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Introduction
The need to develop methodologies to evaluate those competencies that are acquired outside traditional educational structures, in the so-called non formal and informal learning contexts (Bjornavold, 2000; White book, 1994), is recognised throughout Europe. 
In fact, the recognition of informal competencies could facilitate the reintegration of people in the labour market and thus their life-long employability, contributing in this way to the European Area of Life-long learning which, according to the Communication no. 678 of the European Commission, is fundamental for Europe to become a competitive and dynamic knowledge-based society.
Many countries have recognised this crucial role of non formal and informal learning, and the results of this growing awareness has been the launching of various initiatives at different political and/or social levels that aim at recognising learning that takes place outside traditional educational contexts. 
Varied tools have been created to respond to this need of recognising these competencies that are acquired outside formal educational contexts. These tools are the fruit of legislative impulses or agreements between social parties, or stem from specific initiatives in the field of labour policies. Examples are the so-called Bilan de Compétence in France, APEL (Accreditation of Prior Experiencial Learning) and CATS (Career Accumulation and Transfer Schemes) in the UK, the Transfer of Credits between institutions in Schotland, and the Attendance Certificates in The Netherlands.
The next problem that emerges at this point is the necessity to respond to this common need of recognition and certification of this type of learning, with similar tools and methodologies, or even the same. As one can understand, this represents a genuine interest, not only in the field of active labour policies of the European Community
 and the implications for the labour market, but also at scientific level, as in the first place one needs to develop verification and documentation tools that are coherent with the learning to be recognised. 

In the following pages we will describe this last aspect: we are interested in emphasizing the relevance of the theme of formal and non formal learning from a point of view of their identification and evaluation.
In Italy, the INTRA project intended to respond to this very need, by developing a tool – the digital portfolio – that would enable the recognition of learning, both informal and non formal, that could be used in different Member States of the European Union.
A digital portfolio was realised, to “make competencies visible” (Bjornavold, 2000) that are acquired by young, disadvantaged persons with a low or medium level of education in informal and non formal learning contexts, in other words, competencies which they acquired outside institutional contexts (1).
In the next pages we will explain the steps to be taken to realise a digital portfolio. In the first part, we will give an analytical description of the characteristics of the portfolio as an instrument to recognise and identify competencies that are connected to complex skills, instead of disciplinary knowledge.
In the second part, we will explain in detail how to construct a digital portfolio with the help of two fundamental professional figures: a tutor and an IT expert. These two professionals should support the person involved in the process of recognising and demonstrating his/her competencies, which leads to the creation of the digital portfolio.

Two examples of portfolios are annexed to this manual to illustrate the application of the procedures. 

(1) The project In.Tra. has been co-financed by the EU under the Youth programme. The project started on the 1st of January and ended on the 31st of January 2004. The partnership consisted of: SOLCO s.r.l. (Italy), that devised and coordinated the project, dIE BERATER (Austria),UNAD ( Spain) e GRETA NORD ISERE (France). 

The project was divided in 4 phases: a first phase of desk research, during which information was collected on experiences and recognition models of informal competencies actually in use at a European level; furthermore best practices were identified in this field. In the second phase, a model for a digital portfolio was developed that would enable the analysis of informal learning of young, disadvantaged persons. Also an instruction manual was elaborated to support tutors (guidance practitioners and/or trainers) in the realisation of the portfolio. In the third phase, tutors that work for example in vocational training centres with young disadvantaged persons, drop outs or disabled persons have tested the portfolio model in the four partner countries of the project.Finally, in the fourth phase, the obtained results were evaluated and disseminated.
PART I

THEORETICAL ASPECTS
1.1 The portfolio: origins and current application
The portfolio has ancient roots, since it has always been used by craftsmen and artists as their main tool to show what they can do, as a representation of their best performances. Objects which construction requires the use of particular technologies, like drawing or painting that requires the use of various techniques, or photographs realised with different techniques, are all elements that form the basis of a portfolio. Through the exhibition of handmade products (or their pictures), an indication of the different competencies that their owner possesses is given.
The more recent interest in the portfolio though derives from an experiment in the USA that regards the reform of the secondary school level. The aim of this reform was to help students achieve “high levels of cognitive elaboration”, in other words to help them develop critical competencies. The portfolio was used by students, assisted by a teacher, to reflect on their own learning process. Several times students were asked to select pieces of own work that demonstrated their initial level (the lowest level), their intermediate level (in which progress can be seen) and their highest level of achievement (the best work that had been realised).
The considerations of the students that lead to the choice of pieces of work represents the mechanism through which the highest cognitive elaboration capacities are promoted. 
In this  perspective, the portfolio is a methodology that refers to a new concept of learning: learning as a result of individuals taking part in activities.
The American teachers needed the help of experts– disciplinarists, psychologists, pedagogues – to identify the type of activities and the type of services that the students should be asked to perform.  Both the ancient origins and the recent applications of the portfolio refer to a different concept of learning, different from the traditional practice in schools where discipline and consolidated verbal transmission refer to standard evaluation practices, both oral and written.

A learning method which is more similar to the methods used on the work floor is implemented in vocational training; this is why forms of documentation of competencies based on the portfolio have already been implemented before the experiment in the USA, and account for the most diffused practice in recognition of professional competences of students (e.g. in Italy the experimentation in Trento: Pellerey 1996).
The most recent use of the portfolio (as a methodology for the recognition of acquired competencies and the empowerment of cognitive capacities of students) represents an innovation that stems from the recent changes in the theoretical conception of learning. The most relevant and innovative aspects of these studies draw attention to the complexity and pervasiveness of learning, as being an integral part of human behaviour that results from the taking part in situations by all human beings.
In this view, different types of learning are distinguished by the contexts in which the learning takes place, by the type of characteristics the learning encloses; substantially there are three different forms, formal, non formal and informal learning, that summarise the different typologies. 
1.2 Different forms of learning
At this point it is useful to define the characteristics of formal, non formal and informal learning, as this distinction forms the basis of the creation of the digital portfolio that was tested during the I.N.TR.A project. 

Formal learning takes place in specific institutional contexts and , regarding its contents, it refers primarily to disciplines. 

Research on curricula has shed light on the specifics of disciplines, which have an internal and external history, a mass of organised rudiments with their own signification ranges, their own methodological characteristics and content distinguished by organisation and method.  
Moreover, the reasons for erroneous acquisitions have been studied, and the reasons for inertia of acquired knowledge at school, which are indications of the ineffectiveness of this type of learning. However, there is a wide consensus on the importance of the transfer of disciplines in itself, as societies are interested in handing down accumulated knowledge to the new generations.
Non formal learning is intentional, based on a deliberate choice made by an individual (or by a person responsible for his/her training); it refers to specific activities, aimed for example at learning how to dance, or how to play tennis, or how to play an instrument and so on. This type of learning is usually founded on a more authentic motivation (with respect to the motivation shown at school); in these cases it includes also identity issues, for example in terms of “becoming a dancer”; for people in training it can become a basis for their identity. 

On the other hand there is the constant referral to a misunderstood “sense of reality” from the part of adults, that causes schools to inform their students that the former tendency to perform the same profession during one’s whole life does no longer exist. This means that an important foundation of the creation of an identity is taken away, leading to another decrease in student’s motivation at school. 
Knowledge that is acquired with this form of learning is mainly knowledge connected to action, with an aim, and has results that are more easily visible and recognisable; it can be more or less organised and is more directly connected to the person responsible for teaching; in other words, when one learns how to dance for example, the instructor organises his lessons according to his own criteria that could differ from scholastic standards, but that however need to lead to a precise result, if not, the initiative is unsuccessful. 
The result of this type of learning is that a person is able to do something that initially he/she was not able to do, by investing a part of his/her commitment to succeed. 
Informal learning instead results from daily life activities and from activities related to work, since it is a result that is intrinsically connected to participation in situations in which an individual feels completely involved and of which he/she understands the sense: this is what normally happens when human beings act. 
Regarding the contents of informal learning, we speak of fluid knowledge, not systemised nor organised, with margins that are not clearly defined: essential characteristics are that the knowledge is connected to tailored actions, and to the solution of problems, whether in the strict or in the wider sense of the word. Furthermore it is characterised by a strong incompatibility and contextualisation.
From a cognitive point of view one proceeds with analogical methods, which are, in extreme synthesis, the ways in which individuals, by constructing symbolic representations of experiences, establish relations that permit them to compare and contrast similarities and differences which inspires them to act. This is therefore no logic process and in line with the principle of non contradiction. Instead it is a way of establishing contacts between experiences, contacts that allow individuals to switch between different episodes that are, in their perception, connected through a certain aspect. 
In table no.1 the differences between the various types of learning have been summarised.
It can be noted that the only difference that exists between learning that takes place in institutional contexts and that in non institutional contexts is that the latter is not certified, while both are intentional and organised and structured by trainers. Instead, learning which takes place during daily life activities, including work related activities, is different from formal and non formal learning because it is not certified, not structured and is not (always) intentional.
Tab. 1.  Difference between formal, non formal and informal learning
	Type of learning
	Context/situations
	Certifications
	Intentional
	Structured

	Formal learning
	School, training courses etc.
	Yes
	Yes
	Yes

	Non formal learning
	Outside institutional educational contexts  (lessons at home, e.g. learning how to play a guitar)
	No
	Yes
	Yes

	Informal learning
	Daily life activities, work, leisure etc.…
	No
	Not always
	No


In the previous paragraphs, the different contexts in which the portfolio methodology is used to evaluate disciplinary knowledge were described (portfolio at school and in vocational training), and the portfolio used to make specific informal knowledge visible, acquired in work environments (the portfolio of craftsmen). 

In the field of the INTRA project, reference was made to the general methodological suggestions on evaluation in a socio-cultural perspective of Laureen Resnick (1997), in order to create a digital portfolio that would enable the recognition of all types of learning of disadvantaged persons. 
1.3 Recognising learning

The main objective of the INTRA project was to develop a portfolio methodology that would take certain obstacles into account. First of all, the target group of the project consisted of young, disadvantaged persons, who are known to have few literate competencies: this meant that the tool should be “user-friendly”, and its use should not depend on the possession of “scholastic” abilities. 
For this reason we excluded the hypothesis to create of a computer based test for the self-evaluation of competencies, which was stated in the first version of the project proposal.
Secondly, it was necessary to bear in mind that informal competencies are acquired in specific daily life contexts, through interaction with other persons and through participation in activities which are, for the person involved, clear and meaningful (Rogoff e Lave 1984; Lave, 1988; Lave e Wenger 1991, Rogoff 1990). These competencies are partly of a “tacit” nature (Polanyi, 1967), which means that the persons that possess them have difficulties in explaining verbally the nature of these competencies and, in some cases, they are not even aware of having acquired competencies.
Taking all this into account, it becomes obvious that traditional tools for the identification and recognition of cognitive abilities (like standardised tests) are not suited for the recognition of informal competencies. The portfolio instead results a more adequate tool to recognise competencies that are acquired outside traditional learning contexts; the individual, personal element of a portfolio does not tolerate generalisation. 

Still, the content of the portfolio, in this case made up of informal competencies, requests for a deeper insight in the activities that are emblematic and representative of a certain competence. 
One could argue that representation is the principle aspect of formal and non formal competencies, while in case of informal competencies the issue of making these competencies visible (Bjornavold, 2000) and recognition is more difficult, as these kind of competencies do not fall within  predictable, standardised  frameworks. 
In other words, this means that the whole evaluation process has to be reviewed, as this process is usually based on the implicit assumption that one already knows what has to be evaluated, and one “only” has to apply the correct standard criteria (credibility, validity).
The following table illustrates those aspects of which we think attention should be paid to in a prior phase. 
Table n. 2 Phases prior to the certification of competencies 
	Objective of the process of analysis of competencies  
	Kind of activities that a person should be able to do 
	Type of proof
	The kind of shared criteria for the analysis of competencies

	Making competencies visible
	Activities chosen by the person that wishes to evacuate its own informal competencies 
	Products/

outcomes of activities 
	Interactive

(agreement between the tutor and the person wanting to evaluate his/her formal and informal skills

	Recognising competencies
	Representative activities selected by the persons that are involved in the analysis of competencies. 
	Products/
outcomes of representative activities 
	Inter-subjective 

(agreement between more than two persons)

	Evaluation of competencies

	Emblematic activities selected by the key actors of the system, to be realised in formal evaluation situations.
	Emblematic products/
outcomes
	Public evaluation criteria, shared by the key actors of the system (e.g. Ministry of Education, Vocational training centres, companies etc.).

	Certification of competencies 
	Emblematic activities selected by the key actors of the system, to be realised in formal evaluation situations.
	Emblematic products/

outcomes
	Public evaluation criteria, shared by the key actors of the system and diplomas/certificates that are recognised at institutional level (e.g. by Regional authorities, the Ministry of Education, Vocational training centres, Universities etc.)


In this table the complex terms of the evaluation process have been described, starting from the origins of the emerging need for evaluation (making visible) until the last step of certification of acquired competencies. We can see the different persons involved and the different level of “institutionalism” in each step of the process. The issue of credibility and emblematism of activities becomes an important element in the process. 
Returning to the portfolio realised during the INTRA project, one can immediately see that its objective is to recognise competencies. These competencies can represent indications for further training in terms of emergent cognition, seen the fact that the spectrum of informal competencies represents what a disadvantaged person is able to do. 
At this point, we should discuss the difference between the portfolio method and another methodology that is used to represent a person’s competencies in order to plan a professional career. This is the so-called bilancio di competenze (bilan de competences), an innovative tool that enables the recognition of what an individual is able to do. At the same time though, its long realisation period and its inadequateness in resolving quickly critical situations, demonstrates that it is not the right tool to be used with a target of disadvantaged persons. As stated by Maria Luisa Pombeni, the bilancio di competenze is suited for persons that can choose between different employment options, and who can afford to wait. It is not a suited tool for persons like immigrants or disadvantaged young persons that are in immediate need of work, even if it is often used in these situations.
The portfolio realised during the INTRA project is an adequate tool for socially disadvantaged persons, because it avoids the literacy problem, which often represents an insurmountable obstacle for these persons and it succeeds in recognising their competencies. Furthermore it is an “ordinary” tool, that should not be used in emergency situations (just like the bilancio di competenze, even if the latter is often used in this kind of situations). The portfolio should be seen as a tool to document and recognise acquired competencies in everyday life.
A last remark on the digital character of this tool. The possibility of recognising both the final products (through photos) and the realisation processes of these products (through video recordings of the different steps of realisation of the final products) is a highly innovative element. In didactic evaluation, it has always been one or the other: or the process was evaluated, or the product. With the digital portfolio instead this distinction is no longer necessary: it is possible to recognise both aspects with the same instrument.
PART II

THE CONSTRUCTION OF THE DIGITAL PORTFOLIO
2.1 Details on Target Groups and Tools

As stated previously, the digital portfolio is a most suitable instrument for recognising the acquisition of everyday knowledge and in particular for the professional competencies of the disadvantaged youth that constitutes the target of the Intra Project. The steps for the realization of the digital portfolio are in fact limited to making such knowledge visible, since certification requires agreement between various institutions at national or international levels regarding the assessment criteria. The digital portfolio has been effective with persons characterized by diverse social disadvantages such as the disabled, drug addicts, drop outs and immigrants.

The method used for analysing formal, non-formal and informal learning of disadvantaged youth is a dialogue through meetings and interviews conducted by a tutor.
The following tools are needed to realize a digital portfolio:

· a computer and a Cd Player and CD Re-Writer

· a video i/o device

· video captures software

· a camcorder (DVD, VHS, etc)

· a scanner

· a word processor, an html editor or a slide editor (PP, Quark express, etc) 
· a media player 
· a video-editing software.
As already noted in the first part of the manual the tutor should be supported by a technical assistant adept in the use of the enumerated software.

2 Digital Portfolios are attached to the Manual as examples. 

2.2 The necessary steps for realisation

First phase
Tools to be used: A PC with Cd reader and word processor, a Cd Rom with an example of a digital portfolio already completed
Objectives:  to conclude a good working agreement and to start projecting the portfolio. 
Activities: To analyse the reasons why the user would like to make his/her own portfolio (goals to reach). To explain to the user the objectives of the process, describing what a digital portfolio exactly is, and the extent of both his and the tutors involvement, underlining the importance of the mutual collaboration. 
The Tutor might start off the dialogue in the following way:

“ Let me explain to you what a Portfolio is and what steps will be taken to realize it, so that you will have the necessary information in order to decide whether or not to realize your own portfolio. The digital portfolio is the final product of a process that we are proposing to you. We believe that it could be useful to help you entering/re-entering the labour market as this methodology will value all the skills that you have acquired, even those without a certificate. The digital portfolio is a portfolio realized on a Cd Rom like the one I’m inserting into the computer now”.
We suggest that the Tutor examines an example of an already completed portfolio with the young person, since this could improve his/her comprehension of how a portfolio is structured.

“In short, a portfolio is a collection of best works; it is representative of what a person is able to do. An example of a portfolio is that of an craftsman. Have you ever seen the portfolio of a blacksmith, or of a photographer or painter? These portfolios are a collection of their best works, proofs that are easy to consult and make the fruits of his work visible. For example the photographs of work executed in iron, or of paintings, can help a client who looks at the photographs to get an idea of the technical skills of the craftsman and eventually decide to hire this craftsman.
Portfolios are also realized in vocational training centres and in schools. In this case every student collects the proofs of how much he/she has learned, for example solutions to mathematical problems, essays in Italian or designs he/she has drawn. By examining the student’s portfolio, the teacher is able to evaluate the progress of each student, that is, how much and what the student has learned in various disciplines.

Therefore, in the first place, the aim of each portfolio is to make visible what a person is capable of doing. Now I’ll show you a portfolio of another student.” 

At this point the Cd Rom can be examined. Starting from the home page, the various parts in which the portfolio is structured are:
1. Personal Data
2. Formal Learning
3. Non-Formal learning
4. Informal learning
It is useful at this point to illustrate the differences between the three types of learning. As mentioned in the first part of the manual, formal learning takes place in institutional educational contexts (school and vocational training centres), and is assessed and certified by means of a diploma or other certificates which can be inserted in the section of the portfolio called “formal learning”. Non-formal learning is acquired by training, usually through lessons that take place outside of institutional contexts, as for example English lessons or guitar lessons at home. In this case the teacher does not issue a diploma in English, even if the student has acquired knowledge of this language. A self declaration could be inserted in the section called “non formal learning” of the portfolio, stating the specifics of the lessons, for example the number of English lessons taken over a certain period of time.

Finally, informal learning comprises all the skills acquired in everyday life, at work, at home and even through the practicing of hobbies. These competencies are not certified and can be acquired independently or with the help of a person with some expertise. However it is not taught by means of traditional lessons. Often one learns by observing or even helping an expert. To make these competencies acquired outside traditional educational structures visible, it is necessary to insert proof of informal learning into the portfolio. This proof could be provided in the form of photographs of products that result from the activities, e.g. photos of the stockings David W. has knit, or a scan of the poetry Jose’ S has written. Even photos and video recordings of the performed activities could be inserted, for example Jose’ fixing a wooden shelf on the wall.

At this point it is necessary to clarify that the time for the realization of the portfolio depends substantially on how much effort the student puts into the collection of the documents that are to be inserted in the “ formal and non-formal learning” sections and on the time it takes him to choose the products to be photographed and the video recordings to be realised in order to make his informal learning visible.
After having explained how the digital portfolio is to be structured one should define the final aim of the portfolio itself and begin to analyse the student’s training and professional interests in order to identify the context in which he could best use it. 

Second Phase
Tools to be used: a portfolio for each student, a computer, and sheets of paper

Objectives: Analyse and choose the proofs of formal and non-formal learning to be inserted into the digital portfolio.

Following the consent of the young person to create his own portfolio, one can now proceed with making a first outline on paper. In short, the tutor should:

1. Provide the student with a paper folder and suggest him to write his name and surname on the cover of the folder, emphasising that it will serve to collect all the documents and files (inserting even floppy disks) that little by little will be included in the portfolio. Explain that the folder represents the “paper portfolio” that will precede the construction of the digital version on Cd Rom.

2. Propose the student to prepare a file in Word with his personal data i.e. name, surname, nationality, civil status, age, telephone number, e-mail address, driving license. In case the student is not familiar with the use of a computer the tutor should find a work station for the student and assist him in elaborating the document.

3. Analyse with the student his institutional education (formal learning) and list on a sheet of paper the certificates that he has received from e.g. comprehensive schools he has attended, from vocational training centres, etc.

4. Analyse with the student the non-formal learning activities in which he has taken part. Ask for example if he has taken lessons given by a teacher of which he has no certificate (e.g. guitar lessons, English lessons at home). To list evidences on a sheet of paper (Certificates, Self-declarations, References, etc.).

5. Sum up all the proofs of the formal and non-formal learning discussed during the meetings.
6. To suggest to comment on and to explain the reasons why s/he chose those evidences (to support the metacognitive process).
7. Insert the pages with the accumulated information in the portfolio and give it to the student, emphasising that from that point on he will be the one who is in possession of the portfolio on paper.

Third Phase
Tools to be used: Software Editor for presentations, a scanner, video captures software, a computer with Cd Rom reader, a Cd Rom, an interview model, sheets of paper.

Objective:  Begin to structure the digital portfolio and to realize a semi-structured interview in order to analyse the young persons’s informal learning and to favour the process leading to awareness.

During this stage the person involved and the tutor (with the technical support of an expert in  software editing html) begin to structure the digital portfolio. The young person will choose the graphics design for the pages of the portfolio on Cd Rom (background colour and layout). Links between the pages of the portfolio on informal learning and the sections on formal and non-formal learning will be created. Making use of a computer and a scanner, copies of the diplomas and other certificates will be inserted in the section on formal learning, while the self-declarations produced by the person will be inserted in the “non-formal” section.

After this, the tutor will propose to the student to begin the process of analysing the informal skills that he has acquired. The tutor supports the person in the collection of data concerning his informal competencies through a process of active interpersonal communication between the tutor and the young person.
To support the young person in this process, the tutor presents the youth with the two interview models. These have been worked out with reference to the definition of situated competency that “ proceeding from the Leont’en’s theory of activity (1977) considering professional competence as a whole of complex actions (in as much as they are composed of various operations) carried out in different activity fields” (Ajello, 2002). Such a perspective focuses on the professional competence as “activity that characterises itself historically by the tools used for its realisation, on a cultural level by the type of products that it aims to produce and by the needs that it aims to satisfy, and on a political-social level by the type of social relations (also hierarchal) in which the activity takes place.”(Ibid)

Each interview model covers a specific context of informal training i.e. work and free time. The models permit the tutor to take notes concerning the data collected during the semi-structured interview and to summarise consequently the various activity systems in which the young person is competent.

The tutor asks the young person to describe the activities in which he has taken part in the various informal contexts and tries to get a particular insight into the methods and sources of learning, into the tools that the person has learned to use in order to realise those activities and into the type of products resulting from it, which are the visible results of these activities.

As regards work-related activities for example, the tutor asks the young person if he has ever worked and if he is working presently; which professional activities he has performed, (independently of the kind of contract and whether the contract is regular or not). The tutor continues asking how the person has learned to perform each particular task (with help or on his own) and in what way he was taught to perform. Was it by reading written instructions? And if so, what kind of instructions? The tutor furthermore asks what tools the person has learned to use in order to accomplish the task and finally what were the final products of the work-related activity that he has described.

	                                                        Context :Work

	       Activity
	Methods and Sources of Learning
	        Tools
	      Products
	    Proof

	Ex.

Mechanic: repaired scooters and automobiles
	Observing the boss at work and receiving lessons from him on this matter

…..
	1. …………

2. …………

3. …………

n.    …………
	Scooter repaired

….
	1.A photo of the scooter before and after repair

2.  A letter signed by the boss of the mechanic shop

….

	Ex.

Helping father in family shop
	By asking questions to his father and receiving informative response

….
	1.   ………

2.   ………

3.   ………

n.  ……….
	Lists of the materials to buy and the specifications of quantity of each product

….
	1.List of products ordered and bought

2. Photographs of boxes of materials ordered and delivered to the shop

….


As regards free time the tutor goes deeper into the sports, hobbies and other activities that the young person has learned to do at home, for example doing housework or cooking. The tutor asks the person involved about the activity that he has learned to do (how he learned to do it, with help, using which methods, who taught him, what tools he has used and what were the final products?)

	                                           Context: Free Time (Hobbies, Sport, Home)

	Activity
	Methods and sources of learning
	Tools
	Products
	Proof

	Ex.

Painting

…
	Observing friends, reading books titled…

Trying by myself.
	2 ………

3 …

4 …

n  ...
	painting 1

painting 2

….
	1.photoraph of a painting

2.Video recording of the young person painting

…

	Ex.

Cooking
	Observing and listening to instructions from mother, sister etc.
	1..     …….

2..    ……..

3..    ………

n..     ………
	Cakes 

pasta

…..
	1.Photograph of a cake

2.Video recording of the young person cooking

…..

	Ex. Repairing the T.V. remote control
	Trying on his own to take it apart and put it back together again
	1..   ……….

2..    ……..

3..    ………

n..     ………
	remote control being repaired
….
	Photo and video of the remote control being repaired by the youth

…..


An extract from an interview with a school drop out follows. This young person has acquired a lot of informal competencies but has not been able to make them visible within the regular school structure so he has abandoned school early. M. has worked as a blacksmith and bricklayer on a construction site, he knows how to carve cork and how to install electric wiring systems. He tells here how he has realised an electric wiring system in his bedroom:
31 Interv:: And you enjoy yourself more at home,  when you are at home ?
M: at home I do everything …. Now I am learning how to arrange lamps so that they mix…

Interv:: explain to me a little bit more about this thing.

M: well, since I am crazy about Bob Marley, the colours of the  Reggae’s  flag are green, yellow And red.

Interv:: yes

M: I have a wall full of  Bob’s posters.

Interv:: oh, oh

M: so I put green, yellow and red lamps ….at the background I get  reggae’s flag.  
Interv: ah, ah

M: It’s really cool ! I get Bob’s image, on a Reggae background.
Interv:: So you want to put them parallel to each other, like this (with my hands I show the Parallel position of  the lamps) in such a way that the three colours of the flag are appearing.

M: yes  

Interv:: And which was ….what do you have to invent? How to attach them to the wall?
M: no, not how to attach them to the wall, I have to invent…I mean I have to find a way to synchronize because you can’t just put one here and another one there…I have to find out how to direct it.

45 Interv:: oh, oh, I understand. And you attached the lamps to the cable, everything ? Well done !
      Marco nods as if saying yes.   
At the end of the semi-structured interview the tutor summarises all activities that the young person is capable of performing, highlighting the person’s informal competencies and then asks him to choose which competencies are the most important in his opinion, and should be included in his portfolio.

“ O.k. you’ve told me a lot about yourself and that you have learned many informal skills has surely been shown. Summarising you have…(a list of all the activities) which of these skills would you like to bring out in evidence in your digital portfolio? Which of the proofs do you think will useful when inserted in the informal competence section of your portfolio? Which photographs and video recordings would you like to realize?”
One of the aspects to which the tutor must pay major attention when managing the interview for the analysis of competencies acquired in informal learning contexts regards the tendency of the young persons to marginalise the importance of such competencies. It happens often that students, young and disadvantaged, trivialise in an explicit manner their experiences with such learning to such a degree as to internalise the attitude of discrediting non-disciplinary knowledge that is characteristic for schools. That is because they have experienced numerous failures within the traditional educational institutions, which causes them to have a negative image of themselves. For example M., the young person who has installed an electrical system, trivialises the informal competencies that he has acquired from work and affirms, “ O.k. I broke down a wall, but anyone could do it ” It is important that the tutor recognises these trivialisations of the person with whom he is conducting the interview so he can intervene in a view of self-empowerment. In the case of M. the tutor could explain that not everybody can break down a wall, by saying “but really I wouldn’t know where to start or what tools I would need.”

The tutor must guide the person through the realisation of the digital portfolio without substituting his choices,  realising a scaffolding activity (Wood D., Bruner J., Ross G., 1976), which means a psychological support (emotional and cognitive). The metaphor describes the need to construct a scaffold that can be dismantled little by little when the young persons himself shows to be more secure of his own decisions and more motivated to act autonomously. However, the tutor will encourage the young person to decide which skills to make visible and which proofs to include in the portfolio, respecting the choices of the person. The proofs of informal competencies that can be inserted on the Cd Rom are:

1. Letters from employers
2. Photographs of products produced in work-related activities and in free time

3. Video recordings.
The photos represent static recognition of products and therefore static proof of competencies that are acquired in informal contexts.

At the end of this phase the tutor will fix a new appointment with the young person in which he will ask him to bring the products to be photographed or the photographs already taken with a digital camera. The two must come to an agreement concerning the video to be recorded, in other words on which activity realized in informal contexts to be filmed, on the place where the filming should take place, etc.

Fourth Phase 
Tools to be Used:  Camera and digital video camera, Cd Rom Computer with Cd reader

Objectives: To choose, realize, and insert the photographs into the “informal learning” section of the digital portfolio, to record the video.
During this phase the tutor and the young person will meet to realise and examine together the photographs of the products of the activities. The young person will choose the photographs to be included, the order of the photos, and with the support of the tutor he can eventually write comments near each photo to clarify the type of product or the result of the activity that is being illustrated.  It is possible to include also photos of the tools used for realisation of a particular product and in this case it can be useful to add the name of the tool and/or any other information on its use.

At this point the video needs to be realised using a digital video recorder. While recording, the tutor should encourage the boy (or girl) to describe what he/she is doing. If the person is intimidated by the camera and does not succeed in expressing himself easily, the tutor could ask questions like: What are you doing now? Which tools are you using? How do these work, etc. The little films allow us to understand the comments of the person on the activity he/she is performing, to observe the sequence of the various actions and thus to document the elaboration process which is connected to the informal competencies. 
Afterwards it will be necessary to transfer the film from the video camera to the computer using a hardware disk for the acquisition of video adapted to the standard video camera and a program for reproduction and the eventual editing. During the recordings it is important that the tutor and the technical expert bear the dimensions of the Cd Rom in mind in which the video file is to be inserted. This dimension however can be modified in accordance with the needs of the product with appropriate software.
The last phase 
Tools to be Used : Cd Rom. and a computer with Cd Rom reader.

Objectives: To insert the video film on the Cd Rom,  eventually making final modifications to the digital portfolio and to observe the final product. 

In the last stage the tutor and the young person put the film clip on Cd Rom and make the final modifications to the structure (correcting typing errors in the comments, adding or arranging photographs etc.) or to the graphics of the digital portfolio (changing the character of the script and/or colours) They can also insert an audio file for adding sound effects.

After carrying out all the modifications that the young person deems necessary he can view his digital portfolio in its final version. The impact of the final product is quite great for both the tutor and the person involved, so it is advisable to dedicate an appropriate amount of time to this event and to find the right place and moment for its presentation. During the viewing of the final portfolio the tutor should ask the young person in what ways he/she intends to use the portfolio, in this way steering the conversation to the persons future plans concerning training and/ or work.  
2.3 The Role of the Tutor 
By reading the manual on the various phases in which the construction of the digital portfolio is divided, it becomes evident that the role of the tutor is crucial throughout the entire process.

Above all the tutor must be fully aware of the characteristics of informal learning (everyday learning) to be able to recognise immediately the fields of activity in which the person who is to realise the portfolio is competent, watching out all the time for eventual trivialisations. If the tutor is able to validate the personal characteristics and competencies that until that moment were not sufficiently valorised, he will be able to support the young person in a process aimed at self-empowerment.
As noted already, in order to analyse the tendency of trivialisation by the young person, the tutor must be “attentive, and capable of recognising the variables, whether internal or external, that influence the person’s choices… that condition judgement and evaluation,  in order to help the person attaining a greater self-awareness of the mechanisms and processes that condition his choices”(Bastianoni P., Simonelli A., 2001).

In light of the comments made in the first part of the manual on the minimal literate capacities of  the project’s target group (above paragraph 1.3) it is clear that the support (scaffolding) of the tutor becomes even more important when the young person lacks the ability to use the computer and the necessary software for the construction of the digital portfolio. Furthermore, the full comprehension of the characteristics of everyday cognition will permit the tutor to support the young person during moments in which he/she encounters difficulties in verbally expressing him/herself, for example by asking questions on the use of certain tools, as evidenced in the following dialogue:

132 M: Yes, but when I worked with iron, I was doing things that had to only do with iron, folding it up with machines or even sometimes with my hands, when it needed to be folded up more. We loaded it, we brought it to the working place, where the iron had to be put, and then we would tie it together the way you tie beams and pillars.

133 Interv:: So you had to tie  pillars ….

134 M: Yes, we had to tie the pillars … wires like this, we had to tie them and also the beams, and then we would put a cement on. 

135 Interv:: And what about the machines that you mentioned, which machines were those?

136 M: Machines, I don’t know which machines those were.

137 Interv:: How did they work ?

138 M: We had to put iron and tie it, we pressed it…and then there was a measure depending on the way you wanted to tie it.

139 Interv:: oh, oh

140 M: Do you want to fold it up like this.
141 Interv:: Oh! Oh!

142 M: The machine can fold into a circle for you , but if you want to fold it up in a way that machine can’t do, you have to do it manually. 
143 Interv:: Oh, oh!. And how did you do it ?
144 M: There were two pieces of iron, they were hooks, practically,  they clutched the iron from one side.  And the other one from the other side,  one was pushing up and the other one was pushing down, so it was folded up,  the lever.

From lines 135, 136, and 137 it becomes apparent that M. clearly has difficulty in responding to the question- what machine was it? because it is too abstract while he does know how to respond to the interviewer’s next question, which is a reformulation of the preceding question in descriptive terms about the function of the machine.

The tutor must be well aware of the two characteristics that qualify the dialogue to realise the construction of the digital portfolio as a guidance counselling interview. The first regards the perspective of temporal dimension of the dialogue between tutor and the young person, which must particularly focus on changes and on future plans. The second characteristic concerns the emotive support that the tutor should offer to the person, responding “ to his expectations of trust and confirmation of the rationality of his decisions” ( Bastianoni P., Simonelli A., 2001). The tutor should demonstrate to be a trustworthy mediator.
During the InTra Project the tutors have evidenced that all young persons involved in the realisation of their digital portfolio showed an improved self-consciousness. The tutors have in fact affirmed that the young persons seemed quite flattered by the fact that someone could be so interested in the competencies that they had acquired outside school and that they were given the possibility to demonstrate what they are capable of doing:
“Mr. W. is a very interested, intelligent person, who was eager and happy not only to be a part of this project but also that somebody was interested in his diverse and extraordinary knowledge. Taking part in the process of realising the portfolio helped him to focus on his abilities, which he can possibly use in order to find an interesting and satisfying job. His self- confidence increased, as he realised that, particularly because of his astonishing knowledge, he is an interesting and extraordinary person”.
“Her disease, Hyperandrogenämie, however, causes society to judge her by her looks and not by her abilities and knowledge. The realization of the portfolio helped Ms. Niemannsgnuss to see how many different interests and hidden abilities she has, and improved her self-confidence. She is really excited that she will have a CD-Rom of her own. We discovered abilities that Ms. Niemannsgnuss was not aware of”. 

“Our target group are drug addicts in process of normalisation. For these people we have found very positive to participate in the realisation of the portfolio.  It helps them to increase their self esteem, it makes them conscious of  abilities and knowledge they have that not everybody does.  They thank the interest of the Intra Project in the knowledge and abilities acquired outside the traditional training structures, abilities that they had already forgot as they didn’t think they were of any use”.
The increase in self-esteem has encouraged one young girl to “ continue working steadily in spite of her handicap…” This has also been the case with M. who presented his portfolio to a computer company in which he would have liked to work. Regarding the cases concerning drug addicts, one tutor points out that a portfolio  “ can help them to discover that they are capable doing some jobs even better than others. This will contribute to their reintegration into society and the world of work.”
Comments from tutors exemplify the fact that the process of constructing a digital portfolio is favourable to a person’s acquisition of awareness on his/her competencies, a process which actively involves both the tutor and the young person.
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