
 

 

Tushiyah Process and information guide: 

IFC-LPI TPMA certification 

The candidate can be assessed at any time, with or without attending the IFC Train of Trainer 

course. 

1.1. Assessment Options  

Option 1: The candidate is assessed immediately following the IFC Train of Trainer course. 

 

 

 

 

 

 

 

 

 

 

Option 2: The candidate can be assessed at any time, with or without attending the IFC 

Train of Trainer course.  

 

 

 

 

 

 

 

 

Application for 
assessment

•ToT invitation letter 
offers  participants the 
option of assessment  
day immediately 
following the ToT

•Interested participants 
apply 

•Assessment day is 
confirmed if sufficient 
number of participants 
apply

•Assessment candidate 
pays additional fee to 
Assessor  for 
assessment.

Assessment of  live 
training session

•Additional day is 
scheduled for 
assessment purposes, 
shortly after the ToT

•Each candidate delivers 
a sample training in 
front of the other 
participants and the 
Assessor

•Assessor records 
observations on the 
TOR

•Training sessions may 
be videotaped.

Communication of results

•Assessor shares the 
results of the 
assessment with 
candidate within 48 
hours, and has up to 14 
days to discuss them 
with the candidate, 
finalize the TOR and 
send it to LPI

•If result is successful,  
LPI processes 
candidate's  certificate 
and badge.



 

 

a. Assessment of a videotaped training sample of the candidate  

  

  

 

 

 

 

 

 

b. Assessment of an on-site training sample (at a location selected by the candidate)  

 

 

 

 

 

 

 

 

Application for 
assessment

•Candidate contacts 
Assessor and agrees 
with him on 
timeframe for the 
assessment

•Candidate pays 
assessment fee to 
the Assessor.

Assessment of video 
tape session

•Candidate sends a 
videotaped sample 
training they 
delivered

•Assessor reviews 
video within agreed 
timeframe and 
records observations 
on the TOR.

Communication of 
results

•Assessor shares the 
results of the 
assessment with 
candidate within 48 
hours, and has up to 
14 days to discuss 
them with the 
candidate, finalize 
the TOR and send it 
to LPI

•If result is successful,  
LPI processes 
candidate's 
certificate and 
badge.

Application for 
assessment

•Candidate contacts 
an Assessor and 
agrees with Assessor 
on location and date 
for the assessment

•Candidate pays 
assessment fee to 
the Assessor.

Assessment of  on-site 
session

•The Assessor attends 
a sample training 
delivered by the 
candidate at the 
agreed location and 
date

•Assessor records 
observations on the 
TOR

•The delivery may 
also  be videotaped.

Communication of 
results

•Assessor shares the 
results of the 
assessment with 
candidate within 48 
hours, and has up to 
14 days to discuss 
them with the 
candidate, finalize 
the TOR and send it 
to LPI

•If result is successful,  
LPI processes 
candidate's 
certificate and 
badge.



 

 

1.2. Process steps: 

• Trainer seeking certification (candidate) contacts an IFC-LPI TPMA certified assessor 

(Assessor).  

• The Assessor provides the candidate with all the information and preparation needed to 

succeed, including assessment steps and guidelines described next in this section.  

• Candidate agrees with the Assessor on one of the assessment options described above 

and pays the certification fees (details of which are listed below).  

• Once an assessment session is completed, the Assessor fills the Trainer Observation 

Report (TOR) and discusses it verbally with the candidate to get clarifications, make 

amendments if needed, and provide recommendations for improvement.  

• The Assessor sends the TOR for verification and sign off, to IFC. 

• After reviewing the TOR, LPI issues the successful candidate a certificate and a badge 

and may provide an invoice for the fees received.  

• Trainers are certified for 3 years, renewable through the same certification process 

described above.  

• IFC will track the certification standing of trainers and remind them, three months in 

advance of their certification expiration date and renewal process.  

• If the candidate wishes to appeal the certification decision or raise a related concern, 

they can follow the procedures described in the Trainer’s Procedures for Complaints 

and Appeals at the end of this section.  

 

1.3. Guidelines on the Assessment Components and Criteria 

Assessments will be applied to a training sample from a course of the candidate’s choosing, 

using the Training Observation Report (TOR) discussed in the ToT. The sample should 

include one complete lesson (learning cycle) of approximately 60 minutes from the selected 

course, and contain the following components:  

 



 

 

Introduction to the lesson  

 a. Introduce Trainer (candidate)  

 b. Introduce the lesson with a visible title.  

 c. Arouse curiosity in the topic.  

 d. Explain how this topic fits into the overall course (and with prior experience of the 

learner)  

 e. Describe the SMART lesson objective(s) – the destination.  

 f. Outline the structure of the lesson – the roadmap.  

 g. Propose or solicit from learners the benefits of learning this lesson topic - WIIFM.  

  

The lesson 

• Present the content of the lesson in an interactive manner.  

• Ensure there is at least one activity to monitor the progress of the learner in 

acquiring the key concepts or skills of the lesson and provide feedback as 

required.  

• Ensure there is at least one activity to measure or confirm that the learner has 

acquired the key concepts or skills of the lesson and provide feedback as 

required.  

 

Conclusion of the lesson 

• Revisit lesson objectives and confirm with learners that they have been met. 

• Check that learners’ expectations of the lesson have been met.  

• Confirm lesson benefits to ensure each learner leaves realizing the benefit 

gained. 

• Look forward to the future and provide an opportunity for each learner to 

determine, following this course, how they may apply the learning to the 

workplace or their personal lives, and maybe realize further benefits.  



 

 

• Offer suitable post-lesson support.  

 

In addition, the candidate must provide evidence and/or answer questions from the 

Assessor about the introduction of the overall course of which your lesson is a part.  

Notes: it is highly recommended that the candidate provides the Assessor with the 

following items as additional evidence of compliance to requirements in case or doubt:  

• A copy of the slides that were used during the training.  

• A copy of any handouts that were distributed to course participants during the 

training. 

• Any other information (e.g., pictures of flipcharts, list of participants’ names) 

that may be helpful in providing a full picture of the training.  

 

Additional Guidelines for an Assessment if Using a Videotaped Training  

• Instructions for the camera operator:  

The camera operator should pan the course participants frequently to permit 

observation of their level of engagement. Do not focus the camera solely on the 

actions of the trainer candidate. The camera operator should also pan, from time to 

time, the visuals (slides, flipcharts, other) used or created by the trainer candidate. 

The camera operator should ensure that the sound (facilitators voice) is high, and 

clear enough.  

• Instructions for translator (if required):  

Sometimes translation may be required if the trainer’s language of instruction is 

different from that of the assessors. Translation of the trainer candidate’s verbal 

delivery as well as interchanges among participants and the trainer candidate should 

be as exact as possible. It should be provided as subtitles or included as a video 

voiceover, either done during taping or post-taping. 

 

 



 

 

 

Additional Guidelines for an Assessment if Using an online recording:  

The recording should include participants, and display their level of engagement, through 

video, chat, or commenting/participating verbally.  

 

1.4. Trainer’s Procedures for Complaints and Appeals 

• Any complaints or appeals that are to be investigated by the Learning and Performance 

Institute should be addressed to the Operations Manager, Learning and Performance 

Institute, Institute House, Torwood Close, Mercia Business Park Village, Coventry, 

United Kingdom, CV4 8HX.  

• The complaint must be set out in full, describing all factors which may be significant, as 

well as how the Assessor is allegedly in breach of either their Membership or TPMA 

Assessors Code of Conduct. Complaints must be marked 'Strictly confidential to be 

opened by addressee only'.  

• The Operations Manager will take any actions deemed to be appropriate and consult 

with any relevant parties to identify whether further action should be taken. If no 

further action is to be taken, it will remain at the discretion of the Operations Manager 

whether the Assessor will be notified of the complaint. If further actions are to be taken, 

the Assessor will be notified in writing and a written response from the Assessor will be 

required within 14 days.  

• A Learning and Performance Review Panel will then meet within 28 days of the Assessor 

being notified and will review the initial complaint, the Assessor’s reply and any other 

information which has been provided in support/mitigation of the complaint. The 

Review Panel reserves the right to delay their decision to carry out further investigation 

and/or review further information.  

 

Any of the following outcomes may be the result of the findings of the Review Panel:  

• Dismiss the complaint.  



 

 

• A warning to the Assessor  

• A warning and a call for a written undertaking from the TPMA Assessor  

• Withdrawal of the Assessor’s certificate  

• Call for the resignation of the Assessor and relinquishment of their membership.  

• Expel the Assessor from the Institute and withdraw their Assessor certificate.  

 

The decision of the Review Panel shall be final; however, it will be possible for an Assessor, 

against whom a complaint has been substantiated, to lodge an appeal. Such an appeal must 

be in writing to the Operations Manager and be received within 28 days of notification of 

the decision. 

 

The Operations Manager will fix a date for the appeal to be heard giving at least 14 days’ 

notice to the Assessor. The Appeal procedures will follow the same lines as the Complaints 

procedure except the Assessor concerned (or nominated representative) must be present 

(in person or virtually). The outcome of the Appeal may be to vary, uphold or dismiss the 

original decision. 


