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

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 be informed about the IQM Procedure and the implementation process.
· will be informed about future perspectives and changes related to persons and organisations.

Application orientation:
Persons in charge of quality management
· will reflect on their higher education situation.
· 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.

Setting
· Room with flexible seating options
· Plenary 
· Small groups with table & flipchart
· Individual work with table
· First training session: 2,5 days 
· Second training session: 1 day
· 10 participants maximum, (ideal: minimum 2 persons per participating institution)
· Ideal: 2 Trainers or 1 Trainer + 1 Assistant

Moderation material needed
Highly recommended
· Handbook on Internal Quality Management in Higher Education for each participant
· Facilitator’s Toolbox
· Presentation boards
· Flip charts & marker
· Blank paper & pencils
· Laptop, projector, projection screen
· Power Point presentation (PPT; see column material)
· Handouts (HO = PPT handouts incl. space for notes; see column material)
· Speed Dating: Introduction and Questions (see Day 1)
· Flipchart for each group with IQM Procedure Figure in the middle
· Feedback questionnaires
Additional material recommended
· Flipcharts with agenda for each day
· Name badges
· Certificate of attendance for each participant
· Participants list with contact information for networking purposes
· Drinks and snacks
Material provided by participants
· Participants bring competences for a specific study programme within their institution (see Day 2)  

Agenda
Training Session Part 1
Day 1 (8 hours)
	Morning
	Afternoon

	· Introduction
	· Preparation Phase

	· Networking
	· Step 1 Define Competences: Input

	· Developments
	

	· Overview of the IQM-Procedure 
	



Day 2 (6 hours + networking activity)
	Morning
	Afternoon

	· Step 1 Define Competences: Exercise
	· Step 2 Screen Competences: Input

	· Step 1 Define Competences: Plan
	· Step 2 Screen Competences: Plan

	
	· Networking



Day 3 (4 hours)
	Morning

	· Step 3 Enhance Competences: Input

	· Step 3 Enhance Competences: Plan

	· Reflection Phase

	· Future Perspectives

	· Clarification and Closing Session



Training Session Part 2
Day 1 (6 hours)
	Morning
	Afternoon

	· Developing a Project Plan
	· Concluding Thoughts

	
	· Closing Session


Training session – Part 1
Day 1 – morning 
	Time
	Topic
	Content
	Method
	Min.
	Material

	9.00-
9.15
	Welcome + warm up
	Getting to know each other
	Get together with drinks and snacks
	15
	Participants list

	9.15-9.35
	Introduction
	General idea and purpose of the IQM Procedure
	Trainer presents
	20
	PPT + HO Introduction

	9.35-10.35
	Networking
	Getting to know each other – exchange of experiences in HEI: participation culture, communication culture, and quality management culture, etc.
	Speed Dating
	60
	Speed Dating: Introduction and Questions

	10.35-10.55
	Developments
	Overview of recent developments influencing internal quality management
	Jigsaw Puzzle – Part 1 – each group reads and discusses 1-2 subchapters; trainer prepares competence research chapter                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
	20
	Handbook

	10.55- 11.05
	Break
	
	
	10
	

	11.05-12.00
	Developments
	See above
	Jigsaw – Part 2 – presenting chapters – trainer presents competence research chapter, focusing on definition and models
	50
	

	12.00-13.00
	The IQM-Procedure - Overview
	Overview of IQM Procedure and the implementation process
	Trainer presentation + group work (see PPT) – making notes on the handout
	60
	PPT + HO Overview



	13.00-14.00
	Lunch break
	
	
	60
	




Day 1 – afternoon 
	Time
	Topic
	Content
	Method
	Min.
	Material

	14.00-15.15
	Preparation phase
	Aims, detailed information, methods and tools 
	Trainer presents
	25
	PPT + HO Preparation Phase

	
	
	Participant brainstorming and discussion, start making a plan
	Small groups - participants from the same institution, making notes on their moderation board – see PPT for details
	20
	Moderation board for each group with IQM Procedure Figure in the middle; moderation materials (small cards, marker, white paper, etc.)

	
	
	Discussing first ideas for the plan and questions OR
clarification in plenary
	2 small groups (+ trainer if possible)
	30
	The small groups’ moderation board

	
	
	
	Plenary moderated by trainer
	
	Flipchart & marker

	15.15-15.30
	Coffee break
	
	
	15
	

	15.30-16.45
	Step 1: Input
	Aims + refresher on competence research
	Trainer presents aim and group work
	10
	PPT Step 1

	
	
	
	Group work (2 persons) – answer three questions on flipchart (see PPT for the three questions)
	20
	Per group: Flipchart & marker

	
	
	
	Trainer presents competence research + introduction to next group work activity (see PPT)
	15
	HO Step 1

	
	
	Competence model – example with two competences
	Small groups – designing a competence model figure – trainer assists!
	30
	Per group: Flipchart & marker

	16.45-17.00
	Closing session
	Reflecting on the day – questions
	Plenary moderated by trainer
	15
	Flipchart & marker




Day 2 – morning 
	Time
	Topic
	Content
	Method
	Duration
	Material

	9.00-10.30
	Step 1: Exercise
	Competence model – example with two competences
	Plenary – each group presents its model, other participants give feedback, moderator summarizes and also gives feedback, small group writes down suggestions for improvement
	60
	PPT Step 1
Flipchart of yesterday’s group work

	
	
	Further detailed information, methods and tools 
	Trainer presents
	15
	PPT + HO Step 1

	
	
	Discussion & Clarification
	Plenary moderated by trainer
	15
	Flipchart & marker

	10.30- 10.45
	Coffee break
	
	
	15
	

	10.45-12.00
	Step 1: Plan
	Participant brainstorming and discussion, start making a plan
	Small group - participants from the same institution, making notes on their moderation board - see PPT for details
	45
	Moderation board for each group with IQM Procedure Figure in the middle; moderation materials (small cards, marker, white paper, etc.)

	
	
	Discussing first ideas for the plan and questions OR
clarification in plenary
	2 small groups (+ trainer if possible)
	30
	The small groups’ moderation board

	
	
	
	Plenary moderated by trainer
	
	Flipchart & marker

	12.00-13.00
	Lunch break
	
	
	60
	





Day 2 – afternoon 
	Time
	Topic
	Content
	Method
	Duration
	Material

	13.00-14.00
	Step 2: Input
	Aims, detailed information, methods and tools  
	Trainer presents + active elements (see PPT slides)
	60
	PPT + HO Step 2

	14.00-15.00
	Step 2: Plan
	Participant brainstorming and discussion, start making a plan
	Small group - participants from the same institution, making notes on their moderation board - see PPT for details
	30
	Moderation board for each group with IQM Procedure Figure in the middle; moderation materials (small cards, marker, white paper, etc.)

	
	
	Discussing first ideas for the plan and questions OR
clarification in plenary
	2 small groups (+ trainer if possible)
	30
	The small groups’ moderation board

	
	
	
	Plenary moderated by trainer
	
	Flipchart & marker

	15.00-open end 
	Networking
	Networking / Teambuilding/
Building a peer group
	Ensure that the activity really fosters exchange among participants and getting to know one another – create a setting more informal than a training/workshop

E.g. Hiking + Dinner
	?
	Depends on the activity you choose; if you choose hiking, inform the participants in advance about appropriate clothes and also make sure that participants do not have reduced mobility.




Day 3 – morning 
	Time
	Topic
	Content
	Method
	Duration
	Material

	9.00-10.30
	Step 3: Input
	Aims, detailed information, methods and tools  
	Trainer presents + active element (see PPT slides)
	45
	PPT + HO Step 3

	
	Step 3: Plan
	Participant brainstorming and discussion, start making a plan
	Small group - participants from the same institution, making notes on their moderation board - see PPT for details 
	30
	Moderation board for each group with IQM Procedure Figure in the middle; moderation materials (small cards, marker, white paper, etc.)

	
	
	Discussing first ideas for the plan and questions OR
clarification in plenary
	Plenary moderated by trainer
	15
	Flipchart & marker

	10.30-10.45
	Coffee break
	
	
	15
	

	10.45-11.15
	Reflection Phase
	Aims, detailed information, methods 
	Trainer presents + active element
	15 
	PPT + HO Reflection Phase


	
	
	Clarification and discussion
	Plenary moderated by trainer
	15
	Flipchart & marker

	11.15-12.00
	Future perspectives
	Assuring sustainability and expansion
	Trainer presents + active element (see PPT slides)
	30 
	PPT + HO Future perspectives

	
	
	Participant brainstorming and discussion 
	Small groups
	15
	

	12.00-12.30
	Clarification

	Discussing open questions regarding the IQM Procedure and its implementation 
	Plenary moderated by trainer - based on participants’ needs; participants write down discussion questions on small cards and pin them to the moderation board; moderator groups cards belonging to similar topics and clarifies the topics
	30
	Moderation board, small cards, marker

	12.30-12.45
	Closing session
	
	
	15
	



Training session – Part 2
Day 1 – morning 
	Time
	Topic
	Content
	Method
	Duration
	Material

	9.00-9.15
	Project Plan
	Introduction 
	Trainer presents
	15
	PPT + HO Project Plan; 


	9.15-11.00
	
	Start developing a project management plan for the implementation process based on individual considerations from the previous training
	Small groups – see PPT Project plan for details


	105
	Per person: HO Project Plan including space for notes;
moderation board for each group with notes from the previous training; flipchart for each group

	11.00-11.15
	Coffee break
	
	
	15
	

	11.15-12.00
	Project Plan
	Participant peer review and discussion 
	2 small groups  (+ trainer if possible)
	45
	Materials from previous activity 

	12.00-12.30
	Discussion + Clarification
	Based on participants’ needs.
	Plenary moderated by trainer – participants write down on small cards which parts of the IQM Procedure and their work plan they feel comfortable with now (green card) and which they do not (red cards); subsequent discussion and clarification based on cards
	30 
	Moderation boards; small green and red cards; marker

	12.30-13.30
	Lunch break
	Networking
	
	60
	





Day 1 – afternoon 
	Time
	Topic
	Content
	Method
	Duration
	Material

	13.30-14.30
	Concluding Thoughts
	Types of utilization; Change in organisations, individuals taking feedback
	Plenary moderated by trainer + active elements (see PPT)
	60 
	PPT Concluding Thoughts

	14.30-15.00
	Closing session
	Reflecting on the training
	Plenary moderated by trainer + short feedback questionnaire 
	30
	short feedback questionnaire; flipchart & marker;
certificates of attendance





Background information:
[bookmark: _GoBack]This template was developed in the course of the project 
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The project was co-funded by the Erasmus+ Programme of the European Union.

Co-funded by the
Erasmus+ Programme
of the European Union

The European Commission support for the production of this publication does not consfitute an
endorsement of the contents which reflects the views only of the authors, and the Commission
‘cannot be held responsible for any use which may be made of the information contained therein.

Further information on the project is available on the Erasmus+ platform for project results:

= Go to hifp://ec.europa.eu/programmes/erasmus-plus/projects.
= Enter the project fitie ‘Infernal Quality Management: Evaluating and Improving Compe-
tence-Based Higher Education’ in the search bar fo get o the project homepage.
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