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INTRODUCTION

NOTE

Dear trainer,
Thank you for choosing the trainer accreditation program at ILLAFTrain. Make sure to follow the steps 
below after you complete this application. Throughout your accreditation process we guarantee the 
following: 

•  We will answer all of your questions. Please do not hesitate to send your questions via email.
•  We will review your application and communicate with you via email in order to follow up on the 
application, or to inform you of anything missing from the application so that you can complete it.

If your application is accepted, your name and CV will be included in the appropriate section at 
ILLAFTrain within four weeks and you will be able to take advantage of all the membership features as a 
trainer at ILLAFTrain. Then, you can include any of the following titles after your name: CT / CPT / CMT / 
CET / CCT.

Please read carefully and take into consideration the following topics and details:
•  ILLAFTrain’s vision and mission
•  Trainer Accreditation Manual at ILLAFTrain (this booklet)
•  Training code of ethics
•  Trainer contract
•  Membership conditions

First you must fill out the assessment table on the website, then complete the application form and send 
the required documents, along with your CV and a color photo. We will assess your application and verify 
the total points and the authenticity of the documents sent by the competent authority. After this, you 
will get a reply concerning your application, either informing you of its approval or providing 
consultation to increase the total number of points.

We thank you for your trust…

Alexandra Castano
On behalf of the accreditation committee

If you obtained a pass certificate from ILLAFTrain of Trainers, please mention this in the training 
experience section.
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TRAINING CODE OF
ETHICS
PURPOSES OF THE CODE
This Code of Professional Conduct shows commitment by members of the obligation to self-discipline 
above and beyond the requirements of law. Thus, it notifies the public that members will maintain a 
high level of ethics and professional service in a way that will be beneficial to society. ILLAFTrain 
enforces the Code by receiving and investigating all complaints of violations and by taking disciplinary 
action, including revocation of accreditation against any member who is personally found to be guilty 
of Code violation. It is the desire for the respect and confidence of the profession, and of the society 
that should motivate the trainer to maintain the highest possible ethical conduct. 

THE PROFESSIONALS’ COMMITMENT
The “franchisee” and ILLAFTrain’s trainers, employees and administrators agree on the following 
statements for granting the certificate, membership and accreditation, and using the advantages given 
to them by ILLAFTrain:

I will not publish or restrain from challenging the validity of any false or misleading information 
that I think might entail important consequences.

I will not give any information or professional advice that I am aware is misleading or that isn’t 
within my field of competence.

I will not seek to obtain, through my position or any of my private contacts, for my personal use or 
the use of others, any information I am not allowed to obtain.

I will comply with the applicable laws within their scope of competence, and I will not advise or 
help any person to act in any way contrary to these laws and will inform the concerned individuals 
in case I was aware of any unlawful acts.

I will perform my occupational duties in a manner that will not damage the training career.

I will abide by the professional standards of training.

I will take the necessary action when I am certain in a practical manner of an unethical act 
committed by one of my colleagues. 

I will not misinterpret my qualifications, experiences or professional experience as a trainer and I 
will limit my contributions to my field (s) of expertise.
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I will fully acknowledge the work of others.

I will keep all the information about my customers/employer strictly confidential. 

I will respect the commercial side of my commitment toward my customers and/or my employer 
to execute all the contractual agreements, meet the confidentiality requirements and keep the 
information of my customers/employer and the other companies confidential.
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I ………………………………………………………. (NAME) undertake to abide by the rules of the 
above training code of ethics.

…………………………………………..………… (SIGNATURE)

………………………………….……………………(PLACE and DATE)
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THE ACCREDITATION
PROCESS

MEMBERSHIP
APPLICATION

PROFESSIONAL
PRACTICAL

AND TRAINING
COMPETENCIES

CONTINUING
LEARNING PLAN

ACTIVATING
MEMBERSHIP

CONTACT
THE TRAINER

NO

YES

CONTINUING
LEARNING

YEARS3

DOES IT
MEET THE

STANDARDS?
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ACCREDITATION
STEPS 
FIRST STEP
THE TRAINER’S ASSESSMENT

1.  Using the assessment table, assess yourself.

SECOND STEP
FILLING OUT THE ACCREDITATION APPLICATION

2.  After completing the assessment table, send the membership application.

THIRD STEP
SENDING THE NECESSARY DOCUMENTS

3.  Send your detailed CV with a personal color photo.
4.  Attach copies of the documents proving the validity of the information provided by you. The 

required documents and files will be sent as a confirmation message of “the membership 
application” to your email.

If you do not receive the membership confirmation message in your inbox, check to see if it is in the 
junk folder.

FOURTH STEP
THE CONTINUOUS LEARNING PLAN
The trainer shall provide a personal development plan for the following three years.

FIFTH STEP
APPLICATION ASSESSMENT

1.  Your application will be assessed and the validity of the total points and the authenticity of the 
documents sent by the competent authority will be verified.

2.   After this, you will get a reply concerning your application, approving it or providing consultation 
to increase the total points or to apply for the test.

 SIXTH STEP: 
1.  Upon approval of the application, we will send you an accreditation contract to sign and send 

back to us.
2.  Then, you have to pay the membership fees (US $ 295) to ILLAFTrain’s bank account.
3.  Finally, the trainer will be certified and will be sent “the trainer package” (if available).
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ILLAFTRAIN
TRAINER TEST

TRAINER TEST

One of the basic requirements for being a certified trainer is to attend a training course provided by an 
internationally certified organization, provided that the face-to-face attended hours are at least 50. 
However, someone who has not satisfied this requirement can apply for accreditation, for example a 
person who attended a trainer training course with less than the required number of hours, who 
attended two trainer training courses but also with less than the required number of hours or who 
attended the courses in a non-certified organization. In these cases or in similar cases, the best solution 
would be to take the trainer test:

The Trainers Training Program at ILLAFTrain of Trainers

The test is divided into two parts: the first part measures the trainer’s 
knowledge. It is a multiple choice test consisting of seventy questions or more 
(for sixty minutes), and the second part measures the trainer’s special training 
skills, by delivering a presentation for 25 minutes.

We will coordinate with the person applying for the test (if applicable).

The test fees shall be paid to ILLAFTrain’s bank account.

The course material (upon the applicant’s request) and the detailed 
instructions of the test shall be sent to the applicant.

The test shall be taken under the supervision of three certified trained 
consultants.

The trainer shall receive his grade in a formal manner. If he passed the test, he 
shall pursue the accreditation steps. And in case he fails to pass the test, it will 
be repeated for free one more time only, at a date to be agreed upon with the 
applicant.

1
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THE TRAINER
ASSESSMENT TABLE

THE 1ST STEP

When a sector is immersed with many so-called “training experts”, the companies and the other 
institutions requiring training will need to feel confident that the trainer with which they want to deal 
possesses knowledge, values and skills necessary for their success. “ILLAFTrain of Trainers” helps to 
guarantee that the trainer has achieved the standards necessary for the success of the company’s 
professional development, and that he can offer what he claims he is able to offer.

The Competency-Model in “ILLAFTrain of Trainers” has been developed after a deep study of the training 
profession. The model determines the professional career of the trainer, the supporting learning and 
professional competencies needed for professional trainers to succeed in their business. Moreover, 
obtaining “ILLAFTrain of Trainers” certifications does not require passing critical tests alone, but also 
requires a continuous learning that the trainer should prove each three years.

In summary, in order to be certified and for his/her membership to be approved by ILLAFTrain, the 
trainer shall prove that he/she has the following competences: scientific competencies, professional 
competencies and training competencies. Your application will be assessed based on the total points 
that you earned in the table below, where you can calculate your current points and the points you can 
add to your score within a short period before submitting your application. And you will get your 
available rank among the ILLAFTrain trainers.

* The cognitive contribution consists of nine points divided as follows: two points for each two proven cognitive contributions during one year, which means 
that if the applicant has three or four contributions in one year, he/she will usually receive two points only.

NO. FIELD CRITERIA POINTS ASSESS
YOURSELF

Academic
Achievement

Scientific Com
petencies

Link

Cognitive
Contribution*

Holds a university degree 5

7

11

9

9

Holds a Master's degree

Holds a PhD or a higher degree

Academic background is linked to
the trainer courses.

Articles, research, participation in
any conferences or any similar
contributions in the field of training.
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NO. FIELD CRITERIA POINTS ASSESS
YOURSELF

Professional
Background

Professional Com
petencies

Link

Professional experience for three
years or less 5

7

11

9

Professional experience from four
to seven years 

Professional experience of more
than seven years

Professional experience is linked
to the trainer courses.

Training
Background

Training Com
petencies

TOT**

Experience in the training field
for three years or less 5

7

11

11

21

35

TOTAL 81

Experience in the training field
for four to seven years

Experience in the training field
for more than seven years

Having a certificate of passing a
trainers course in a course
consisting of more than 50 hours.

Having a certificate of passing a
trainers course in a course
consisting of more than 100 hours.

Having a certificate of passing a
trainers course in a course
consisting of more than 200 hours.

** TOT: He has a certificate of passing an internationally approved trainers training course, or he holds a trainer certificate from ILLAFTrain of Trainers, or 
he passes the aptitude test for ILLAFTrain trainers, or he can prove that he has the meets the trainer aptitude standards.

*** The number of trainees is the number of trainees that the trainer has trained after becoming a certified member at ILLAFTrain and that have been 
granted certificates from ILLAFTrain.

Note: The condition of passing a trainers training course is compulsory for all trainers.



ILLAFTRAIN
TRAINERS RANKS

♦ The number of trainees is the number of trainees that the trainer has trained after becoming a certified member at ILLAFTrain and that have been 
granted certificates from ILLAFTrain. 
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RANK POINTS
NEEDED

NUMBER OF
TRAINEES TITLE

-

-

-

3,000 ♦

5,000 ♦

27

35

55

85

95

Certified Trainer (CT)

Certified Practitioner Trainer (CPT)

Certified Master Trainer (CMT)

Certified Expert Trainer (CET)

Certified Consultant Trainer (CCT)

IMPORTANT NOTES:
•  Expert trainer: He must have four years of training experience, and have trained 3000 trainees (or passed 

the Certified Expert Trainer course at ILLAFTrain of Trainers).
•  Consultant trainer: He must have seven years of training experience, should meet the cognitive 

contribution condition and must have trained 5000 trainees (or passed the Certified Consultant Trainer 
course at ILLAFTrain of Trainers).

ADDITIONAL TITLES:
•  "International" title: An international trainer title shall be added when the trainer has provided training in 

five countries or more.
•  “Global” title: A global trainer title shall be added when the trainer has been training in three continents 

or more (where he has provided training services in at least ten countries).
•  “Senior Trainer”, “Chief Trainer” or similar titles are not available and are not used on ILLAFTrain websites 

or in its writings.



10

THE 2ND STEPACCREDITATION
APPLICATION

PERSONAL DATA / BACKGROUND1

FIRST NAME 

FAMILY NAME 

HIGHEST DEGREE 

DATE OF BIRTH 

HOME ADDRESS 

POSTAL CODE
/ ZIPCODE 

CITY 

STATE 

COUNTRY 

PHONE - HOME 
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PHONE - MOBILE 

PHONE - WORK 

E-MAIL ADRESS 

PERSONAL WEBSITE 

TWEETER

FACEBOOK

LINKEDIN 

EMPLOYER
/ SELF-EMPLOYED 

WEBSITE 

CURRENT POSITION 

THE 2ND STEP

College/University 

Government 

Community 

Business 

Other, please specify 

IN WHICH SETTING HAS THE MAJORITY OF YOUR 
EXPERIENCE BEEN? YOU CAN CHECK MORE THAN ONE
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THE 2ND STEPACCREDITATION APPLICATION

SCIENTIFIC COMPETENCIES2
List credit courses which constitute a training specialty (e.g. business, legal, education) course number, 
title credits, name of university/college

Please provide scans or copies of documentation that support these positions (e.g. reference letters 
signed by satisfied clients or training managers).

COLLEGE, UNIVERSITY
OR INSTITUTE 

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

DATES ATTENDED DEGREE AWARDED 
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THE 2ND STEPACCREDITATION APPLICATION
PROFESSIONAL COMPETENCIES3
List positions held with major responsibility which constitutes training experience (most recent position 
first) Give dates, the organization, position held, and describe the duties.
Include the position in which your responsibility involved training experiences (start with the latest job 
first). Include the company’s name and address, your position, the date of starting the work and the 
numbers of years you remained in that position and then describe your responsibilities.

Please provide scans or copies of documentation that support these positions (e.g. reference letters 
signed by satisfied clients or training managers).

ORGANIZATION

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

DATES
/YEARS 

POSITIONS
HELD DUTIES
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THE 2ND STEPACCREDITATION APPLICATION
TRAINING COMPETENCIES4
Please write the name of the center or training company in which you provided training services, along 
with the date, the course numbers and names and the number of trainees.

Please provide scans or copies of documentation that support this information (e.g. reference letters 
signed by satisfied clients or training managers).

TRAINING COMPANY

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

Name:
Address:
City:                        Country:
Website:

DATE COURSE
NUMBERS

NUMBER OF
TRAINEES
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THE 3RD STEPSENDING
THE NECESSARY DOCUMENTS

This step is already explained, please review Page No. 05.

One of the most important goals of ILLAFTrain concerning trainers is to promote and encourage 
continuous learning and permanent professional development. The certified trainer will satisfy the 
criteria by defining his strengths and weaknesses with respect to his field of training, identifying his 
career goals and preparing an action plan to achieve these goals.

Some example of the continuous learning activities are as follows: attending a new training course, 
attending a workshop or e-learning, participating in a working paper in a training conference, attending 
a conference on training, or receiving formal coaching in training, training as an assistant trainer, writing 
articles about training, participating in a research on training, reading books about training, or designing 
new training courses.

Each certified trainer at ILLAFTrain should follow a continuous learning and development plan where 
the renewal of the accreditation requires providing proof of following such plan every year. The trainer 
must also provide a detailed report between the first and tenth day of the twelfth month of each year. 
Every three years, the accreditation process will take place and the trainer will be required to accumulate 
at least 600 points to perform the renewal process. The certified trainer should earn 200 points at least 
annually. You can find below some continuous development and learning activities:

THE 4TH STEPTHE CONTINUOUS
LEARNING PLAN

FORMAL LEARNING
ACTIVITIES

INFORMAL LEARNING
ACTIVITIES** POINTS*POINTS*

Attending a new training course.

Attending a workshop or 
e-learning.

Participating in a working paper in a 
training conference.

Attending a conference on training.

Getting a formal coaching in 
training.

20

10

40

10

20

10

5

20

20

20

Training as an assistant trainer.

Writing articles about training.

Participating in research on 
training.

Reading books about training.

Designing new training courses.

* The points of the above table are calculated according to the number of days spent by the trainer in the activity, and the training day is equal to eight hours.

** Learning during work.
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EXAMPLE:

The following pages contain an example of planning for the continuous learning and submitting the 
relevant report.

PERSONAL DEVELOPMENT PLAN
PLANNING IS DONE BLACK, REPORT IN BLUE USING THE SAME FORM

DEVELOPMENT
GOALS

PERFORMED
ACTIVITIES DATE HOURS POINTS ADDRESS

Improve Training 
Design skills

Develop motivation 
skills

Develop Training 
skills

Improve Public 
Speaking skills

Improve Time 
Management skills

Improve body 
Language skills

Improve 
communication skills

Participate in a working 
paper in the seventh 
Dubai Conference 

Attend two workshops at 
Abu Dhabi International 
Conference

Attend the Accelerated 
Learning Course

Train as an assistant 
trainer in the art of 
public speaking course

Attend a workshop on 
time management

Read books on body 
language of the author 
Ahmed Abdullah

Attend a course on NLP

2\2\2026

7-8\3\2026

6-8\5\2026

5-8\6\2026

6-7\7\2026

8\2026

8-11\9\2026

8

16

24

32

16

8

32

Dubai

Abu Dhabi

Riyadh

Abu Dhabi

Self-study

Jeddah

Online

40

20

60

40

20

20

80

280

IMPORTANT NOTES:
• In the ILLAFTrain system, we focus more on setting development goals and plans than on sending reports 

about developmental activities (this does not mean that ILLAFTrain will not focus on reporting).
• In order to renew the accreditation, it is necessary to earn 600 points to be divided over three years.
• Continuous development is a prerequisite for promotion to a higher rank.
• Upon applying for accreditation, the trainer must provide his plan for the coming three years.
• The trainer will be required to provide us with the documents pertaining to the professional development 

activities.
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CONTINUOUS DEVELOPMENT PLAN
FIRST YEAR

NAME

ADDRESS

CITY

COUNTRY

E-MAIL ADDRESS

YEAR WHEN LAST
CERTIFIED

SIGNATURE DATE

DEVELOPMENT
GOALS

PERFORMED
ACTIVITIES DATE HOURS POINTS ADDRESS

BY SIGNING BELOW I AM CERTIFYING THAT THE ITEMS REPORTED ON THIS FORM ARE TRUE.
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CONTINUOUS DEVELOPMENT PLAN
SECOND YEAR

NAME

ADDRESS

CITY

COUNTRY

E-MAIL ADDRESS

YEAR WHEN LAST
CERTIFIED

SIGNATURE DATE

DEVELOPMENT
GOALS

PERFORMED
ACTIVITIES DATE HOURS POINTS ADDRESS

BY SIGNING BELOW I AM CERTIFYING THAT THE ITEMS REPORTED ON THIS FORM ARE TRUE.
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CONTINUOUS DEVELOPMENT PLAN
THIRD YEAR

NAME

ADDRESS

CITY

COUNTRY

E-MAIL ADDRESS

YEAR WHEN LAST
CERTIFIED

SIGNATURE DATE

DEVELOPMENT
GOALS

PERFORMED
ACTIVITIES DATE HOURS POINTS ADDRESS

BY SIGNING BELOW I AM CERTIFYING THAT THE ITEMS REPORTED ON THIS FORM ARE TRUE.
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