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Tools 4, 6, 11 (part of the workshop) and 14 follow the same structure, with the templates including the following elements: 

The main questions structuring the scheme are as follows:
What is the purpose of the workshops?
Who is invited to participate in the workshops? 
What actions need to be taken (prepare, design, conduct)? 
What settings need to be arranged? 
· Room with flexible seating options
· Tables for small groups with a moderation board for each group
· Tables for individual work and plenary discussions in a circle with a flipchart for the trainer.
What moderation materials are needed?
Highly recommended:
· Handbook on Internal Quality Management in Higher Education for each participant
· Facilitator’s Toolbox
· Presentation boards
· Flipcharts & markers
· Blank paper & pencils
· Laptop, projector, projection screen
· Power Point Presentation (PPT; see materials column)
· Handouts (HO = PPT handouts incl. space for notes; see materials column)
· Speed Dating: Introduction and questions 
· Moderation boards for each group with the IQM Procedure figure on a flipchart pinned in the middle
· Feedback questionnaires




Additional recommended materials
· Flipcharts with agenda for each day (if training takes more than one day)
· Name badges
· Participant list with contact information for networking purposes
· Drinks and snacks

Below, we want to clarify some of the terms we use.
The person in charge of quality management is the person who is responsible for implementing the IQM Procedure as a pilot project in his/her institution. The person in charge of quality management for the study program invites, establishes and leads the IQM team. The person in charge of quality management is also in charge of providing the training workshops to the IQM team. He/she can use these templates but needs to adapt them to the institution’s and study program’s context.
The target group for training is the IQM team for a given study program within the higher education institution. The aim of the workshops is to train the IQM team. The workshops have been developed for heterogeneous IQM teams in order to implement a participative approach and give stakeholders’ representatives the chance to discuss their different perspectives and come to a conclusion together. 
A workshop procedure describes the workshop setting, moderation materials and agenda. Higher education institutions are free to decide on the duration of the workshops themselves.  
The combination of working time and breaks should be decided upon with reference to the institution’s training culture and the working group meetings.
Each workshop procedure involves applying moderation methods (e.g. discussions, peer reviews, presentations of institutional practice, feedback from the trainer and training participants, a gallery walk[footnoteRef:1], etc.). Warm-up questions, guiding questions, and reflection questions will stimulate training effects and the development of action plans for implementing the IQM procedure. Interactive activities (group work, short interviews) are designed to strengthen intergroup dynamics and share experiences within the IQM team. [1:  A gallery walk is a moderation method to collect participants’ experiences on the question or topic at hand by walking around a gallery of flipcharts indicating different characteristics of the topic. Each participant can write anything that has not been mentioned yet on the flipcharts. You will need to organize space around the flipcharts and a gallery of flipcharts whose content depends on the extent to which the moderator/trainer provides guiding questions/aspects.] 


Presentations are folders of PowerPoint presentations that present the key elements and actions of each particular step within the IQM procedure. The main reference for the presentation content is the Handbook for Internal Quality management in Competence-Based Higher Education (2016). The presentations can be used to present relevant elements of particular steps of the IQM Procedure and to structure the workshops. 


Background Information

This template was developed in the course of the project
‘Internal Quality Management: Evaluating and Improving Competence-Based Higher Education.’
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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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