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INTRODUCTION

The Council of Europe Programme on Human Rights Education for Legal Professionals
(HELP) is the main educational platform of the Council of Europe (CoE) for legal
professionals. Its main objective is to enhance the capacity of current and future judges,
lawyers and prosecutors in all 47 Council of Europe Member States and beyond, to apply
European human rights standards in their daily work. This is done through the HELP
online courses that cover a wide range of human rights topics.

Legal professionals, who are at the forefront of the protection of human rights, must know
the European human rights standards in order to apply them effectively. Therefore, they
deserve high-quality training, which the Council of Europe HELP Programme provides. HELP
courses enable legal professionals to better protect human rights at national level and keep
up to date with the ever-evolving European standards and case-law of the European courts.
HELP online courses can be tailored to the different needs of countries, institutions and
professionals. Since 2015, other professionals are increasingly interested in accessing HELP
courses such as court staff, prison or probation officers, health practitioners, ombudspersons
or non-governmental human rights organisations. University students (with a focus on law
students) are also a natural target audience for HELP's online courses.

HELP online courses are freely accessible, interactive, visual and practical and cover
various human rights-related topics. Apart from the European Convention on Human Rights
(ECHR) and the case-law of the European Court of Human Rights (ECtHR), HELP covers other
instruments such as the European Social Charter (ESC) or CoE Conventions in key areas like
data protection, violence against women etc. HELP courses also cover the European Union
(EVU) perspective where applicable, by including the EU Charter of Fundamental Rights and
relevant EU law and jurisprudence of the Court of Justice of the EU (CJEU). HELP courses are
often integrated as a training component of various cooperation projects of the Council of
Europe.

In one sentence: HELP develops and implements online courses on human rights for legal
and other (justice) professionals.

HELP’S MANDATE

The mandate of the Council of Europe HELP Programme stems from Recommendation
(2004)4' of the Committee of Ministers of the Council of Europe on the European Convention on
Human Rights in university education and professional training. Thus, both the initial and
continuous training of judges, prosecutors and lawyers, as well as the university education for

! Recommendatior(2004)4canbe accessedhere: .
https://search.coe.int/cm/Pages/result _details.aspx?ObjectiD=09000016805dd13a
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students, related to the European Convention on Human Rights, are part of HELP's mandate.

HELP's role was reinforced with the 2010 Interlaken Declaration and the 2012 Brighton
Declaration adopted at the respective High-Level Conferences on the Future of the European
Court of Human Rights, as well as the 2015 Brussels Declaration following the High-Level
Conference on the "Implementation of the European Convention on Human Rights, our
shared responsibility."

In October 2019, the Committee of Ministers of the Council of Europe adopted the new
Recommendation (2019)5° on the system of the European Convention on Human Rights in
university education and professional training. This Recommendation substantiated HELP's
mandate and recognised HELP's contribution in raising awareness on the Convention. The
Recommendation encouraged member States to use the HELP courses and the HELP
Methodology.

HELP’S PILLARS

HELP has three components, as follows:

TRAINING

NETWORK COURSES METHODOLOGY

Representatives of NTls and Online courses on human Based on the principle of open
BAs from 47 Member States rights topics education

C The HELP Network® which is the only European Network of national training
institutions for judges, prosecutors (NTIs) and Bar Associations for lawyers (BAs) in the 47 CoE
Member States (and beyond).

The representatives of NTls in the HELP Network are the so-called HELP Focal Points and the
representatives of the BAs are called HELP Info Points. HELP Focal and Info Points work
together during the HELP Network meetings (e.g. HELP Annual Network Conference, HELP in
the EU Conference) to assess training needs and to discuss the development of appropriate
training materials. They also act as contact persons between the HELP Secretariat and the
NTIs or the BAs. They liaise regularly with their NTIs/BAs and the HELP Secretariat to
coordinate the launching of HELP courses for judges, prosecutors and lawyers in their

2Recommendatior(2019)5canbe accessedhere: .
https://search.coe.int/cm/Pages/result details.aspx?ObjectiD=090000168098396f

3 More information on the HELANetwork and its memberscanbe found here: https://www.coe.int/en/web/help/help-network



https://search.coe.int/cm/Pages/result_details.aspx?ObjectID=090000168098396f
https://search.coe.int/cm/Pages/result_details.aspx?ObjectID=090000168098396f
https://www.coe.int/en/web/help/help-network
https://www.coe.int/en/web/help/help-network

respective countries and they deliver public presentations on the HELP Programme and its
courses within their respective countries.

C The HELP human rights free online & onawmmn
courses available on the HELP e-learning "™ W;‘

platform®*. HELP courses (initially developed 3“ S\Q\“ ““w M‘
in English) have the potential to be
translated into national languages, adapted
to the national legal orders, and rolled out
with  selected categories of legal
professionals.
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Thus, HELP courses can be taken in two distinct formats:

A self-learning (free access on the HELP platform) or
A tutored in groups organised in co-operation with NTls (National Training Institutions)/BAs
(Bar Associations) or universities.

C A human rights training methodology for legal and other professionals and
university students. The HELP methodology and its use of e-learning takes into account the
heavy time pressure faced by legal professionals in their daily work. Its added value is that
courses are drafted on a tailor-made basis, meeting learners' specific training needs and
individual learning pace. In short, this allows flexibility for participants. The use of e-learning
also constitutes a cost-effective way to reach as many legal professionals as possible across as
many member states as possible.

HELP SECRETARIAT

The HELP Secretariat is responsible for the harmonisation of methodology in all activities
involving the use of HELP courses, including the training of HELP tutors. It ensures the
functioning of the HELP Network through regular contacts with Focal points (for judges and
prosecutors) and Info points (for lawyers) in the partner institutions, while supporting the
development of online learning courses and regular updates of materials available on the
HELP platform. All HELP materials are online, free to use and accessible to all those who create
an account on the HELP platform. If an NTI or a BA wishes to launch an online course on any
of the available topics, the HELP Secretariat provides support in the organisation of the
course, as well as the training materials and the learning environment. In addition, the HELP
Secretariat ensures synergies and cooperation with international organisations also involved
in human rights training, relevant partners at international level and other international
training providers, Council of Europe monitoring and standard-setting entities, etc. (UN
agencies, OHCHR, OSCE, ODIHR, FRA, EJTN, CCBE, etc.).

4TheHELR-learningplatform canbe accessedht this link: http://help.elearning.ext.coe.int/
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This Guidebook is a step-by-step overview of the HELP training methodology for
developing and implementing HELP online courses. It will take you through all the

main stages of the HELP methodology, with practical explanations and
examples.

The main objective of the HELP training is to develop and implement courses taking into
account the needs of the beneficiaries and the existing circumstances. Therefore, the HELP
methodology may sometimes be implemented in a flexible way, adapted to specific
conditions.

STAGES
/

The first chapter of this guidebook deals with the
development of the Model course, which is the core
HELP online course on a particular topic, built in
English by an international Working Group,
supported and coordinated by the Council of Europe
HELP Secretariat (1).
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. . TUTORED COURSES
The second chapter explains the various stages of the

development and implementation of Tutored
courses (2).

Apart from courses that are implemented for a
specific group of professionals there is always the
possibility of self-learning. Self-learning courses are
available to any user who has an account on the HELP
platform. This issue is addressed in the third chapter

3).




1. MODEL COURSE DEVELOPMENT

SELECTION OF THE TOPIC

SELECTION AND ROLE OF COURSE AUTHORS

BUILDING THE MODEL COURSE

CONTENT AND FORMAT OF THE MODEL COURSE




This chapter will explain the process of development of a model course, which is the core
HELP online course on a particular topic. The relevant steps include the selection of the
course topic, the selection of course authors and the team that will contribute to its drafting,
and the various stages of the course building. The format and the general content of a model
course are also addressed here.

NEEDS ASSESSMENT
EXCHANGES IN-HOURSE, WITH PARTNERS
SELECTION OF THE DRAFTING TEAM
WORKING GROUP MEETINGS

Building the CONTENT

model course)J E-LEARNING FORMAT

The HELP model course is developed in English and is made available in the HELP platform
(which is based on Moodle).

The model course can be used by individuals for self-learning or by NTIs (National Training
Institutions) or BAs (Bar Associations) who wish to implement the HELP course in their own
country and in their national language (once it is translated). The model course can also be
used for multi-national HELP training activities addressed to mixed groups of legal
professionals from different countries, English being normally the working language.

SELECTION OF THE TOPIC

The HELP Secretariat takes up new human rights topics on the basis of the needs and
challenges in Europe. During the HELP annual Conference, the Network discusses the needs
of their national institutions and their legal professionals in respect to human rights training.
The HELP Secretariat is in regular contact not only with the members of the Network, but also
with other international organisations, HELP partners, and other entities within the CoE.

The conclusions and recommendations of the Council of Europe's monitoring bodies, which
highlight the areas where improvements are needed, are systematically considered for the
identification of topics. When defining training needs and before deciding on the topic on
which training should be designed, an assessment is made to ensure that efforts are




coordinated between all parties involved, so as not to duplicate already existing training or
materials. The training developed has thus the necessary added value in order to be effective
and relevant for the 'learner'.

Once the topic of the new model course is identified, the HELP Secretariat proceeds with the
organisation of the content-development phase. HELP courses are mainly drafted by
experts on the respective topic (depending on the complexity of the topic/length of the
course, approximately four experts), one of which takes on the role of coordinator. The
composition of the Working Group (WG) in charge of developing the model course regularly
includes representatives of relevant CoE entities, of the ECtHR and other international
organisations (EU, UNHCR, OSCE). It is important to note that having a representative of each
category of legal professionals in the WG is preferable.

TOPIC EXPERTS

COE-ECtHR
OTHER INSTITUTIONS REPS
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E-LEARNING DESIGNER

The course authors are expected to participate in the drafting of the model course by certain
deadlines and tasks are shared among the members of the WG. In addition to the course
content, they are expected to submit a list of selected additional resources, the learning
objectives for each module (section that addresses a sub-topic), a list of test questions (e.g.
true or false, multiple choice, etc.), as well as links to external websites and multimedia tools
which are relevant to the topic. Course authors are expected to build and maintain a close
working relationship with the other members of the WG in order to ensure regular
communication with each other and to exchange training materials.

In addition to this, the WG member tasked to act as WG coordinator is responsible for the
supervision and harmonisation of the content-development phase. In other words, (s)he
receives the contributions of the other members, reads and comments on them in order to
make them coherent in terms of content, style and format. Furthermore, (s)he cooperates
with the e-learning designer at the end of the content-development phase to facilitate the
building of the interactive version of the course. The HELP Secretariat must be kept regularly
updated on the progress of the design process.



The course authors are asked to participate in at | EEEGEGE_—GTG_—_—
least three WG meetings taking place within  REUEEEERRSEIHEN

two months of each other. While the number of :z:t‘;‘"em Rights

meetings can be expanded in case an additional |FENETE RS E S
Human Rights

meeting is needed, the schedule of meetings is
planned in advance according to the length and
volume of the course. As course topics are
closely related to the mandate of the CoE,
representatives from different CoE entities are
usually invited to participate in the content

development phase. Their involvement ranges from participation in the WG meeting to
drafting one module or reviewing the training materials. Moreover, an e-learning designer
participates in the meetings to discuss with the other WG members the visual representation
and interactive format of the course.

On average, a HELP model course is developed in 12 months. Although WG meetings are
key during the content development phase, consultants are expected to accomplish their
drafting obligation mainly during the periods between meetings.

Although a general presentation of the HELP Programme is delivered during the first
meeting, good practice involves sending WG members the link to the HELP website
beforehand, and to encourage them to create an account on the e-learning platform. This will
allow them to get familiar with the programme and its tools.

WG members are provided with detailed information about the course, its objectives and its
expected results. To this end, some background materials may be collected and/or drafted
and shared before the meeting. The WG will be enrolled on a collaborative page on the e-
learning platform, where all the documents and materials are stored. This WG page is also
used to follow the progress on the course development. The page is only accessible to the
WG members, the HELP Secretariat and all those who may be involved in the content
development phase.

The aim of the first WG meeting is to introduce the members to each other and to introduce
them to the HELP Programme and its training methodology. By the end of the meeting,
consultants have to agree on:

the overall learning objectives of the course,
the first draft of the course outline,
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the format of the course,
the sharing of tasks among them and the timeframe and deadlines.

The drafts will be prepared in the templates (Storyboard format) provided by the HELP
Secretariat and shared on the WG page. Between the first and second meetings, the experts
will prepare the first draft of the course, by filling in these templates with the necessary
text that will appear in the course, as well as any other material (e.g. images, videos, links, etc.)
that will be included in the course. While working on the drafts, the experts need to have a
visual representation of how the course will look like at the end.

The second WG meeting aims at presenting the prepared drafts (the scripts in the
Storyboard format) and discussing any amendments. The WG members also discuss the
format of the course, i.e. the interactive aspects (interactive exercises, evaluation, etc.), the
visual presentation (photos, links, videos) and any complementary resources to be included.
On the basis of these discussions, the e-learning designer will later build the interactive
version of the course.

The third WG meeting focuses on the review and approval of the content and format of
the course. Consultants make sure that all the changes suggested during the previous WG
meeting have been made. A couple of weeks later, they submit to the HELP Secretariat the
final version of the course. The e-learning designer will subsequently prepare and submit the
online version of the course. In other words, (s)he will convert the scripts in the storyboard
templates into an e-learning version of the course, which is called SCORM (see below).

Once the content-development phase is completed, the WG coordinator participates
together with the e-learning designer in the storyboard meeting. The aim of this meeting is
to review the online version already produced by the e-learning designer and to finalise the
material based on the indications of the coordinator and the HELP Secretariat.

In the following table you will find more details on the WG meetings:

The first WG meeting usually consists of: WG members
e A introduction to HELP (if needed) and tour de table HELP Secretariat
. A overview of existing training materials and resources on the topic Representatives of CoE
meeting | 4 5 briefing on the stages of development of the course relevant bodies and the
A discussion on the format of the course and presentation of the templates for ECtHR




drafting the content (“storyboard templates”- similar to PowerPoint) E-learning designer
A drafting the detailed course outline with modules and sub-modules (optional)
A defining the course learning objectives and the specific objectives for each
module
A distribution of work, roles and tasks
A to do list for the next meeting (including deadlines)

Between the first and second WG meetings, the WG members will produce the first draft of the modules or parts they are in
charge of. The drafts should be uploaded on the WG page prior to the 2nd WG meeting (ideally at least a week before) for

consultation by other WG members and collection of comments and suggestions.

The second WG meeting usually consists of: WG members

A presentation of the drafts prepared and discussion on/drafting of amendments | HELP Secretariat
2" WG eventually needed Representatives of CoE
meeting | A preparation of videos (recording of brief video presentations from WG members | and ECtHR

and representatives of Council of Europe/CoE bodies or entities) E-learning designer
A discussion on interactive exercises and evaluation
A discussion on course theme and visual materials (collection of relevant photos)

A discussion on complementary resources to be added to the course (links to
guidebooks etc.)

Atto do list for the next meeting (including deadlines)

Between the 2nd and the 3rd WG meetings, the WG members will finalise the modules or parts they are in charge of based
on the feedback received during the second WG meeting. Prior to the 3rd WG meeting, the amended drafts will be uploaded

to the WG page, ideally at least two weeks before, in order to be consulted among all WG members.

The third WG meeting usually consists of: WG members
3WG A presentation of the amended drafts prepared HELP Secretariat
meeting | A discussion on further amendments proposed and adoption of the final version of | Representatives of Co
the training material and ECtHR
E-learning designer

Within 2-3 weeks from the 3rd WG meeting, WG members will send their finalised materials to the HELP Secretariat. The WG
coordinator will ensure all the collected materials are coherently arranged and will make a final review of the course. The
HELP Secretariat will send the finalised materials to the e-learning designer prior to the final meeting.

The fourth WG meeting consists of: E-learning designer
4" WG A finalisation of the storyboard based on the indications of the WG coordinatoras | WG coordinator
meeting to the format to be used HELP Secretariat

Alintegration of the visual materials

A review of the interactive drafts produced by the e-learning designer

After the meeting, the e-learning designer will submit the full draft of the interactive version for review by the WG

coordinator and the HELP Secretariat.




CONTENT AND FORMAT OF THE MODEL COURSE

HELP model courses provide high quality training on international and European human
rights standards and good practices. They are interactive, visual and practical. They contain
useful material on the international and European legal framework and jurisprudence
(e.g. case-law of the ECtHR and the CJEU), case-studies, practical tips for professionals and
useful explanations on how to invoke or implement human rights principles and standards.

HELP model courses are built in SCORM format which looks like an interactive sequence
of screens. SCORM stands for “Shareable Content Object Reference Model”. On the

HELP e-learning platform, you can recognise it by this icon:

The SCORM is an internationally recognised standard for e-learning development that
ensures compatibility with all learning management systems. The HELP model course is
developed in English. It is then translated in several other languages but its content in all
languages is identical (as a translation of a textbook). The model course can only be
modified by the HELP Secretariat. Both the model course and its translated versions are
available to all users on the HELP e-learning platform, for self-learning.

HELP courses are usually composed of several modules, i.e. sections that address sub-topics.
Modules can be taken as part of a full HELP course (e.g. the HELP course on Data Protection
and Privacy Rights) or individually (e.g. the module on media within the HELP course on Data
Protection and Privacy Rights). All the modules contain specific learning objectives that
should be used by both trainers and learners, that help to ensure clarity about the purposes
of the course. The learning objectives refer, for example, to the knowledge, skills, attitudes
and values that learners are expected to develop by the end of each module. All HELP
courses are interactive and apart from the text, they may contain interactive material, such as:
questions, images, videos, links, etc.

Introduction to the
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The total length of a HELP course depends on the number of modules it contains, but it is
generally advised to keep the course to a maximum of 12 hours of learning time, taking into
consideration the time constraints faced by legal professionals. In average, learners are
expected to dedicate 1-2 hours to each module.

When launched in tutored format, HELP courses are usually proposed in a timeframe
of 2-4 months, with about two weeks dedicated to each module at a pace of 1-2 hours

of learning time per week. This does not include additional readings but all
compulsory materials and assignments.

. Extra info for the WG members

What should a storyboard template illustrate? The drafter will need to include one
storyboard slide for each static screen in a module.

C  The structure of the course/module needs to be well indicated by menu slides
added before each new section.
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C  Buttons and text boxes need to be correlated to indicate which text appears when a
button will be clicked on in the online course.

Slide prepared by the Screen built in SCORM
course author in the format (each button is an
Storyboard template active box with content)
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C  When drafting test questions, you should indicate the correct/incorrect answers and
include text boxes with the feedback that will appear when a question has been
answered. You should illustrate correct and incorrect feedback.

| Question 1 (Multiple choice) |
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The HELP Secretariat selects the topic of the new HELP course, based on the
needs and challenges in Europe.

It then selects the experts that will develop this course, very often with the
participation of representatives of different CoE entities and from other
international institutions.

The experts, the CoE bodies' representatives, the e-learning designer and the
HELP Secretariat discuss and review the content, style and format of the course
at working group meetings.

The working group coordinator is responsible for ensuring the coherence of the
course.

The model HELP course is drafted in English and it can be then translated into
other languages.

The course material, which is produced by the consultants, is transformed into
an online learning format which is called SCORM. HELP courses are composed
of several modules and apart from their text, they contain interactive materials
that enable learners to deepen, improve and check their knowledge and skills.



2. TUTORED COURSES

THE NATIONAL HELP TUTORS - i
Becoming a national HELP tutor :
Selection of national HELP tutors

STEP 1 NATIONAL VERSION OF THE COURSE

Translation into national languages
Adaptation to the national legal system and context

STEP 2 IMPLEMENTATION OF THE COURSE

Launching the course
Preparation and organisation
Selecting participants
Launch event

Delivering the training

STEP 3 EVALUATION AND CERTIFICATION

Evaluation and reporting
Certification and follow-up




In contrast to self-learning courses, which can be taken individually, tutored courses are
delivered to selected groups and are organised in co-operation with NTls (National Training
Institutions)/BAs (Bar Associations) or universities. There are three stages applied to tutored
courses, namely:

C development of the national version,

C course launch and implementation, and

C course evaluation.

National HELP tutors play a key role in all three stages.

THE NATIONAL HELP TUTORS

National HELP tutors are key actors in the process of implementing a HELP course for
groups of legal professionals in collaboration with NTIs and BAs as well as for students at
Universities. Tutors proofread the national translation of the HELP course (SCORM),
prepare the national adaptation of the course and have an important role in the course
implementation and its evaluation. This section will explain how HELP tutors are
certified and selected and the next sections will analyse the steps to be taken for
tutored courses.

a) Becoming a national HELPtutor

A professional can become CoE HELP certified tutor upon successful completion of a HELP
Training of Trainers (ToT) session, which is organised by the HELP Secretariat. ToT sessions
equip future HELP tutors with technical skills to implement a HELP tutored course on the
HELP e-learning platform in line with the HELP Training Methodology.

Participants in HELP ToTs are selected jointly with the HELP Network members, namely by
the NTIs for judges and prosecutors and Bar Associations, based on their professional
expertise, preferably as staff or regular trainers with their NTIs/BAs. ToT sessions can be either
multinational or national. Multinational sessions usually take place in Strasbourg, gathering
participants from various countries. Multinational ToT sessions are held in English; thus,
participants should be proficient in English. National ToT sessions are organised at country
level and are addressed to members of the national NTIs and BAs.

The selected participants receive a one and a half days-session training, where they gain full
understanding of the role of trainers in national tutored courses and learn how to use the
HELP platform (Moodle). In particular, they learn how to prepare the national course page
using the HELP methodology, as well as the course materials, tools and resources available on
the e-learning platform and interactive training techniques (how to upload materials,



resources, multimedia; how to create and use a forum, quiz, case study; how to monitor
participants activity etc.). In order to obtain their HELP Tutor Certificates, they are given an
assignment that they need to submit by a set deadline, usually one month after the ToT
session.

Successful participants in the ToTs are certified by the HELP Programme and are added to a
pool of certified HELP tutors in their respective countries, which is available on the HELP
website.

b) Selection of national HELPtutors

Selection of the national tutor who will be responsible for the adaptation and
implementation of the HELP course is, in principle, done by the NTIs and BAs from the
above-mentioned pool of HELP certified tutors available in each country. Selection should
be based on the specific course topic, the availability of tutors, their expertise and experience,

the profile of the target group etc. and can be finalised at any time before the national version
phase. NTls and BAs can consult the HELP Secretariat for advice regarding the selection of
national tutors. In the case of a multinational course, the tutor may be appointed by the HELP
Secretariat. Tutors may receive payment for the implementation of a course for their
institution (NTI/Bar/Law Society) under a CoE cooperation project or by the institution itself.

If an NTI or BA identifies a suitable national expert who is not a HELP certified tutor, they
should consult with the HELP Secretariat to explore whether that expert may join the next
Training of Trainers (ToT) in order to become a certified HELP tutor. There is also the
possibility of engaging a national expert, who is not HELP certified tutor, to co-tutor the
course with a HELP certified tutor. In this case, both tutors share the fee.


https://www.coe.int/en/web/help/training-of-trainers
https://www.coe.int/en/web/help/training-of-trainers
https://www.coe.int/en/web/help/help-tutors

STEP 1: NATIONAL VERSION OF THE COURSE

Each national version of the course will be developed on a
specific and restricted course page in the HELP platform, opened
by the HELP Secretariat. This course page will contain:

C the online course translated in the national language, i.e. the
literal translation of a HELP online model course into the national language (in SCORM
package format) and

C the national adaptation added by the national tutor, i.e. additional materials and
resources related to the national legal order and practice (for example national laws and
case law, articles, videos, practical exercises, etc.).

Thus, the national version of a HELP course (done on a HELP page) contains:

| [Thecoursepage
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a)

The national version of a HELP course can be used either for tutored training for a particular
national group of professionals, or for self-learning once the national version has already
been piloted in a country and is transferred to the (open) self-learning section of the platform.
There may be either a single national version of a HELP course or different ones, aimed at
different justice professionals. Thus, for example, there may be a national version for
prosecutors, judges, lawyers and another one for prison officers within the same country.

Translation into national languages

Due to predictable linguistic barriers, training for legal professionals may be more effective if
delivered in the national language. That is why HELP courses are translated into several
languages. The translated version of a HELP course is built in a SCORM format, similarly to
the model course.

The content of the translated HELP course is identical to the content of the model course.
Any videos that are embedded in the model course are, in principle, available in English only.
However, transcriptions and subtitles of these videos are translated into the national
language.
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Once finished, the model course is sent (externally) for translation. The time required for
completing a good quality translation varies upon different factors, such as the course length
and complexity. Once translations are received, the national tutor who will implement for the
first time the course in that country will proceed with a quality check; (s)he will proofread the
translation of the HELP course in order to verify its accuracy and to ensure that it deploys
correct legal terminology and notions that are understandable and used in the national
legal system.
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. Extra info regarding translation and proofreading

A table composed of three columns is extracted from the SCORM (interactive version) and
is sent to translators. The first column contains necessary information for the e-learning
designer, the second - the original text for reference (in English) and the third column is
where the translation needs to be inserted.

The 1st and 2nd columns should remain intact and should not be altered. When
inserting the translation, the format of the text in the 3rd column should follow exactly
the format of the text in the 2nd column (same font, same size, same colour). By entering
the translation in the right column, the text can be automatically uploaded in online
format by the e-learning designer or the HELP Secretariat.

When doing the quality check (proofreading), the national tutor should not add any
extra text or comments. Any changes should be made directly in the text or in track
changes.

Translation for: C:\Users\iainc_000\Documents\Council of Europe Projects\Human

Trafficking\Human Rights Legal Training - FI icking Legal Training 2017 FINAL.story

Id (DO NOT EDIT) Original text for reference Translate this column
{bmp_6LrulzXidpk.Name} Dahn's Story Povestea lui Dahn

{bmp_66T4IKS3pHn}
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by Adaptation to the national legal system and context

The HELP Secretariat may identify in consultation with the NTIs (national training institution)
and BAs (Bar Associations) the training needs of a particular profession (e.g. judges) in a
particular area.

There are a number of ways of how the national partner can identify the HELP course that
addresses their needs. They can conduct a needs assessment among their members, they can
consult with their Info Point/Focal Point who may be able to recommend a specific course,
and at any time, they can consult the HELP Secretariat to discuss the courses which are more
suitable for their members as well as the courses which are available in their national
language.

Moreover, NTls and BAs are provided with the opportunity to identify priority issues through
online questionnaires, usually during the annual HELP Network Conference or even on an ad
hoc basis. The HELP Secretariat will take into account the feedback received, as well as the
available resources and the existing projects under which a national adaptation can be
funded and will then decide the languages into which a course will be translated and
adapted.



In view of the implementation of a HELP course, the national tutor prepares the national
adaptation. National tutors are,in principle, legal professionals with experience and

interest in the specific area covered by HELP courses®. The scope of the tutor's

contribution varies depending on the topic and it aims at creating a national version of
the course that responds to the needs of the target audience as well as to the national

legal order and the context.

The HELP Secretariat opens in the HELP Platform (based on Moodle format) a specific page
dedicated to the course (HELP national course page). The HELP national course page will
already contain the translated HELP online course (SCORM). The translated course in the
SCORM format is unchanged and will be used as such for the tutoring - no amendments or
interventions can be made to the text by the national tutor.

Then, the national tutor will proceed with the enhancement of the HELP national course page
by uploading additional training material and resources relevant to the national legal
order and context. In other words, in addition to the core content of the course, i.e. the online
course in SCORM format which is unchanged, the national tutor is expected to prepare and
upload on the course page materials which:

C arerelevant at national level (case-law, reports, articles, statistics, videos, etc.) and
C are necessary for the implementation of the course and for the evaluation of participants
(e.g. assignments, case-studies, quizzes).

The national adaptation should take into account the needs of the participants, as well as
their background. Depending on whether the course targets lawyers, judges or prosecutors,
the needs may be different, and the relevance of the additional materials may also differ. The
role of the trainer is to make sure that the training is adapted to the specific target audience.

The national adaptation should be based on the national context and include relevant
domestic legislation and jurisprudence along with any other development at national level
which is linked to the course topic. The tutor may also wish to provide participants with more
general information to help them understand the application of human rights standards. For
example, the national adaptation may include a presentation on the implementation and
legal force of the ECHR at national level. Finally, any material prepared for the evaluation of
participants should be linked to the course topic and adapted to the participants' background
and level of knowledge.

National tutors are trained (during the ToT sessions) on how to upload training materials and
resources, to create practical exercises and administrate the HELP national course page
(Moodle) and they can rely on the HELP Secretariat for technical support, as well as on the
existing guidelines and tutorials on how to use the HELP platform. The Secretariat has created
a HELP Support Page for Certified Tutors in the HELP platform with resources and detailed
support material for course adaptation and implementation.

5 Fora catalogueof courses seehttp://help.elearning.ext.coe.int/



http://help.elearning.ext.coe.int/
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. Extra info for national tutors

Role of national tutors:
C Proofreading the national translation of the online course (SCORM)
C Preparation of the national adaptation of the course
C Course implementation (participation to launch event + online moderation)
C Evaluation

The national tutor is expected to keep the HELP Secretariat regularly updated on the
national adaptation and the implementation of the course.

Stage Details Participation
Identification of AThe NTIs and BAs may conduct training needs assessment for their member | HELP Secretariat
the HELP course to and/or consult their Info Point/Focal Point and/or the HELP Secretariat NTIs and BAs
be implemented AThe HELP Secretariat chooses in consultation with the NTIs and BAs the course

to be implemented
Translation of the AsSelection of the languages HELP Secretariat
HELP course Alranslation of the model course Translators
Selection of ASelection from the pool of HELP certified trainers or NTIs and BAs
national tutor ASelection of an expert to co-tutor the course with a HELP certified tutor
National version of | ACreation of the Moodle page HELP Secretariat

the course

AUploading the SCORM to the Moodle page

Proofreading of the translated version (without adding or deleting information
from the model HELP course).

Preparation and uploading of the training materials into the Moodle page.
Indicative content:
ASummary of relevant national legal framework with references
AExamples of relevant national judicial practice (summaries and/or references)
ACompiIation on useful materials on the topic (including articles, doctrine,
statistics, reports, links etc.)

National tutor



ACompilation/analysis of relevant ECHR judgments against the country/CoE
reports etc.

ASet of points for debate for the forum animation

Ahssignment (up to 3 case studies prepared)

ABvaluation test (up to 10 MCQs)

KEY POINTS

C The national tutor is selected by the NTI or the BA out of a pool of trainers
certified by the CoE, i.e. by a pool of professionals who have successfully
completed a HELP Training of Trainers (ToT).

C The model HELP courses are drafted in English and then translated into several
languages.

C The HELP Secretariat is responsible for the translation of the course. The
translation is usually carried out by external service providers.

C The translation is given usually to the tutor for proofreading before building the
online course.

C The translated HELP online course is then built in a SCORM format by the e-
learning designer and uploaded by HELP on the national course page.

C The national tutor carries out the adaptation of the HELP course in the dedicated
national course page.

C The tutor cannot change the SCORM; (s)he prepares and uploads additional
training material, which is relevant to the country concerned (e.g. national
jurisprudence) as well as any interactive material that will be used during the
course implementation and evaluation of the participants.



STEP 2: IMPLEMENTATION OF THE COURSE

The scope of the HELP Programme covers national courses, i.e.
courses to be implemented for a group selected by an NTI/BA
(National Training Institution/Bar Association), as well as
multinational and multi-professional courses.

A HELP national course is launched for a selected group of professionals from the same
country, with a national tutor and carried out in the national language. This is the most
common type of HELP courses launched in tutored format. It can sometimes have a cross-
professional nature if the group is composed of several professional categories (for example,
judges and lawyers from the same country).

A HELP multinational course is usually launched for the same category of legal
professionals from different countries (e.g. judges from five different countries). The
working language is English or the language which those countries have in common (e.g.
regional course for countries in the Balkans or for Russian speaking countries). The added

value of the launch of a multi-national course is the possibility of participants to exchange

best practices with colleagues from other legal systems. As a result, the course is more
dynamic and international in nature.

A HELP multi-professional course involves either different categories of legal
professionals (e.g. judges, prosecutors and lawyers) or a mix of legal professional and
professionals in other fields relevant to the course (e.g. prison and probation staff,
medicine professionals, police officers).

The implementation of HELP courses consists of two phases. The first phase is the course
launch, which is by definition the first event involving the HELP Secretariat, the national tutor,
the representative from the NTI/BA, and the participants in the course.

The aim is to introduce participants to the HELP Programme and to provide them with all the
relevant information about the course. This launch event is thus of great importance. It is
usually held in person/face to face, but it can also be held online. The second phase is the
delivery of the training. This stage is carried out entirely online. It is the most substantive
phase for the participants, where they have the opportunity to use the interactive training
material under the guidance of the tutor and to deepen their knowledge and skills.




a) Launchi ng the course

Preparationand organisation

Although first contacts with the NTls or the BAs will have to be established at an earlier stage,
cooperation between the HELP Secretariat and the NTI/BA (national partner) is also important
at the preparation stage before the launch of the course.

The HELP Secretariat identifies along with the national partner the date of the launch event. It
also drafts the Agenda and makes the necessary arrangements for booking of the speakers,
who usually include: the national tutor; a CoE representative working on the topic, content
expert or a course author; representatives from the NTI/BA, the HELP Info/ Focal point and the
HELP Secretariat.

The launch event is usually organised in person, in the participating country, and is normally
hosted in the premises of the national institution. Depending on the size of the group
attending the event, the national institution may need to make the necessary arrangements
for the availability of a sufficiently large room. Furthermore, participants should be provided
with free access to strong and stable wi-fi, as they will have to connect to the HELP platform
during the event.

The cost of the launch is ideally covered by the NTIs/BAs, or by HELP (or is shared among
them) depending on available resources and the existence of projects under which the
implementation can be funded.

When HELP is in charge of the organisation, the national partner usually provides the HELP
Secretariat with information on logistical aspects, namely catering options (lunch, coffee
break) and, where necessary, interpretation. In this context, the room that will host the event
should be large enough to fit interpretation booths.

Selectingparticipants

The selection of participants is done by the national institutions (NTIs and BAs). It is
recommended to have a range of 30-40 participants in a course. A larger number of
participants may have an impact on the workload of the tutor, in particular in terms of
monitoring the progress of each participant, correcting the final assessment and dealing with
a large number of queries. When the expected number of participants is substantially lower
or higher, the NTI/BA can contact the HELP Secretariat for advice.

The national institution will circulate among its members a call for expression of interest
within a deadline using its network/communication channels. The HELP Secretariat can
provide a template for this purpose. For a better preparation of participants for the face-to-
face event, the call for participation should mention that those who want to participate
should create an account on the HELP e-learning platform before the launch event.



