Short guidelines for Evaluation Commission members

1. Main stages of the evaluation and accreditation procedure

The evaluation and accreditation of higher education institutions (HEI) and their study programmes (SP) in Latvia are organized according to the Standards and Guidelines for Quality Assurance in the European Higher Education Area (ESG), accepted by European Association for Quality Assurance in Higher Education (ENQA), and confirmed in the framework of the Bologna process by ministers, responsible for higher education, at the meetings in Bergen, 2005 and London, 2007.  According to the Law of Higher Education Institutions all HEI and their SP in Latvia should be accredited. The evaluation and accreditation procedures are described in the Rules of Cabinet of Ministers, accepted on 03.10.06., nr. 821.

Main stages of the accreditation procedure are as follows:

· The self evaluation of respective SP and preparation of the Self Evaluation Report is carried out by the HEI.

· Self Evaluation Report and various other documents are submitted to the Ministry of Education & Science.

· According to the existing Accreditation Regulations all above mentioned documents are passed to the Higher Education Quality Evaluation Centre (HEQEC) for the organization of the evaluation.

· HEQEC creates proposal for the members of Evaluation Commission: find possible experts and put together with the proposals for observers from Latvian Association of students (representative from students) and from HEI (representative from employers).  

· Accreditation Commission confirms the proposal for the members of Evaluation Commission (sometimes with changes). 

· HEQEC carries out all necessary arrangements for the successful work of the confirmed Evaluation Commission.

· Evaluation Commission experts during 2 days visit carry out a peer review of the respective SP or/and HEI, prepare (in written form – no later than 2 weeks after the site visit) Evaluation Commission’s Joint Report and individual reports of experts. Evaluation Commission’s Joint Conclusion (short version of the Joint Report) must be prepared and reported in oral form at the end of the site visit, during the final meeting with staff and students of HEI. 

· Accreditation Commission after learning Evaluation Commission’s reports, Self Evaluation Report, comments of persons responsible for respective SP, in an open meeting adopts the decision: accreditation for 6 years (for HEI – for unlimited time period), or - accreditation for 2 years, or - refusal to accredit.

2. The Evaluation Commission experts are asked to relay mainly on their qualification and experience to prepare their conclusions drawing from the following sources: 

· ESG, EU regulations and recommendations, national regulations; 

· Self Evaluation Report and other documents about SP and/or HEI (list and CV’s of academic staff, subjects descriptions, papers, theses, examination works and reports of students etc. ;

· evidence of resources (library, equipment, facilities) used for realization of the study process; 

· results of discussions and/or surveys of opinions from students, graduates, employers;

· various visits and interviews.

4.  In the Evaluation Commission’s Joint Report and in individual reports of experts it is recommended to give an opinion about:

· goals and aims, of the SP and HEI, learning outcomes; 

· qualification of the staff;

· organization, assessment and management of the study process;

· information, equipment, finances and other resources, their management;

· research, involvement of students in the research;

· quality assurance, feedback; 

· strong and week points, opportunities and threats (SWOT). 
Main topics, to be reviewed in the reports, are listed in the questionnaires, prepared by HEQEC, and put in Internet (http://www.aiknc.lv/en/ekspertiem.php).  

5.  The Evaluation Commission’s Joint Conclusion shall be discussed at an open meeting to which all the interested parties shall be invited.

6.  After this meeting the final Evaluation Commission’s Joint Report must be prepared during no more than 2 weeks. Every expert has to prepare his (her) Individual Report. Each report should contain motivated recommendation concerning accreditation and future development of the SP and/or HEI. Questionnaires for SP, HEI and branches could be used (as plans for the reports) and filled in, but it is not compulsory. 
7.  Each SP or HEI must be evaluated by at least three experts (at least one from abroad), but one expert can evaluate many different SP. Each expert must write an individual report and participate in the creation of the Evaluation Commission’s Joint Report. One Evaluation Commission can evaluate more than one SP. Evaluation reports, written by experts, may be on more than one SP (in case of evaluation more than one SP by one Evaluation Commission) but must contain individual recommendations concerning accreditation of each SP under consideration. 

8.  HEQEC covers all the expenses and pays the work done by experts. According to the existing regulations, the payment for a working hour of an expert amounts to 20 LVL (approximately 28 EUR). We pay for the site visit (approximately from two to four days) and also for the work done at home (preparation before the visit (approximately one day - 4-12 hours) and writing the report after the visit (approximately one day - 4-12 hours)), the total number of hours being approximately 24 - 40 (from three to five days work, in some complicated cases up to six days). We count one day more for the team leader for writing the Evaluation Commission’s Joint Report and for leading of the site visit. We count also approximately one day for the site visit of the expert to the branch of HEI, if such visit is necessary. 

