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Certified Competent Facilitator (CCF) Certification — Application Process Guide
HENERIRS F)0- BiEdEfeE

Before you apply for the Certified Competent Facilitator certification,

FEVRETENE R IR 5| S IHZ 1,

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.

PR ZRFF AR EER, AR A HE VIR B AR 51 FIT AT 3 Al R 2D 7 NG
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B.
¥

C.

You must submit 3 reference letters from 3 different sponsors (could be from same
organisation but different departments).

PRIB AT 3 DAF RN BIHER S CORAE N AT BASK B A — LA R 1D

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 PAC3E competencies.

PRAZHEAEE O INIFAC CMF PACE 51 F:68 /1 e FRe 1 i RL . RLE 2 ik | CAH
K ENIRFI 55

You must submit a written facilitation plan and a video of you facilitating a session based
on a given case.

PRAL ZFRAEFEA S SEAZ VR A5 1T SR 51 T RIER AR 5] i e AR

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”.

VLR BDH 50% AR 2. FFH, W 50% IS nE AL 5 2
FEAHRIRI BRI, AR A 2 W BRI “ I

To meet the CCF requirements,

FEINEBTR G| 3T 2 2% 1

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.

TERR IR 5] T e J1VE H, AR RS R BLIEAS 23 2 2 /0 2.5 IV Giidr 5
7r) o VRN B> 7 ANEMTH SRR G R =20, B0 H 2 TR TEW .

Application Process Hi&E i1 %

The application process comprises the following steps:

IR AL N DR
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Step
H R

Action REUT) 5

Submit via email to ccf@fns.sg i1 HL T HB A 4228

a. CCF Application Form (see Annex A) IEZ IR G| SITHIE R (3 H1EA)

b. Experience Record (see Annex B) — 7 cases within 3 years prior to CCF
application &350 3% (S [ B F B)-7E W TR 5| FIMAUERT 3 ek 7 4
BT S 5] 3 2.

c. Client/Sponsor Reference Letters/Emails 2 J' B R 47 N FIHEFEAS B H T HB2F

Make payment of SGD 1500 with prevailing GST to FNS.

Hi T 1500 S IRAT B R R AR 95 S AT 4 B N 51 S o

HE CCF BTG AT LA IS AT S VR KRR S ST AR T 8010 Tt
This fee excludes venue/seminar package.

CCF HIIE H{E R L2 AN RSN HEAT ) CCF AR il 73t 9%

Submit via email:if i BT LR FE A

a. Written Competencies Form (see Annex C)% IR 5| S5 1 PRI 4% (10 4
C)

b. Facilitation Plan for a given case (see Annex D1 & D2)#R #i& 2 {5 vt #4515 S 1K
(Z 4 M4 D1 1 D2)

Book your video recording session. TRZ] K A4 I [A] .

Recruit 5 participants to role play for your video recording.

WiF 5 AR R A AN S5 EFE.

Those who had participated in a CCF role play before, cannot participant again,
unless they are already a CCF or a CMF.

Z A2 CCF M AABER RS N, BRI C4 2 CCF B CMF,

5 Video record your facilitation session for the given case according to your submitted
facilitation plan. H AR IEFARMI 5] FIIFE CLAUKIEIRFTER S 51 F1HRD
6 Submit via mail: i@ it B F HBAHE A
a. Video of the facilitation case 1K1 5| 5 Z W% 1%
b. Signed participant forms 5 #2544 B £ k&
Note: Videos submitted will not be returned. JE&: JT#aC i AN B ik
7 Receive assessment result from FNS after 8 weeks’ time.

8 JAl e A9 BTN 5| S Im 22 I TEAL 45 3

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

AT 7 NG SRR 51 5 S HIE T 3T I U GIE B 5| W, (EAE
TEAIE B S R IME (A 1 4F N ERAS 7 M ZEBE .
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Key Information <= R

Confidentiality
TR

The CCF assessment case and report is strictly confidential to you and should
not be shared with others, including the role play participants. Sharing your
CCF assessment case and/or report with others may result in you being
disqualified. Anyone found to have copied from past CCF assessment report
will be disqualified.

CCF VAL R HIFIIR 518 M IR %, A 5 HAN =, M ahEs
5%, H5MANSZAR B CCF 3PAS S 411/ Bl 75 7T A 22 3 BRI CCF H
T8 FASHEIGE « W IARD 285 22 CCF k5, K1) CCF HRTE BE &t
HEHGH -

Please be assured that any information you submit will not be distributed,
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.

TG, RETHR S BRI S K, BHlech g, — B3Rl
SITVIEL R, Framsirl, B 7B BORILAAN, A 2m st i B
B AR . BN 5] ST 2 B AR (A IS B BE R, BR TR IR
AL -

Payment
Mode
ST AR

China CCF applicants may pay RMB8010 to our China partners via wechat.
HE CCF HIvE A AT PAIE IS FAT B SRRSO AR T 8010 Tt

You may pay online by credit card through Paypal. Please add 5% (S$75) to
amount for Paypal transaction fee. Please provide us your email, organisation
and address for us to send you the payment request.
PRe]AEM _Fal IS <524 Paypal £572k, Paypal WHX 5% (S$S75) FIAZ 5
P H . TEICARI T IR E, AU A RRAI IR 2 RATT,  FRATT AT K
BORR LR

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.

U DL SCEE AT, WE Tt AT (35315 S “Facilitators Network
Singapore Pte Ltd”) , X ZZHEZF4¥ 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.

AN, B ARATIC SR BRI, 1B MR M 30 AT N AR AT YA
TR 2
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Key Information <= R

Beneficiary Bank's Details SUGEKER 1T FE4H % 8

DBS Bank, 6 Shenton Way, DBS Building, Singapore 068809
SWIFT Code: DBSSSGSG

Beneficiary's Details YSGKIIK ' FEANBE k)

DBS Account Number: 7171-023-901294-9

DBS Account Name: Facilitators Network Singapore Pte Ltd

CCF
Application
Fee
INIEF I 5
ST HE U
s

'~

The CCF application fee includes:
WUEBEIR 5] 5T H 3 A 2 8 -

1.Analysis of your experience and verification of a sample subset (50%) ;- #T
AFAIN B 53 2 T TR A5 5%

2.Verification of your Sponsors References fiffi i\ &1 N\ HIHELE S

3.Review and assessment of your Written Submission £ [ F1EAG VR EEAZ )
i S

4. Review and assessment of your Video Session and Facilitation Plan 1 £ £/l
PEAGARIEAS AR AN 5] St R

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

breakdown of your certification scores. 15 [H PEAL % 15 60 & 17 XFAR 51 °C
RN FAG B AT R AT R IR 23 I FE R 43

This fee excludes venue/seminar package.

HE R I AR 98

Verification of
Experience
Record

2 alaeraig]
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. #r Nk 5| SIfth&
e Aax B VR R 22 5610 53¢ DABA DR A SI2 A8 51 52 22 491 0 455 - 1 I ) S 4810 P
2%

2. FNS will select a random sample from the “distinct” sessions to verify that
the session has occurred through email or telephone. # ik 51 S i<
2 WAR 52 28 B S % 51 5 2 00 B 2k 35— N FEAS, DL R R FE i
77 RN 5] R B S K AT .

3. Asession 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. W H-7E 5 K J& A Y 3 0] 37 8k
e2s NASRERIN 5| S R0 8 & kit I8 43X A 5] S RPN ok
WESE . W ICVEUESER BB 2D H a2 B, IR B BT A
K B -
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Key Information <= R

The verification process will typically require 2-4 weeks.
BRA R R 23404

Weighted
Average
Rating

IS SR

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.

BEIG| T BEIRRE T BTN EOR B % B A% G o3 BE 7&K i inAC-F
B FAGAS B E2, TSRS o B A 1

Key Information 5<48 {5 2

Assessment The assessment processing will typically require at least 8 weeks.
Results PG AT FR I T D8 .
Notification
R AT S| If you meet the requirements for the CCF, a certificate will accompany your
5 mailed notification.
W RARFF & BRG] RIMVGE R 8 26, VR 2 e 21 S a7 38 A0 AHIE
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 FFERIRG SITER D& 56T, RG] S HRERR e, 7RI
FHRPEAG AR VP4l Eb iR 2 2 2.5 B30 . IRBudiidsg el 7
MMEMSEER G R R0, B HSZ TR ATHIAR .
Successful candidates will receive a certificate and will be listed on FNS
website as long their certification is maintained.
FSCEI ) FR R 3 2 AT UE B SB35 S I P2 Bk, 7EIE+
AREAN
Refunds, 1. Foracandidate who failed due to disqualified sessions, the applicant may,
Resubmission, on a one-time basis, submit additional sessions for verification within 30
Deferral days of notification by FNS. The fee for the additional submission is
& Cancellation SGD100.
Policy AR B RSk 5| 3 RIS R AT A S48, RiIEFKA K
IR, EHTHE FINLAE 30 RNTRAE S SEAR 51 3 EHILERT N 5| S 2 Ff A
AL, FEHAATEL o FHIAWL TR 28 100,
TH R R
R 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.
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Key Information <= R

RGN AE TR 5] SIMR G (5] SR I B MG 84
M), AIH RN S B A S A 5610 gk B n i 51 S m
hatfiih. BRI ER &3 100.

. 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.

R S SR S S RE) B ECRBA G, MUK . R4
W HRiEE T — IR, A REM HER 1 FN, Bk
L5 FRIRRE S B BEM / BEE C #0125 3b 2 6 KR
Zh. W REM Gl 15000 —25, Him 7500 BbJE, AUE R
AR AR SCAS 4 B 2

Cancellation Policy: SGD100 non-refundable administrative fee. Balance
of fee is fully refundable upon written request at least 3 months before
the CCF video date. 50% of application fee is refundable with at least 30
days cancellation notice from the CCF video date. 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.

BUHBUR: ARHRIEHATECS HZ 8 100, ££ CCF A4 H i HT 220
3 HBIRIBUHIER, ARG 2E0RIE. CCFMAH G 11
H AT BUH, /TR IE 50% M HITE 2. iR HRIFZ HE FENE
Mo VARG, AUERTHE IR AT 215 27 .

Distinct
Facilitated
Session
T AT 1 S 0%
5] S %

A distinct facilitated session must meet the following five criteria:
T BT SR 5] 3 R LT A LU R 5 AN %A

last at least two hours; 75 4L 2 /DA /N

include a minimum of five participants, not counting the facilitator;

br 1ol RIMLAL, FHaHEs M5

result in a shared deliverable (e.g., action list, decision, priorities, next
steps) created by participants through interaction;

I 2 5 AR IR BUR (BT shig 5, ek, A, 5
2Lt

involve the participants speaking at least 2/3rds of the time;

/0 =0 2 AL S 5 AR AR ) I TR

involve the facilitator leading the session by guiding participants through
each agenda item.

51 FImM KB R 51 52 5 4 58 iR IR T H
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Key Information <4215 2

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.

WAL SR T F RO TIURETMAREMRERN S 5%, KBRS
—NEM; BRAEZ A 2R 24 /NBFR TR, AT RS E S A F I 5

%o
Primary In cases of multiple facilitators in a session, the CCF candidate would be
Facilitator considered the “primary” facilitator if:

EEGI T | WRAE-AROIERZ T A5 I, DUETRS] T & gy 2
EEG| MR

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
RAT P 51T, ARSI 5| 3T H T 2 i S0 Sk 51 5 3582 A
ST WA AN G, RS S]T H I Py A
(s Rt T VSV S U1y

The CCF candidate led the discussions/dialogue with the client and
contributed 50% or more to the design of the session. TAIF ¥ i 5] 5 B i
FAUH S R TR e O B S5 ST E 2 0 A a2 R

+.
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

I HARAEN count only one sponsor per session.

3T H PRAFE ABE SO 5T SR 515 S R ) e i AURI N o

Project sponsors who are no longer with their organisation can still be
indicated as long as current contact information is provided.

CAB TN KT E RN, W S e e 7, &2
WO H RAEN

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
session.

IR TGRS W H RN, AT S — AN H R AR 7, R Ei
Z 5L 51 5 Z ) BOEAE I A TTAEIF 1 IRk 51 5 51

Client / The CCF must submit 3 client reference letters written by 3 different
Sponsor clients/sponsors from 3 different organisations or departments among the 7
Reference sessions listed in the Experience Record.

Letter/Email
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Key Information <= R

PYSERTEE
AHHEREAS
oo T W

WAEBTER 51 I S H AR A 3 Bt 3 AR BT 3 ASAN A Y
2P EARAE NS MRS . AR MR ARl S LA 7 A ST
TREIHEA 34

Each letter/email should answer these questions:

B BT B MR B 12 0] 25 DA ) 1)

e What was the purpose of the session?<= ¥ ] H /24 2

e What role did you play in the session?//R{E <=3 B 384 4 fA {62

e How well was the purpose achieved? <3 iA%| H KN ?

e Overall how satisfied were you (the client) with the session?/R(% 7 )% 2
WCIAT S % A6 = B e 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.

HEFFAE 2o AU MK RS SR B2 AR 44 o BRe% N AT B IRAEN
2 53 BRI IATJE 51 o HEREAE B9 H IR IE B 51 30l H g H
W 3 .

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.,
ismith@xyzcompany.com).

B, VIR 2% A L - BB At AT DL, {2 o7 A 0 2005 2 R ER R A
MV HE AL, B njsmith @xyzcompany.com .
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