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FOREWORD
Internal quality development is relevant to every higher education institution and is related to
numerous aspects of quality as well as to the primary missions of these institutions, namely research and teaching. Many higher education institutions focus in this context on developing
their teaching to align with competence-based higher education, and put students’ competences at the forefront of their efforts – not only because the Bologna Process strongly promotes this, but out of a firm conviction that discussions about competences help to improve
teaching and learning.
Five European universities decided to face this complex challenge together and developed
and tested an internal quality procedure for competence-based higher education (the IQM
Procedure). They were intensively supported in this endeavour by expert partners in the fields
of quality assurance, evaluation and implementation as well as experts on the Bologna Process. This unique project approach was co-funded by the European Union under the auspices
of the Erasmus+ Programme.
This project aimed to not only implement the developed procedure at the universities involved
but also to make the procedure, tools and experiences available for other institutions interested in competence-based higher education. The “European Toolkit for Internal Quality Management in Competence-Based Higher Education” arose out of this effort.
This toolkit provides a three-step procedure for internal quality management which can be
easily adapted to any higher education institution’s quality assurance system and needs. It includes (1) a handbook, (2) a collection of tools and (3) ideas for enhancing competence-based
teaching.

1. The handbook explains the IQM Procedure (define, screen and enhance competences)
in detail. In addition, it provides readers with an overview of recent developments in the
European Higher Education Area as well as in competence, implementation and evaluation research. Furthermore, it provides tips and tricks for implementing such a procedure in the context of a higher education institution.
2. The present book contains instructions for all the tools developed to help persons in
charge of internal quality management in competence-based higher education implement the IQM Procedure. The described tools have been tested in practice and adapted in alignment with lessons learned. They comprise templates for workshops, questionnaires, reports, and information materials. The tools themselves are available for free
online on the Erasmus+ platform for project results (http://ec.europa.eu/programmes/
erasmus-plus/projects) or the IQM-HE project website (www.iqm-he.eu).
3. These websites also contain ideas for enhancing competence-based teaching and
learning at higher education institutions.
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Our experiences implementing the IQM Procedure at different universities (in different countries
and different study programmes) showed that all the effort and hassle were worth it: even the
preliminary discussions about competences between different stakeholder groups were fruitful,
as they helped us pay more attention to which learning outcomes can and should be achieved
and stimulated an examination of whether current learning opportunities are sufficient to develop students’ competences. As a result of these discussions, many learning opportunities
were introduced at the participating universities that were inspiring and useful for quality development.

Just get started – it will be worth it!

Monika Finsterwald & Evelyn Bergsmann
(Coordinators of the Erasmus+ project “Internal Quality Management: Evaluating and
Improving Competence-Based Higher Education”)
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GENERAL

Content and Aim
Training
Tool 1: Handbook for Internal Quality Management
in Competence-Based Higher Education
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GENERAL

Content and Aim
This book is part of the European Toolkit for Internal Quality Management in CompetenceBased Higher Education. It contains all the instructions to tools that were developed in the
course of the Erasmus+ project ‘Internal Quality Management: Evaluating and Improving Competence-Based Higher Education’.
These Tools should help persons in charge of internal quality management in implementing the
Internal Quality Management Procedure (IQM-Procedure) that is explained in detail in the developed handbook (Tool 1). The Tools provides all the necessary material for the three-step
IQM-Procedure (define, screen and enhance competences) that can be easily adapted to a
higher education institution’s quality assurance system and needs.
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Training
Target group
Trainers who train persons responsible for quality management

Objective
The overall objective of the training is to enable persons in charge of quality management to implement the IQM Procedure at their higher education institutions.

Corresponding files at the website
➜➜ IO2_IQM-HE Training Concept (Word file)
➜➜ IO2_1_PPT Introduction und Overview (PPT file)
➜➜ IO2_2_PPT Preparation Phase (PPT file)
➜➜ IO2_3 PPT Step 1 (PPT file)
➜➜ IO2_4 PPT Step 2 (PPT file)
➜➜ IO2_5 PPT Step 3 (PPT file)
➜➜ IO2_6 PPT Reflection Phase (PPT file)
➜➜ IO2_7 PPT Future Perspectives (PPT file)
➜➜ IO2_8 PPT Concluding Thoughts (PPT file)

Details
The training provides participants with information about the IQM Procedure in a highly application-oriented way. Participants also have the opportunity to build up a peer network. What
does this mean in detail?
■■ Information about the IQM Procedure:

Persons in charge of quality management
■■ will be provided with an overview of recent developments influencing internal quality
management.
■■ will receive information on the IQM Procedure and the implementation process.
■■ will be informed about future perspectives and change in persons and organizations.
■■ Application orientation:

Persons in charge of quality management
■■ will reflect on the situation of their higher education institution.
■■ will start developing a project management plan.
■■ Networking:

Persons in charge of quality management
■■ will have the opportunity to develop a peer network where they can discuss their ideas,
questions, and problems.
The files mentioned above are templates which can be adapted to users’ needs.
Author		

Evelyn Bergsmann
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Tool 1: Handbook for Internal Quality
Management in Competence-Based
Higher Education
Target group
Persons responsible for quality management

Objective
Provides all the information you need to implement the internal quality management
procedure for competence-based higher education.

Corresponding file at the website
➜➜ Tool 1 – Handbook for Internal Quality Management in Competence-Based Higher
Education (pdf)

Details
The handbook gives answers to the following questions:
■■ How can this handbook be useful for your higher education institution?
■■ What developments are influencing internal quality management in competence-based

higher education?
■■ What is the IQM Procedure?
■■ How can this procedure be implemented?
■■ How can sustainable implementation be ensured?
■■ What should be considered in reporting on the IQM Procedure to external quality

assurance agencies?
■■ How can individuals and organisations learn from feedback?

Author		Evelyn Bergsmann
Co-authors
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Julia Klug, Marie-Therese Schultes, Christiane Spiel, Maria Kelo, Karl Ledermüller,
Frances Blüml, Achim Hopbach, Ana Bravo del Moral, Laura Pohl
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PREPARATION
INTRODUCTION
PHASE

Tool 2: Information material for decision makers
Tool 3: Information material for potential IQM team 		
members
Tool 4: Workshops for preparation phase
Tool 5: Calculation of resources
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PREPARATION PHASE

Tool 2: Information material for
decision-makers
Target group
Decision-makers

Objective
Tool 2 provides templates for information material for decision-makers.

Handbook reference
See pages 53 - 54

Corresponding files at the website
➜➜ Tool 2 – Preparation Phase-Handout for Decision-Makers-long (Word file)
➜➜ Tool 2 – Preparation Phase-Handout for Decision-Makers-short (Word file)
➜➜ Tool 2 – Preparation Phase-Information for Decision-Makers (PPT file)

Details
Tool 2 of the European Toolkit consists of templates that quality managers/persons in charge of
the internal quality management (IQM) procedure at higher education institutions can use to
provide decision-makers with information about the IQM procedure. Decision-makers should
have enough information on the IQM Procedure and required resources to recognise the advantages of the procedure and give approval and support. Several different versions of information material in the form of handouts and presentations have been prepared; you can use
the ones most suitable for your institution. To inform decision-makers about the resources required for the IQM Procedure, you should also use Tool 5: Calculation of resources. Templates
for information material can be used as presentations at meetings (e.g., with collective decision-makers) or as handouts for personal communications. The prepared materials can be
modified and adapted for your institution and for different forms of communication.

Author		Jelka Zabavnik Piano
Co-author
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Evelyn Bergsmann

PREPARATION PHASE

Tool 3: Information material for
potential IQM team members
Target group
Persons who could represent their stakeholder group in the implementation process by
participating in the IQM team. The IQM team implements the IQM Procedure within a
specific study programme.

Objective
Tool 3 provides templates for information material for potential IQM team members.

Handbook reference
See pages 54 - 55

Corresponding files at the website
➜➜ Tool 3 – Preparation Phase-IQM team-long (PPT file)
➜➜ Tool 3 – Preparation Phase-IQM team-short (PPT file)
➜➜ Tool 3 – Preparation Phase-Invitation-Teaching Faculty (Word file)
➜➜ Tool 3 – Preparation Phase-Handout-Students (Word file)

Details
Tool 3 of the European Toolkit consists of templates which quality managers/persons in charge
of the internal quality management (IQM) procedure at higher education institutions can use
to provide information about the IQM Procedure to potential IQM team members (teaching
faculty, students, decision-makers…) and invite them to take an active role. We recommend
using the presentations provided in this tool to provide general information to stakeholders.
Personal communications are recommended for the process of establishing an IQM team and
selecting its members. The templates with information material can be used across different
communication channels: presentations at meetings, working groups, and with some adaptation, in personal communications as well. Both short and long versions of the presentations
have been prepared. These can be flexibly deployed depending on the institution's needs and
the form of communication. The prepared material can be modified and adapted for each
institution and for different forms of communication.

Author		Evelyn Bergsmann
Co-author

Jelka Zabavnik Piano
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Tool 4: Workshops for preparation phase
Target group
The IQM team for a specific study program in a higher education institution.

Objective
Tool 4 is aimed at training the IQM team for the preparation phase (before implementing
the three steps of the IQM Procedure).
The workshops’ overall objective is to train a newly established IQM team to implement
the IQM Procedure for a specific study program at a higher education institution.

Handbook reference
See page 53

Corresponding files at the website
➜➜ Tool 4 – Introduction-workshops template (Word file)
➜➜ Tool 4 – Introduction-IQM team training (PPT file)
➜➜ Tool 4 – IQM Procedure-overview IQM team training (PPT file)
➜➜ Tool 4 – Implementation-developments IQM team training (PPT file)
➜➜ Tool 4 – Preparation Phase-IQM team training commitment (PPT file)

Details
The preparation phase workshop is the first workshop the newly established IQM team participates in. That is why one of the aims of this workshop is networking and getting to know the
other team members as well as building up motivation. A further aim is to acquaint participants
with the IQM Procedure and reflect on this procedure with respect to their own study program.
We suggest having one workshop of approximately 5 hours in the preparation phase, divided
into two training sessions – but of course, it is up to you whether you would like to have a shorter
or longer preparation phase workshop for your study program.
Note: The workshop can take longer depending on the experiences and needs of different
stakeholder groups. Consider allocating more time for specific aspects of the workshop if participants have little experience or there is a great need for discussion.

What is the purpose of the workshop?
At the end of the workshop, the IQM team should:
■■ Understand the motivation for implementing the new quality management procedure.
■■ Be aware of recent developments in the European Higher Education Area as well as in

research.
■■ Have an overview of the IQM Procedure.
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■■ Be committed to actively participating in all three steps of the IQM Procedure.
■■ Have gotten to know each other and perceive themselves as a team.
■■ Understand its role and agree on rules of cooperation.
■■ Have reflected on its higher education situation.
■■ Have started planning the implementation of the IQM Procedure.
■■ Have had the opportunity to develop a peer network in which they can discuss their ide-

as, questions, and problems.

Who is invited to participate in the workshop?
First, the IQM team members have to be found. This requires a pool of representatives who
might potentially be invited to become members of the IQM team. Therefore, we highly recommend making a list of available potential representatives (up to 12 people) of decision
makers, students, teaching faculty, employers, etc. Making a list of potential representatives
also helps identify potential human resources.
An invitation letter, flyers or leaflets with general information motivating potential team members
to become part of the IQM team (see Tool 3: Information material for potential IQM team
members) could be used to invite potential representatives.
Below, we present instructions on how to prepare the workshop, design materials, and conduct
the workshop.

Prepare the workshop
What settings need to be arranged?
➜➜ See Tool 4 – Introduction-workshops template (Word file)
What moderation materials are needed?
➜➜ See Tool 4 – Introduction-workshops template (Word file)

Design the workshop materials
You can decide whether your workshop will take one day or more days depending on your
institution’s training culture.
■■ Suggested duration: one day – 5 hours or decide on number of days and durations sum-

ming to 5 hours
■■ 12 participants maximum
■■ Recommended: 1 Trainer + 1 Assistent

What are the main topics for the preparation phase?
Workshop Topics
■■ Introduction
■■ Networking
■■ Implementation and developments
■■ Overview of the IQM Procedure
■■ Preparation phase including a concrete plan for implementing the IQM Procedure
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We highly recommend that participants read the chapter “Developments which are influencing internal quality management in competence-based higher education” in the Handbook
for Internal Quality management in Competence-Based Higher Education (2016). These readings on the Bologna process are suggested as self-study in the preparation phase.

Conduct the workshop
If you would like to use the recommended workshop procedure, you can proceed according
to the schedule in the following table (see below).

Table 1: Agenda and procedure for a workshop on implementing the IQM Procedure:
Preparation phase

Workshop (Part 1)
Time line
(min.)
15

Topic

Content

Welcome and
Warm Up

Team building and
initial getting to know
one another

Methods
■■

■■

Get together with
drinks and snacks

Participant list

Reflect on our own
higher education
institution’s situation
concerning the
IQM Procedure

20

Introduction

Reasons for this
training

Trainer presentation

“Introduction” PPT
+ HO

40

Networking

Getting to know each
other – exchanging
experiences in HEI:

Speed Dating

Speed Dating:
Introduction and
Questions

Trainer presentation
and brainstorming

“Implementation
and developments” PPT + HO

■■

■■

■■

20

Implementation and
Developments

■■

■■

participation culture
communication
culture
quality management culture, etc.
Motivation and role
of the IQM team
Overview of recent
developments in
higher education
Coffee break
--- table is continued on the next page ---

Explanation: PPT = power point presentation, HO = hand out
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Training material

PREPARATION PHASE

Time line
(min.)
90

Topic

Content

Methods

Overview of
the IQM
Procedure

Overview of the IQM
Procedure

■■

■■

Trainer presentation + discussion of
Preparation, Step 1,
Step 2, Step 3, and
Reflection (see PPT)

Training material
■■

■■

2 small groups:
work on allocation
of resources using
suggested material
in Tool 5

■■

“IQM Procedure
- Overview” PPT
+ HO
Discussion and
group work
according to the
steps (starting from
Preparation Slide
No 10 and continuing on to Slides
No 11, No 14, No
19, No 20
Flipchart & Marker

Break (or end)

Workshop (Part 2)
Time line
(min.)
45

60

Topic
Start the
preparation
phase of
implementing the IQM
Procedure
Introduction

Content
Participants define
rules for the IQM
team

2 small groups (+
trainer if possible):
make notes on
moderation boards
– see PPT for details

Training material
■■

■■

■■

■■

■■

Coffee break

Methods

Ideas for the plan
and clarification
Draft a plan for
implementing the
IQM Procedure

■■

■■

Plenary moderated
by the trainer: discuss open questions.

“Preparation
phase – Commitment” PPT + HO
Moderation board
for each group
Flipchart & Marker

Flipchart & Marker

Group work: Brainstorm and develop
a concrete plan for
implementing the
IQM Procedure.

Might be organised as
a part of the group
work
--- table is continued on the next page ---
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Time line
(min.)
15

Topic
Closing
session

Content

Methods

Reflecting on the
workshop: questions

Plenary moderated by
the trainer; future
steps (defining competences)

Training material
Flipchart & Marker

Assignment between
the Preparation phase
and Step 1 workshops
(till the next workshop):
1) Every member:
discuss the work plan
with other representatives (who are not
involved in trainings)
2) As a group: future
steps - collecting
present list of competences for the selected study program.
How are these competences measured/
assessed?
10

Feedback on the
workshop

Open questions about
the quality of the
workshop

Feedback
questionnaire

End

Author		Daiva Lepaite
Co-authors
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Evelyn Bergsmann, Sorin Daniel Dan, Jasmin Overberg, Jelka Zabavnik-Piano

PREPARATION PHASE

Tool 5: Calculation of resources
Target group
Persons in charge of quality management and decision-makers

Objective
Tool 5 provides a template for calculating the resources that will be required to implement the IQM Procedure at your higher education institution.

Handbook reference
See pages 55 to 56

Corresponding file at the website
➜➜ Tool 5 – Calculating Resources (Word file)

Details
This template helps persons in charge of quality management to calculate the resources that
will be required to implement the IQM Procedure at their higher education institution.
The template is merely a suggestion and needs to be adapted to the needs of the higher education institution and approved by decision makers.

Author		Evelyn Bergsmann
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STEP 1:
DEFINE
COMPETENCES

Tool 6: Workshops & working groups for Step 1
Tool 7: Competence model form
Tool 8: Communication plan for Step 1
Tool 9: Information material for different stakeholder
groups for Step 1
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Tool 6: Workshops & working groups for
Step 1
Target group
The IQM team for a specific study program in a higher education institution.

Objective
Tool 6 is aimed at training the IQM team for Step 1 of implementing the IQM Procedure.

Handbook reference
See page 57

Corresponding files at the website
➜➜ Tool 6 – Introduction workshops template (Word file)
➜➜ Tool 6 – Step 1 IQM team training (PTT file)

Details
The main goal of the workshop for Step 1 is to develop a competence model for your study
program together with you (the IQM team) that will form the basis for the subsequent implementation of the IQM Procedure.
In Step 1 of implementing the IQM Procedure, we suggest having three workshops of approximately 7 hours in total - but of course, it is up to you whether you would like to have shorter or
longer Step 1 workshops for your study program.
Note: The workshop can take longer depending on the experiences and needs of different
stakeholder groups. Think about allocating more time for specific aspects of the workshop if
participants have little experience or there is a great need for discussion.

What is the purpose of the workshops?
At the end of the workshop, the IQM team will have:
■■ Elaborated and reflected on their higher education institution’s present competence

models.
■■ Developed a competence model for their chosen study program as a basis for the imple-

mentation of the rest of the IQM Procedure.
■■ Developed a plan for how to inform stakeholders about the competence model and

present it to them.
■■ Continued to develop a peer network where they can discuss their ideas, questions, and

problems.
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The expected results of the workshop are a description of competences meeting five quality
criteria (see Handbook for Internal Quality Management in Competence-Based Higher Education, 2016 and Tool 7: Competence model form (template), and preparation for informing
stakeholders (Tool 8: Communication plan for Step 1 (template) about the competence model.

Who is invited to participate in the workshop?
Participants are the IQM team members. Additional participants could be invited from the representative groups as well as from the public/civil society sector in order to integrate societal
needs into the competence model.
Below, we present instructions on how to prepare the workshop, design materials, and conduct
the workshop.

Prepare the workshop
What settings need to be arranged?
➜➜ See Tool 6 – Introduction workshops template (Word file)
What moderation materials are needed?
➜➜ See Tool 6 – Introduction workshops template (Word file)

Design the workshop materials
How are the workshops connected?
Workshop 1 [recommended time: 3 hours, or based on your needs] see the table in the next section
■■ Step 1 Define Competences: Input

Workshop 2 [recommended time: 2 hours, or based on your needs] see the table in the next section
■■ Step 1 Define Competences (continued): Exercise

Workshop 3 [recommended time: 2 hours, or based on your needs] see the table in the next section
■■ Step 1 Define Competences (continued): Plan

If a list of present competences for your study program (e.g. program description, description
of modules) is available and you have data on the current state of students’ achievement of
these competences, you should use it. Simply bring it to the workshops and build on it. Therefore, we highly recommend that you as the IQM team collect existing materials before the
workshop starts. Please remind the IQM team members to collect materials beforehand.

Conduct the workshop
If you would like to use the recommended workshop procedure, you can proceed according
to the schedule in the table (see below).
In the following, we present the procedure for a workshop implementing the first step of the
IQM Procedure.

27

STEP 1: DEFINE COMPETENCES

Table 2: Agenda and procedure for a workshop on implementing the IQM Procedure:
Step 1- Define competences of the study programme.

Workshop 1
Time line
(min.)

20

Topic
Step 1
Define
competences:
Input

20

Content

■■

■■

Methods

Welcome +
refresh the
IQM Procedure
overview the
from preparation phase
workshop
Findings from
last workshops’
assignment

Competence
model

Trainer presents workshop aims and updates
the IQM team on the
procedure
IQM group members
present results of the
assignment (see closing
session of the preparation phase workshop)
■■

■■

■■

60
■■

Trainer presents competence research and
model

Training material

■■
■■

■■

■■

“Step 1” PPT
IQM Procedure
overview PPT:
Slide No 1-6
List of competences
(institutional descriptors)
“Step 1” PPT:
Slide No 7

“Step 1” PPT: model
Slide No 8-15

Trainer presents an
example with two
competences
Introduction to the
group work (see PPT for
group work)
Small groups: designing
your own competence
model figure with
selected competences
based on the presented model – trainer
assists

■■

■■
■■

Group work: Slides
No 16-18 (start developing a competence model)
Flipchart & Marker
Printed handouts
with example competence model
framework from
slides (No 16-33)

Coffee break

40

Step 1
Define
competences:
Input
(continued)

Competence
model – example
with two competences

■■

■■

30

Closing
session

Plenary: each group
presents their draft
model, other participants give feedback,
trainer summarizes and
also gives feedback

“Step 1” PPT

■■

Flipchart & Marker

Small group writes
down suggestions for
improving the presented competence
model frameworks

Discussion and Clarification
End
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■■

Flipchart & Marker
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Workshop 2
Time line
(min.)

60

Topic
Step 1
Define
competences
(continued):
Exercise
– develop a
competence
model

Welcome +
refresh on
competence
model

Methods

■■

■■

■■

Trainer reminds participants of the workshop
aim and presents the
exercise

Closing
session

■■

■■

“Step 1” PPT:
slides on “Exercise”
(No 34-36)
Flipchart & Marker

Discussion

Presentations and discussion of the competence
model

30

Training material

Trainer presents tips and
tricks for formulating
competences

Peers discuss formulating
competences and
continue developing a
draft model

20

10

Content

Plenary – trainer summarizes and gives feedback

■■

■■

Draft competences
from the previous
workshop
Tool 7 (competence model form
– template)

■■

Flipchart & Marker

■■

Laptops

Flipchart & Marker

End
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Workshop 3
Time line
(min.)

10

Topic
Step 1
Define
Competences
(continued):
Plan an
information
campaign

Content

Methods

Welcome +
refresh draft
competence
model

Trainer presents aim and
summary (questions) of
the last workshop

Planning an
information
campaign

2 small groups:
drafting a plan for
informing stakeholders
and discussion

“Step 1” PPT

■■

■■

40

■■

■■

■■

60
■■

10

Training material

Closing
session

Group work presentations

“Step 1” PPT –
slides on “Information Campaign”
(No 37-39)
Group work material: Flipchart &
Marker and Tool 8
(communication
plan)

■■

Tool 9 (info material)

■■

Flipchart & Marker

■■

Laptops

Gallery walk: feedback
from other groups
Finalizing the draft plan
for informing stakeholders
Agreement on communication campaign
(who is responsible and
what is the timeline?)

Plenary – trainer summarizes and gives a preview
of upcoming steps in the
procedure.

Flipchart & Marker

End
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Tool 7: Competence model form
Target group
The IQM team implementing the IQM Procedure within a specific study programme

Objective
Tool 7 provides a Word template that can be used by the IQM team to display the competence model for a study programme they are developing together with other stakeholders in Step 1.

Handbook reference
See pages 57 to 63

Corresponding file at the website
➜➜ Tool 7 – Step 1_Competence Model template (Word file)

Details
The competence model template was developed for higher education institutions seeking to
define the competences students should acquire within a specific study program.
If you would also like to use the Competence Screening Questionnaire for Higher Education
(see Tool 12), and the template for a Screening Report (see Tool 13), two factors must already
be considered when developing the competence model:
■■ The Competence Screening Questionnaire for Higher Education is based on the general

formulation of competence levels provided on p. 111 of the handbook. Hence, please
use the provided formulations of competence levels when defining your competence
model.
■■ The Screening Report template is based on a specific success criterion: A study program

is successful in promoting a certain student competence if at least 75% of students reach
the targeted competence level or higher. Hence, think about the level 75% of students
should reach when defining competence levels. If you would like to define another success criterion, please be aware that you will then have to adjust the calculations for the
report yourself.

Author		Evelyn Bergsmann
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Tool 8: Communication plan for Step 1
Target group
The IQM team implementing the IQM procedure within a specific study programme

Objective
Tool 8 provides a template communication plan for an information campaign within Step
1 of the IQM Procedure.

Handbook reference
See page 64

Corresponding file at the website
➜➜ Tool 8 – Preparation Phase-Step 1-Communication plan (Word file)

Details
The Communication Plan for the Preparation Phase and Step 1 describes the main activities of
the IQM Procedure and their purposes along with information on different audiences, the suggested responsible person, type of communication, necessary materials, timing and form of final feedback expected from the target audience. When preparing the communication plan,
take into consideration that:
■■ The quality manager, who is usually the person in charge of the IQM Procedure, has pri-

mary responsibility for the IQM Procedure.
■■ The procedure, IQM team and resources should be approved by the relevant deci-

sion-makers.
■■ Members of the IQM team should be trained.
■■ Other stakeholders should be informed about the IQM Procedure.

This is a suggested communication plan that can be adapted to each individual higher education institution’s organisational or cultural characteristics and needs. A number of different activities are included in the communication plan, including meetings, personal communications,
workshops and various events. Several different variants of some activities are suggested; the
most appropriate version for your institution can be chosen. Additional activities can be included as needed. Some of the materials needed for the planned activities are part of the information material in Tool 2, 3 and 9 (presentations, handouts), some are provided in Tool 4 and 6
(material for workshops) and Tool 5 (calculating resources), and some should be provided by
the institution (e.g. list of competences).

Author		Jelka Zabavnik Piano
Co-authors
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STEP 1: DEFINE COMPETENCES

Tool 9: Information material for
different stakeholder groups for Step 1
Target group
Relevant internal stakeholder groups (students, teaching faculty, decision makers, support
staff) and external stakeholders (e.g. employers, professional associations)

Objective
Tool 9 provides templates for information material to inform stakeholders about the IQM
Procedure, the participative approach, and the competence model.

Handbook reference
See page 64

Corresponding files at the website
➜➜ Tool 9 – Step 1-Handout-Employers (Word file)
➜➜ Tool 9 – Step 1-Information-PR Departments (Word file)

Details
The Tool 9 of the European Toolkit consists of templates that quality managers/persons in charge
of the Internal Quality Management (IQM) procedure at higher education institutions can use
to inform all stakeholders about the IQM Procedure at their higher education institution. Implementation researchers highly recommend running an information campaign. The IQM Procedure is a continuing process that is performed routinely at annual or biennial intervals; therefore, the information campaign should also be a repeated operation.
The information campaign should address all relevant stakeholder groups, such as students,
teaching faculty and decision-makers. Potential employers, professional associations and the
general public can also be informed and participate if your institution desires.

Stakeholders should be informed about:
■■ The activities that make up the IQM Procedure
■■ The participative approach, that stakeholders can and are invited to participate
■■ The competence model developed during Step 1.
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Different forms of templates for information material are included in Tool 9. These templates
can be used across different communication channels: in personal communications, as invitations, as handouts or as information on the institution's website, in newsletters or on social media. Public relations (PR) departments can help disseminate general information on the IQM
Procedure and activities in Step 1. A template for this is provided in this tool (Tool 9-Step 1-Information-PR Departments).
Of course, the prepared materials are templates only, and can be modified and adapted for
each institution and for different forms of communication and communication channels.

Author		Jelka Zabavnik Piano
Co-author
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STEP 2:
SCREEN
COMPETENCES

Tool 10: Communication plan for Step 2
Tool 11: Information material for different stakeholder
groups for Step 2
Tool 12: Competence Screening Questionnaire for
Higher Education (CSQ-HE)
Tool 13: Screening report
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Tool 10: Communication plan for Step 2
Target group
The IQM team implementing the IQM Procedure within a specific study programme.

Objective
Tool 10 provides the suggested Communication Plan for Step 2, listing the main communication activities in Step 2 of the IQM Procedure.

Handbook reference
See pages 66 – 72

Corresponding file at the website
➜➜ Tool 10 – Step-2-Communication-Plan (Word file)

Details
Step 2 starts with an information campaign about the IQM Procedure in general and about the
screening information collection procedure more specifically. We recommend that the information campaign target common information channels, including decision-makers, public relations departments, and stakeholder groups, through the same information channels as in
Step 1. A suggested timeline of activities for Step 2 is shown in Figure 1.

MONTH 1
Organize Information
Collection & Information
Campaign

MONTH 2

MONTH 3

Prepare and
Test Instrument

Information
Collection

MONTH 4

MONTH 5

MONTH 6

Develop
Report

Finalize Report &
Communicate Results

Back Up
Month

Figure 1: Suggested timeline for the activities in Step 2 of the IQM Procedure

We have proposed a plan for communication activities in Step 2 (Tool 10) on the basis of the
suggested timeline in Figure 1. It describes the purpose of each activity as well as different target audiences, and suggests responsible persons, the type of communication, required materials, timing and the form of final feedback expected from the target audience.
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In Step 2 of the IQM Procedure, it is important that:
■■ As in Step 1, the quality manager, who is usually the person in charge of the IQM Proce-

dure, has the main responsibility for the IQM Procedure.
■■ The university’s PR Department helps disseminate information.
■■ Students and teaching faculty taking part in the screening (as well as other included

stakeholders) should be familiar with the procedure as well as the defined competences
and their levels, know how to evaluate them and know how to participate in the screening before the screening starts.
■■ At the end of Step 2, stakeholders should be informed of the results of the survey.

The communication plan addresses a number of different activities, including meetings, personal communications, workshops, and events, and provides a variety of suggested materials.
It is up to your institution to decide which materials are most appropriate for you - you can use
all of them or only some.
■■ Information materials in the form of presentations, flyers or workshops are provided in

Tool 11 (Information material for different stakeholder groups for Step 2).
■■ It is very important to know how to use the screening instrument; for this reason, some

information is given in a very comprehensive introduction section to the competence
screening questionnaire (Tool 12: Competence Screening Questionnaire for Higher Education).
■■ Tool 13 (Screening report) provides material for reporting the screening results.

Some further actions can already be discussed when the report is presented to the IQM team,
decision-makers and stakeholders. However, developing potential quality-enhancing measures is part of Step 3 of the IQM Procedure.
You should take into account that this Communication Plan for Step 2 is only a suggestion. You
should feel free to modify the communication plan according to your institution’s needs and
include additional activities as needed. Personal communications are often necessary as part
of the information campaign to avoid incorrect expectations. Plan them according to your
needs.
It is important to remember that the information campaign should both motivate students and
teaching faculty and invite them to participate in the IQM Procedure. Participants should become familiar with the IQM Procedure and should be aware of and understand the competences and competence levels students should obtain at different stages of study. They should
also know how to participate in the screening instrument. Different methods can be used to
collect screening information (e.g. questionnaires, interviews, focus groups). In our toolkit, we
provide a questionnaire as a screening tool. Regardless of which screening instrument is used,
participants should be informed of how to use the instrument via workshops or personal communication.

Author		Jelka Zabavnik Piano
Co-authors
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Tool 11: Information material for
different stakeholder groups for Step 2
Target group
Different stakeholders (students, teaching faculty, decision-makers, etc.)

Objective
Tool 11 provides templates for information material and workshops that can be used
to inform and train different stakeholders about collecting screening information from
students and teaching faculty in Step 2 of the IQM Procedure.

Handbook reference
See pages 66 - 72

Corresponding files at the website
Information for PR Departments:
➜➜ Tool 11 – Step-2-Information material-PR-Departments (Word file)
Information for teaching faculty:
➜➜ Tool 11 – Step-2-Information-material-Teaching faculty (PPT file)
Information for Students:
➜➜ Tool 11 – Step-2-Invitation-Students-vers-1 (Word file)
➜➜ Tool 11 – Step-2-Invitation-Students-vers-2 (Word file)
➜➜ Tool 11 – Step-2-Invitation-Students-ver-3 (word file)
Workshops for stakeholders:
➜➜ Tool 11 – Step 2-Agenda-Workshop-Stakeholders (Word file)
➜➜ Tool 11 – Step 2-Workshop-Stakeholders (PPT file)

Details
The information campaign in the Preparation Phase and Step 1 of the IQM Procedure was performed in order to obtain decision-makers’ approval on proceeding with the IQM Procedure,
inform stakeholders about the IQM Procedure and competence screening in general, and invite and encourage stakeholders (teaching faculty, students, support staff) to become members of the IQM team and be involved in defining competences that students should obtain
over the course of the study programme. At the end of Step 1, a competence model was
generated, and stakeholders were informed.
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Objectives of information campaign in Step 2 are:
■■ to inform interested personnel/stakeholders about the general IQM procedure
■■ to invite teaching faculty and students to workshops
■■ to motivate students and teaching faculty to take part in the Competence Screening

Questionnaire (CSQ)
■■ to train them on how to fill in the CSQ

General information
Information on webpage, newsletters

Motivation to participate
Presentations at meetings

Invitation
Invitations to workshops, working groups

Training
Workshops, working groups

Collect screening information

Figure 2: Objectives and different types of activities in the information campaign
before collecting screening information.

Who should be informed?
The information campaign should address all relevant stakeholders who will participate in collecting screening information, including students, faculty members, and decision-makers. You
can also inform employers or professional associations if your institution has decided to include
them in the survey.

How can the templates with information material be used?
Before you start your information campaign, we advise you to prepare a Communication Plan
for Step 2 (template is provided in Tool 10), which describes the purpose of each activity along
with suggested responsible persons, required materials, and timing.
Public relation (PR) departments can help disseminate general information on the IQM procedure and activities in Step 2. A template is provided in Tool 11 (Tool 11 – Step 2 – Information
material – PR Departments; word file).
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You might invite students and teaching faculty to events/meetings in order to communicate
additional information about the activities in Step 2 of the IQM Procedure; this is also a great
opportunity to motivate them to take part in the screening. Different variants for invitations are
prepared for students, you can decide which one to use. We have provided templates for
presentations/events for students and faculty (Tool 11- Step 2 Information material Students
(PPT file); Tool 11- Step 2-Information material Teaching faculty (PPT file)). Participants in the
screening should be familiar with the targeted competence levels defined in the competence
model for your study programme. They should also know how to use screening instrument, and
can be trained on how to do this via workshops/events/working groups. We have provided
several templates to invite students (Tool 11- Step 2-Invitation Students (Word file); Tool 11- Step
2-Flyers-Students (Word file)); you can choose the most appropriate version for students at your
institution.
You should also include materials developed in Step 1, such as the competence model (see
Tool 7: Competence model form), in the information campaign. These should be available for
teaching faculty and students.
If your institution has decided to include other stakeholders in the IQM procedure (e.g. employers…), you can adapt the information materials and workshops to inform and train them as
well.
Of course, the provided materials are only templates that can be modified and adapted for
each institution and for different forms of communication and communication channels. The
text of the templates is very general: you are welcome to include facts, arguments, and possible motivations more specific to your institution. Additional personal communications are often
necessary as part of the information campaign to avoid false expectations.

How should workshops be prepared?
We have also provided templates for workshops for students and teaching faculty (Tool-11-Step
2-Workshop- Stakeholders (PPT file)). For detailed information on workshops, please check the
introductions to Tool 4 or Tool 6.

Who should we invite to participate in the workshops?
Students: In Step 1, you defined competence levels for one or more groups of students (e.g.
students at the end of their studies and students at a crucial point during their studies). We recommend conducting a complete survey: all students in the defined group(s) should be invited
to the workshop and participate in completing the CSQ.
Teaching faculty: All faculty members in the study program should be invited to the workshops
and participate in the survey. They can choose which group of students to evaluate.
A comprehensive information campaign and other tools to involve the target audiences are
part of the Communication Plan for Step 2 (see Tool 10).

What preparatory actions need to be taken?
Plan the workshop duration and activities, choose an appropriate room and book it in advance. Prepare an invitation letter, handout or other form of information material (templates
are provided here in Tool 11), and send an invitation to the selected group of students and
teaching faculty.
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Conduct the workshop
Tool 11 provides you with a suggested agenda (Tool-11-Step 2-Agenda-Workshop-Stakeholders) and a template for presentation at workshops for faculty and students (Tool-11-Step 2-Workshop-Stakeholders).
Depending on your institution’s managerial culture, you can decide whether to design two
workshops or just one. If you design two workshops, the first workshop can be dedicated to informing teaching faculty and students about the general IQM procedure, while the second
workshop can focus on training the faculty members and students on how to use the CSQ-HE,
if they have not already received instruction on how to do this on another occasion. Although
the template for the workshop is prepared in such a way so that it can be used with both
teaching faculty and for students, we recommend holding separate workshops for students
and faculty members.
If you decide to design only one workshop, you should integrate both goals: providing information about the IQM procedure and training stakeholders on how to use the CSQ-HE.
If you decide to prepare separate workshops for each invited group, we recommend following
the following more detailed procedure:
■■ We recommend that a single workshop last 60 min, while two workshops should last

120 min in total.
■■ Use the material in Tool-11- Step-2-Workshop-Stakeholders (PPT file) adapted to your in-

stitution’s needs. This template was prepared with both teaching faculty and students in
mind, and should be adapted for each group.
■■ Plan to collect feedback from each invited group (students and teaching faculty).

Authors		Jelka Zabavnik Piano
Co-authors 		Daiva Lepaite, Jasmin Overberg
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Tool 12: Competence Screening
Questionnaire for Higher Education
(CSQ-HE)
Target group
Students and teaching faculty

Objective
Tool 12 provides a questionnaire template that can be used to collect screening
information from students and teaching faculty in Step 2.

Handbook reference
See page 68

Files Paper-and-Pencil Version
➜➜ Tool 12 – Step 2: CSQ-HE paper-and-pencil student version (Word file)
➜➜ Tool 12 – Step 2: CSQ-HE paper-and-pencil teacher version (Word file)
➜➜ Tool 12 – Step 2: CSQ-HE codebook template (Word file)

Files Online Version
➜➜ Tool 12 – Step 2: CSQ-HE online version template (zip file)
➜➜ Tool 12 – Step 2: CSQ-HE online version survey structure (lSS file)
➜➜ Tool 12 – Step 2: CSQ-HE online version images (zip file)
➜➜ Tool 12 – Step 2: CSQ-HE FAQ technical question (Word file)
Please note: The online questionnaire contains both student and teaching faculty versions; the codebook can be downloaded from LimeSurvey (and is called a logic file,
please see below for details)

Details
The Competence Screening Questionnaire for Higher Education1 (CSQ-HE) was developed for
higher education institutions seeking to evaluate students’ competences and competence-
based teaching by obtaining information on students and teaching faculty’s perspectives.
If you decide to use the CSQ-HE to screen competences related to your study programme, we
highly recommend sound implementation practice. The CSQ-HE is one part of Step 2 of the
IQM Procedure (see figure 3 below). More information can be found in the handbook.

1 Information on the theoretical and empirical foundation of the CSQ-HE can be found here: Bergsmann, E., Klug, J., Burger, C.,
Först, N. & Spiel, C. (2017). The Competence Screening Questionnaire for Higher Education: Adaptable to the needs of a study
programme, Assessment & Evaluation in Higher Education, DOI: 10.1080/02602938.2017.1378617
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Step 1: Define
competences

Step 2: Screen
competences

Step 3: Enhance
competences

Figure 3: Developing competences

Below, we present instructions for (1) preparing the CSQ-HE as well as for (2) information collection, documentation and reporting.

1. Preparing the CSQ-HE
Define
Competences

Define
Evaluation
Questions

Choose
Paper-and-pencil
or Online Version

Adapt and
Test the
Questionnaire

Figure 4: The process of Competence Screening Questionnaire for Higher Education

Define competences
The CSQ-HE provides a flexible framework: while the structure, questions, and answer format
are predetermined, the competences themselves are not. This allows you to include the specific competences that are relevant for your higher education institution. For example, if you
want to evaluate a specific study programme (such as psychology), you can include the specific competences students are expected to acquire in that study programme (e.g. competences graduates of your psychology study programme are intended to acquire).
Define your study programme’s competences for the CSQ-HE in accordance with Step 1 of the
IQM Procedure (see also Tool 7).

Define evaluation questions
Generally speaking, we want to find out two things by conducting the CSQ-HE. First, we want
to check whether students have reached the competence levels as defined and intended in
the competence model. Second, we want to find out whether the study programme promotes
the students’ competences up to the intended levels.
More specifically, the screening will answer the following questions:
a. Did the students reach the intended competence levels from the students’ perspective?
b. Did the students reach the intended competence levels from the teaching faculty’s
perspective?
c. Did the study programme promote the students’ competence levels up to the intended
competence levels from the students’ perspective?
If you defined competence levels not just for one group of students (e.g. students at the end of
the study programme) but for two or more groups (e.g. for students at a defined crucial point
during the study programme as well), you can answer these questions for each defined group
of students.
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You need to think about a success criterion: How many students ought to reach the intended
competence levels? The Screening Report template (see Tool 13) is based on a specific success
criterion: A study programme is successful in promoting a student competence if at least 75%
of students reached the intended competence level or higher. Hence, you should think about
the levels 75% of students ought to reach when defining competence levels. If you would like
to define another success criterion, please be aware that you will have to adjust the calculations for the report yourself.
You can add further evaluation questions in accordance your institution’s information needs.
For example, information on diversity might be needed if you want to find out whether specific
groups of students (e.g. sex, age, working vs. non-working) differ in self-reported competence
levels.

Choose between the Paper-and-Pencil Version and Online Version
The paper-and-pencil CSQ-HE template is available in a student version and in a teaching
faculty version. The online CSQ-HE template contains both the student version and the teaching faculty version. The respondent states which group he or she belongs to at the beginning of
the online questionnaire, and is then forwarded to either the student or teaching faculty version depending on the answer. More information on how to use the online questionnaire can
be found in the section ‘Preparing CSQ-HE in LimeSurvey’.
Both the paper-and-pencil and online versions of the questionnaire consist of three parts: (1)
introduction on how to use the questionnaire, (2) screening questions, and (3) basic demographic questions.

Adapt the questionnaire
Both the paper-and-pencil and online questionnaires are templates that must be adapted to
your study programme’s needs. In the template, we have highlighted the areas where you
have to add information about your study programme in brackets (see […]). However, the remaining text can also be adapted to your needs. For example, you might decide to translate
the questionnaire into the language of your study programme. The template provides a suggestion only. You can also include your higher education institution’s logo or add a progress
bar to LimeSurvey if you think this would be helpful for your participants (go to LimeSurvey ‘Settings’ and then to ‘Presentation and Navigation’).
The instructions section is very comprehensive. The following information is very important: If you
plan to provide verbal instructions in addition to the written instructions in the questionnaire,
you can shorten the written introduction in the questionnaire or activate an option to skip the
introductory part of the questionnaire. We highly recommend providing face-to-face instructions. For example, plan a workshop explaining and discussing the competence levels and the
questionnaire with students (see Tool 11 for workshop templates). You could also integrate the
CSQ-HE into a course for students in which the competences and competence levels are presented and discussed and students are trained to reflect on their competences (see Handbook p. 85 on empowering stakeholders).
In the screening section, you need to include the competences from your competence model. We provide questions for three different competence areas with five competences each. If
you have fewer competence areas or competences than provided in the template, please
delete the excess questions. If you have more competence areas or competences, please
copy and paste to add the questions.
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In the basic demographics section, you can add further questions to obtain more information
in accordance with your needs, such as if you need further information on diversity. Some
questions are already provided; you can choose whether you delete them or not.
We have added an optional question matrix to the end of the questionnaire to collect more
detailed feedback on possible measures to enhance student competences. Whether or not
you wish to integrate this question matrix (in the screening section) is up to you.
Pilot testing is recommended after you have adapted the questionnaire. Ask a sample of students and representatives of the teaching faculty to answer the questionnaire to find out about
problems before the official launch (e.g. are the demographic questions clear, does the online
questionnaire work on your server, etc.).

Preparing CSQ-HE in LimeSurvey
The online version of the questionnaire is available for free as a template programmed in the
software LimeSurvey. You can find more information on LimeSurvey at www.limesurvey.org/
If you would like to use LimeSurvey, you can follow the following steps. We recommend involving your higher education institution’s IT service for support.
1. Install LimeSurvey version 2.50 or later.
https://manual.limesurvey.org/Installation
2. Download the template (zip file), survey structure (lSS file), and the images (zip file) from
the European Toolkit website.
3. Import the template into LimeSurvey
https://manual.limesurvey.org/The_template_editor#Import.2Fexport.2Fcopy_a_template
4. Import the survey structure into LimeSurvey
https://manual.limesurvey.org/Importing_a_survey_structure
5. Import survey files: After importing the survey, you have to upload the ZIP file containing
all the images and documents used in the survey.
https://manual.limesurvey.org/Survey_settings#Resources
To do so, edit the survey settings on LimeSurvey and upload the provided ZIP file under
‘Resources’. See screenshot below:
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6. Adapt the questionnaire in accordance with your needs (see previous section ‘Adapt
the questionnaire)
General: https://manual.limesurvey.org/LimeSurvey_Manual
Edit the mouse-over text (tooltip): Go to ‘Questions in groups’ - ‘Competence Screening’ – ‘Edit answer options’
7. Test the questionnaire
https://manual.limesurvey.org/Testing_a_survey

2. Information collection, documentation, and reporting
Prepare
information
collection

Collect
information

Document
information

Report
information

Figure 5: The process of report development

Prepare information collection
You have to think about two main issues: the participants (sample) and the information collection procedure.

Who are the participants?
You can ask students and teaching faculty to participate in the screening.
Students: In Step 1, you defined competence levels for one or perhaps two or more groups of
students (e.g. students at the end of their studies and students at a crucial point during their
studies). We recommend conducting a complete survey in which all students in the defined
group(s) participate.
Teaching faculty: If you can identify the members of the teaching faculty who can give valid
information on the defined groups of students, you can invite them alone to participate. If you
cannot identify these members of the teaching faculty, you can conduct a complete survey
in which the whole teaching faculty in the study programme participate. Persons can skip the
competences for which they cannot give valid information.

How to proceed?
Think about the timeframe. Should the information be collected at the beginning, middle, or
end of the semester? How long will you need for collecting information: one week, one month?
Think about responsibilities. Who will be responsible for information collection, is it the person in
charge of quality management, the vice-rectorate for study affairs or someone else? Who will
support information collection, e.g. the IT Department?
Inform the students and teaching faculty about the IQM Procedure and the upcoming survey.
For more information, see the suggestions for an information campaign in the Step 2 section of
the handbook as well as the communication plan template in Tool 10 and the information materials templates in Tool 11.
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For students:
Regardless of whether you use the paper-and-pencil or the online version of the questionnaire,
you can give students time to fill in the questionnaire during a lecture or a course (in the lecture
hall or a computer lab). You can also give the questionnaire as a kind of ‘homework’: hand out
print-outs or send an email with the link to the online survey. Regardless of which option you
choose, you have to take care of two things:
1. Explain the questionnaire to the students face-to-face and ensure that the students understand the competence levels (see Tool 11: Workshop for students).
2. Ensure high response rates, e.g. reflecting competences and filling in the CSQ-HE is an
obliged course and this course is part of the curriculum, ECTS are dedicated to it; filling
in the questionnaire is part of another course etc.
For teaching faculty:
Give print-outs or send an email with the link to the online survey to the teaching faculty. You
can also invite them to an event in which they fill in the questionnaire, e.g. organize a get-together in the computer room with snacks and drinks afterwards. As with the students, take care
of three things:
1. Explain the questionnaire face-to-face, e.g. in a department meeting or workshop (see
Tool 11: Workshop for teaching faculty).
2. Ensure high response rates, for example by making participation part of teaching faculty’s annual performance agreement.
3. Inform teaching faculty that they will be invited to evaluate several different groups of
students if this is the case in your institution. They will have to fill in a separate questionnaire for each group of students.

Collect information
Collect information in accordance with your plans. If adaptations, are needed think about
who is affected by the adaptation and how to inform stakeholders about the adaptation.

Document information
We recommend developing a codebook to handle the dataset collected by the CSQ-HE. A
codebook describes the data in the dataset and ensures high-quality data management. You
can find a codebook template in the document ‘Tool 12: Step 2: Codebook Template’. This
template is primarily for the paper-and-pencil version of the questionnaire. In LimeSurvey, you
can automatically generate a description of the dataset by going to ‘Survey Settings’ and
clicking on ‘Logic File’.

Report information
Students and teaching faculty’s feedback should be reported to the stakeholders. Please find
more information in the Step 2 section of the handbook as well as in Tool 11. We also provide a
template for automatically programming a screening report using the software ‘R’ (see Tool 13).

Information collection and documentation in LimeSurvey
You can find more detailed information on using LimeSurvey here: https://manual.limesurvey.org/
Managing_Surveys

Author		Evelyn Bergsmann
Co-author
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Tool 13: Screening report
Target group
Stakeholders

Objective
Tool 13 provides a screening report, which can be used to communicate the screening
results to stakeholders in Step 2. It is based on Tool 7 and Tool 12.

Handbook reference
See pages 69-71

Corresponding files at the website
➜➜ Tool 13 – Step 2 - Screening Report (Word file)
➜➜ Tool 13 – Step 2 - Screening Report (PDF file)
➜➜ Tool 13 – Step 2 - Survey template (zip file)

Details
The results of the survey competence screening should be communicated to all relevant stakeholder groups, including, at a minimum, students, teaching faculty, the quality management
board, and decision-makers. It is up to the higher education institution (HEI) to communicate
the results to external stakeholders as well: employers, professional associations, etc. Communicating the results of a survey to stakeholders is crucial in utilization focused evaluation in order
to increase the probability of stakeholders using the results of the procedure and hence improve quality.
At the end of Step 2, the screening report was completed, and the results were communicated
in a stakeholder-specific manner (see Tool 10 – Communication plan). More information can
be found in the Handbook.
Please be aware that these instructions are just recommendations that every institution must
adapt individually to their unique circumstances.
Below, we (1) describe the report template before (2) presenting instructions for using the program to generate the PDF report.

1. Description of the report template
The report developed in Step 2 provides an overview of the gaps between theory and practice
and is the starting point for Step 3 of the IQM Procedure. It helps the interested reader understand the survey’s motivation and methods and provides the evaluation questions as well as
answers to them.
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In the following, the most important information about the survey is summarized. You can decide whether or not you wish to keep it for your report.
Executive summary
The executive summary should be written by the person in charge of quality management. It
contains a short introduction to the HEI, the main results of the CS survey, and a conclusion
summarizing the most important points. It should be about one page in length.
Introduction
The introduction section describes the motivation for the survey and provides an overview of
the IQM Procedure in competence-based higher education. It also contains the competence
model on which the screening is based as well as the evaluation questions that will be answered by the report.
■■ The template provides a standard text for the motivation and overview sections, but we

highly recommend individualizing it to your study programme.
■■ The template provides a standard framework for the competence model based on Tool 7,

but you need to adapt it to your specific study programme by adding competence areas,
associated competences and intended levels of competences.
■■

■■

Descriptions of these competence levels should also be included in the text in order to
help the reader better understand the screening results.
We provide suggested evaluation questions in Tool 12, the Competence-Screening-
Questionnaire for Higher education (CSQ-HE). Again, you can adapt the questions to
your study programme’s needs.

Method
In the method section, we follow the typical structure in the social sciences by describing the
sample, instrument and procedure. Again, this is a standard text that you will need to adapt. In
particular, make sure to guarantee that specific individuals cannot be identified when reporting the descriptive statistics of your sample.
Sample:
You should describe the sample of students and teaching faculty who will participate in
the survey. For the subsample of faculty, you should mention which group of students
were evaluated: Group 1, 2 or both. Please note that the program will automatically fill in
data to Tables 2 and 3 - Descriptive statistics for students and teaching faculty.
Instruments:
In the student version of the CSQ-HE, students can self-assess the competence levels they
have already reached by answering the questions ‘On what level is your own knowledge?’ and ‘On what level is your own skill?’. Additionally, students can assess how well
the study programme promotes the assessed competences by answering the questions
‘Up to which level have your study programme promoted this knowledge so far?’ and ‘Up
to which level have your study programme promoted this skill so far?’ In the faculty version
of the CSQ-HE, meanwhile, teaching faculty can assess the competence levels they think
defined groups of students have reached by answering the questions ‘On what level is
the students’ knowledge?’ and ‘On what level is the students’ skill?’. These perceived
competence levels can then be compared to the study programme’s intended competence levels as described in the introduction section. We include a screen shot of the
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questionnaire showing screening questions for both students and teaching faculty in the
report in order to help the reader better understand the online screening process.
Procedure:
Here, you should describe how the students and teaching faculty were recruited to participate in the survey, whether the evaluation was mandatory or voluntary, where it took
place, and what kind of screening you chose (online or paper/pencil format). We recommend using the online version to avoid manual data entry.
Results
The section describes the screening results using figures (quantitative data) and tables (qualitative data, quotes). It is important to present the results precisely and unambiguously. You can
add further results in accordance with your institution’s needs (e.g. results obtained from additional questions in the demographic section of the questionnaire). Below, we include an example of a figure (figure 6) describing the results of a competence assessment conducted with
both students and teaching faculty.

Figure 6: Example of competence levels: Area 1, group 1 – cognitive aspect

The evaluation results will be presented in order of competence areas. Two double pages are
allocated to each competence area, because the template was created for an evaluation of
two groups of students:
■■ The first double page contains four figures. The results for Student Group 1 are presented

on the left side. The results for the cognitive aspect are on top, and the results for the practical aspect are on the bottom. The results for Student Group 2 are presented on the right
side. Again, the results for the cognitive aspect are on top, and the results for the practical
aspect are on the bottom.
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■■ The second double page summarizes the results displayed in each of the four figures. You

should adapt the text to fit your results.
■■ The third double page contains student and faculty quotes on suggestions for improving

this competence area.
■■ You should summarize your results below each figure.

Take a look at the example (Figure 6) for an idea of how results could be presented:
1. The yellow horizontal lines show the competence level students are intended to acquire
during the study programme and can differ across competences. The intended level is
value of intended level for C1, value of intended level for C2, value of intended level for
C3, value of intended level for C4, and value of intended level for C5.
2. The green bars show the level students report having acquired. For C1, 75% of students
reported having acquired [include the value here] or higher. For C2 and C5, 75% of
students reported having acquired [include the value here]. For C4, 75% of students reported having acquired [include the value here]. The intended level was not reached
for C2, C3, C4 and C5.
3. The mustard bars show the level that teaching faculty report students have acquired.
For C1, C2, C3, C4 and C5, 75% of faculty reported that students have not reached the
intended level.
4. The red bars show the level up to which students reported that the study programme
promotes students’ competences. For C1, C2, C3, C4 and C5, 75% of students reported
that the study programme did not promote students’ competences up to the intended level.
Discussion
The discussion section contains analyses based on the screening results. You should identify
what was successful and should be maintained, but also what should be changed. If you
would like to get an idea of how to discuss results in the Step 3, please have a look at the following example for a discussion of fictional results. In this fictitious example, the measures and
recommendations are based on the fact that the level of students’ competences is generally
high, but students’ practical competences are only being fostered at a low level. You will need
to adapt this to your own evaluation findings.
All in all, the screening results show that the students in both their 4th and 8th semesters
achieved the intended competence levels in each competence area as defined in the
competence model, from both the students’ perspective and the teaching faculty’s perspective, especially with regard to cognitive aspects. In several competences, the students’ level is even far higher than intended in the competence model. This means that
our study programme is, in general, very successful and the students are highly motivated.
Still, some important critical aspects can be found: the study programme did not promote
all competences up to the intended level, especially in the 8th semester and regarding
the practical aspect. Also, the open-ended responses provide indications that there is a
gap between the intended competence level in competence xy and the actual teaching and learning process. Several students call for a greater focus on practical aspects,
and several instructors report a need for more support in this area. In summary, a central
finding is that there is a need for action in how competences are taught, especially concerning practical aspects. The results indicate that there is dissatisfaction with teaching
the practical aspects in both the 4th and 8th semesters.
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If you would like, you can also suggest some possible measures to take to solve the problems.
However, this is actually part of Step 3, when you will come up with solution measures and discuss them with stakeholders on the basis of the screening results in the report.
Conclusions
The conclusions section should be short and should crystallize the “take home messages”.
“In the end, the value of evaluations must be judged by their utility” – after all, the ‘success’ of
an evaluation depends on how the findings, information and conclusions are put into practice.
If you would like to get an idea of how the conclusions should look, we provide an example below:
To summarize, the central findings of our evaluation are the following:
■■ All students reached the intended competence levels in each competence area for the

cognitive aspect, from both the students’ and teaching faculty’s perspectives.
■■ However, there is a gap between the intended competence levels and what the study

programme provides when it comes to practical competences.
■■ Therefore, the following steps are recommended:

➼➼ Discuss the results with stakeholders to come up with measures to take to solve the
problems. Some examples in this case include:
■■
■■
■■

promote teaching quality for practical competences
strengthen networks with external partners
adapt the curriculum, e.g. by integrating a new internship structure

2. Instructions to install the report program based on RStudio
and Latex
Install the Template
Program Using RStudio
and Latex

Adapt and
Test the Report

Disseminate
the Report

Figure 7: Preparing the template for the report

The program was designed to automatically generate PDF reports containing figures, tables
and text elements using the free RStudio and Latex software.
If you would like to use this program, you can proceed according to the following steps:

I. Prerequisites
The following software needs to be installed in order to generate the survey results report:
■■ R (version 3.3.2, https://www.r-project.org) (Free Software under the terms of the Free Soft-

ware Foundation’s GNU General Public License in source code form)
■■ RStudio (IDE for R, https://www.rstudio.com/products/RStudio/)
■■ MiKTeX (free implementation of LaTeX, https://miktex.org/download)
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II. Survey Documentation Steps
The following steps need to be conducted before generating the report:
1. Open the archive Report Template.zip and extract the files into a folder named “Report”.
2. Click on Survey.Rproj. This will open the Survey project in RStudio.
3. Open Report.rmd while in RStudio (it can be seen in the files panel on the lower right).
4. Before proceeding with the report configuration, make sure the necessary packages are
		installed.
5. Click on the knit command (upper left).
6. If the required packages are not installed, a popup message will appear asking you to
		 confirm installation of the missing packages.

7. Click Yes
8. A similar popup message might appear for some packages that are already installed
		 asking you to install newer versions.

9. Click Yes
10. When installing the required packages, the following error might appear

11. If the above error message appears, perform the following steps:
a.
b.
c.
d.
e.
f.

Open R (not RStudio)
In R, click on Packages/Set Cran Mirror
Select Austria and then OK
Click on Packages/Install Packages
Select readxl package and then OK
Close the R application and go back to RStudio
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12. During installation, a popup message will appear asking you to click on the install button.
		 Keep clicking it until all required packages are installed.
13. Once all packages have been installed successfully, the outcome should be the default
		 Report.pdf. Now you can proceed with configuring your specific report.
14. Copy the Excel file received from the LimeSurvey tool into the data folder. Open the 		
		 copied Excel file as well as the existing Survey.xlsx file from the same data folder.
15. Copy the second worksheet from Survey.xlsx into your Excel file with the actual survey results.
16. Set the desired intended values.
17. Close both Excel files.
18. Rename Survey.xlsx to Survey Template.xlsx
19. Rename the received Excel file Survey.xlsx
20. While in RStudio, open reportParams.R from the config folder
21. Adapt the values of all parameters in accordance with the data from your institution;
		 the types of data are specified in the docx file: Template_IO6Report_final
a. The value of the parameters has to be between quotes (“”);
b. Example:
i. name_of_institution<-"University of Agricultural Sciences and Veterinary Medicine"
ii. a1_name<-"Feed ratio establishment"
iii. If you enter the % character in the parameter value, it will be edited to read
"75\\%"
c. Update all parameters
22. Save changes and close the file reportParams.R
23. Open title.Rmd file
24. Replace [Name and address of institution] with the desired text
25. Go to uni folder
26. Open file short_survey_desc.Rmd from within the RStudio application
27. The following things need to be taken into consideration when editing the Rmd files in the
		 uni folder:
		 a. Every paragraph has to start with \qquad (this is used for paragraph indentation)
		 b. Leave a blank line between paragraphs
		 c. Make sure the apostrophe is the apostrophe character from latex/RStudio. The report
		 will not generate otherwise. This is especially important if you copy and paste text from a
		 Word document into the Rmd file.
28. Update the information included in brackets [] in accordance with the instructions
		 specified in the docx file Template_IO6Report_final
29. Repeat Steps 27 and 28 for all Rmd files in the uni folder.
30. There is a small Rmd file associated with each area (e.g. a1_charts_description.Rmd for
		 Area 1)
31. Open a1_charts_description.Rmd
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32. IMPORTANT: Please note that the current text in the chart description Rmd files are only
		 an example and should be modified in accordance with the survey results and corre		 sponding charts. You need to use the R structure of naming competences: `r c1` for
		 Competence 1, `r c2` for Competence 2, and so on. For the intended values related to
		 each competence, you need to use `r c1intended` to refer to the intended value for
		 Competence 1 and so on.
33. Repeat Steps 31 and 32 for the file corresponding to each area’s chart descriptions.
34. Copy your university logo into the uni folder. Save the file name as logo.jpeg
35. Open the Report.Rmd file in RStudio and execute the knit command (upper left).
36. If successful, a file called Report.pdf should appear in the folder.
37. Open the Report.pdf file and check your text

III. Adapt the template and test the program
You need to adapt the report template to your study programme’s needs.
Two different types of data in the report template are flexible and can be adapted to your institution:
a. In the template, red text in brackets refers to flexible data that needs to be adapted
manually by the person in charge of quality management to fit your study programme,
e.g. [Name and address of institution] on the first page.
b. In the template, red italicized text indicates a parameter that will be automatically replaced by the program after you execute the knit command (Step 35).
Please see the description of the report template for information on what exactly has to be
adapted to the institutional context.
After you adapt the report template (Word file), you have to test the program to see whether
the PDF file is properly generated.
*** Note:
■■ Please be aware that in the example PDF report attached to this feedback, the red itali-

cized text is generated by the program as follows: Year - !!Year!!. After you have adapted
the template to your specific study programme, the software will automatically replace the
information in red italics.
■■ The institutional logo in the PDF report is of Uni Ro. When you have uploaded your specific

logo (see Step 13), the logo in your report will change.

IV. Disseminate the report
The PDF report based on the Competence Screening Questionnaire for Higher Education
(CSQ-HE) should be communicated to internal stakeholders within the higher education institution. We recommend addressing four different internal stakeholder groups: decision-makers,
the quality management board, students, and instructors (see more information in the Step 2
section of the Handbook and Tool 10 – Communication plan). It is up to the higher education
institution to address external stakeholders (employers, professional associations, etc.) as well.

Author		Sorin Daniel Dan
Co-author

Rodica Sobolu
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Tool 15: Collection of possible measures for quality 		
enhancement and quality assurance
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Tool 14: Workshops for Step 3
Target group
The IQM team for a specific study program in a higher education institution.

Objective
This tool relates to the suggested workshops for enhancing competences; the template
indicates the training procedure and materials for stakeholder communication activities
in Step 3 of the IQM Procedure.

Handbook reference
See pages 73 – 76.

Corresponding files at the website
➜➜ Tool 14 – Introduction workshops template (Word file that refers to Tool 4 as this file is
common for all workshops)
➜➜ Tool 14 – Workshop Step 3.pptx (PPT file)
➜➜ Tool 14 – Information for teachers (PPT file)
➜➜ Added Tool_Communication plan for Step 3 (word file)

Details
At the end of Step 2 of the IQM Procedure, the report on the screening results was communicated to interested stakeholders.
The recommended methods for developing quality enhancement and quality assurance
measures during Step 3 are workshops with the IQM team. We suggest three different workshops:
■■ Workshop 1: Select competences and formulate hypotheses/working theories
■■ Workshop 2: Discuss working theories/hypotheses
■■ Workshop 3: Develop and initiate concrete measures

We suggest studying the screening report (Step 2) as the main point of reference for preparing
the workshop.
A suggested timeline of activities for Step 3 is shown in Figure 8.
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MONTH 1
Prepare
workshops

MONTH 2

MONTH 3

Workshop 1:
Select Competences &
Formulate Working Theories

Workshop 2:
Discuss Working
Theories

MONTH 4
Test Working
Theories

MONTH 5
Workshop 3:
Develop and Initiate
Concrete Measures

MONTH 6
Back Up
Month

Figure 8: Suggested timeline for the activities in Step 3 of the IQM Procedure

The accompanying information campagne should inform faculty members and students
about the quality enhancement measures that have been developed, motivate them to improve their teaching/learning activities, and lay the groundwork for their participation in the
next cycle of the IQM Procedure. Some information materials are provided in this tool. It is up
to your institution to decide which materials are most appropriate for your needs. Personal
communication is often necessary during the information campaign to avoid improper expectations. Plan such conversations according to your needs.

What is the purpose of the workshop/s?
At the end of the workshop/s the IQM team will have:
■■ selected competences and formulated working theories / working hypothesis
■■ developed and initiated selected measures

Note: Involving different perspectives means that students, faculty members, and decision
makers should all participate in the discussion and formulate hypotheses/working theories.
Below, we present instructions on how to prepare and conduct the workshops.
Prepare the workshop/s
What settings need to be arranged?
➜➜ See Tool 4 – Introduction workshops template (Word file)
What moderation materials are needed?
➜➜ See Tool 4 – Introduction workshops template (Word file)
You can decide whether to conduct the workshop over one day, two days, or even more days
depending on your institution’s training culture.
■■ The suggested duration is 5 hours, which can be divided into:
■■

■■

Workshops 1 and 2: Select competences, formulate them and discuss working theories
– 3 hours in sum
Workshop 3: Develop and initiate concrete measures – 2 hours

■■ 12-15 participants: IQM team and representatives of the teaching faculty, students and

decision-makers if necessary for workshop discussions.
■■ Recommended: 1 Trainer + 1 Assistent
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Conduct the workshops
If you would like to use the recommended workshop procedure, you can proceed according
to the following schedule (see below).
We have also provided a collection of possible measures (Tool 15) in the European Toolkit for
Internal Quality Management in Higher Education. It might be helpful to consider them when
conducting Workshop 3. You can also find a communication plan and information materials
within the template, which might also be useful for completing Step 3 of the IQM Procedure.
In the following, we present the procedure for a workshop implementing the first step of the
IQM Procedure.

Table 3: Agenda and procedure for a workshop on implementing the IQM Procedure:
Step 3- Enhance competences of the study programme.

Workshops 1-2:
Select competences & formulate working theories; discuss working theories
Time line
(min.)

Topic

Content

Methods

Training material

Workshop1
20

Welcome
+ warm up

Summary of
screening
(refresher on
Step 2) and
procedure for
Step 3

■■

■■

■■

40

40

Prioritizing
competences

First step of the
selection
procedure of
competences:
Prioritizing

Selecting
competences

Second step of
the selection
Procedure:
Coming to an
agreement on
selection

Trainer presents aim of the
workshops, what has been
done in the IQM Procedure, what is still to come
Trainer introduces the procedure for Step 3

■■

Nominated members
of three groups present
competences with gaps
between theory and
practice
Plenary session: Trainer
summarises presentations
and the IQM team decides
which competences to
select.

Break (or End)
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■■

■■

Trainer presents summary
of screening results/report

Group work: participants
work in three groups to select
a reasonable number of
competences to be looked
at in more detail.
■■

■■

■■
■■

PPT: slides about
aim, overview
PPT: slides about
Step 3 procedure
PPT produced by
trainer: Screening
results/report

Screening report
PPT: slides about
group work and
selection criteria

The developed
competence
model
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Time line
(min.)

Topic

Content

Methods

Training material

Workshop2
40

Formulate
and
discuss
different
aspects of
competence
enhancement

Considering
different perspectives when
aiming to
enhance
competences

■■

■■

■■

30

Closing
session

Reflection on
the workshop
and planning
next steps

■■

■■

■■

Group work: Discussion
+ brainstorming (three
groups discuss the following approaches to competence enhancement:
the curriculum, teaching
& assessment methods,
students’ learning process,
the context of the teaching and learning process)

■■

■■

The developed
competence
model
Flipcharts for
each of the different aspects

Presentations of brainstorming results
Plenary session: agree on
hypotheses; trainer moderates
Trainer presents a summary
of the workshop and refers
to the workshop’s aims

Flipchart & Markers

Tasks that should be completed before the next
workshop are discussed
and agreed upon (e.g.
whether the hypotheses
need to be tested or not)
IQM Team gives feedback

Break (or End)

A break between the 2nd and the 3rd workshops is highly recommended if you decide to test
the hypotheses with groups of stakeholders or need extra data to develop a broader picture
of internal quality management in general.
Note: We recommend collaborating with other departments to test the hypotheses, e.g. with
the Vice-Rectorate for Education to integrate the results of course evaluations into testing the
hypotheses or with IT services if you wish to conduct an additional online questionnaire.
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Workshop 3: Develop and initiate concrete measures
Time line
(min.)

Topic

Content

Methods

Training material

Workshop 3
15

Welcome +
warm up

Review of the
last workshop
and input on
what has
happened
since

■■

■■

15

Overview
about
possible
measures

Presentation of
concrete
measures

30

Develop
concrete
measures

Agreeing on
concrete
measures that
should be taken
(and by whom)

Trainer presents the aim
of the workshop, summarizes the results of the last
workshop/s and reports
what has happened
since (other IQM members can support).
If the hypotheses were
tested, the results are
presented.

Trainer presents handout on
potential measures.

■■

Group work: Discuss the
following two questions in
three groups:
1. Is this a realistic measure?
2. What problems might
arise in implementing
the measure and what is
needed to prevent these
problems?

■■

■■

Groups present the results
of their discussions
Plenary session: Trainer
summarises presentations;
the IQM team agrees on
concrete measures (trainer moderates).

Break
--- table is continued on the next page ---
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PPT prepared by
trainer

Handout Tool 15:
collection of
potential quality
enhancement and
quality assurance
measures
PPT: discussion in
the groups
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Time line
(min.)
40

Topic
Initiate
measures
and inform
stakeholders

Content
Preparing a
plan: Who
should be
informed?

Methods
■■

■■

■■

10

Benefits of
the training
for the IQM
team

Feedback on
the workshops

Group work: participants
work in three groups to
prepare a plan for informing stakeholders about
the initiated measures

Training material
see Communication plan and
information
materials

Gallery walk: sharing/presenting drafts of the plans
Plenary session: Trainer
summarizes drafts and
the groups decide on
what specific plan to
implement.

Participants reflect on the
workshops: individual
remarks

PPT: summary

End

This workshop template for Step 3 is only a suggestion, and should be modified according to
your institution’s needs. Workshops help create a shared understanding and unite the members
of the IQM team behind a common goal.
The workshops prepare the IQM team to move on to the routine operation of the IQM Procedure.

Author		Daiva Lepaite, Jelka Zabavnik Piano
Co-authors

Evelyn Bergsmann, Sorin Daniel Dan, Jasmin Overberg
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Tool 15: Collection of possible
measures for quality enhancement
and quality assurance
Target group
The IQM team

Objective
Tool 15 provides a collection of potential quality enhancement and quality assurance
measures based on a list of scenarios, guidelines on how to use the evaluation report,
and a document with general infor-mation on focus group discussions.

Handbook reference
See page 73ff.

Corresponding files at the website
➜➜ Tool 15 – 1_Competences (Word file)
➜➜ Tool 15 – 2_Entry qualifications (Word file)
➜➜ Tool 15 – 3_Curriculum design (Word file)
➜➜ Tool 15 – 4_Teaching methods (Word file)
➜➜ Tool 15 – 5_Teaching skills (Word file)
➜➜ Tool 15 – 6_Assessment methods (Word file)
➜➜ Tool 15 – 7_Learning strategies (Word file)
➜➜ Tool 15 – 8_Motivation (Word file)
➜➜ Tool 15 – Information on focus group discussions
➜➜ Tool 15 – Guidelines for using the evaluation report
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Details
“[T]he reason of a result can be found in the curriculum, the teaching methods and the as-sessment methods, the learning process of students, and/or the context of a teaching and learning process. Hence, the discussants shall consider all aspects of the teaching and learning
process […]”
(Handbook p. 73f.)

Quality management often runs the risk of producing big data sets and detailed reports that
are little used for quality assurance. The IQM Procedure also expends considerable effort collecting data and producing a thorough report. However, the internal quality management
procedure also expends considerable effort on actually using the report.
The aim of Tool 15 is to identify potential scenarios related to this process step and develop
concrete measures for improvement if the screening results reveal that students are not reaching one or more intended/formulated competences. Of course, determining appropriate
measures is highly individual and will differ from study programme to study programme. Still, it is
possible to identify potential reasons for gaps and corresponding measures that can then be
adapted by the people in charge of quality management for a given programme. Thus, Tool
15 provides some scenarios that could arise when working with the screening results. Developing and implementing concrete measures is up to the institution/study programme itself. The
listed scenarios provide assistance and serve as a reminder of potential and conceivable competence gaps.

Does the reason lie in the
intended competences?

Competence-Based
Higher Education Model
Intended Student Competences
(= Competence Model)

Does the reason lie in the
curriculum design?

Does the reason lie in the
intended context?

Curriculum

Does the reason lie in the
students' learning strategies?
Does the reason lie in the
students' motivation?

Teaching Methods &
Assessment Methods

Learning Strategies

Context Factors

Does the reason lie in the
teaching methods?
Does the reason lie in
faculty's teaching skills?
Does the reason lie in the
assessment methods?

Does the reason lie in the
students' entry qualifications?

Perceived Student Competences

Figure 9: Extract from the Competence-Based Higher Education Model (cf. Handbook p. 50)
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68

Element

Could the reason lie …
(please note that the following
questions are just random
examples)

Read ideas for potential
improvement measures

1. Competences

… in the competences themselves (e.g. poor formulation,
inappropriate competence
level, etc.)?

Tool 15 - 1_Competences

2. Entry qualifications

… in the lack of support
(e.g. bridging courses, individual
support, etc.)?

Tool 15 - 2_Entry qualifications

3. Curriculum Design

… in the outdatedness
of the curriculum?

Tool 15 - 3_Curriculum design

4. Teaching Methods

… in the fact that information is
not reaching the students?

Tool 15 - 4_Teaching methods

5. Teaching skills

… in the teachers’ unwillingness
to participate in
didactical courses?

Tool 15 - 5_Teaching skills

6. Assessment methods

… in the fact that the wrong
methods are being used in
relation to the intended competences (constructive alignment)?

Tool 15 - 6_Assessment methods

7. Learning strategies

… in the students’ lack
of awareness of possible strategies?

Tool 15 - 7_Learning strategies

8. Motivation

… in the fact that the students’
basic needs are not being
fulfilled?

Tool 15 - 8_Motivation
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Each provided document analyses a specific scenario. It provides a list of useful links, literature
and, if suitable, methods. There is also a short introduction on why this aspect is important for
students’ achievement of the intended competences and why it might be useful to improve
this specific aspect of the study program. Even though certain sections might be more detailed in some documents than in others because the topics are quite different, all scenarios
are structured in the same way:

1. Problem statement
■■

a short outline of the issue

2. Introduction to the topic
■■

a description of what the topic is about and why it is important

3. Potential measures
■■

explanations and suggestions for how the problem could be solved

4. Checklist
■■

a brief summary of the most important factors to be checked/a compilation of possible
starting points and ideas for improvement

5. List with clustered further literature
■■

a list of the literature cited in the document and further recommended literature

Please note that the described scenarios all refer to cases where the achieved level of competences is lower than the expected one. Of course, it is also possible that the students’ competence levels are higher than intended. You should then figure out why this is the case: have
the competences been defined to be too easy; should you reformulate the competences to
make them more advanced? Or are students improving their competences by e.g. carrying
out external activities like internships or student jobs, and this explains the gap?
It is also possible that the explanation for the gap lies not in the teaching and learning process
at all but in contextual factors related to the study program (e.g. number of students, laboratory equipment, technical issues, …). Checking this should be the very first step of your enhancement process.
In addition, we provide general guidelines on how to use the evaluation report and work with
results in general as well as a document with general information on focus group discussions.

Author		Jasmin Overberg
Co-authors

Anna Bravo del Moral, Andrea Broens, Petr Horin, Maria Kelo, Julia Klug,
Laura Pohl, Jelka Zabavnik Piano
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REFLECTION PHASE

Tool 16: Reflection and Questions for
Reflection Phase
Target group
Persons in charge of quality management

Objective
Tool 16 provides guiding questions for reflection on the implementation process.

Handbook reference
See page 77

Corresponding file at the website
➜➜ Tool 16 – Reflection: Questions for the Reflection Phase (Word file)

Details
Using this tool can help you determine the strengths and weaknesses of the implementation
process and develop measures to improve the routine operation of the IQM Procedure. The
reflection questions were formulated in accordance with the structure of the implementation
process (see corresponding document on the website).
Examples of guiding questions:
Preparation phase:
■■ Did the decision-makers know and advocate for the implementation of the IQM Procedure?

Step 1: Define competences
■■ Do we want to stick with the competence model we have generated, or does it need

improvement?
Step 2: Screen competences
■■ What was our experience in collecting screening information? Do we want to stick with

the current definition of participants, the information collection instrument, and the information collection procedure? Were the target groups willing to participate?
Step 3: Enhance competences
■■ Did we develop appropriate measures for quality enhancement and quality assurance

on the basis of the report?

Author		Evelyn Bergsmann
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SUSTAINABILITY

Tool 17: Rules of Procedure for
Quality Management Board
Target group
Quality Management Board

Objective
Tool 17 provides recommendations for the organisation and duties of the quality
management board.

Handbook reference
See page 84

Corresponding files at the website
➜➜ Tool 17 – Sustainability_Rules of Procedure for Quality Management Board (Word file)

Details
As soon as implementation is completed, and routine operation starts, the quality management board replaces the IQM team. The quality management board’s task is to ensure the
sustainability of the IQM Procedure.
Tool 17 provides ideas on how to organise a quality management board and what duties the
quality management board might have. Tool 17 is a template that can be adapted to your
institution’s needs.
In some institutions, such agreements tend to be written down in formal rules of procedure. If
such rules of procedure are not part of the culture in your institution, you can use the tool as a
more informal agreement among the quality management board members.

Author		Evelyn Bergsmann
Co-authors
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