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1 Introduction

This document relates to the assessment of material submitted in connection with an application by an applicant for accreditation within the ArchiMate® 2 Certification for People: Training Course Accreditation program.

The applicant should submit a full set of documentation that can illustrate that the requirements listed here have been implemented for each checklist required, at the appropriate stage of accreditation for that checklist.

The applicant has some latitude as to how to meet the documentation submission requirements as the exact form and number of documents will vary between applicants. However the format of this document should not be changed and all mandatory parts completed.
For each document submitted, enter the name of the document in the “Document Title” column. The “Document Reference” is a short, unique identifier you assign to the document to enable shorthand references to the tables that follow, where possible this should relate easily to filenames uploaded. You may optionally enter any relevant comment concerning the document in the “Comment” column.

With the exception of the courseware, which may be in the language used to deliver the course, all documents should be in English or be accompanied by an English translation.

	Document Title
	Document Reference
	Comment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2 Accreditation Requirements Checklists

Please complete the checklists below. Only Checklist 1, 2 and Checklist 4 is mandatory for application for provisional accreditation. Checklist 3 is optional at this stage but becomes mandatory for confirmation of accreditation, which must take place not more than six (6) months after provisional accreditation has been awarded. You are, however, recommended to complete checklist 3 to the extent that you are able to do so. The more information the assessor has during the initial provisional accreditation, the less scope there will be for constraints on confirmation of accreditation later in the process. 
When you complete an entry in the table, please use the document reference above in the “Document in which evidence is found” column. Enter the place within the document reference in the “Reference within document” column. If the requirement is not directly addressed within a document – for example, records are retained on-site – enter an explanation in the “Applicant Comment”. 

Guidance to the applicant is provided in blue text.

2.1 Key to Document References

	Acronym*
	Document

	CPL
	ArchiMate® Certification for People: Certification Policy, Version 2.0

	CER
	ArchiMate ® Certification for People: Conformance Requirements, Version 2.0

	APL
	ArchiMate ® Certification for People: Training Course Accreditation Policy, Version 2.0

	ACR
	ArchiMate ® Certification for People: Training Course Accreditation Requirements, Version 2.0

	ACA
	ArchiMate ® Certification for People: Training Course Accreditation Agreement

	ARE
	ArchiMate ® Certification for People: Requirements for Practical Exercises


* Used in “Reference to where requirement is derived” column.

2.2 Key to the Checklists

	Item
	Description

	Requirement No.
	A number for the convenience of discussing the assessment.

	Base Requirement and Commentary
	In black text a verbatim extract from the ArchiMate ® Accreditation documents, and in blue text additional guidance on what is required.

	Level
	The degree to which the requirement is mandatory. “May” means optional; “should” means that any non-conformance needs to be justified; “must” means a mandatory requirement.

	Reference to where the requirement is derived
	The program document reference and section from where the requirement is derived.

	Document in which evidence is found
	Insert the short-form name of the submitted document that you wish to reference in support of your claim of compliance.

	Reference within document
	Insert the section number in the document that addresses the requirement. You could also reference slide numbers. Do not use page numbers, as these may not stay the same when the assessor is viewing your document.

	Applicant Comment
	Anything else you would like the assessor to know, and that might move forward the assessment process. The use of this column is optional.

	Assessor Comment
	As stated, for official use only and not for completion by the applicant.


2.3 Checklist 1

To be completed and associated documents and materials submitted for provisional accreditation.

	Rqmt. #
	Base Requirement and Commentary
	Level
	Reference to where requirement is derived
	Document in which evidence is found
	Reference within document
	Applicant Comment
	Assessor Comment (Leave blank - for official use only)

	1
	All course material shall be kept under version control.

The process for changes shall be defined including the identity of the person(s) who must approve any changes to course material.
	Must
	ACR 5.1 ATC Content and Documentation
	
	
	
	

	2
	All trainers used in the delivery of ATCs shall be ArchiMate 2 Certified.

All trainers used in the delivery of accredited training courses shall have one of the following:

· A relevant training qualification that has recognition in the geography in which it was obtained. (Two examples are: certification from the Institute of IT Training, or Open Group CITS Certification with Technical Training as the Client Focus Area)

· Or one (1) year of relevant training experience

· Or shall have undertaken an induction program that meets the following criteria:

· The individual must be ArchiMate 2 Certified BEFORE the start of the formal induction program.

· The induction program must include a mechanism to ensure that the individual is capable of delivering a training course in a satisfactory manner.

· The induction program must include provision for the individual to deliver at least two training courses under the supervision of an experienced ATC trainer. At the end of each training course, the decision on whether the individual is suitable to proceed to the next phase of training must be based on a report from the supervising trainer and feedback forms from attendees on the course, which must include provision for feedback on the individual concerned separate from the supervising trainer.

· The induction program must ensure the overall quality of the ATC when a trainer under supervision delivers any part of the training.

The ATC Provider should document the methods it uses to appoint training personal, which should include the vetting of qualification, experience, and satisfactory completion of inductive training.
	Must
	ACR 5.2 Trainer Requirements
	
	
	
	

	3
	The ATC Provider will maintain a list of their trainers, including names, contact details, training qualifications, and ArchiMate 2 certification status, and will make this list available to The Open Group promptly upon request.

The ATC Provider should document the process by which it ensures that this list is keep current and up-to-date and the mechanisms of delivery to the Certification Authority.
	Must
	ACR 5.2 Trainer Requirements
	
	
	
	

	4
	All Open Group specified examinations that the ATC provides for an accredited course must be supervised or invigilated by a person appointed by the ATC Provider for this purpose.

The ATC Provider should document the criteria for appointment and the duties associated with this role.
	Must
	ACR 6.1 Supervision
	
	
	
	

	5
	The ATC Provider shall ensure that there is continuous Internet access to the examination portal throughout the examination.

The ATC Provider should document how this is to be ensured; an alternative access is recommended.
	Must
	ACR 6.2 Provisioning
	
	
	
	


2.4 Checklist 2

To be completed and associated documents and materials submitted for provisional accreditation.

	Rqmt. 
	Base Requirement and Commentary
	Level
	Reference to where requirement is derived
	Document in which evidence is found
	Reference within document
	Applicant Comment
	Assessor Comment (Leave blank - for official use only)

	6

	A candidate shall complete at least one complete exercise during an Accredited Training Course. After completion of the exercise the trainer will explain a solution for the exercise as part of the course.

An Accredited Training Course shall also include a complete walkthrough of at least one other of the practical exercises.

Proving this requirement is met the ATC may offer additional exercises as part of a course. Describe your policy on this matter and if you offer additional exercises in addition to The Open Group ArchiMate  2 Practical exercises
	Must
	ARE 1.2 Background


	
	
	
	

	7

	Modifications to the Practical Exercises are only permitted with prior approval and copies must be provided to The Open Group, including assignment of copyright to the modifications to The Open Group If you have made no modifications to The Open Group ArchiMate 2 Practical exercises state this in the “applicant Comment” Field and mark the “document reference” fields “N/A”. If you have made modifications to The Open Group ArchiMate  2 Practical exercises then reference them in the “document reference” fields and submit a copy of the exercises in a revisable format that includes a copyright assignment to The Open Group for the modification
	Must
	ARE 1.5 Modification of the Practical Exercises


	
	
	
	


	Rqmt. 
	Base Requirement and Commentary
	Level
	Reference to where requirement is derived
	Document in which evidence is found
	Reference within document
	Applicant Comment
	Assessor Comment (Leave blank - for official use only)

	8

	The Accredited Training Course provider can at their discretion provide modeling tools for use with the exercises.
Please describe your policy on the use of tools to support the practical exercises. In particular define whether you use a tool and if so whether you provide it or allow the candidates to bring their own tools. If you provide a modeling tool describe it in your referenced policy.

	Must
	ARE 1.4 Provision of Modeling Tools


	
	
	
	


2.5 Checklist 3
This checklist must be completed and submitted for assessment no later than immediately prior to confirmation of accreditation (a maximum of six (6) months after award of provisional accreditation).

	Rqmt. #
	Base Requirement and Commentary
	Level
	Reference to where requirement is derived
	Document in which evidence is found
	Reference within document
	Applicant Comment
	Assessor Comment (Leave blank - for official use only)

	9
	The ATC Provider must be financially stable, as demonstrated by a financial report, P&L, and balance sheet approved by an independent auditor. The requirement may be met by submitting audited accounts for the previous two (2) years, or a business plan in case of a start-up.

Self-explanatory.
	Must
	ACR 4 Organization Requirements
	
	
	
	

	10
	The ATC Provider shall operate effective procedures for the registration and identification of candidates.

Such procedures should be documented and subject to self-audit (see Checklist item 11).
	Must
	ACR 4.2 Process and Quality System
	
	
	
	

	11
	All aspects of course administration, delivery, and maintenance shall be covered by a documented quality system. Documentation of the quality system need not be provided in the first instance but must be provided within six (6) months of initial accreditation.
The ATC Provider should define how it ensures the conformity of the ATC(s) to the accreditation requirements prior to the establishment of a documented quality system.
	Must
	ACR 4.2 Process and Quality System
	
	
	
	

	12
	The quality system of an ATC Provider must include procedures to ensure that the Conformance Requirements and these Accreditation Requirements continue to be met for as long as the ATC is offered.

A primary objective of the documented quality system is to ensure that the operations of the ATC Provider are repeatable, reproducible, and objective.
	Must
	ACR 4.2 Process and Quality System
	
	
	
	

	13
	The quality system of an ATC Provider must include procedures to ensure that all updates and changes to the Conformance Requirements are adopted and deployed in the timescales defined by The Open Group.

Self-explanatory.
	Must
	ACR 4.2 Process and Quality System
	
	
	
	

	14
	The quality system of an ATC Provider must include an active internal audit program to self-police that the program Accreditation Requirements are being continuously met and that the ATC Provider’s Documented Quality System is being continuously and correctly implemented. Any non-compliance identified by this program must be formally recorded, followed up, and cleared.

An audit process is a periodic independent assessment of conformity of the day-to-day operation of the ATC Provider against its Documented Quality System and the Accreditation Requirements. In this way, the ATC Provider shall be self-policing its own ongoing conformity to the program Accreditation Requirements.

In the case of a small organization that has no internal resources to conduct audits, such an organization could utilize an external auditor or alternatively its customer base for this purpose. If using customers for the purpose of internal audit, an appropriately designed comprehensive survey should form the basis of the customer feedback. Irrespective of the approach actually taken, the process for self-audit must be documented and records of the implementation made available for assessment.
	Must
	ACR 4.2 Process and Quality 
	
	
	
	

	15
	The documentation of the quality system must be under effective change control.

The process for changes shall be defined including identity of the person(s) who must approve any changes to processes and procedures.
	Must
	ACR 4.2 Process and Quality System
	
	
	
	

	16
	Audit records must be kept for a minimum of six (6) years.

An audit trail of all records pertinent to the attendance at ATC(s) must be in existence for that time.
	Must
	ACR 4.2 Process and Quality System
	
	
	
	

	17
	The ATC Provider must operate an effective and responsive customer complaints procedure.

This should be documented in the quality system and all records retained.
	Must
	ACR 4.2 Process and Quality System
	
	
	
	

	18
	The general management of the ATC Provider shall be responsible for the quality of ATC delivery and all aspects of ATC operation and management.

The means by which this is to be achieved must be documented in the ACCP Quality Management System.
	Must
	ACR 4.2 Process and Quality System
	
	
	
	

	19
	Whenever The Open Group updates or makes a maintenance release or other update of ArchiMate  and/or the Conformance Requirements, the ATC Provider will update all affected courses to align with the new version of ArchiMate  and/or the Conformance Requirements within six (6) months of release of the revised documents by The Open Group.

The ATC Provider should document the responsibilities and means by which changes to program documentation are tracked.
	Must
	ACR 5.1 ATC Content and Documentation
	
	
	
	

	20
	The performance of all trainers used in the delivery of accredited courses is the responsibility of the ATC Provider.

The ATC Provider should document its quality assurance measures which could include attendee surveys, tracking examination results for trainers over time, internal audit, and surveillance.
	Must
	ACR 5.2 Trainer Requirements
	
	
	
	

	21
	Every time an ATC is delivered, the ATC Provider shall ensure that a survey of the candidates is conducted that covers venue, facilities, materials, procedures, and trainer(s).

The ATC Provider should document the process it uses to collect data, analyze results, and generate corrective action as appropriate. Records of the survey results must be available to the Certification Authority for inspection on request for up to18 months after completion.
	Must
	ACR 5.3 Evaluation
	
	
	
	

	22
	Summary records of these surveys must be made available to The Open Group on request in English.

A process must exist to ensure the accuracy of any translation required.
	Must
	ACR 5.3 Evaluation
	
	
	
	

	23
	Sufficient guidance is available to candidates and their employers, before enrolment, on what level of prior knowledge and experience is expected for each course.

The ATC Provider should submit its marketing materials for assessment. This material should also define the examination policy for the course, whether it takes pace immediately upon course completion, or at a separate location after the course itself.
	Must
	APL1.2 Purpose of Accreditation
	
	
	
	

	24
	Candidate numbers are matched to the resources available.

The maximum number of attendees at each course should be predefined.
	Must
	APL1.2 Purpose of Accreditation
	
	
	
	

	25
	The ATC Provider is responsible for validating the identity of candidates.

The procedures used should be documented.
	Must
	ACR 6.3 Identity of Candidates
	
	
	
	

	26
	The supervisor appointed by the ATC Provider shall in all cases ensure fair and objective testing of all Candidates on a course."

All Proctors should complete and return an IBT Examination Proctor Agreement. Instructions for its completion are included on the first page of the agreement. Counter-signature by The Open Group and return is required before proceeding to the next steps."

The ATC Provider should document the criteria by which it by which it ensure fair and objective testing of all Candidates on a course." The ATC provider shall further define the procedures it uses to ensure that only proctors bound by a IBT Examination Proctor Agreement are employed in this capacity for ArchiMate  2 examinations.
	Must
	ACR 6.1 Supervision
	
	
	
	

	27
	The supervisor is responsible for ensuring that the examination is provided in a manner required by the Certification Authority from time to time. In particular, the supervisor is responsible: for ensuring that candidates can access the examination; for ensuring that candidates do not cheat; for helping candidates with aspects of the examination delivery not related to the examination content; and for ensuring that any candidates requiring extra time because of English being their second language receive the correct extended examination time.

The ATC Provider should document the criteria for selection of supervisors and procedures that they will follow during examinations.
	Must
	ACR 6.1 Supervision
	
	
	
	

	28
	The ATC Provider is required to conform to the “The Open Group® Certification for People: Requirements for IBT Examination Supervisors”
In particular the ATC Provider shall document in its Quality Management System how it implements the requirements for:

· Candidate

· Testing Room

· Proctoring

· Permitted Items

· Not Permitted Items

· Unauthorized Items

· Item Storage

Such implemented requirements must be subject to self-audit (see Checklist item 14).
	Must
	RES: All
	
	
	
	


3 Requirements Mapping Checklists

(To be completed on application for provisional accreditation.)

Refer to the introductory guidance in Section 2.

Please note that the format of these checklists should not be changed. When referencing a document, please include the page number or slide number, or section number, so that the auditor can easily identify coverage of the learning outcome. Failure to do so may result in the checklist being rejected and having to be resubmitted.

3.1 Key to the Checklists

	Item
	Description

	Level/Unit
	The level and unit within the base “Conformance Requirements” document.

	Learning Outcome Reference
	The Learning Outcome within that unit in the base “Conformance Requirements” document.

	Document in which evidence is found
	Insert the short-form document name as a reference to where the Learning Outcome is covered in your submitted training material.

	Reference within document
	Insert the section number in the document that addresses the requirement. You could also reference slide numbers. Do not use page numbers as these may not stay the same when the assessor is viewing your document.

	Other pertinent information 
	Additional information that will demonstrate that the Learning Outcome is covered within your course. You could insert verbatim text here if it is brief. The use of this column is optional.

	Applicant Comment
	Anything else you would like the assessor to know, and that might move forward the assessment process. The use of the column is optional.

	Assessor Comment
	As stated, for official use only and not for completion by the applicant.


3.2 Checklist 4
Use the checklist below to assert where a Learning Outcome is addressed in your training material that you have submitted. 

	Level/Unit
	Learning Outcome Reference
	Document in which evidence is found
	Reference within document 
	Other pertinent information
(e.g., text extract)
	Applicant Comment
	Assessor Comment (Leave blank - for official use only)

	1. Basic Concepts and Definitions
The purpose of this Learning Unit is to introduce the basic concepts and key terminology of Enterprise Architecture and ArchiMate. (Chapter 2)
	1. Describe what an enterprise is
	
	
	
	
	

	
	2. Explain the purpose of an enterprise architecture
	
	
	
	
	

	
	3. Explain what architecture is in the context of ArchiMate
	
	
	
	
	

	
	4. List the different types of architecture that ArchiMate deals with (Spec. Ref. 2.5,2.9)
	
	
	
	
	

	2. Language Principles
The purpose of this Learning Unit is to help the Candidate understand the principles and core concepts underlying the ArchiMate core language and extensions. (Sections 2.1-2.8)
	1. Briefly explain the structure and the ideas underlying the ArchiMate language (Spec. Ref.  2.1) 
	
	
	
	
	

	
	2. Identify the core concepts of ArchiMate and their relationships (Spec. Ref. 2.2-2.4)
	
	
	
	
	

	
	3. Explain the aspects and layers in the ArchiMate framework (Spec. Ref. 2.5-2.6)
	
	
	
	
	

	
	4. Explain the basic structure of the ArchiMate Motivation extension and its relationship to the ArchiMate core concepts (Spec. Ref. 2.7)
	
	
	
	
	

	
	5. Explain the basic structure of the ArchiMate Implementation & Migration extension and  its relationship to the ArchiMate core and motivation concepts (Spec. Ref. 2.8) 
	
	
	
	
	

	3. Concepts 

The purpose of this Learning Unit is to explain to the Candidate the concepts in the different layers and extensions of the ArchiMate framework. (Chapters 3, 4, 5, 10, 11)


	1. The ArchiMate concepts from the Business Layer (Spec. Ref. 3)
	
	
	
	
	

	
	2. The ArchiMate concepts from the Application Layer (Spec. Ref. 4)
	
	
	
	
	

	
	3. The ArchiMate concepts from the Technology Layer (Spec. Ref. 5)
	
	
	
	
	

	
	4, The ArchiMate concepts from the Motivation Extension (Spec. Ref. 10)
	
	
	
	
	

	
	5. The ArchiMate concepts from the Implementation & Migration Extension (Spec. Ref. 11)
	
	
	
	
	

	4. Relationships
The purpose of this Learning Unit is explain to the Candidate the relationships of ArchiMate. (Chapters 6, 7, 10)
	1. The relationships between the Application Layer and the Business Layer (Spec. Ref. 6.1)
	
	
	
	
	

	
	2. The relationships between the Technology Layer and the Application Layer (Spec. Ref. 6.2)
	
	
	
	
	

	
	3. The structural relationships of ArchiMate (Spec. Ref. 7.1)
	
	
	
	
	

	
	4. The dynamic relationships of ArchiMate (Spec. Ref. 7.2)
	
	
	
	
	

	
	5. The Grouping, Junction, and Specialization relationships (Spec. Ref. 7.3)
	
	
	
	
	

	
	6. The additional relationships in the Motivation extension (Spec. Ref. 10.3)
	
	
	
	
	

	
	7. The concept of derived relationships (Spec. Ref. 7.5)
	
	
	
	
	

	5. Viewpoints and Visualization
The purpose of this Learning Unit is to help the Candidate understand the concepts of views and viewpoints, and their role in ArchiMate. (Chapter 8, Sections 10.5, 11.5)


	1. Explain the concepts of View, Viewpoint, and Stakeholder (Spec. Ref. 8.2)
	
	
	
	
	

	
	2. Explain the viewpoint classification of ArchiMate (Spec. Ref. 8.3)
	
	
	
	
	

	
	3. Give examples of different types of viewpoints relating to the ArchiMate core, and  explain how they can be used (Spec. Ref. 8.4) 


	
	
	
	
	

	
	4. Give examples of viewpoints relating to the Motivation extension, and explain how they  can be used (Spec. Ref. 10.5) 


	
	
	
	
	

	
	5. Give examples of viewpoints relating to the Implementation & Migration extension, and  explain how they can be used (Spec. Ref. 11.5) 


	
	
	
	
	

	6. Language Extension Mechanisms
The purpose of this Learning Unit is to help the Candidate understand how users or organizations can adapt the ArchiMate language for their own purpose. (Chapter 9)


	1. The principle of adding attributes to ArchiMate concepts or relationships for specific  purposes (Spec. Ref. 9.1) 


	
	
	
	
	

	
	2. How to define specializations of ArchiMate concepts, and give examples of specialized  concepts (Spec. Ref. 9.2) 


	
	
	
	
	

	7. Tool Support for ArchiMate
The purpose of this Learning Unit is to help the Candidate understand which types of functionality can be expected from ArchiMate-certified tools.


	1. How ArchiMate-certified tools can be used to support modeling and analysis with ArchiMate


	
	
	
	
	

	8. ArchiMate and Other Frameworks and Languages
The purpose of this Learning Unit is to help the Candidate understand how ArchiMate relates to other languages and frameworks, such as UML or TOGAF. (Chapters 2, 3, 4, Sections 3.3.1,  8.3)
	1. How ArchiMate(core and extensions) relates to TOGAF (Spec. Ref. 2.9)
	
	
	
	
	

	
	2. How ArchiMate can be used in combination with detailed design languages such as  BPMN or UML (Spec. Ref. 2,3,4,3.3.1,8.3) 


	
	
	
	
	

	9. ArchiMate Certification Program (Non-examinable)
The purpose of this Learning Unit is to help the Candidate understand the ArchiMate Certification program.


	1. Explain the ArchiMate Certification program
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