Belgian training plan template: every block, with a worked example
Worked example for illustration. Replace the example column with your own data. The plan must be drawn up by 31 March; the anonymised copy goes to the FPS Employment within one month of entry into force.
	Block
	What goes in it
	Example: Metaalwerken Devos, 60 employees, JC 111
	Your content

	1. Identification
	Name and company number of the legal entity, the competent joint committees, headcount in full-time equivalents and the reference period it was calculated over.
	Metaalwerken Devos nv, 60 full-time equivalents calculated over the fourth quarter of 2024 and the first three quarters of 2025. Blue-collar staff in JC 111, white-collar staff in the competent white-collar committee.
	

	2. Period and entry into force
	The period the plan covers. Minimum term of one year. The plan applies from 1 January, with the consultation period falling inside it. A multi-year plan is possible if the consultation bodies or the employees agree.
	Calendar year 2026, 1 January to 31 December 2026. One-year plan, no rollover foreseen.
	

	3. Consultation trail, with dates
	Who the draft went to, when it was sent, when the meeting took place, when the opinion was given and when the content was settled. The draft goes out at least fifteen days before the meeting, the opinion is due by 15 March at the latest.
	Draft to the works council on 16 February 2026, meeting on 5 March, opinion on 12 March, content settled on 24 March. Opinion and minutes attached to the plan.
	

	4. Formal training
	Courses and traineeships designed by trainers, held somewhere clearly separated from the workplace, addressed to a group of learners. Per training: target group, number of participants, hours and provider. Legally mandatory block.
	VCA basic safety, 18 production operators, 16 hours, external provider. Forklift recertification, 9 warehouse staff, 8 hours. BA4 for instructed persons, 4 technicians, 16 hours. First aid refresher, 3 first aiders, 8 hours.
	

	5. Informal training
	Learning activities directly related to the work, with a high degree of self-organisation as to time, place and content, including attending conferences or trade fairs for learning purposes. Legally mandatory block.
	Coaching on the new welding robot by a mentor, 6 operators, 24 hours on the floor. Metalworking trade fair visit with a learning objective and a written report, 5 work planners, 8 hours.
	

	6. Bottleneck occupations
	Which bottleneck occupations in your sector you address through training, and with what. A bottleneck occupation is one for which employers in the sector cannot find, or struggle to find, suitable candidates.
	Welder and CNC machinist. Internal welder track for 4 production operators, 120 hours, together with the sectoral training fund. Two vacancies stood open for six months last year.
	

	7. At-risk groups and employees aged 50 and over
	Particular attention to people from the at-risk groups, and in particular to employees aged at least 50. Record how many employees this concerns and which training targets them.
	11 employees aged 50 or over, 8 of them included in the plan. Basic digital skills for 6 of them, 12 hours. Ergonomics and workstation adjustment for the assembly team.
	

	8. Employees of foreign origin and employees with a disability
	The Act expressly asks for attention to these two groups in the training offer. Describe what you offer and how you make it accessible.
	Dutch on the shop floor, 30 hours, for 7 employees. For an employee with a hearing impairment: written instructions and extended learning time on every technical training.
	

	9. Gender dimension
	The gender dimension must be taken into account. Quantitatively: aim for no unequal treatment or unequal opportunity by gender in the training policy. Qualitatively: pay attention to training on gender equality and the prevention of discrimination.
	14 of the 60 employees are women, 23 per cent of the workforce and 22 per cent of planned participants. All line managers take 4 hours of training on discrimination in selection and promotion.
	

	10. Method of evaluation with employees
	How you evaluate with employees whether the training met its aim. The Act names the method of evaluation explicitly as a point of attention.
	Evaluation form within two weeks of every training, with a question on application at the workstation. One standing agenda item on training in the annual appraisal.
	

	11. Contribution to the individual right to training
	An explanation of how the plan contributes to the investment in training set out in chapter 12 of the Act of 3 October 2022. Legally mandatory block.
	The planned training amounts to an average of 3.4 training days per full-time equivalent. The remaining days are filled individually from the training catalogue, tracked per employee.
	

	12. Rows per joint committee (recommended, not legally required)
	One row per competent joint committee: is there a sectoral agreement imposing minimum requirements on the plan, how many training days does the sector impose, which sectoral fund goes with it. A generally binding sectoral agreement has to be complied with.
	Row one for JC 111, with the sectoral agreement looked up in the FPS database and the training fund named. Row two for the white-collar committee, with its own day count and its own fund.
	

	13. Training right ledger in days (recommended, not legally required)
	Per employee: this year's training credit, days taken, balance, days carried over and the end date of the running five-year period. Since 1 January 2026 registration is no longer a legal obligation, but an employee can ask for the balance of their credit and without a counter the carry-over cannot be evidenced.
	60 rows, one per employee, in days, pro rata for part-time contracts and for mid-year starters. Running period started 1 January 2024, balance reset on 31 December 2028.
	

	14. Budget and cost (recommended, not legally required)
	Cost per training and per employee, with expected subsidies deducted. Not required by law, but it is the basis for the net cost you will need in the training section of the social balance sheet.
	Gross budget of 41,000 euro for the year, expected sectoral fund contributions deducted, net cost tracked per training block and per gender.
	

	15. Filing
	The date the plan enters into force and the date you sent the anonymised copy to the Director-General. Article 38 asks for that copy within one month of entry into force, but does not say which date counts as entry into force: 1 January, or the day the content was settled. Record both and send as soon as the content is settled. Keep the acknowledgement of receipt with the plan.
	Term running from 1 January 2026, content settled on 24 March 2026, anonymised copy sent on 8 April 2026 through transfer.werk.belgie.be, acknowledgement in the file.
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