Certified Competent Facilitator (CCF) Certification — Application Process Guide
HFNER RG] - HiFdERE
A. Before you apply for the Certified Competent Facilitator certification,

FEVR BB NE R IR 5] I 2 1l

1. You must have met the experience requirements for certification by documenting at least 7
‘distinct’ relevant facilitated sessions over the 3-year period prior to application.
PROGIAFFEINUERIELR, Ak 2 AE i IE R IR 5] SITET 3 SE e R 20 7 MG
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2. You must submit 3 reference letters from 3 different sponsors (could be from same
organisation but different departments).
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3. You must provide a written submission that responds to questions about your knowledge
and experience across each of the 30 sub-competencies of the INIFAC’s Certified Master
Facilitator PAC’E com petencies.
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4. You must submit a written facilitation plan and a video of you facilitating a session based
on a given case.
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5. At least 50% of documented sessions must be face-to-face sessions. And, if more than 50%
of the attendees are not in the same room as the facilitator, then the location should
indicate “Virtual”.
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B. To meet the CCF requirements,

FEE LB RG] I % 261

=

You must score 2.5 or higher out of 5 in EACH of the 6 competency areas on both the
knowledge assessment and the performance assessment and have documented at least 7
“distinct” facilitated sessions, with at least 50% verifiable.
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C. Application Process H it 2

The application process comprises the following steps:

HIE S R e dE LU D RR:

OFacilitators Network Singapore 2014-2018 (24 Dec 2017) Page 1



Certified Competent Facilitator (CCF) Certification — Application Process Guide

HIFNER R 5 20 HiFLEERE

Step Action SEEUA R,
g

1 Submit via email to admin@fns.sg B B HE{HEAS

a. CCF Application Form (see Annex A) \IE R IE G| ST H1E RS (S HH1EA)

b. Experience Record (see Annex B) — 7 cases within 3 years prior to CCF application
Coyic T (2B R B)-AE B BIRS) SITIGERT 3 4F W ICT 7 NI 954
31 Z= 41

c. Client/Sponsor Reference Letters/Emails %5 /7 B %47 N B 4475 B 1~ B 44

2 Make payment of SGD 1500 to FNS #7 1500 2458 i 51 it 2
This fee excludes venue/seminar package for overseas applicants.

#3Hh CCF HFHTER: L2 A5 9%

3 Submit via email: 8 i H 1 BB HE A

a. Written Competencies Form (see Annex C) % VR 5| S HE 11 B THI FE K (S I F C)

b. Facilitation Plan for a given case (see Annex D1 & D2)#R 45 &= 5 i £ 1 51 S5t Rl
Z 3 it D1 #1 D2)

4 Book your video recording session. 712 s A% i []
Recruit 5 participants to role play for your video recording.

#iE 5 MIEIR R A GRS 5 E xR

5 Video record your facilitation session for the given case according to your submitted

facilitation plan. F FAZIEFARMI 51 ST CUAUKIEIRATIRAZ 151 S 1R

6 Submit via mail: 38 i H BB A

a. Video of the facilitation case 1R[] 5| 5 X514

b. Signed participant forms 2 5% 4 1%

Note: Videos submitted will not be returned. {£&: JT#es 44 A B iE

7 Receive assessment result from FNS in 4-8 weeks’ time.

4 % 8 JH NAFRNHT s 5] 20 2= I VT A 45

Provisional CCF may be granted without the 7 experience record, which will have to be
submitted within 1 year from the CCF application date.

RICSK 7 NIEWT LR 5] 5 2200 1 FR B & v 4% T Im IS GIE B IR 5] 0, (HZ07E H i
INUEZER 5| FITE A1) 1 N EAE 7 DN ERHBIESR

Key Information <425 8

Confidentiality | Please be assured that any information you submit will not be distributed,
R released, copied or used for any other purpose. Once the CCF process has
been completed all material other than contact information will be carefully
destroyed or deleted. FNS expressly prohibits the use of candidate information
for any other purpose than for certification evaluation.

The CCF assessment report is strictly confidential to you and should not be
circulated. Sharing your CCF assessment report with others may result in them
being disqualified should they apply for CCF and found to have copied from
your CCF assessment report.
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ITIEERE TSR B BOBERE, B 1 IRES BORELUAL, RE 4 A1 20 ] Bk B 5%
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PRIAZAE CCF PPA R R IR, ARNAZ K. 70 IR CCF PRSI & W]
RE- SR CCF PG IR T A A2 1. I IO AtATT FR 7 CCF B3 A

Payment You may pay online by credit card through Paypal. Please add 3% (S$45) to
Mode amount for Paypal transaction fee. Please provide us your email, organisation
YA R and address for us to send you the payment request.
PRATLE W @i 5 RS2 AT . iETEARET T AR R hE,  HLA 2 Bk A stk 25
AT, AT E R KGR
For payment by cheque, please make cheque payable in Singapore dollars to:
“Facilitators Network Singapore Pte Ltd” and mail it to:
62 Ubi Road 1, #07-26 Oxley BizHub 2, Singapore 408734.
W LS TRSOAT, W E AT (#6318 S “Facilitators Network
Singapore Pte Ltd”) , X ZEHEAF{: 62 Ubi Road 1, #07-26 Oxley BizHub 2,
Singapore 408734,
Overseas registrants paying by Bank Draft or TT, please add S$30 for bank
charges in Singapore. All bank transfer charges are to be borne by the
remitting party.
WEANERE R, IE A RATICEEECRIL, TEMUET T 20 SOAET NS AR AT USRI
AW
Beneficiary Bank's Details SCEKER 1T FEGH & A}
DBS Bank, 6 Shenton Way, DBS Building, Singapore 068809
SWIFT Code: DBSSSGSG
Beneficiary's Details WCGRIK ' £ 40 B8k
DBS Account Number: 7171-023-901294-9
DBS Account Name: Facilitators Network Singapore Pte Ltd
CCF The CCF application fee includes:
Application INIE BT IR 5] 5 IM B I 2 A5
Fee
INIE B R T 1.Analysis of your experience and verification of a sample subset (50%) 43Tl
FIMHIEE | A 2 2 RIS D5t
i 2.Verification of your Sponsors References fifi i\ fr17 N\ TS

3.Review and assessment of your Written Submission £ [i&] FIPEAS /R $EXE T
T SC A

4. Review and assessment of your Video Session and Facilitation Plan £ 25 il
PEASARIRAS K AR 5] T2 14K

5. An assessment report comprising written feedback on your written
submission, written feedback on your video submission and detailed

breakdown of your certification scores. T3 [H PEAL i 5 AL & 1 XS AR 51 A
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This fee excludes venue/seminar package for overseas applicants.

AN R R A S 2 A .

Verification of
Experience
Record

2L At il
RN

1. FNS will review your Experience Record to ensure that each facilitation
session meets the “distinct” requirements. Any session that does not meet
the “distinct” requirements will be disqualified. Fr I3k 5] T IH 2K A 5]
PRI 28 5610 35 DURA DR 5 A SI2 8 51 52 S 4910 15 -5 I T B4 22 181 e A 1) 2%
(o

2. FNS will select a random sample from the “distinct” sessions to verify that
the session has occurred through email or telephone. Fr i 5| S Ifitp<
2 MAR P4 52 (1) S8R 51 3 S8 rh B e 2 — MR A, DAFR S ER FRg T
NG S RBAL R AT .

3. A session will be considered unverifiable if a response is not received after
5 working days or if the contact person cannot verify that the session
occurred.Your application will be disqualified if more than 50% of the
random sample sessions are unverifiable. 2157 5 K J5 %A Y3 0] B B,
ez NASBETRIN 5] S =01 88 2k A, IS4 01X A~ 51 S R B A A JeikE
SZo WA IGVEUESE ) B B> H 5 2 T, BRI HIE B AR
B o

The verification process will typically require 2-4 weeks. ffi A xR0 5 75 222

FI4H4

Weighted
Average
Rating

INECT- 4%

The weighted average rating for a competency is computed based on taking a
weighted average of all sub-competencies scores for all assessed areas that fall
under the competency. Videotape scores receive a weight of 2 and written
submission scores receive a weight of 1.5 5| & RS /10 INECTE 2502
H & B %0 7 B T I R IR 358, K BA5 5 EUE &2, T
AR I EUE S L.

Key Information X515 2

Assessment
Results
Notification
PPl 5 S
yal

The assessment processing will typically require at least 8 weeks. 34 &b ¥ i
TR T2 2 /D8 .

If you meet the requirements for the CCF, a certificate will accompany your
mailed notification. WIERARFF & IR 5| FIMIE R 2 2510, AR W IR
A AE

To meet the CCF requirements, you must score 2.5 or higher in EACH of the
six competency areas on both the knowledge assessment and the
performance assessment and have submitted at least 7 “distinct” facilitated
sessions, with at least 50% estimated as verifiable. N T #F& & iR 5| SIHIAUE
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Ry #2561, ERRTI G P BEERAE IV, PRI RNR VAl A I PPty L a0a 2
BEIED 2.5 FPE. ARBANERED 7 NEMTSEG 2R, 200
2 it IAR .

Successful candidates will receive a certificate and will be listed on FNS
website as long their certification is maintained. I HiE E ¥R EED
FEREHINF I 51 F W2 1 WXk, 7Rk A BO0H N

Refunds,
Resubmission,
Deferral

& Cancellation
Policy

B, HHE
2L, JEHHFNEL
TH HE L
0

1. For a candidate who failed due to disqualified sessions, the applicant may,
on a one-time basis, submit additional sessions for verification within 30
days of notification by FNS. The fee for the additional submission is
SGD100. S HIiE & KIS hk 51 F BB RE AN A G+, HiFER[K
A —IXEINLEAE 30 RNFEZE S HMA SR 5| 5 BT sk 51 S w2
WA . BRI B2 % T 100.

2. For a candidate who receives the Provisional CCF (passed the written
competencies and video assessment) may, on a one-time basis, re-submit
the experience record with additional sessions and the fee for verifying the
additional sessions is SGD100.3k /53 ImEAIE B IR 51 SITH HIEE (5%
BORAE I B ARBH G , WTH RIS EHRAS H U &
Bl s b 5 SIM A . BRI 2 &8 100.

3. A candidate who failed the written competencies and/or the video
assessment will be given a deferral. A deferred candidate could, on a one-
time basis, re-submit the written competencies and/or repeat steps 3b to 6
of Section C for a new video case at a fee of SGD750 (50% of SGD1500)
within 1 year from the date of the result notification. Thereafter, you will
have to re-apply and pay the full application fee. {15 FHiE ¥R 5| S 6
P ECRAG A G, MO SRS IE I . SR A i & v — IR IAL
o, fEESREMZ HER 1 N, FHHZ5] FRIERR )P NE M
/BEE C HaNPE 3b £ 6 PR GERE. WREEMN Corm
1500) HI—>¥:, ¥ 750. )5, ZUEHT ERIE AR SO Aot .

4. Cancellation Policy: SGD100 non-refundable administrative fee. Balance of
fee is fully refundable upon written request within 30 days of application
date. 50% of application fee is refundable up to 3 months of the date of
your application. The application fee is good for 1 year from the date of
application. After 1 year, you will have to re-apply and pay the full
application fee. HUYHBUR: ANA[RIEMATELE H 28 M 100, FIRH 2
FRAESR T H g DGR I 30 RN 8GRI, 78 HiF IR H 311 3 4
AW, A1 IR HUG2 G AIE S B — 2. BFIAIE 3% A 200
FRAEFIFVIEEN 1 XN o7 14, RS ERT RIE RIS
e IGE

Distinct

A distinct facilitated session must meet the following five criteria: ¥ M it 521K

OFacilitators Network Singapore 2014-2018 (24 Dec 2017) Page 5




Certified Competent Facilitator (CCF) Certification — Application Process Guide

HIFNER R 5 20 HiFLEERE

Facilitated I T FZ LS LT ) 5 AN %A

Session

TBEMTISEEE | 1. last at least two hours; 5 #7482 28 /b P AN /N

5| F &1 2. include a minimum of five participants, not counting the facilitator;}& T

FIIMLSL, FHaFE S M= 5H

3. result in a shared deliverable (e.g., action list, decision, priorities, next
steps) created by participants through interaction; & id 2 53 148 At
KRR BCR (B AT 3078 B, TR, H A, S5 251X

4. involve the participants speaking at least 2/3rds of the time; £/> =432
IR A R 2 5 5 S AR A AR RIS TA]

5. involve the facilitator leading the session by guiding participants through

each agenda item. 1 5| RITML B E 5] F 2 535 52 UG DL I H

A session with essentially the same participants over multiple days would be
considered a single session, unless there is at least a 24-hour break between
the end of one session and the start of another. #15Z52 55| SZHIH T )L
REATMAREMFNZ 5%, KEECATERL —DZY) BRIEZ I 2/0F 24
/NI ER] TR KT, 3 AT A = A PR AN AN [ ) 2 48

Primary In cases of multiple facilitators in a session, the CCF candidate would be
Facilitator considered the “primary” facilitator if:l1RE—NEHIEHZ T —N5 5
FEZGIFI | I, YAER RG] ST S R A2 RS I ER 2

The CCF candidate is leading the group for 50% or more of the facilitated
portions of the session if there are two facilitators and 40% or more of the
facilitated portions of the session if there are more than two facilitators; and
WA PGS0, IAUEBER S 500 o E & iy 0 S bk 5| 3 4 2 42 20
Bzt WA AT T, AR IR S| 50 i A Sk
AT IS i T R R NS T Ul

The CCF candidate led the discussions/dialogue with the client and contributed
50% or more to the design of the session. W\ ilF %% 1% 5| 5 Jifi B 175 & 4 40 5 %%
Pt e 3OF X seig 5 i sa 20/ 52 h+te.

Project A project sponsor is defined as the person of highest authority responsible for

Sponsor the outcome of the session.To achieve 5 different project sponsors, you must

HR# N | count only one sponsor per session. Tl H {R7% A€ ON T 57 S 51 53 541
FSCAR 1R B s BRI N

Project sponsors who are no longer with their organisation can still be
indicated as long as current contact information is provided. . Z8 55 AL ]
THAREN, WRE ShATE TR 72, &2 PUSCA I H fRIEN

If the project sponsor cannot be located, a different contact name can be
provided as long as that person (a) was a participant in the session or (b) is
currently with the sponsoring organisation and is knowledgeable about the
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session. IR TCIRIRE T H RN, WM — D IH R A2 T, H
TMA 2 5 RIS 5] 5 S0 BB AE A K Al TAR I 7 AR T Sl 51 3 58
il

Client /
Sponsor
Reference
Letter/Email
B R
N HEFEAE
B FE - R

The CCF must submit 3 client reference letters written by 3 different
clients/sponsors from 3 different organisations or departments among the 7
sessions listed in the Experience Record. \ilF #1451 5 i B i & s 3
i 3 DAFEAEEGR TR 3 NASF H) 20 7 BOR S NS KRS . A0
MIRZZ A g id sk B 7 NSk 51 5 R0 H A 3 4.

Each letter/email should answer these questions: &35 #1715 B L1~ B4 . 1%
5] 25 DL Fr i)

. What was the purpose of the session?<=1 ] H HI 244 2

. What role did you play in the session?/REE £ 13 B A4 M 0.2

. How well was the purpose achieved? < 1A% H Kn ?

. Overall how satisfied were you (the client) with the session?fR (&

JD R S VUL S AR i A R A ] 2

A copy of a letter on the organisation’s letterhead signed by a Contact Person
who is either the sponsor, a session participant or a current member of the
organisation for whom the work was performed. The letter must be dated
within 3 years from the date of CCF application. HEF S DA FH Al (45 3k
HABRE N4 . B ANFTLLERIEN, S 538 80 IR 52
HEFAS I HIAATE N IE SR 5| R ITHE B 3 4N .

Alternatively, a copy of an email from the Contact Person will suffice. To
qualify, the email address of the Contact Person must be shown and be clearly
associated with the name of the organisation (e.g., jsmith@xyzcompany.com).
BEE, VI Z NI FL - IR A2t T DA, H 2 FL - IR A 00 A0 2 o I R AR
My HRHE3E, 31 dljsmith@xyzcompany.com.
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