed and the spacing in between is correct.

6 The type of desk in the exam room is suitable (for example, there is enough space on the
desks for everything the candidates need).

7 Candidate numbers are displayed on the desks

8 A clock can be seen from each candidate’s desk.

9 All the invigilators have been trained and are clear about what they need to do.

10 Question paper packets and other confidential materials are kept unopened in secure
storage until just before the exam.

11 know which materials (dictionaries, set texts, calculators) are permitted in the exam.
Please check the additional materials database if you are unsure about which materials
are permitted in each exam.

12 Check the identity of all candidates and make sure that they do not bring any
unauthorised materials into the exam room Mobile, or SMART device..

13 Check if there is any Reasonable adjustment

14 Conditions for Reasonable adjustment are suitable

During the exam

15 Check the attendance register is completed, adding the names of any
candidates not listed to the bottom of the document.

16 Only answer questions about information on the front of the paper.

17 Do not give any advice to candidates about the content of the question paper

18 If a candidate needs to leave the room temporarily, make sure they are
accompanied by an invigilator

19 If a candidate leaves the room, without intending to come back, make sure they
are kept under Full Centre Supervision until the Key Time has passed and that
you collect their question paper and answer script.

20 Do not remove any question papers from the room.

21 inform candidates five minutes before the end of the exam

At the end of the exam

22

check the question papers and answer sheets (if any) to make sure that:
o the candidates have written their name, candidate number on all their
answer sheets or question papers.
o candidates have numbered their answers correctly.
o candidates have fastened any supplementary sheets of paper to the back of
their answer booklet or question paper.

F/G-02/03
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