Tool 13: Screening report 
(updated instruction for generating a word version of the 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

Files:
Tool 13- Step 2 - Screening Report (Word file)
Tool 13- Step 2 - Screening Report (PDF file)
Tool 13- Step 2 -  Survey template_word version (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. 

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?’. 
[bookmark: _Hlk500582884]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 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.
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[bookmark: _Ref500852603][bookmark: _Toc500894786]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. 
· 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. 

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



[bookmark: _Toc500894787]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 steps described in the corresponding readme file.

3. 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 italicized 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.

4. 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.
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