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1 INTRODUCTION

1.1 PURPOSE AND ORGANISATION OF THE REVIEW

In accordance with the ENQA membership criteria laid down in the Statutes of ENQA,
member agencies are required to undergo external reviews against the membership
criteria, and thereby the Standards and Guidelines for Quality Assurance in the European
Higher Education Area (ESG) as adopted by the European Ministers in charge of higher
education in Bergen in 2005, at least once every five years.

These present Guidelines apply to ENQA coordinated reviews to be conducted
periodically, for a first application for Full/Associate membership of ENQA and for
inclusion in the European Quality Assurance Register for Higher Education (EQAR)T.
According to the Statutes of ENQA, applications for Full/Associate Membership are
considered only if accompanied by an independent external review report on the
agency's conformity with the membership criteria.

The membership criteria of ENQA consist of Part Ill of the ESG and some additional
requirements and guidelines. However, due to the specific structure of ESG, agency
reviews are not assessing Part Il of the ESG only. Indeed, according to the first standard
of Part Ill, agencies are required to demonstrate compliance with ESG Part Il. Likewise,
the first standard of Part Il requires agencies to demonstrate that they take into account
the effectiveness of internal quality assurance mechanisms (Part I).

The review against the membership criteria can also include other aspects of the
agency's work or organisation (see section 2). In any case, the same principles and
processes outlined in these Guidelines are applied.

It is recommended that the second and subsequent rounds of reviews aim at striving
for improvement. In addition to judging the compliance with the ENQA membership
criteria/ESG, the reviews should follow an enhancement-led approach. Agencies
are invited to reflect on how they could further improve their compliance with all
membership criteria/ESG and to identify areas for development in their self-evaluation
report. It is also possible to accommodate a more thorough consideration of some of the
criteria if the agency wishes. The specific areas of development will be considered in the
next external review of the agency.

REVIEWS COORDINATED BY ENQA/AT NATIONAL LEVEL

As of 1July 2011, the reviews of all agencies, be they members or applicants for
membership, are coordinated by ENQA in order to guarantee a higher level of
consistency of the reviews.

Nationally coordinated reviews are still possible in cases where agencies are subjected
to national reviews due to national regulations. At national level, external reviews of
ENQA member agencies are initiated and coordinated by national authorities, as part of
their routine quality assurance arrangements.

It should be noted that there is a clear distinction between the coordination of the
review and the review itself. The review coordinator's main responsibility is to arrange the
practicalities of the review (see 5.4). This includes the recruitment of the review panel,
which must be independent of the review coordinator. The review panel is in charge of
evaluating agencies and is responsible for the review itself and its outcomes.

1 EQAR lists quality assurance agencies that have proven their credibility and reliability in a review against the same core
standards as for ENQA membership, the Standards and Guidelines for Quality Assurance in the EHEA (ESG).



The present Guidelines contain information and guidance to assist agencies to be
reviewed, and review panel members, to ensure that the review produces the information
needed to satisfy the requirements of ENQA membership.

1.2 PRINCIPLES
The review will be based on the following principles:

* thereview is an evidence-based process carried out by independent experts;

* the information provided by the agency is assumed to be factually correct unless
other evidence points to the contrary;

* thereview is a process of verification of the information provided in the self-
evaluation report and other documentation and the exploration of any matters
which are omitted from that documentation;

= the level of conformity with the ENQA membership criteria (and thereby, the ESG)
that is expected is “substantial compliance”, not rigid adherence (see section 7).



2 REMIT OF THE REVIEW

There are two types of external ENQA coordinated reviews:

* Type A:areview which is intended to be solely for ENQA membership purposes
(i.e. to fulfil the periodic external review requirement of ENQA membership / EQAR
listing by testing compliance with the ENQA membership criteria/ESG); and

* Type B: areview which has a number of purposes, one of which is to assess
compliance with the membership criteria/ESG. The type B review also includes
other aspects of the agency's work or organisation, e.g. the demands of national
legislation.

Both type A and B reviews are coordinated by ENQA. In case of a type B review,
additional resources might be required.



3 KEY FEATURES OF THE REVIEW

Certain elements will be required in a review for it to be acceptable to the ENQA Board to
demonstrate that the agency has met the membership criteria/ESG, namely:
* the management of the review process must be completely independent of the
agency itself;
* all parts of the review's management and process must be transparent and
therefore easily open to examination by the ENQA Board;
* the report produced must be sufficiently detailed to provide satisfactory assurance
to the ENQA Board of the robustness of the review;
* the report must provide sufficient, verified information which clearly shows that the
ENQA membership criteria/ESG have been met.

It is unlikely that these principles can be adhered to if the agency under review is in an
essential process of transition. The panel is expected to review the current status of an
agency and not upcoming developments which e. g. may affect the legal status of an
agency and its operations in a substantive way.



4 REVIEW STEPS

The review will generally consist of seven phases - these are outlined below with
a commentary on key features that lend themselves to the fulfilment of the above
requirements.

4.1 NOTIFICATION TO THE ENQA BOARD
As soon as a member agency knows that a review is to take place it should inform the
ENQA Board, through the ENQA Secretariat.

In the exceptional cases where the review is not conducted by ENQA, the agency
should provide the ENQA Secretariat with the identity and contact details of the body
coordinating the review, as well as the reasons preventing the review from being
coordinated by ENQA. The review coordinator should be approved by the ENQA Board.
In addition, it is advisable that the review coordinator (or the review secretary if ENQA
coordinates the review) keeps ENQA informed of progress throughout the review (terms
of reference, composition of review panel, timetable of the review). This is to help ensure
that the outcomes of the review process meet the requirements of the ENQA Board in
assessing compliance with membership criteria.

4.2 PRODUCTION OF SELF-EVALUATION DOCUMENTS BY THE AGENCY
UNDER REVIEW

An essential part of the review process for the agency is the preparation of its self-
evaluation documents. This is the agency's opportunity to reflect on how it measures

up to the ENQA membership criteria/ESG and to gather the key documentation which
supports its claim of compliance. As the self-evaluation documents normally provide a
substantial portion of the evidence which the panel draws on in forming its conclusions,
it is also important that the report provides clear information, sufficient reflections,
critiqgue and analysis, and that its contents can be corroborated by documentary and/or
oral evidence about the ways in which the agency meets the ENQA membership criteria/
ESG. This allows the review team to prepare lines of enquiry in advance of the site visit.

FORM AND CONTENT OF THE SELF-EVALUATION REPORT

The exact form and content of the self-evaluation documents is something which needs
to be considered carefully by the agency under review. However, all relevant quality
assurance activities to be evaluated by the panel must be properly covered in the self-
evaluation documents and annexes.

The major aim of ENQA coordinated reviews is to achieve ENQA membership through
proving compliance with the membership criteria. The expected structure of the self-
evaluation document should thus follow the order of the ENQA membership criteria,
rather than the ESG only (which are not completely identical with the membership
criteria).

In case of a type B review, the self-evaluation report contains two separate parts. The
first part addresses the membership criteria/ESG, while the second part contains the
assessment of the other review purposes/criteria.

It is also important that the self-evaluation report does not only state what has been
achieved, but also provides a reflection on the practices that could contribute to enhance
the agency's activities.



In order to harmonise the contents of the self-evaluation, in terms of level of detail,
thoroughness and evaluative character, a self-evaluation document is expected to
address the ESG individually and to contain:

* a brief outline of the national higher education system, the history of the particular

agency and of the evaluation of higher education in general;

* aSWOT analysis;

* evidence of the external quality assurance activities undertaken by the agency;

* (in case of a first review or substantial change to the QA system) details of

the evaluation method applied by the agency including: the elements of the
methodology; an account of the role of the external expert group; documentation of
the agency’'s processes and procedures;

* (in case of a first review or substantial change to the QA system) details of the

system of appeal;

* (in case of a first review or substantial change to the QA system) details of the

agency's own internal quality assurance procedures;

* information on the agency's international dimension, if applicable (e.g. involvement

in international projects, external relations abroad, international reviews, etc.);

* information and opinions on the agency from its key stakeholders.

The agency may enclose as annexes to the report the most crucial documentation
(within reason, not more than 10 annexes) it thinks may help support its analysis. Further
documents might be prepared by the agency for the site visit.

The self-evaluation report, annexes and additional documents for the site visit should
be in English and made easily available to the panel.

If, in the opinion of the panel, the self-evaluation report is deemed to be lacking of
relevant, thorough and evaluative information, the review chair and secretary may
reserve the right to ask the agency for a revision of the report. In such a case, ENQA must
be informed prior to this action.

The agency will publish the completed self-evaluation document on its website and
submit it to the review secretary.

4.3 FORMULATION OF TERMS OF REFERENCE AND PROTOCOL FOR THE
REVIEW

The review coordinator and the agency draft and agree the terms of reference, protocol
and preliminary timetable for the review.

The terms of reference for the review should be drafted well before the site visit and

should be published on the agency’s website. They should:

* clearly identify whether the review is intended to be solely for ENQA membership
purposes (type A review) or if it is also fulfilling eventual additional national
requirements (type B review);

* clearly state an outline of how the review is going to run - number of reviewers,
administrative arrangements, approximate timings, language issues and
arrangements for translation if necessary, etc.

* mention any relevant background information/preceding events (e.g. previous
membership applications) about the review.

The terms of reference, protocol and timetable for the review form the basic outline
of the review process itself. They are contained as an annex to a contract between
the review coordinator and the Agency to be reviewed. The contract specifies the fee
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payable and procedures for payment. It also contains information on the procedures to
be used in the event of an appeal.

In the exceptional cases where the review is not coordinated by ENQA, the review
coordinator submits the terms of reference, protocol and preliminary timetable for the
review to the ENQA Board for consideration.

Prior to the appointment of the review panel, the review coordinator will have agreed
the terms of reference, protocol and timetable for the review with the agency under
review. The review coordinator will supply these documents to the review panel as soon
as the latter is appointed.

4.4 PANEL APPOINTMENT PROCEDURE

4.41 NOMINATION OF EXPERTS

ENQA members are regularly invited to nominate experts as potential reviewers in ENQA
coordinated reviews. The nominator should know the nominee personally and be entitled
to make the nomination on behalf of the agency. Nominations are submitted to the ENQA
Secretariat together with a curriculum vitae of the nominated person(s).

ENQA nominated experts are professionals of QA such as former or current senior
QA agency staff, serving members in Board/Council of an agency and self-employed
consultants in QA of HE.

In exceptional cases where the review is not coordinated by ENQA, nominations
can be sought from a wide range of sources - including agencies, stakeholders, local
authorities, etc.

4.4.2 TRAINING OF EXPERTS
All nominated experts are invited to a training session for agency reviewers organised by
ENQA.

In order to ensure that agency reviews are rigorous, fair, transparent and consistent, all
potential reviewers of agencies must have attended a training session, independently of
the organisation that has nominated them (ENQA, ESU, EUA or EURASHE). Based on the
lessons learned, feedback and materials from completed reviews, the training sessions
provide experts with the necessary knowledge and guidance on the interpretation of the
membership criteria/ESG. Indeed, it is important that review panels are briefed about the
way in which the membership criteria/ESG are to be interpreted.

Only reviewers who have attended such training sessions are included in the ENQA
pool of experts and may be appointed to panels of ENQA coordinated reviews.

A telephone briefing will normally be organised between the review panel and a
member of the ENQA Board to discuss the whole process of the review, and more
specifically:

* the purpose of the reviews, roles and responsibilities of panel members and the

interpretation of the ESG/ENQA membership criteria

* evidence and information, timeline and management of the site visit

* drafting of the report

* submission of the final review report and the decision-making process



4.4.3 COMPOSITION AND SELECTION OF THE PANEL

Composition of the panel

A review panel can perform its independent function most successfully when it
comprises members who between themselves have a wide range of professional
experience of higher education and quality assurance; this includes:

* one or two quality assurance experts from outside the national system being
reviewed: international member(s) on the panel can provide very valuable insights
for the review and help to establish its credibility, and it is therefore required that at
least one member of the panel should be a quality assurance expert from beyond
the jurisdiction of the agency under review;

* representatives of higher education institutions;

= student members;

* (normally) stakeholder members (for example, an employen).

In the light of this, the review panel normally consists of five or six members: a chair, a
secretary and three or four other external reviewers.

In ENQA coordinated reviews, the composition of expert panels is as follows: three
of the reviewers (including the review chair and secretary) are nominated by the ENQA
Board. The fourth and fifth external reviewers are drawn from nominations provided
by the European University Association (EUA) and/or the European Association of
Institutions in Higher Education (EURASHE) and the European Students’ Union (ESU).

Selection of experts

The selection process must be carried out by the review coordinator (and not by the
agency being reviewed), to avoid conflict of interests and preserve the integrity of the
process.

In ENQA coordinated reviews, appointment of experts are drawn from the ENQA
pool of experts, composed of nominated experts who have attended a training session
organised by ENQA (including EUA and ESU nominated experts).

The key requirement is that members of the panel should be totally independent of the
agency under review and have a sufficient level of knowledge, experience and expertise
to conduct the review to a high standard.

When appointing a panel, the following selection criteria are applied:

* all panel members must have been trained (including EUA and ESU nominated

experts) (see section 4.4.2);

* atleast one panel member never participated in an ENQA review previously;

* panel members must be independent from the agency under review and in a
position to make unbiased judgments. Experts are required to notify the review
coordinator in writing of any connection or interest, which could result in a conflict,
or potential conflict, related to the review. Experts are required to notify the review
coordinator as soon as possible of any changes in or additions to the interests
already disclosed which occur during the review process. If experts are unsure as
to whether an interest should be disclosed, they should discuss the matter with the
review coordinator;

* gender and geographical balance are taken into consideration when appointing the
panel. The Chair and Secretary may come from the same country. However, it is
advisable that they come from different agencies/organisations;

* language skills are taken into consideration. At least one panel member must
speak/understand the language of the country where the agency is operating;

1
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* the chair will preferably have previous experience in taking part in a panel, either as
chair or secretary;

* the secretary will preferably have previous experience in taking part in a panel;

* atleast one panel member must come from outside the country where the agency
is operating;

* atleast one panel member must be knowledgeable of the national HE system and
QA processes of the agency under review;

* no current or recent former member of staff of the agency under review can take
part in the review panel;

= current members of the ENQA Board are not eligible to serve as reviewers in the
ENQA coordinated reviews;

* nominations by EUA or EURASHE are current academic staff members.
Nominations from ESU are current students.

The secretary is a full member of the panel of equal status with the other members,
but with specific and different duties from theirs. The work of the secretary requires
an experienced person (having a good knowledge of international quality assurance in
higher education and of the ESG, as well as excellent communication and English writing
skills), with adequate time available to do this job.

Agencies under review must be given the opportunity to comment on the selected
panel members and signal any possible conflict of interest or bias.

Panel members are required to follow and respect the ENQA Code of Conduct for
review experts.

The review coordinator (if not ENQA) should communicate the composition of the
review panel to the ENQA Board for consideration.

4.5 A SITE-VISIT BY THE PANEL TO THE AGENCY UNDER REVIEW
It is important to leave sufficient time available to the panel between the date of receipt
of the self-evaluation report by the panel and the actual date of the site visit.

The details of the duration and schedule of the site visit may vary between reviews
and may depend on whether the review is of type A or type B.

The length of the visit should be determined at the beginning of the review process
when terms and conditions are being decided upon. It is likely that a visit duration of at
least two days is necessary for a review panel to reflect on, and validate fully the self-
evaluation, as well as to clarify any points at issue. This, however, depends on the country
and agency in question.

The site visit has a number of key functions:

* to enable the team to share, face-to-face, the impressions gained from the pre-visit

information;

* to explore in meetings and interviews with the key individuals at the agency under

review, the agency’s compliance with the ENQA membership criteria/ESG;

* to explore through additional documentation more information relating to the

agency's compliance with the ENQA membership criteria/ESG;

* to formulate the panel’s preliminary findings regarding compliance with the ENQA

membership criteria/ESG and communicate these to the agency;

* to produce a material for the draft report as a basis for further development after

the site visit.



To enable the site visit to fulfil these key functions, it is essential that the process and the
panel’s time are managed efficiently and effectively.

Before the site visit
Information available
The agency is required to supply a number of sources of information to the review
secretary for distribution to the panel. This information should be in English and easily
available. The panel should carefully study them before the site visit.
* Agency's self-evaluation documentation
See section 4.2.
* Any previous reviews or reports
If the agency, or any part of the agency, has undergone any previous external
reviews, or has been the subject of research or study, the corresponding reports
should be submitted prior to the review. Any progress report written by the agency
as a follow-up of the previous review should also be made available to the panel.
* ENQA Board correspondence
The aim of the reviews is not only to assess the agency’s compliance with the
ENQA membership criteria/ESG, but also to assist quality assurance agencies in
developing their operations. Where the Board identifies areas for development,
it makes recommendations which are expected to be followed up and taken
into consideration in a progress report. The specific areas of development
are also considered in the next external review of the agency. Therefore, the
recommendations given by the ENQA Board are also to be seen as suggestions for
improvement and development and indicate the areas where a review panel may
wish to focus special attention.
* Publicly available information
Review panel members also need to familiarise themselves with the publicly
available information about the agency, primarily its website and published
documents.
* Information on the national legal framework
A description of the legal framework of the higher education system in the country
where the agency is based is very useful for the review panel to better understand
the relation between the agency and national circumstances and the agency'’s
operations. Such information can be made available on the agency's website or
distributed by the agency to the review panel upon request.

Panel briefing

It is recommended that the review chair and secretary meet after having both
independently read the self-evaluation report. This meeting is useful to tease out issues
and prepare a list of matters on which clarification is needed.

This meeting can be dovetailed with a preliminary meeting with the chief executive of
the agency under review. In particular, these meetings can be of great assistance to the
chair and secretary and may be used to highlight gaps in the self-evaluation report.

The whole panel meets on the day before the site visit. The panel members discuss
the schedule of the visit (including panel meetings, meetings/interviews, and time to
study documentation), their impressions gained from the pre-visit information, and any
highlighted lines of inquiry which the panel wish to focus on, i.e. what areas of the ENQA
membership criteria/ESG the site visit may need particularly to focus on. Although the

13
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review needs to address all the ENQA membership criteria/ESG, by developing ‘lines of
inquiry’ the panel will be able to target its efforts where there is most concern about the
level of compliance. At this point, the panel might identify any additional documentation
which it would like to have access to during the site visit. In contrast, it may be evident
from the information available before the site visit that the agency clearly fulfils some

of the ENQA membership criteria/ESG, and these areas may warrant only a briefer
exploration during the site visit.

Either during the panel briefing or the following morning, the panel decides the agenda
for the first meeting or interview and formulates tentative outline agendas for the other
meetings. The basic structure of the meetings should preferably be decided in advance,
i.e. who will ask the questions, and in what order.

For the purpose of developing well-structured lines of inquiry and the schedule for the
site visit, it might be useful for the panel members to draft a mapping grid, based on the
ENQA membership provisions/ESG (Annex VI).

During the site visit

Meetings or interviews with key agency personnel and stakeholders

There are two major sources of information available during the site visit: interviews
with staff and stakeholders and any documentary information the panel asks for or the
agency wishes to make available on site. Both of these sources should be used to verify
the information presented before the site visit and provide a supplementary source of
evidence with which to assess the agency’s compliance with the ENQA membership
criteria/ESG.

The site visit is normally conducted in English. If the agency wishes to use interpreters
in the interviews, it should let the panel know at least one month prior to the visit (see
section 4.3). The panel then approves the interpreters, who must be external to the
agency's operations. The agency bears the cost of interpretation. When planning the site
visit, it should be kept in mind that the use of interpretation may lengthen the duration of
the interviews and may also lead to small differences in understanding of detail.

During the site visit, it is strongly advised that the review panel should meet, among
others, all staff members who have contributed to writing the self-evaluation report.

At the beginning of each meeting the review chair should:

* introduce the panel members and ask for introductions from those present;

= outline the areas to be covered and in what order;

= agree on the finishing time for the meeting.

After each meeting or interview the panel discusses briefly where the meeting has taken
the review - what is now known and what still needs to be investigated. This should
assist the review secretary in drawing up a bullet list of, or completing a mapping grid on,
the key outcomes of the meeting for later reference. The panel should then refine the list
of themes/questions for the subsequent meetings, if necessary.

Final panel meeting

Just before the end of the site visit, the panel meets to draw together its conclusions
based on the information presented. At this point it is useful to take the time to work
through each aspect of the ENQA membership criteria/ESG and confirm the panel's key
findings and any areas of concern.



Final meeting with the agency

The site visit concludes with a final de-briefing meeting involving the panel members and
staff and Council/Board members of the agency, as decided by the panel. The chair can
outline the panel’s opinion on the fulfilment of the ENQA membership criteria/ESG (not
its judgement on the granting or (re)confirmation of membership) and explain the next
steps in the review process.

After the site visit

It should be noted that as a general rule, the agency should not submit new information
to the panel after the site visit. All relevant information should be provided to the review
panel either before or during the site visit. After the site visit, only factual comments on
the draft review report are possible.

Feedback system

Up to one month after the site visit, the ENQA Secretariat gathers feedback from (i)
panel members and (ii) the agency through a feedback questionnaire on the review
process.

The chair may provide, if appropriate, in cooperation with the secretary, an informal
feedback letter to the ENQA Board on the review process, including feedback upon
overall operation of the review; usefulness of preparation activities; frankness and
completeness of the documentation provided by the agency; the quality of the dialogue
experienced during the site visit; and the report drafting process.

4.6 PRODUCTION AND PUBLICATION OF A FINAL REPORT

The main outcome of the review process is the report. The review report is drafted by the
review secretary, in collaboration with the chair and the rest of the panel members, on
the basis of the self-evaluation report, site-visit and review panel’s findings.

It is essential that before publication, the Secretary provides the agency with a
copy of the draft report and sufficient time to check its contents for errors of fact.

At this stage, the agency can only ask for corrections of factual errors or essential
misunderstandings in the draft report. The agency should not submit any additional
material or documentation. A final report is then produced and should not exceed 40
pages in length.

The secretary (or coordinator if not ENQA) submits the review report and any annexes
in English to the ENQA Secretariat for the Board's consideration and decision on granting
or (re)confirming membership.

In case of coordination by another entity, a report drafted in a language other than
English should be translated under the supervision of the chair.

After completion of a successful review process, the final report is published on the
websites of ENQA and the reviewed agency.

15



4.6.1 REPORT STRUCTURE

1 Executive summary
2+ Glossary
3 Introduction

(contextual information should be given:

reason(s) for the commissioning of the review;

the place of the agency in the quality assurance structure of its jurisdiction;

the main functions of the agency;

the engagement of the agency with the ENQA membership provisions/ESG;

how was the review carried out (e.g. what was the work method employed, how was consensus
reached within the Review panel, etc.);

the national (and international) context of the review, e.g. description of the national higher
education system/legal framework)

4 Findings (each membership criterion should be discussed separately)

a) ENQA criterion 1/ ESG Part 2: External quality assurance processes (the standards in
4.1 Part Il should also be addressed individually)
b) ENQA criterion 1/ ESG 3.1, 3.3: Activities

4.2 ENQA criterion 2 / ESG 3.2: Official status

4.3 ENQA criterion 3 / ESG 3.4: Resources

4.4 ENQA criterion 4 / ESG 3.5: Mission statement

4.5 ENQA criterion 5 / ESG 3.6: Independence

ENQA Criterion 6 / ESG 3.7: External quality assurance criteria and processes used by the

46 members

4.7 ENQA Criterion 7 / ESG 3.8: Accountability procedures

ENQA criterion 8: Consistency of judgements, appeals system and contributions to aims of

48 ENQA

5+ Any sections relating to additional terms of reference of the review or additional relevant information
which is not covered by the ENQA membership criteria/ESG (for type B reviews).

6 Conclusion and development. This section may include an analysis from both the review panel and
the agency on how the review was conducted and the way forward, as well as recommendations for
improvement.

7 Annexes (Key pieces of evidence - i.e. extracts from legislation, policies and procedures etc. - may

be added to the report in the form of appendices)

The form of the review panel’s report depends on the type of review that has been
carried out (one part for type A reviews, two parts for type B reviews).

The report should also include the following information:

* terms of reference of the review (including a description of the main stages and

timescale of the review);

* identity of all panel members and administrative support arrangements;

* timetable for the visit and list of persons/group that the panel met with;

= adescription/reflection on the internationalisation of the agency (if applicable).

Review panels are invited to give an explanation of key terms in optional section 2.
For type A reviews, even if the sole purpose of the review is to assess the agency's

compliance with the ENQA membership criteria/ESG, this does not preclude the

review panel from including in its reports any additional reflections or developmental
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recommendations that it may wish to offer. If these are extensive, they can be included in
the optional section 5 of the report, or if brief, as part of the conclusion.

It should be noted that the ENQA Board requires only the opinion of the review panel
on the fulfilment of the ENQA membership criteria/ESG, not its judgement on the
granting or (re)confirmation of membership. Consequently, the Board reserves the right
to deviate from the opinion of the Panel if the review process was not carried out properly
and independently and if the evidence in the report did not support the judgements.

Where a review has a wider purpose (type B), it is requested that the report includes
a separate, full chapter which deals specifically with other requirements (e.g. national
legislation) than the ENQA membership criteria/ESG.

The introductory section and structure of the final review reports template is provided
as Annex | - this gives more detailed guidance on what should be included in each of the
sections.

4.6.2 WRITING UP FINDINGS

To enable the ENQA Board to make an assessment of the compliance of the agency
reviewed with the ENQA membership criteria/ESG and to reach a sound conclusion, it is
important that the findings section is written in a way that reveals both the evidence for
and the reasoning behind the panel’s conclusions.

Structure
The ideal presentation of findings is the following:
* ENQA membership criteria 1-8 (parts Il and Il of the ESG and ENQA additional
membership criteria) should be fully covered;
* Each criterion/ESG standard should be discussed separately;
* Under each ENQA membership criterion/ESG standard, the report should include:
(i) EVIDENCE: a short description of the evidence gathered -
making reference to meetings or documentation explored,
(ii) ANALYSIS: a consideration of how far, based on the evidence available,
the agency does (or does not) meet the criterion/ESG standard; and
(iii) CONCLUSION (judgement on compliance): in the opinion of the panel,
how compliant the agency is with the criterion/ESG standard:

* fully compliant: the agency is entirely in accordance with the criterion/ESG
standard, which is implemented in an effective manner;

* substantially compliant: the agency is to a large extent in accordance with the
criterion/ESG standard, the principle/spirit of which is followed in practice;

* partially compliant: some aspects or parts of the criterion/ESG standard are
met while others are not. The interpretation of the criterion/ESG standard is
correct, but the manner of implementation is not effective enough;

* non-compliant: the agency fails to comply with the criterion/ESG standard.

The panel is not required to comment on overall compliance, but may do so if it wishes.
(iii)RECOMMENDATION (if any)
Judgements expected

As mentioned above, the judgement on compliance with each criterion/ESG standard is
either fully/substantially/partially compliant or non-compliant.
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Please note that wordings such as “full compliance has not been achieved” or “not yet
fully compliant” are not acceptable.

Where an agency is found to be either partially compliant or non-compliant with a
criterion, the reason for this should be explained. Full or substantial compliance may be
impossible for some agencies, owing to restrictions placed on them by the very nature of
their work and/or legislation in place in their country(ies) of operation. The ENQA Board
will take these restrictions into consideration.

This evidence-analysis-conclusion-recommendation format enables the ENQA Board
to see how and why conclusions have been reached based on the evidence available to
the review panel.

4.6.3 DRAFTING PROCESS

For the sake of both efficiency and accuracy, it is important that the report is drafted
throughout the review process rather than just completed at the end of the site visit.
Some of section 1, most of section 2, and some of section 3, can be completed to draft
form before the site visit takes place. The secretary is also advised to add notes to the
report during the course of the site visit building on the outcomes of the meetings and
further scrutiny of documentary evidence.

The secretary’s initial draft should be as complete as possible before it is circulated
to the chair and panel members. The panel members should carefully proof-read the
report and return it to the secretary with any comments or amendments before the set
deadline.

After making any changes to the report the secretary produces a revised draft which,
after agreement from the chair, is submitted to the agency for comment on its factual
accuracy. Any further revisions to the report based on the agency’'s comments are
agreed between the chair and secretary, in consultation with the panel.

The final text is then submitted by the secretary (or the review coordinator if not
ENQA) to the ENQA Secretariat for the attention of the Board, and to the agency.

4.7 DECISION MAKING PROCESS
ENQA's General Assembly has delegated to the Board the consideration of review
reports and subsequent decisions in respect of membership. The Board uses external
review reports to reach a conclusion on whether an agency has or has not met the
membership criteria/ESG. The process for the scrutiny of member reviews is given in
detail in the Scrutiny form for re