& & & .
.*. Peer Review
l' &

in European VET

European Peer Review Manual
for VET




Imprint

Peer Review Extended Il
Leonardo da Vinci Project
LLP-LdV/TOI/2007/AT/0011

oibf - Osterreichisches Institut fiir Biberstr. 5
Berufshildungsforschung 1010 Vienna
Austrian Institute for Research Austria

on Vocational Training

Phone: +43-1-310 33 34-0 www.oeibf.at
Facsimile: +43-1-319 77 72
E-mail: oeibf@oeibf.at



European Peer Review Manual for VET

Maria Gutknecht-Gmeiner (ed.)

Development Team of the original edition:

Maria Gutknecht-Gmeiner
Lorenz Lasshigg
Eduard Stdger
Willem de Ridder
Peter Strahm
Elisabeth Strahm
Leena Koski

Bill Stalker

Rick Hollstein
Giorgio Allulli

Ole Bech Kristensen

Adaptation of the original edition for the use in i nitial and continuing VET:

Leena Koski
Cristina Dimas
Pirjo Vayrynen
Sonja Klemen
Tanja Mozina

Vienna, September 2009

Peer Review Extended Il - Transfer and further épraent of the European Peer Review methodology as
an element of the Common Quality Assurance Frark@JAF)
Leonardo da Vinci Project LLP-LdV/TOI/2007/AT/0011

This project has been funded with support from theropean Commission. This publication reflects the

views only of the authors, and the Commission ca lpe held responsible for any use which may be
made of the information contained therein.



Preface

In the past decade, quality assurance and qualityprovement have become increasingly important for
institutions providing vocational education and tirsing, and for education authorities throughout

Europe. Different procedures have been introducgelaluating quality at the level of VET
institutions/providers. They include quality managent schemes adapted from the business sector (such
as ISO, EFQM, BSC, etc.), inspections and audig®®grnment agencies, and self-evaluation.

One particularly promising instrument of qualitysasance and development is Peer Revidhe external
evaluation of VET institutions/providers by PedPeer Review is prevalent in higher education bus th
use of Peer Review has so far been marginal in tmetal education and training. Peer Review can duil
on quality activities already in place at a VETtingion/provider, it is cost-effective and it fosers
networking and exchange between VET providers.

The European Peer Review Manual describes a Busipadard procedure for carrying out Peer Reviews
in vocational education and training. It was devegled in the course of the Leonardo da Vinci Project
"Peer Review in initial VET" by a team of expertsif eight institutions in seven European countrids.

has been tested over the past four years in thré®fpphases (2006, 2007 and 2008/2009) in 25
transnational pilot Peer Reviews in eleven Europeamtries. Recommendations based on the
experiences of these pilot phases have been takea account in the revision of the European Peer
Review procedure. The European Peer Review Mansagresents a procedure which has passed the test
of practical implementation and capitalises on tlegperiences gleaned from the pilot Peer Reviews.
Originally designed for use in initial VET, the nuahwas adapted for use in continuing VET in thejpct
“Peer Review Extended II". The edition at hand thfare can be applied both in initial and continuing
VET.

The European Peer Review procedure is in line thigtprinciples of the European Quality Assurance
Reference Framework (EQARF) and, in turn, alss s@ebntribute to the further development of the
EQAREF. It takes a formative, development-orientggraach and aims at supporting VET
institutions/providers in their efforts to offer hgh quality education and training. The focus lies the
promotion of a culture of continuing quality imprement in an atmosphere of openness and mutual trust
that contributes to enhancing transparency and carghility in Europe. Good practice is valued and
mutual learning encouraged in a dynamic and motingtprocess, from which both the VET institution
reviewed and the Peers can benefit.

The European Peer Review Manual was developeseftoyWET professionals across Europe. Its focus is
on a practical approach: it offers directly implemtable guidelines for VET providers who want to
introduce Peer Reviews in their quality assessnamt development procedures. The manual is
complemented by a practical tool-box available frire project websitevww.peer-review-education.net
providing forms, checklists, additional informatiand recommendations in electronic format.

We hope that the European Peer Review will livéaupur expectations and become a useful and
attractive instrument for VET institutions/providerll over Europe. Since we are dedicated to thetfer
improvement of the European Peer Review procedieredpack on this manual will be very much
appreciated!

For the teams of the projects “Peer Review in iaitVET”, “Peer Review Extended”, and "Peer Review
Extended II"

Maria Gutknecht-Gmeiner
Project coordinator

Address feedback to:
m.gutknecht-gmeiner@oeibf.at
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. Introduction

.1 What is Peer Review?

Peer Review is a form of external evaluation witte taim of supporting the reviewed educational irstion
in its quality assurance and quality developmenfoefs.

An external group of experts, called Peers, is faglito assess the quality of different fields of ¢hinstitution,
such as the quality of education and training preion of individual departments or of the entire
organisation. During the evaluation process, thesPevisit the reviewed institution.

Peers are external but work in a similar environtnamd have specific professional expertise and kiealge of
the evaluated subject. They are independent andrépes of equal standing" with the persons whose
performance is being reviewed.

l. 2 Why Peer Review? Advantages and benefits of PeernRaw as an instrument of quality
assurance and development

European providers of VET can expect to benefihfeoPeer Review, as proposed in this manual, by

obtaining critical yet sympathetic feedback on thlyality of their VET provision from colleagues et
field,

becoming acquainted with an external perspective,

ascertaining the quality of their provision,

presenting their strengths and showcasing good ficz;

enhancing accountability towards stakeholders,

detecting blind spots and weaknesses,

receiving advice and discovering the good practiddPeers,
engaging in mutual learning with Peers,

establishing networks and cooperation with otherffitoviders, and

obtaining an external evaluation report on the qitslof their training and education at a comparatly
economical cost.

I.3 What are the aims and principles of the European R& Review procedure?

1.3.1 Generals aims and principles

The general aims of the European Peer Review puoeede
to promote quality assurance and development,

to enhance transparency and comparability of quaiit VET in Europe through a common European
standard, and

to support equal opportunities.

Important specific requirements and characteristafshe procedure are
a focus on the people involved and their interestad needs,
objectivity and impartiality of the Peers,
transparency of all elements of the procedure tb@rsons involved,

rules on confidentiality and on the use of resultsy be set up in advance and adhered to by all pars
involved,

avoidance of conflicts of interest and direct conjion between Peers (and the institution they come
from) and the reviewed institution,

promotion of openness, integrity and sincerity apeerequisite for mutual learning,



awareness of cultural influences both on vocatioadlication and training provision and on evaluation
especially in transnational Peer Reviews,

promotion of an enquiring and critical attitude bhtin the Peers and the reviewed institution, and

the design and implementation of Peer Review notaschnical and bureaucratic procedure but as a
dynamic and motivating process, from which both tewiewed institution and the Peers can benefit.

1.3.2 The European Peer Review as a voluntary and forenatialuation procedure

The European Peer Review procedure has been deddtmpsoluntary use by VET providers/institutions.
It has a formative, development-oriented functioma puts particular emphasis on the promotion of
continuing quality improvement.

The European Peer Review assists the VET promitétfion in determining the status quo in termsfdigh-
quality provision as well as providing valuable gegtions and recommendations for improvement. Tthes,
primary addressees of the European Peer Reviewquoe are the reviewed VET providers themselves. Th
main focus of the procedure described in this mansahe stimulation of continuous quality developnt.



l. 4 European Peer Review and the Common Quality Asswarramework

The Peer Review procedure described in this marara¢sponds to the Common Quality Assurance Fratkewo
(CQAF) developed by the Technical Working Group)(@Quality in VET (Technical Working GrQuality
in VET2003 and 2004) and adopted by the European Coum&D04.

Within the framework, Peer Review can be implentatea new methodology for ensuring and improving
quality. It can be used for an extended internalssessment as well as for external monitoring of tipeality of
VET provision. Additionally, quality criteria anadicators have been proposed for relevant Qualitya.

The Quality Assurance Model formulated by the BvéGhiered to within the Peer Review methodology. It
elements comprise the quality management circlevptent in state-of-the-art, quality management sahnes.
The European Peer Review as a systematic procedniige depicted as follows:



I.5 European Peer Review and gender mainstreaming

Gender mainstreaming is a guiding principle of tBaropean Peer Review procedure.

The Peer Review process should contribute towdrelimination of existing inequalities and promote
equality between women and men in participationeastin the distribution of resources, benefits, tes and
responsibilities in vocational education and traig, and also in private and public life (in comptiae with
Articles 2 and 3 of the Treaty of Amsterdam 1998h analysis of the value and attention accorded to
"typically" male and female needs, roles, behaviand interests should serve as a starting point foe
investigation of how gender stereotypes and genaterqualities are socially constructed and reinfaidce
through formal and informal structures and pracscé\ll measures and activities must be scrutiniseith
regard to their potential for enhancing critical flection and change. Thus, self-reflection on gendgsues by
everyone involved in the Peer Review is a preraguisr implementing gender mainstreaming in the
European Peer Review.

The following gender criteria and quality standardsst be observed in the European Peer Review guee
Gender mainstreaming should be integrated at adiges and levels within the Peer Review procedures.
Gender-sensitive language must be used in all respand during the Peer Reviews.

Data collected are disaggregated by sex in ordergjaresent women and men (female and male trainees;
female and male staff).

A gender analysis of the Quality Areas should bdartaken in the Self-Report and in the Peer Review
process.

A Peer with gender expertise (as an additional cetepce) should be included in the Peer Review team.
The composition of the team should reflect an apgiate representation of women and men. Training
needs in relation to gender and gender mainstreagninust be identified and met before the Peer Review

During the Peer Review, gender must be consideredé composition of groups of interviewees, in the
preparation and conduct of interviews and obsergas (gender-sensitive formulation of questions and
criteria for interviews/observations, gender-sengé language and behaviour during interviews and
observations) and in the analysis (avoidance of genstereotypes in assessment, etc.).

If budgets are scrutinised, a gender analysis o€ tMET provider’s budget and the budget for training
should be carried out.

Before any Peer Review is undertaken, a genderyaizashould be carried out on

the VET institution- the rights, resources, participation, values andms related to gender (sex-
disaggregated quantitative data, qualitative assesnt as well, if possible),

the review panel composition, training needs in relation to gendand gender mainstreaming,
the Self-Report gender analysis of areas covered, use of language.

If measures are planned to counteract gender inditjea then a gender impact assessment should beied
out. Gender impact assessment means using gendleranmet criteria to compare and assess the current
situation and trend with the expected developmemssulting from the introduction of the proposed poli. A
gender impact assessment should be carried outne¢arly stage once it has been established that ttesiew
process has implications for gender relations. &ia for gender impact assessment are the diffeemnc
between women and men with respect to participatioesources, norms and values, and rights.

Gender mainstreaming can also be chosen as a @ualita for the European Peer Review.

A Gender mainstreaming checklist for policy indicatos can be found in the Tool-box.



I. 6 Who can use the European Peer Review procedure?

The primary target group for the European Peer &eyirocedure is providers of initial and continuinET

in Europe with experience in quality assurance aesielopment. The minimum experience recommended as
a bacis prerequisite for conducting a Peer Reviewhat a VET provider has previously undergonelfa se
evaluation process at least once.

What is meant by the terms "institutions and/or pralers of initial and continuing vocational educatn and
training (VET)"?

In the Peer Review Manual, the terms "VET institatiand "VET provider” are used synonymously. They
encompass the institutions responsible for qual#tgsurance and development primarily at the training
institution level but also at the level of the maitaining institution if this is where quality assunace and
development takes place or is coordinated.

.7 Role of stakeholders in the European Peer Review @cedure

The involvement of various relevant stakeholderugp®in the whole review process is highly recomneshd
Stakeholders in VET are all the people working leaching within a provider of VET: teachers/traiagr
learners, administrative staff; also cooperationrfreers of the VET provider; parents; graduates;téptial)
employers and the labour market; educational autties and social partners, and society at large.

It should be pointed out that particular considerian should be given to enterprises as cooperaticartpers
in VET (apprenticeship scheme, internships etcd antual or future employers.

Stakeholders can be interview partners both durihg self-evaluation and the Peer Review. They nlag a
serve as Peers if their special experience and khow contribute to the process. Additionally, (grps of)
stakeholders may also be interested in the outcorokthe Peer Review (e.g. the Peer Review Report).

.8 Documentation of the European Peer Review

1.8.1 European Peer Review Portfolio

All relevant documents of the European Peer Resgteould be collected by the VET provider in a Euanpe
Peer Review Portfolio. The European Peer RevidfelRocontains the Initial Information Sheet, theSelf-
Report, the Peer Review Report, and other importiotuments gathered during the Peer Review prodess.
the Leonardo da Vinci Peer Review projects, a fiesite completed the portfolio.

1.8.2 European Peer Review Certificate
The coordinator of the Leonardo da Vinci Peer Reyimjects, in cooperation with the project steegrgroup,

has issued a European Peer Review Certificate Topuividers who have successfully carried out a Regiew
according to the requirements set out in this marnua



Il. European Peer Review Procedure — Overview

II.1  Coordination and organisation of the European PedReview

Peer Reviews can be organised in different wagepending on 1) the networks available, 2) the cesces
(personnel and finances), and 3) the needs and liegments of VET providers.

A single Peer Review can be carried out by a V&Vider who wants to obtain some external feedbaaiaf
Peers and intends to network with other VET prordde an ad hoc and spontaneous way by making dse o
existing contacts. There need not be any furtheoperation between the reviewed VET provider andvké
providers the Peers come from.

Mutual Peer Reviews between two VET providerdsargassible, calling for stronger and steadier
cooperation.

For the most part, Peer Reviews are carried owd imetwork of three or more partners. The networkber
already exist or are set up for the purpose of gémg out Peer Reviews. This usually expands thepeoation
from a one-off activity to more comprehensive netking: common preparatory activities like selectioh
Peers, training, matching Peers and VET providgcs,may be introduced, as well as common reportmgl
monitoring schemes. A Peer Review network will lip@dso agree on common guidelines and indicatdks.
of this involves a more stable network and needgahle structures and sufficient resources. The edéeralue
of the network approach may be

synergies concerning the conduct of Peer Reviewvbeh the VET providers in the network,

an extension of the number and institutional backgnds of possible Peers,

a wider external recognition of the Peer Review ighhwill be fully accepted, at least within the netork)
a higher chance of possible spin-offs in terms afther cooperative activities beyond the Peer Rewie

If Peer Reviews are to be carried out in a largetwork, a coordinating body will be needed to enstnigh-
quality Peer Reviews and effective coordinatiortte network members. This function can also be assd by
one of the VET providers in the network. The taskthis coordinating body comprise, for example, maging
the network, coordinating the development of commutocedures (guidelines and indicators), giving papt
and advice to the individual VET providers, selegtand training Peers, and coordinating and monitay the
Peer Reviews.

This is why the tasks and responsibilities of a cdioating body are also delineated in the Europeaeer
Review procedure.

European Peer Review in practice: coordination ofder Reviews in the network

The first, very comprehensive pilot phase 2006tte LdV project “Peer Review in initial VET waseblasn
a network of 14 operative partners. The process eamdinated and monitored by four institutions tha
were responsible for the pilot phase within the aad project management structure:

oibf (Austrian Institute for Research on Vocational ifiag) and FNBE (Finnish National Board of
Education) were responsible for coordinatingd monitoring the Peer Reviews;

The University of Pécs was the responsible parfoeprocessing Peer Applications and setting up a
database of Peers for the project;

Aberdeen College provided and administered a weledb&raining course for Peers.

Additionally, in countries with more than one opéi&e partner, national coordinating partners in the
network assisted the operative partners during it phase.

In the pilot phases in the follow-up projects in Z¥ and 2008/2009 similar structures were establidlier
the coordination of 4 res. 6 pilot Peer Reviews.



. 2 Four phases of a European Peer Review

The Peer Review procedure comprises 4 phases.

1. The Peer Review starts with a preparatory phasd¢himfirst phase, the Peer Review is organised and
Self-Report is written by the VET provider. Peeustrbe recruited and trained. A timetable for theview
is drawn up and arrangements are made for the Rési.

2. Inthe second phase, the Peer Visit, which is there activity of the Peer Review procedure, takescpt
Peers come to visit the VET provider and carryasuevaluation. This evaluation includes a tour it
premises and interviews with different groups odkeholders. The Peers give initial oral feedbackhat
end of the Peer Visit.

3. After the Peer Visit, a draft report is drawn up the Peers. This report is commented on by the VET
provider and the final Peer Review Report is issued

4. The fourth phase is crucial for the improvementMET provision and organisational development: tssul
and recommendations from the Peer Review are tearesd into concrete actions for improvement, which
are planned and implemented.



.3 Estimated time needed for the European Peer Review

11.3.1 Time needed for preparation

Ample time is needed to adequately prepare and pigma Peer Review.

If a self-evaluation has already been conductedlieaythe Peer Review process can be started rigivay. At
least three months, however, should be reservedfierpreparation and organisation of the review.eBelf-
Report should be available at least one month beftire Peer Review in order for the Peers to prepare
adequately for the Visit.

If no self-evaluation has been carried out beforeltla a minimum period of six months should be schiedu
for the self-evaluation, which must precede the P&eview.

11.3.2 Time needed for Peer Visit and Report

The Peer Visit will usually take two to three daijtanay also take up to five days, depending on tkize of
the institution reviewed and the scope of the PeReview, i.e. how many Quality Areas are to be itigased.
Experience gained in the pilot phases of the PeeviBw projects suggests that Peer Visits of twathoee
days should be scheduled, with another half daypoéparatory work in the Peer Team preceding th#:vis
while one day was deemed too short for conductingomprehensive and meaningful evaluation (and iéfe
need to travel, (limited) funds for travel shouldso be used efficiently), Peer Visits of more thdwee days
would put considerable strain on Peers and VETigeoalike. Note that the scope of the Peer Review, the
number of Quality Areas investigated, must be meliwith this time-frame (see also Chapters 3 and 7)



11.3.3 Time needed for the implementation of improvemerasures and procedures for change

Within two months of receiving the final Peer Rewi®eport, an action plan should be presented; adesix
months to a year should be scheduled for follow+pasures to be implemented and take effect.

. 4 Overview: timetable and responsibilities in the Euilopean Peer Review

Table 1:Tasks of the VET providers, Peers and coordinatty in the European Peer Review
procedure, in chronological order

Phase 1 — Preparation

VET provider/institutions
Getting started:

Decide to carry out Peer Review
Decide on external organisation of Peer Reviewdld Peer Review, Peer Review Network)
Decide on internal organisation of Peer Revievsfiansibilities and tasks)
Decide on Quality Areas
Send Initial Information Sheet (including a propalsfor a rough time schedule) to the
coordinating body
Optional: organise coordination meeting of the izdviders/institutions in the network and
the coordinating body.

Peers and Peer Team:
Look for suitable Peers with regard to Quality &sescrustinised
Invite Peers to apply to the coordinating body
Select Peers in consultation with the coordinatibgdy
Conclude contracts with Peers.

Self-evaluation and Self-Report:
Conduct self-evaluation
Write Self-Report
Submit Self-Report to Peers and to the coordingtlody
Make other necessary documentation available ter®and to the coordinating body.

Preparing the Peer Visit:
Schedule Peer Visit: Set date and draw up PeeleReagenda
Organise preparatory meeting of the Peers
Prepare local organisation of the Peer Visit (raand equipment, interviewees, lunch, tour of
the premises, etc.)
Recommendedorganise preliminary meeting of Peers with VEioler to clarify review
assignments and to answer questions from the P€&siestion and Answer Session").



Phase 1 — Preparation

Peers

Peers and Peer Team:
Submit application to become a Peer
Sign contract for Peer Review
Prepare for Peer Review and undertake Peer Tgainin

Self-evaluation and Self-Report:
Receive Self-Reports from VET providers
Read and analyse Self-Report
Identify areas for investigation and evaluation pics for the Peer Review.

Preparing the Peer Visit:
Assist in the scheduling of the Peer Visit, espalyi in the drawing-up of the Peer Review
agenda
Exchange opinions in Peer Team on the contenthaf Self-Report, agree on evaluation topics
for the Peer Review
Prepare questions for interviews and criteria édrservation
Take part in preparatory meeting of Peers for telanilding and to prepare the Peers Visit
Recommendedtake part in preliminary meeting of Peers with figdvider to clarify review
assignments and to receive additional informatiohnecessary ("Question and Answer Session")

Coordinating body

Getting started:
Send information on Peer Review procedure to \ftBMigers/institutions
Collect Initial Information Sheets
Make an initial plan of the Peer Review scheduteéter plan) by using the information on the
Initial Information Sheets from VET providers
Optional: organise coordination meeting of the igdviders/institutions in the network and
the coordination body.

Peers and Peer Team:
Look for suitable Peers — request, process anéssapplications
Match Peers with the VET providers/institutiondtfwregard to Quality Areas to be scrutinised)
Select Peers (in consultation with the VET provédiastitution)
Supervise and assist with contract with Peers.

Self-evaluation and Self-Report:
Receive Self-Report of VET providers
Forward Self-Report to Peers (if not sent direltly

Preparing the Peer Visit:
Scheduling of Peer Visit (in consultation with VFbviders and Peers)
Organise preparation and training for the Peers.
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Phase 2 — Peer Visit

VET provider/institution
Support Peers in the following activities:
Make equipment and rooms available
Facilitate interviews and observations
Facilitate a tour of the premises
Receive feedback from Peers
Engage in communicative validation.

Peers
Collect data
Visit the premises
Conduct interviews and observations
Analyse and discuss findings in the Peer Team
Carry out a professional assessment and come itan@on conclusions
Give oral feedback to VET provider
Engage in communicative validation
Carry out meta-evaluation in the Peer Team.

Coordinating body
Optional: involvement in Peer Visits.

Phase 3 — Peer Review Report

VET provider/instituto
Comment on the draft Peer Review Report.

Peers
Write Peer Review Report and submit it to the BEoVider/institution
Receive comments of the VET provider/institutiorddinalise Peer Review Report
End of Peer involvement.

Coordinating body
Optional: receive Peer Review Report
Optional: involvement in writing or finalising th®eer Review Report.

Phase 4 — Putting plans into action

VET provider/institution
Decide to follow up the findings of the Peer Rewie
Plan improvement measures
Implement improvement measures
Plan and carry out the next Peer Review.

Coordinating body
Optional: involvement in the follow-up.

11



lll. European Peer Review Procedure — Preparation (BRhase
. 1 Getting started

1.1.1 Decision to undertake a Peer Review

Starting a Peer Review involves

the decision to carry out a European Peer Revietly high commitment by the management and other
important stakeholders,

the decision on whether the Peer Review should célve whole institution or only parts of it,
the decision on the aims and purposes of the PeeviBw,

the distribution of tasks and responsibilities inadling the appointment of a Peer Review Facilitasmd a
quality team, and

the decision on time and resources allocated to fheer Review.

Efficacy in terms of quality improvement dependstba cooperation and participation of the peoplevaolved.
From the start, a high commitment by managementédtor, department heads, etc.) must be ensuredt bu
also by staff (teaching/training and administratiyend other relevant stakeholders. This must alsoliide
explicit dedication to implementing procedures folhange as a follow-up to the Peer Review RepoRlirase 4
of the Peer Review procedure (Putting Plans inttigky.

Responsibility for the coordination of all activiis concerning the Peer Review should be assignedReer
Review Facilitator. S/he, as a member of staff,| i the link between the VET provider/institutioeviewed
and the Peer Team reviewing the institution. S/heosild be carefully selected because of the crucidé of
the Peer Review Facilitator.

I1.1.2  Decision on Quality Areas

The next step is to decide which Quality Areas dtidae dealt with in the Peer Review. The decisianthe
Quality Areas should be made by the managemengmeement with staff and other important stakeholdeif
possible. VET providers/institutions should onlyoolse Quality Areas over which they have an infleeror
an overview of the Quality Areas, please go to Gaay|l.

Issues that may be considered in the choice of Quakreas are:

Are there Quality Areas that are essential due &ional/regional/local, etc. quality requirementsnal
standards?

Are there Quality Areas that show examples of Ipgattice and excellence?

Are there Quality Areas that urgently need to beieaved, i.e. because problems have been detected?
Are there Quality Areas that are particularly imamit, i.e. because new developments are to be imitid?
Are there Quality Areas where innovation has tagtate, which calls for an evaluation?

Are there Quality Areas that are of particular inést to important groups of stakeholders?

The overall guiding principle for the selection Qfuality Areas is their relevance.

Additionally, feasibility should be taken into acuoat: the broader the range of Quality Areas to eviewed,
the more time and resources will be necessary lfiar teview. A policy of "small steps” will be suitab
especially for VET providers with little previouskiation experience. (These may also decide to ties

! Additionally, the issue of obtaining a EuropeandP&eview Certificate may be taken into accountwitl only be
relevant, however, if suitable structures (e.g. aardinating body) exist to supervise and monitorrBpean Peer Reviews
and to issue Certificates to VET providers who laxessfully conducted a Peer Review accordinigeaequirements set
out in this Manual (see also Chapter 1.8.2).
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procedure for parts of their institution only.) Fax Peer Visit of two days, it is highly recommenddeét no
more than two Quality Areas be chosenly very experienced Peers will be able to dedlhwinore Quality
Areas within this time-frame. Note that too many &ty Areas will either lead to a rather superfitia
evaluation or will force the Peers to narrow théarcus to selected topics within the Quality Areas.

Furthermore, it may make sense to include areaswhiave previously undergone internal evaluatioronder
to reduce the self-evaluation effort.

Additionally, special evaluation questions can leerhulated for the Peers: in addition to the Qualifyreas,
VET providers can give "assignments” to the Peersaly special attention to specific issues and gti@ss
that are of particular importance to the VET prasidThis will enhance the usefulness of the resulfghe
Peer Review.

11.1.3 Initial documentation and information

The basic decisions concerning the conduct of tleePReview should then be documented by the VET
provider in written format. The "Initial Informatio Sheet" serves as internal documentation and asmal
information for the coordinating body, the Peersther VET providers in the network, etc. The formsd be
filled out and sent to the coordinating body in gabtime, i.e. at least three months before the PeReview.

The "Initial Information Sheet" includes documenian of 1) contact information, 2) the starting sitation
and the decision to undergo Peer Review (and bymwliowvas taken), 3) the aims and purpose of the Pee
Review, 4) how it is to be organised, 5) the inteahdistribution of tasks and responsibilities, 6)naoverview
of the procedure and a time schedule (which stepl ne taken and when), 7) the Quality Areas, 8)rkher
Comments and 9) a list of possible Peers.

The forminitial Information Sheet can be found in the Tool-box.

I1.1.4  Optional: Coordination Meeting

If the Peer Reviews are organised as reciprocaévey or in a network of VET providers, a meetinguasen
the representatives of VET providers (and, if apgdiile, also the coordinating body) will improve théhole
process.

The following activities can be part of the agenda:
Introducing each other, short self-portraits of théET providers,
Expectations of VET providers, motivation of mamaget and teachers/trainers,

Information on and discussion of the Peer Reviewgadure (purpose, targets, process and activities,
resources and work-time for the persons involved),

Competence profile for the Peers, mode of selectibthe Peers,
Commitment of the management and the staff involved
If applicable: information and/or decision on thenivolvement of authorities,

If applicable: contractual relations between 1) théET providers and/or 2) the VET providers and the
coordinating body,

Further steps, time scheduling, questions.
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I1.1.5 Recommended: Contracts between VET providers ardira@ting body

If Peer Reviews are carried out on a larger scalis, sensible to put the duties and responsibilés of the
different parties into a mutual written agreemehimportant issues to be covered by such a contrags:

Purpose of the agreement,

Rights and duties, mutual expectations, conditioatnetwork partners (and coordinating body, if
applicable),

Aims of the Peer Review procedure,

Internal distribution of tasks and responsibilities

Costs,

Data protection,

Involvement of education authority (if applicable),

Action plan and responsibility for the implementati of the action plan,
Procedure, steps, time scheduling.

. 2 Selecting and inviting the Peer Team

Once the decision on conducting the Peer Reviewasdlection of Quality Areas has been made, th& VE
provider and/or the coordinating body become actiwerecruiting Peers. Preliminary information ongtPeer
Review procedure and the tasks of the Peers maseloe out to prospective Peers.

The Peers may come from other VET providers aetstlder institutions. The VET providers may suggest
suitable Peers. Alternatively, Peers can also stifapplications of their own accord. If a coordinaty body
does not exist or is only marginally involved, théET providers may also select and invite the Peers
themselves. The use of a standard application féomPeers is recommended.

Apart from the competences and experience of therBeavailability is an important factor in settingp Peer
Teams. Thus, the areas of expertise of the Peerst fitin with the Quality Areas to be reviewed waj at the
same time, the time schedules of Peers and VETigem/need to be compatible. The Peer Coordinatoutd
be selected with great care: S/he will be the kegrpon in the Peer Team with overall responsibifiy the
Peer Review process: communication and coordinatithe Peer Team, time management, relations vitib
VET provider, etc. If an Evaluation Expert is tddguthe Peer Review process, s/lhe must also beurts.

Further information on Peers and the Selection eEFs can be found in Chapter VIII.

A Peer Application Formcan be found in the Tool-box.

Either the VET provider or the coordinating bodpusld also inform the Peers of their duties and taskell in
advance and conclude a contract. Peers should floeeereceive the "Initial Information Sheet" as weas a
summary of what will be expected of them during theer Review. This information may also be attactved
formal invitation letter which should be sent outsasoon as the matching of Peers and VET providess h
successfully been carried out and a time schedalelfie reviews has been fixed.

A Model Contract Form for Peersan be found in the Tool-box.

?Inthe European Peer Review projects, the partrantiacts regulated these issues.
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To sum up, the selection and invitation of Peerwvdlves:
soliciting applications from Peers using a standagplication form,
selecting Peers according to their expertise andchang them with VET providers,
optional: recruiting an Evaluation Expert to guidlee Peer Review process,
nominating a Peer Coordinator,
setting up a timetable for the Peer Reviews,

sending out information to the Peers on 1) the PdReview procedure, 2) the VET provider they are to
review, and 3) their duties and tasks, and

concluding a contract with the Peers and sending an official invitation to the Peers.

. 3 Self-evaluation and Self-Report

11.3.1  Recommendations for conducting a self-evaluation

A sound analysis of strengths and areas for improest is a prerequisite for the Peer Review. A sysidc
self-evaluation of all Quality Areas selected foetPeer Review must therefore be carried out befloee
external Peer Review takes place and the resulth®felf-evaluation must be documented in a SeifpRrt.

The self-evaluation must be an investigation at ibstional level (or at the level of departments, fanches,
etc. of an institution) but may be preceded and qugrted by individual evaluations of staff, espedial
teaching staff. For the individual evaluations, @& Review procedure between individual teacheagftrs
can be introduced (cf. Gutknecht-Gmeiner, 2005t Pdnternational Research and Analysis).

No specific self-evaluation procedure is prescribmtthe European Peer Review. On the contrary, VET
providers are encouraged to make use of assessmaentgvaluations already carried out in order tooaV
duplication of efforts. Thus, if a self-evaluatidmas been conducted within a reasonable time (upwm
years) before the Peer Review, the results can $eduand need only be filled into the Self-Reporbrkareas
or criteria not yet covered, additional evaluatiomsust be carried out.

If a VET provider carries out a self-evaluation toe first time, recourse to guidance (and perhaglso
consultation) is recommended. Suitable guidelinesl dandbooks on how to plan and carry out self-
evaluations exist in abundance. To name only onamegle, which was created in European cooperatiaa, t
"European Guide on Self-assessment for VET providsedoped by the Technical Working Group on Quialit
VET can be recommended

111.3.2  Quality criteria for self-evaluation

The self-evaluation can be performed in differergys. VET providers may choose a suitable procedure
according to their interests, needs, and experienttes recommended, however, that a clear and sttured
procedure is employed, which focuses on relevaratliuAreas and evaluation questions. Apart frorclaar
commitment by management and staff, the respongib# and tasks involved in the procedure should be
transparent.

The procedure should
be conducted in a transparent and fair way,
involve all important stakeholders,
employ suitable evaluation methods, and
entail adequate sharing of information and results.

Feasibility of the self-evaluation in terms of timend resources must be ensured from the start.

° Ravnmark, Lise-Lotte (2003): A European Guide dfraSsessment for VET providers, Technical Wofkinogp on Quality
in VET; available, for example, frdrtip://communities.cedefop.europa.eu/qualiin English, German, French and
Italian.
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I11.3.3  Self-evaluation profile: assessing strengths andaar for improvement

During the self-evaluation, strengths and areas ifmprovement should be identified for the Qualityeas
reviewed. Actions to be taken for improvement shibalso be discussed and indicated in the Self-Repbr
SWOT analysis, for example, is a well-known, siapdetime-efficient procedure for obtaining a prédiof
performance in the Quality Areas chosen. Strengthd areas for improvement should be identified het
level of the criteria of the individual Quality Aes (cf. Chapter VII).

111.3.4  Self-Report

The Self-Report is the central document of the PRexiew procedure: it should contain all informatio
necessary to prepare the Peer Review. It must tftgeetackle all the topics to be evaluated durinhe Peer
Review.

While VET providers are free to chose their mettasdbprocedures for the self-evaluation, the SeHfpRrts
should be standard and uniform in order to promat@mparability. The description of the self-evaluati
results must be clear, concise and meaningful. Exik to buttress the assessments provided in thi-Se
Report should be furnished in an Annex.

A Self-Report Form which should be adhered to, can be found in thedl-box.

The first part of the report is an update of the itial Information Sheet, which contains all relevadata on
the Peer Review procedure. The second part congpaistescription of the VET provider and the study
programmes offered, the mission statement, statiatidata, and information on organisational issudhe
third part contains the results of the self-evaluan of the Quality Areas chosen. It should provide
assessment of the strengths and areas for improveraad also indicate special evaluation questioms the
Peers. The latter will help the Peers in targetitige Peer Review to the topics of particular relecarto the
VET provider. Additional documents can be attacimeain Annex.

. 4 Preparing the Peer Visit

I11.4.1  Tasks of the VET provider

After fixing the date for the Peer Visit and rectinig and inviting the Peers, the Peer Review Faaitir must
make sure that the Peers receive the Self-Repodt @hnecessary documentation no later than one riion
before the Visit.

I.4.1.1 Recommended: Meeting between the VET providertenBéer Team

It is highly recommended, that a meeting be orgamisbetween the VET provider and the Peer Teamdieror
to clarify questions from the Peers and discuss #&genda of the Peer Visit. This may comprise finaihg the
evaluation questions for the Peers, making decisiom the evaluation methods and on the groups of
stakeholders to be interviewed. Further informaticen be given to the Peers upon request. The outeah
the meeting is a detailed Peer Visit agenda.

I11.4.1.2  Drawing-up an agenda for the Peer Visit

A detailed and realistic agenda for the Peer Vidibuld be drawn up by the Peer Review Facilitafar. this
task, the Peer Review Facilitator should be aidgdhe Evaluation Expert and/or the Peers since tigenda
will reflect the kind of evaluation methods that Wibe used and what stakeholder groups will be ilweal in
the Peer Visit. Plan the agenda carefully to ensarsuccessful Peer Visit.

Examples oPeer Visit agendasan be found in the Tool-box.
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111.4.1.3  Local organisation of the Peer Visit

The local organisation of the Peer Visit is unddwa by the Peer Review Facilitator, who is respbolesior the
smooth running of the Visit.

The local organisation entails
selecting interviewees,
reserving rooms and equipment,
making a plan of the VET provider premises andipgttip signs giving directions (optional),
inviting interviewees,
informing and inviting other involved stakeholders,
preparing refreshments and lunch, conducting a tofithe premises, etc.

Rooms have to be suitable and free from disturbariee room should be reserved for the Peer Team
throughout the whole day for interim sessions byetPPeers. One spacious room should be reserveditdiry
and for the final meeting between the whole VETritagion and the Peer Team.

11.4.2 Tasks of the Peers

111.4.2.1  Preparing for the Peer Review

To prepare for the review, the Peers need
to read and analyse the Initial Information Sheend the Self-Report (and ask for additional inforrat,
if necessary),
to attend a pre-review meeting with the VET provifilecommended),
to attend Peer training,

to exchange opinions on the content of the Self-Repin the Peer Team and agree on evaluation topics
for the Peer Review,

to draw up an agenda for the Peer Visit togethethwihe Peer Review Facilitator,
to attend a pre-review Peer Team meeting (the dagteing before the Visit),
to prepare interview questions and criteria for @pgation.

I11.4.2.2  Peer Training Programme

Prior to the Peer Review, the Peers should undergBeer Training Programme” that prepares thentHeir
work as external evaluators (cf. Chapter VIII.7).

111.4.2.3  Preparatory meeting of the Peers and preparatorgtimg with the VET provider

It is vital that the Peer Team meets before the Wia order to get to know each other and to prepathe
Visit together. This will enhance team-building atite efficiency of team cooperation during the rewv. It
will make sense for the Peers to have read and ys&d the Self-Report prior to this meeting so thiatst
impressions can be exchanged and specific questionktopics for the Peer Visit can be discussed. If
possible, this meeting should also take place or tiiay before the first day of the Peer Review. Auddially,
the Peers may also meet with representatives of HET provider to be reviewed (cf. above, Chaptie4.n.1).
Providing an opportunity for a "Question ahswer Session" with the VET provider, usuallyasgted by
the Peer Review Facilitator, may greatly improve gnocess.

For efficient organisation of the preparatory adties, both meetings can also be scheduled on tlarse day
and, if possible, be linked to the Peer Trainingldally, the whole Peer Team attends the face-toefpart of
the Training Programme together. After or duringttiaining, the Peers are joined by the Peer Review
Facilitator (and perhaps other responsible stafftbé VET provider). Subsequent to the discussiah e
representative(s) of the VET provider, the Peersl tloeir team meeting.
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V. European Peer Review ProceduReer Visit (Phase 2)

IV.1  What happens during the Peer Visit?

During the Visit, the Peers conduct a brief and densed evaluation, which focuses on the Qualitya&re
chosen by the VET provider. The basis for the etadn is an analysis of the previously furnishedlfSeeport
and other relevant documentation. During the Vighge Peers check the accuracy of the findings oé thelf-
evaluation documents and conduct their own inveatign. All of this usually entails gathering addiinal
data.

Different evaluation methods can be used. Apartirthe analysis of the available documentation (wiican
be extended to encompass further written sourcesmédrmation during the Visit), the most common nfeids
are interviews and (focus) group discussions, all @& observations. The data collected must then be
analysed and discussed by the Peers. Initial feedtbia given to the VET provider at the end of thisit/
Depending on the aims of the Peer Review, the Résit can also be used for a more extensive excleang
between Peers and representatives of the VET peowidmprising elements of Peer consulting.

V.2 Collecting data

The most common methods used for collecting data ar

IV.2.1  Group and single interviews

Interviews are most often used in Peer Reviews. diheis to collect as much information as possilitem
different stakeholders. Interviews may be conducteith single persons or with groups of persons (aby
five to six, up to a maximum of about ten). Group4ll be fairly homogeneous most of the time (focus
groups), but groups with different stakeholder regentatives are also possible. For important stakdar
groups, like students/trainees and teachers/traisetwo independent interview groups can be orgadise
gather comprehensive feedback.

Who is to be interviewed?

Usually representatives of all relevant stakehotdgould be involved. The relevance of stakeholgfetups
depends on the Quality Area(s) reviewed. The V&Jiger will choose the types of stakeholders to be
interviewed and can be aided in this decision byetReers and the Evaluation Expert.

Groups of interviewees are usually
managers (head of institution, head of departmengsc.),
staff (teachers/trainers and other staff),
students/trainees,
former students/trainees, and
other stakeholders, such as representatives of gmtees, suppliers, social partners, parents, other
educational institutions, education authorigs, etc.

Invitation of the interview groups lies within theesponsibility of the VET provider whdor the sake of
validity — has to make sure that a representative choicemkrview partners is made within each group of
stakeholders. The Peers, however, should furnighrdiriteria for the composition of the interviewgups and
monitor compliance. When composing interview grougasticular attention must be paid to social aspsc
like formal or informal hierarchies, existing coiufls, diverse interest, etc., which can adverselfeat the
openness of the interviewees.

Forms folinterview Minutes and Interview Analysis for the Peers can be found in the Tool-box.
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IV.2.2  Tour of the premises

On an accompanied, on-site visit, the whole Peesiheor a Peer Tandem (the Peer Coordinator, who also
writes the Peer Review Report, should ideally beduded) assesses the infrastructure and equipmént.
addition, informal information can be collected duog this tour of the premises.

IV.2.3  Peer observations (in classrooms, laboratories kaloops, sports grounds, etc.)

During a Peer Visit, observations can also be edrdut. Classroom observations are most common but
observations can also be conducted during practicaihing, i.e. in laboratories, workshops, etc.nd in
other social situations (breaks, etc.)

If observations are to be carried out, they must peepared well. The aim(s) and the subject of the
observation must be defined in advance (togethethvthe persons reviewed, if possible) and a systéima
procedure for note-taking must be drawn up. In tassessment, the evaluations of the individual sitioas
must be aggregated so that conclusions will focustbe VET provider as a whole and not on individual
teachers/trainers.

Observations of specific teaching and learning eitiés can be linked to the tour of the premiseshich will
then take more time. Apart from the individual cE®om visit, which usually focuses on a certain ilmp
whole classes may be shadowed throughout a dayl ciesses may be visited for a short time.

IvV.2.4 Other methods

A wide repertoire of methods is possible in ordertie able to align the process to the aim and contef the
review. Apart from the most common central elemerita Peer Visit described above, other methodgsas
(short) questionnaires and surveys, collection aahlysis of relevant documents, shadowing, photioeo or
picture evaluation, role play, etc., may also be ployed.

IV.3  Analysing data

A preliminary analysis and assessment based orS&lé Report must be made by the Peers before th#.Vi
During the Visit, it is advisable to sort througha discuss the findings of the individual sessioasd
activities immediately afterwards. Peers should purhp to conclusions but carefully weigh the eviden
found and seek to gather additional informationfihdings are inconclusive. A communicative validetiof
findings — especially with learners, as the ultimate beneéides, or with the responsible managementan
also help to challenge earlier judgements and taaih a more comprehensive impression. In order tstid
analyse, and discuss the collected information,fai€nt time must be reserved for repeated exchamgéhe
Peer Tandems as well as for the final analysisheffindings in the whole Peer Team.

European Peer Review in practice: reserve time fanalyses

The experience of the Peers in the pilot phaseshaf Peer Review projects indicates that ample tifoe
analysis is crucial: if the Peer Visit agenda foesprimarily on collecting large quantities of datepo little
time is left for analysing and making sense of thdata. Peers feel overwhelmed, stressed, and fatistt
and experience difficulties when they have to cotoea final assessment. Thus, a balance must be ébun
between the requirement to glean comprehensive deden different stakeholders (cf. below,
"Triangulation™) and the need for a thorough anailysind discussion of the findings.

*If serious problems are detected which concerrirayke teacher/trainer, feedback should go directty person concerned
(and perhaps also the director) but must not be ntiened in the Peer Review Report.
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V. 4 Assessment and feedback

The central element of a Peer Review is the assessme. the professional judgement by the Peelsis
necessary to reserve ample time for the challengamsk of organising and distilling findings, judgntheir
reliability and relevance, discussing different gpectives and opinions in the Peer Team and arg\ah
common conclusions.

A final meeting of the Peers should be held beftine feedback session with the VET provider. In this
meeting, the collected data are reviewed and matther relevance and representativity. Important isss
may be selected and visualised on flip charts sattthey can be presented to the VET provider in the
feedback session. During the discussion meetingthefPeers, the different perspectives of the inaiual
Peer Team members should be taken into accours. iecommended that the Peers come to consensual
conclusions; statements of differing opinions shdwnly be given if no agreement can be reached. All
assessments must be substantiated.

A Quality Area Assessment Forroan be found in the Tool-box.

IV.4.1  Oral feedback

A very useful element is the feedback session & émd of the Peer Review, in which the Peers comoaia
their findings (and perhaps also their recommendas) to the reviewed institution. This also allovisr a
communicative validation - direct comments from timstitution, including the clarification of
misunderstandings or irrelevant conclusions - amdexchange between the Peers and the reviewed
institution.

Feedback can be fairly descriptive - merely desugilbhe findings of the Peer Visit - or it can invee
reporting an assessment, identifying strengths aar@éas for improvement. The latter will usually eetcase
in European Peer Reviefvs.

Giving and receiving feedback is, of course, achie task. On the one hand, Peers must be fully raanat
their responsibility to provide useful and criticéedback to the VET provider in a friendly andfpssional
manner. When assessments are presented duringrideedback session at the end of the Peer Vidigy
must be prepared and formulated with great careasmot to offend the representatives of the VET\ider
and cause conflicts.

Representatives of the VET provider, on the othemdy should neither start defending themselves aoguing
their case against the findings, but accept the fédigack as valuable information in their quest for
development and growth. Coming to a full understengdof the feedback should therefore be the focustiois
oral exchange.

Thus, both the Peers and the VET provider musabotate in the constructive handling of feedback.is
helpful if the staff of the VET provider reviewessames a self-confident stance which also acceptism.
The Peers need to refrain from any kind of sweemtadements or statements focusing on specific fpars.
An inoffensive form of language should be used Byravolved, descriptions should be as clear as gibte
rather than abstract; Peers should concentrate @h@aviour and not on assumed personal charactesstic
positive aspects should be mentioned alongside tiegative, and judgements and conclusions must beeola
on facts and observations.

A Checklist for the Peers on reflective and construave feedbackcan be found in the Tool-box. (see
Ground rules for Peers).

® Descriptive feedback will be given if 1) the VE®der explicitly asks for this kind of feedback By cultural attitudes
towards feedback and/or the lack of or negative expnce of the VET provider in the field of extereaaluation suggest
a cautious procedure.
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IvV.4.2 Final assessment

The final assessment should only be made by thedaker the feedback session (including the
communicative validation) so that comments and fbadk from the VET provider can be taken into actoun
The assessments and conclusions will be includeatérPeer Review Report.

IV.4.3 Recommendations

Recommendations are usually part of evaluation pdoces. In a European Peer Review, the Peers will
formulate areas for improvement in the Peer ReviReport as an indication to the VET providers thatian
should be taken in these areas.

Recommendations beyond this indicative assessmigmtilsl only be given by the Peers if the VET prowide

asks for them. If the VET provider does not seatoramendations from the Peers during the Peer Rethewv
should be clarified before the Peer Review — whem assignment for the Peers is defined — or at keiasdue

time before the feedback session.

If recommendations are desired, they can be preedrdand discussed during the Peer Visit in an open
exchange between the Peers and the representatifele VET provider. Such a discussion should ttoens
on mutual exchange and learning from good practice.

IV.4.4  Peer consulting

As has been pointed out before, useful feedbacthis central agent for quality improvement and mutua
learning in the Peer Review process. Feedback eandne-way communication but may also develop imto
dialogue between the Peers and the reviewed ingiito. In a discussion of strengths and areas for
improvement, the Peers may also suggest adviceastaim topics. This must be done carefully, thoudgheers
should focus clearly on the situation at hand andtriry to "proselytise” the reviewed VET provideradopt
solutions successful in their home institutions. &ig, Peers should only assume the additional rdle o
consultants if the VET provider expressly asks tkem

IV.45  What happens if the Peers make important findindsolr were not called for?

Although the Peer Review should focus primarilytiom Quality Areas chosen, it may happen that import
findings by the Peers concern issues which are emtered by the (chosen) Quality Areas. In this cabe
Peers and the VET provider should decide jointhhow to deal with these results. Although digressfofrom
the agreed topics should be limited, essential féadk should not be suppressed automatically if des not
fit into the previously agreed scope. Additionahflings can be presented merely orally (e.g. in tieedback
session) or, if all parties agree, could also ferttin the Peer Review Report as an addendum.

IV.5 Meeting quality standards

IV.5.1  Triangulatiofi

Using different methods and different sources ofdmnmation in the collection of data contributes tthe
quality of the evaluation in terms of objectivityreliability and validity. Soliciting diverse pointsf view from
different stakeholders during the Peer Visit wili@ble the Peers to gain a more accurate and congplet
picture.

® In social research, the approach of including @ifént methods and sources is called triangulation.
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IvV.5.2 Communicative validation

Communicative validation is also used in qualitatisocial research to enhance the validity of result
feedback on findings is systematically solicitedifn different stakeholders to challenge the datalected as
well as its interpretation. A communicative validah can be carried out whenever necessary in therPe
Review process, in most cases it will used in thaf stages of the Visit, e.g. shortly before, dag or after
the feedback session with the VET provider.

IV.5.3  Ground rules for Peers

Professional behaviour of the Peers is an essemiiglity requirement. They must assume a critidahse
while remaining open and sympathetic.

A list of Ground rules for Peersan be found in the Tool-box.

IV.5.4  Time management

Good time management is pivotal for the succesa &feer Review. A realistic Peer Review agendariast
since activities usually tend to take more time thglanned: if the agenda is too tight, any slightelay may
cause grave problems in the process (interview timeeduced, observations do not start on time, gndelays
add up, activities have to be postponed at shorttiaz, etc.). Agendas should therefore also inclusieme
time (such as extended breaks) to buffer delays.

During the Peer Visit, time-keeping is essentidlid the Peer Review Facilitator who is responsifoielocal
organisation— availability of interviewees and classes duringettata collection period, organisation of final
meeting, provision of catering and transport (if nessary) throughout the Peer Visit.

Last but not least, a high level of time-keepingdtiipline is required from the Peers. The Peer Gpator
(who may be aided by the Evaluation Expert) assuceasral responsibility for time management in thieer
Team. S/he must make sure that the time-frame of tigenda is respected, that the Peers are puncttradt
discussion sessions in the Peer Team are not otemeed, and that decisions are made, if problemiseayon
how to best use the limited time available.

V. 6 Duration of the Peer Visit

The duration of the Peer Visit depends on the sidehe VET provider, the scope of the Quality Araad the
time available. It is advisable to plan fairly shioYisits since 1) a Peer Visit will to some extedisrupt the
routine processes at the VET provider and 2) Pedrsiot be able to take leave for an extended padli of
time. Peer Visits of 2 to 3 days at the most areceoenmended.

23



V.7 Elements of the Peer Visit

A modelPeer Visitagendacan be found in the Tool-box.

IV.7.1  Optional: "Question and Answer Session"

If the Peers still need information or clarificatits from the VET providerconcerning the Self-Report, the
evaluation topics or other relevant issues, for exale— some time should be reserved for a "Question and
Answer Session" with the Peer Review Facilitatal/@nother representatives of the VET provider.

Ideally, this session should take place before theer Review, either in the meeting between Peeid 4B T
provider when the agenda is discussed or, altewelly, before or after the Meeting of the Peers dreteve of
the Peer Visit (if it is held at or near the VETqwider). If this is not possible, some time shoulik reserved
for questions and answers at the beginning of theelP Visit, for example during the welcome session.

IV.7.2  Welcome and first session with the VET provider

The Peer Review Facilitator welcomes the Peer a@dmakes sure that organisational preparationseéhav
taken place. The Peers introduce themselves to\MR institution. The Peer Review Facilitator giaes
summary of the purpose and target of the Peer Repeocess and the time schedule. Directors/departtme
heads may be present to welcome the Peers.

IV.7.3 Interviews, observations, on-site visit and analysh Peer Tandem

The interviewees (stakeholders, such as studeragfiees, former students/trainees, teachers/trainers
representatives of stakeholders, etc.) are intewa in groups of about 5 people for 45-60 minut&o not
prepare more than 5 or 6 interview questions fockayroup. If more people are included in intervigxoups,
either the number of interview questions must belueed or not everybody will be able to answer akt
questions due to time constraints.

To support the smooth running of the different aeities during the Peer Visit, it is advisable togh the
organisation of the interviews and the other actilds and draw up a chart showing who is to be
interviewed/observed by whom, when and where. Biggnisation chart can also be included in the Peer
Visit agenda.

ModelOrganisational charts for the Peer Visitcan be found in the Tool-box.

If observations are being carried out, observatiguidelines should be filled out, and analysed and
summarised after the end of the observation session

Sufficient time should be reserved for the analysfghe interviews/observations. For an hour of awiewing,
at least half an hour will be needed for a first alysis. Breaks must also be taken into account ider to
draw up a realistic agenda.

IV.7.3.1 Meeting of the Peer Team to carry out a first imat analysis of the findings

During the internal analysis, the Peer Team aimgéb an overview of the main results in order togpare the
final meeting with the VET provider. A structuredalission takes place, monitored by the Peer Coatdr or
the Evaluation Expert. Concise and meaningful fee#ltio teachers/trainers, other staff and managernien
prepared. In a two-day Peer Visit, at least threeurs should be reserved for this task.
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IV.7.4 Feedback session

As has already been pointed out, the final meetiagthe end of the Peer Visit is a vital element tfe Peer
Review. Its main purpose is feedback to the VEWVider and communicative validation of the findings.

All Peers should take part in the feedback sessibimey may all be active in communicating the feedka
(taking turns talking) or one person may be seledt® present the feedback usually this is the Peer
Coordinator. The Evaluation Expert may chair thalfimeeting.

On the VET providsrside, management and the Peer Review Facilitatoleast, should be present during
the final meeting. Participation can be extendedmknding on the internal strategy of the VET provide
Presenting the evaluation results to a large numbéteachers/trainers and other staff of the revied VET
provider can be helpful since it makes the wholeggss very transparent for all those involved ahére can
be immediate reaction. It probably also raises agrass of problems in an even more efficient wayrttza
written report alone ("paper is patient'.). Furthermore, dissemination of results within théET provider is
ensured. Yet such a large meeting is expensive @mag be an organisational challenge to the VET mtewi
Therefore other routes for disseminating the fingswithin the organisation may be pursued.

The Peers present the distilled findings and asegasts for every evaluation area (e.g. through vikisation
in a PowerPoint presentation, on flip charts, etcljeachers/trainers and management are invited to
comment. If Peer consulting is one of the principgims of the Peer Review, the meeting of the Peamd the
VET provider should be extended to encompass fudiseussions.

IV.7.5 Reflection on results and meta-evaluation of theopess

After the communicative validation, the Peers mé¢etrevise their findings and assessments. The Résit
ends with the Peer Team looking back on the Vishere are two aims for this final session of thegPe

Comments and questions of the final meeting havédoreflected upon and discussed again. Peer Teams
revise their assessment of the Quality Areas.

In a meta-evaluation, the members of the Peer Teaffect on their experiences, thus providing
indications for further development of the Peer Rawv procedure.

A sheet for documentation of theta-evaluation of the Peerscan be found in the Tool-box.
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V. European Peer Review ProceduReer Review Report (Phase 3)

The Peer Review Report is the final document. 84rB should contribute to the report. The writingpwever,
can be done by one or two persons with the otheePecommenting. It is recommended that the Peer
Coordinator, together with the Evaluation Experg kesponsible for producing the Report. UsuallyeiRe
should come to common conclusions and recommenaiatiorough discussion and argumentation; if this is
not possible, dissenting opinions can also be pretsa.

European Peer Review in practice: writing the repar

The pilot phases of the Peer Review projects cjesinbwed that the writing of the report should beasted
during the Peer Visit: once the Peers are backhirit usual working environment, finishing the reponay
be postponed for weeks and even months. In additidinect communication between the Peers is usually
not possible after the Visit.

It is therefore highly recommended that the Peersige at common conclusions during the Peer Visitia
that the main results of the Peer Review are alngauserted into the forms during the analysis phase
(Quality Area Assessment Form; Peer Review Refbdld any (usually minor) adaptations be necegsar
after the communicative validation with the VET pider, they should also be made immediately so that
apart from some finishing touchesthe draft Peer Review Report is ready at the efidhe Peer Visit.

A draft report is issued, on which the reviewed \fiEdvider should have the opportunity to give feemltk.
The final report should take these comments intmsimleration. In the European Peer Review, the fiRakr
Review Report is addressed primarily to the VEVigeo. All relevant internal stakeholder groups
(teachers/trainers, students/trainees, other staffc.) should have access to the report.

Additionally, the VET provider may also pass onPleer Review Report to relevant external stakehslde
and/or education authorities. Often, parts of theport (usually the summary) are also made accessibh
wider public, e.g. over the internet.

V.1 Structure of Peer Review Report

For reasons of consistency and transparency, ther Review should have the same kind of structurd an
format as the Self-Report. It should indicate stigths and areas for improvement and possiblif asked for
by the VET provider being reviewedecommendations.

The Peer Review Report contains:

Title, table of contents (glossary and abreviatigrisnecessary)

Data sheet

Short portrait of the VET provider (about 1 page)

Peer Review procedure

Assessment of Quality Areas

Overall assessment

Annex: e.g. agenda for the Peer Visit, interviewidglines, observation guidelines

01 B GV

ThePeer Review Reportorm can be found in the Annex.
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V.2 Principles for writing the Peer Review Report

After the Peer Coordinator (with the assistancetioé Evaluation Expert) has written the report, theers
revise it.

The report should provide a description of the fings of the Peer Review and an assessment of these
findings given by the critical friends (the Peersytrengths and areas for improvement are pointed and
conclusions are presented. If the VET provider agreecommendations can also be part of the report.

The report should only include results that haveehepresented to the VET provider (i.e. during the
communicative validation). The report should notntain any surprises for the VET provider. Nor stidhé
report include comments on individuals.

The draft report is read and validated by the VEStitution, which may comment on it.

V.3 From the Peer Visit to the final Peer Review Report
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VI. European Peer Review ProceduRatting Plans into Action (Phase 4)

Evaluations should always have an effect on prattieork: conclusions must be drawn and proceduoes f
change must be implemented (cf. TWG for Quality T 2004, 9 f.) in order to justify the time andfeft
invested in the review process. Putting the resutisthe Peer Review into action is thus theitical element
for the success of the Peer Review in terms of eysitic, continuous and sustainable quality improwarh It
lies within the responsibility of the management &nsure that the results of the Peer Review aredise
consistently (cf. also Chapter 111.1.1).

VI. 1 How to make sense of the results of the Peer Review

Making sense of evaluation results is usually ohéhe main challenges of systematic improvementfa¢ VET
provider level. In the European Peer Review, sdvaesnents of the procedure directly enhance thdidiion
of suitable goals and measures.

Areas for improvement will be indicated during tfeedback session and in the Peer Review Reponhiopeen
and understandable manner; the communicative véiiseof the findings and the possibility of a dialgue
between the Peers and representatives of the VBViger further deepen comprehension and appreciatb
the feedback. If deemed appropriate, recommendatifor the follow-up procedure can also be furnishsd
the Peers.

Additionally, the Peer Review process itself supgtine qualitative interpretation of the self-evahtion data
as well as of data collected during the Peer Vitlite feedback of the Peers should provide the VEWViger
with easily understandable and meaningful infornoatias to the future course of procedures for change

VI. 2 How to prepare procedures for change

For putting results into action, a systematic praseis proposed, based on the quality circle. It shd be
supported by a candid and comprehensive informapolicy ensuring that all relevant stakeholders leav
access to the results of the Peer Review. If pokssibn open debate within the organisation shouldeggede
the implementation of procedures for change. Alltbis will improve the quality of the decisions madand
enhance motivation and commitment within the VE®\pder.

VI. 3 How to proceed - a systematic approach to procedusgfor change

VI.3.1  Revision of goals

If possible, procedures for change should be plasheeoperatively within the VET provider. This slaostart
with the revision of quality objectives and planrgrbased on the results of the self-evaluation artfietPeer
Review.

The revision should encompass the strategic anddperational levels, which should be interlinked.
Attainment of operational targets should be posgbtithin a realistic time-frame of 6 months to 2-gears. It
is recommended that they be defined as SMART target
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VI.3.2  Clarifying resources and planning support

For putting a plan into action, it is necessary tarify the available resources and integrate thiampin the
whole development process of the institution. Indiwal and institutional needs have to be consideratien
doing this:

Which supporting forces exist and can be used?.(eajworks, teachers/trainers)

Which supporting structures can be activated? (ejgality groups, mutual class observations, mentgri
supervision, peer coaching, project groups, etc.)

Which financial, personnel (internal and externald time resources are available?
To which hindrances and stumbling blocks must aftembe paid?

How can we manage challenging situations?

How do we deal with resistance?

Do we need consultancy? Why? What for? Who couit& do

Do we need educational training, new methods or ramtion models?

Are training programmes for teachers/trainers shimand sufficient?

A realistic and motivating action plan and schedwaee drawn up, based on the information on resosread
support.
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VI.3.3 Action plan and implementation

The following guiding questions can be used whettiisg up an action plan:
How do we start? What are the next steps? Whapai@rities?
What do we have to do to reach the aim?
Are midterm aims and milestones adequate?
What resources (financial, personnel, time) areikalde?
Who is involved or takes responsibility?
Would it be convenient to appoint a steering group?
Who has to approve the action plan?
How can we communicate the action plan?

Development steps can be recorded in an action plan

VI.3.4  Evaluation of implementation — planning the nextéteReview

All development plans at an individual and institahal level call for another feedback loop. The kasion
must include the assessment of the achievementid targets defined. Guiding questions to determithe
success of the improvement measures may be:
How do we know if we have made progress? How dwark out whether we have reached our aims?
What criteria and indicators of success can be falated? Which feedback methods do we apply?
To whom are we held accountable? To whom do we tieaeport? Who reminds us to follow our aims and
our plans if we neglect them?

What positive consequences do we expect if we reaghaims? How do we reward ourselves if we reach
our aims? What consequences are there if we daeath our aims?

A self-evaluation of the implementation of procedsrfor change can again be complemented by external
feedback through Peer Revievstarting the next cycle of a continuous improvenigrocess.
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VII. Quality Areas

VIl. 1 Quality of VET provision and the definition of Quaity Areas

What is the "quality of VET provision"? The termdlity" is a generic term. Quality is context-depaent, i.e.
the concrete context has to be known in order tofuhe quality. A useful specification given by theeGhnical
Working Group (TWG) on Quiality in VET (cf. Faurs2h03) is to relate quality to the fulfilment ofyoals
connected with VET provision, i.e. to analyse rgadigainst expectations:

Thus, in order to determine what kind of VET primriss high quality and what is not, it must be cr what
the context-specific goals of VET provision arealS@an be found at different levels of the VETteyss and
vary to some extent from country to country andfndo/ET provider to VET provider. Thus, there isemeglly
accepted definition or description of the key quiglissues in VET.

The success of a Peer Review, however, dependsi@ther meaningful and relevant Quality Areas arape
reviewed or not. In addition, transparency and coangbility between different Peer Reviews can orgy b
ensured if a common framework serves as the pdinteparture.

Thus, a framework of Quality Areas has been defioethe European Peer Review procedure, which

comprises the crucial areas of a high-quality VEGvigler in a clear, practical and workable form,dan
which

covers most of the national Quality Areas of thefper countries, thus facilitating its use at a Eapean
level, and

serves as a tool for cross-reading different natibqquality frameworks, thus enhancing transpareaoyg
comparability within Europe.

VII. 2  Relation between the European Quality Areas for VEpFoviders and
institutional/national frameworks

The set of Quality Areas (including criteria andlicators, see below) should therefore by no meagydace
national frameworks. Instead, it is intended to spprt European cooperation in evaluation at VET joev
level: a framework with common Quality Areas camibed for facilitating transnational Peer Reviewdor
can serve as a point of comparison for reviewsiedrout in a national context.

Special national/institutional quality elements canf course, be added to this framework depending o

national and/or institutional demands. For purehational use of the European Peer Review procedure,
national frameworks can substitute the Quality Asgaoposed below.
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VII. 3  European Quality Areas for VET institutions

Thel4 Quality Areasproposed are:
Quality Area 1: Curricula
Quality Area 2: Learning and teaching
Quality Area 3:  Assessment
Quality Area 4: Learning results and outcomes
Quality Area b5: Social environment and accessipilit
Quality Area 6: Management and administration
Quality Area 7: Institutional ethos and strategidgmning
Quality Area 8: Infrastructure and financial resoes
Quality Area 9: Staff allocation, recruitment andwelopment
Quality Area 10: Working conditions of staff
Quality Area 11:  External relations and internatadisation
Quality Area 12:  Social participation and interamts
Quality Area 13: Gender mainstreaming
Quality Area 14:  Quality management and evaluation

These areas can be used for initial and continuMigT, the criteria and exemplary indicators, howgeddfer
in some Quality Areas according to the differenhddions in initial and continuing VET.

VII.3.1 Core and Optional Quality Areas

The 14 Quiality Areas for initial VET comprise fQuality Areas that relate directly to thé&ey businessof VET
institutions: the learning and teaching processeghey are thus calletCore Quality AreasSince these four
Quality Areas usually lie within the decision-madfipower at the institutional level, VET providen$ aver
Europe will be competent to act on the results ofternal assessment in these areas. In order to Hiigfht

their importance, these Quality Areas are positidrees the first four areas within the framework piaged for
quality at the VET provider level.

For a European Peer Review, it is recommendedathiaast one of the four "Core" Quality Areas bekked.

Thus, the4 Core Quality Areasare:
Quality Area 1: Curricula
Quality Area 2: Learning and teaching
Quality Area 3:  Assessment
Quality Area 4: Learning results and outcomes

The remaining 10 Quality AreaOptional Quality Areas are considered necessary for the operation of the
VET institution, they support the processes of tGere Quality Areas.

In the Leonardo Peer Review projectsFairopean Peer Review CertifiCatas only issued to a VET
provider/institution if at least Core Quality Arg@ad been Core Quality Area reviewed. The Certficalicates
all Quality Areas dealt with.
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VII. 4  The Quality Areas and the Quality Assurance Moddl the CQAF

As has been pointed out in the Introduction to thimanual, the European Peer Review procedure isdbase
the Quality Assurance Model of the Common Quadisprance Framework. Peer Review is proposed as an
innovative methodology for external evaluation dEV at provider level.

How do the Quality Areas relate to the Quality Assice Model of the CQAF?

1) The Quality Areas themselves can be directlyilaited to one of the elements of the model, e.glgmning,
implementation, evaluation and assessment, andewviln this way, the Quality Areas are related tdogical
framework of continuous improvement.

2) Furthermore, within the European Peer Revievegdare, all elements of the quality circle will be
considered in an integral and systematic mannethe assessment of the Quality Areas. Planning,
implementation, evaluation and assessment, andeevand procedures for change must be part of self-
evaluation as well as the Peer Review. This isriewre that there is a coherent and comprehensivalijy
strategy and a systematic link between evaluatiordamprovement. Since Peer Review should promote
continuing quality improvement, special emphaseslion the follow-up process.
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VII.5 How the Quality Areas are specified

VIIL.5.1 Criteria

Each Quality Area is clarified by a set of criteridnese criteria identify the key aspects of quglih the
relevant area. The criteria therefore represent theding principles for quality assurance and qtali
development efforts in the specific Quality Area.

In a European Peer Review, at least 2 criteria $tidae reviewed for each Quality Area selected. Harehe
list of criteria is not exhaustive, which means théurther criteria can be added, depending on indiual
needs. All criteria to be reviewed must be dealtiwin the self-evaluation and the Self-Report.

VII.5.2 Examples of indicators

Additionally, the criteria are further specified bipdicators which serve to exemplify the criterihey are
merely suggestions and are not prescribed for theopean Peer Review procedure. This means thatdary
be exchanged or complemented by other indicatdragicessary.

Some of the indicators are based on "hard" quarttita data, which can be measured and counted
statistically (e.g. drop-out rate). Some of them Mibe provided by the VET provider/institution imé Self-
Report. The majority of indicators outline "soft'Uglitative indications of the existence of certaiconditions
or trends. The "soft" indicators presented in thisanual are formulated in a precise way and prescrib
requirements for the fulfilment of the individuahdicator.

VII.5.3 Sources of evidence

This category is considered to be a support fortbtite VET institution and the Peers. The sourceswflence
indicate examples and suggestions as to where aow the specific requirements for the indicators che
allocated and documented.

The whole list of theEuropean Quality Areaswith criteria, indicators, and sources of evidencan be found
in the Tool-box.
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VIIIl. Peers

VIIl.1 Who is a Peer?

A Peer is a person
» who is an equal of or is on equal standing witlhé person(s) whose performance is being reviewed
» who works in a similar environment (and/or in ansilar institution)

» who is external (i.e. from a different institutim) and independent (has no personal/institutional
"stakes" in the evaluation process)

and

» who has specific professional expertise and kneage in the field (shares values, professional
competence and attitudes, language, etc.)

» who can thus bring a degree of “inside” knowledgéthe object of review into the process and combi
it with the external view of somebody comirfgom a different organisation (“external insider”)

Peers are sometimes also calledtical friends.

VIIl. 2 Core task of the Peers

The core task of the Peers is to come to an undemging of the particular situation of the reviewedET
provider/institution and to give critical feedbackRecommendations and solutions to problems shoulg o
be given if expressly asked for by the VET provider

VIIl. 3 Composition of the Peer Team

European Peer Reviews should be carried out bydedirh Peers. It is recommended that the overafiesiof
the Peer Team is an even number, because sets@P®ers (Peer Tandems) should be formed to conithect
interviews with the different stakeholder represatives. (If larger Peer Teams are employed, the benof
Peers should not exceed 8).

The composition of the Peer Teams depends on tigestiof the Peer Review since, first and foremd3gers
should have extensive expertise in the Quality Aregviewed. It is important to note, however, thahe team
as a whole must cover the expertise and experiamtpired and not necessarily any single team memiver
detail, a Peer Team for a European Peer Reviewdhounsist of experts with the following occupatiah
backgrounds:

At least half of the Peers should be "real" Pedrs, colleagues from other VET providers: teachemsiers,
counsellors, managers, quality experts, etc. THéBF professionals should have the following experti

1) in the review topics under scrutiny, 2) in teaofg and learning processes (at least 5 years of
teaching/training experience), and 3) in quality asrance and quality development procedures (i.eliy
management approaches, evaluation methods, ett.js hlso recommended that two of the Peers curtgnt
work as teachers/trainers.

Additionally, a stakeholder representative (or repentatives) can be included in the Peer Team. Paisr can
come, for instance, from "external cooperation pegts", such as institutions at other educationaMels (e.g.
lower secondary level, universities, polytechnidsdm the closely related business world (represtives of
enterprises) or from other relevant stakeholdembdur market experts, social partners, parents, etc
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It is recommended that one member of the Peer Tée@nable to assume the role of an "Evaluation Expert
with expertise in evaluation, moderation and comnation. This Peer may also come from an instituiid
background other than VET (e.g. evaluation, redeaconsulting, etc.). This person should, howevalso
have sufficient experience in VET since s/he wilfif both the function of a "normal” Peer and th&unction
of Evaluation Expert. The Evaluation Expert needbeorecruited from outside VET, a "real" Peer franother
VET provider, who has the required qualificationl @xpertise may also assume the role of the Evatumat
Expert.

VIIl. 4 Roles within a Peer Team

Within a Peer Team, the following roles should bled:
Peers
a Peer Coordinator
an Evaluation Expert
a gender mainstreaming expert
a transnational Peer (if applicable).

VIIl.4.1 Peers

The Peers analyse the Self-Report, draw up an atraluplan (who is to be interviewed, interview giglines)
and carry out the Peer Review (e.g. collecting imf@mtion, interviewing, analysing findings, givingeédback,
etc.).

VIll.4.2 Peer Coordinator

In addition to the tasks of a Peer, the Peer Coaralior is the leader of the Peer Team. S/he is thinpary
contact for the VET provider, coordinates and pltresactivities of the Peers and is concerned witie
moderation of the review process and time managem®fine is also responsible for the writing of thBeer
Review Report.

The Peer Coordinator thus assumes a central réihe 18eds a high level of competence in evaluatideam-
leading, communication, moderation, and time managgmt and must therefore be selected carefully.

VIIIl.4.3 Evaluation Expert

The role of the Evaluation Expert should also beared in the Peer Team to make sure that at least o
person has comprehensive expertise in evaluationdenation, and communication. This role can be assd
by the Peer Coordinator or one of the other Peerthie team.

If the Peer Team is not very experienced in evaimatthe Evaluation Expert will guide the Peer Teand
support the Peer Coordinator in her/his tasks. hig event, the Evaluation Expert can be responsfble
moderating the internal analysis meeting(s) of tiieer Team where the findings of the various Pead&ms
are discussed and the feedback to teachers/traipether staff and management is prepared. Furthemmo
the Evaluation Expert may moderate the final megti6/he may also assist the Peer Coordinator in the
writing of the Peer Review Report. If possible, tBgaluation Expert will also support the Peers vdfiecial
evaluation expertise in the preparation phase bgiating them in the drawing-up of interview guideles, for
example.

"The Peer Coordinator can be appointed either lyMET institution itself or by the coordinating bgarganising the
Peer Review.
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VIIl.4.4 Gender mainstreaming expert

It is highly recommended that one Peer with spea@abertise in gender mainstreaming be included lret
Peer Team. The gender mainstreaming expert ensusegender aspects are duly considered throughibat
process, i.e. from the planning of the review thrgli data collection and assessment to feedback and
reporting.

VIIl.4.5 Transnational Peer

Employing a transnational Peer is optional. Foransnational European Peer Review, though, recmié
transnational Peer is a requirement.

On the one hand, inviting a Peer from another cogntan be a very enriching experience for all pasti
involved — the transnational Peer, the VET provided the other Peers. Confronting one another with
different systems and practices can enhance muteatning and innovation transfer. Additionally, the
independence and evident distance of a transnatioBeer often stimulates a special atmosphere of mpess
and critical reflection.

On the other hand, including a transnational Peequires careful preparations and certain conditimmsthe
part of the VET provider and the Peers. First &fall parties involved must be aware of the additial efforts
necessary: the language question, in particulareds to be considered carefully as must the diversit VET
systems and cultural differences. Inviting a trarsional Peer usually also calls for extra fundirfgr
travelling, for example, or for translation costs.
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VIII. 5 Required competences and expertise of Peers

Peer Teams as a whole should thus have expertise
in teaching and learning,
in quality assurance and development, and
in the Quality Areas under scrutiny.

In addition, one Peer should have expertise in gendhainstreaming and one Peer should have the
competences to fulfil the role of Evaluation Expefs the Peer Review procedure presented in thiaunahis
designed as a transnational instrument, it is recomanded that at least one Peer from abroad is engadeor
the selection of a transnational expert, transnatial experience, intercultural competences, and laage
skills are essential.

Thus, additional requirements are
expertise in gender mainstreaming,
expertise in evaluation, and
transnational experience.

VIIl. 6  Applying to be a Peer

The manual also provides an application form forso@s who are interested in becoming a Peer ancehhe
relevant expertise. Peers who want to take pargifturopean Peer Review are required to fill out ammit
this application form.

A Peer Application Formcan be found in the Tool-box.

VIII. 7 Preparation and training of Peers

Peers are obliged to analyse the VET institutso®elf-Report and contribute to the preparationtbke Peer
Visit by attending meetings with the VET provideidathe other Peers, by setting up an agenda for theer
Visit and by formulating evaluation questions fdre Peer Review.

Prior to the Peer Review, Peers should also undar{feeer Training Programme" that prepares thentHeir
work as external evaluators. The training progransineuld introduce Peer Review as an evaluation
methodology, explain in depth the different phasesthe Peer Review, and clarify the role and taskghe
Peers. Additionally, training in quantitative andu@litative data analysis and in qualitative evaluai
methods (e.g. interviews and observation) may beyided if needed. Training in soft skills, i.e. siat,
communicative and moderation skills should complétraining programme.

If face-to-face training is possible, the Peer trahg may also be used to support the Peers in thregaration
of the Peer Visit, i.e. to provide guidance in thenalysis of the Self-Reports and/or counsellingtte
preparation of the review design and the Peer Vigienda (e.g. which methods to use for which topiego
to interview/observe, how to prepare questions foterview guidelines or grids with criteria for obsvations,
etc.).
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European Peer Review in practice: Peer Training

In the project “Peer Review in initial VET”, theaining of Peers generally took 1.5 — 2 days andluzd
two complementary sections:

» aweb-based training programme for the Peers flyydthat could be accessed from the project website
yand

» aface-to-face training workshop for Peers (0.9 -day) that also served to prepare the Peer Vasid
therefore usually took place on the day beéothe Peer Visit (lower travel costs; cf. also thee-review
Peer Team meeting). This meeting also oftktke Peers an opportunity for team-building.

In the project “Peer Review Extended II”, a two-diace-to-face Peer Training Programme has been
developed which the Peers had to undergo. In thigining, all necessary knowledge, skills, and
competences to conduct a Peer Review in a professimanner and according to the quality criteria
set out in the European Peer Review Manual weraiitag to the Peers. In addition, the training
facilitated team-building in the Peer Team and anjopreparation of the Peer Visit

VIIl. 8 Liaison with the Peer Review Facilitator

The primary contact person for the Peer Team duttiegwhole process is thBeer Review Facilitator.S/he
should make additional documentation accessiblerupegquest and is responsible for the organisational
preparation and conduct of the Peer Review (invitatof persons to be interviewed, reservation obras and
other facilities needed, logistics during the rewie etc.). Thus, the facilitatols core role is to ensure that the
channels of communication between the VET providstitution and the Peer Team (mainly in the persoh
the Peer Coordinator) work effectively. The faaiiitr is not a member of the Peer Team and will nmike
assessments about the topics under scrutiny. S/hewd not be present during interviews or duringémnal
discussions of the Peer Team.
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X. Glossary

Common Quality Assurance Framework (CQAF)

The Common Quality Assurance Framework (CQAEEehaddveloped by the Technical Working Group on
Quality, a high-level European working group, fallog a mandate from the European Commission.

The CQAF constitutes a European reference framéwensure and develop quality in VET, building the
key principles of the most relevant, existing, quslassurance models.

The CQAF comprises:
a model (4 common core criteria)

a methodology for assessment and review of systéhgsemphasis has been given to self-assessment,
combined with external evaluation;

a monitoring system: to be identified as appropmaat national or regional level, and possibly coméd
with voluntary peer review at European level,

a measurement tool: a set of reference indicatomrmiag at facilitating monitoring and evaluation by
member states of their own systems at national egional levels.

The model presents the 4 common core criteria faalily assurance: Planning, Implementation, Evalaat
and Assessment, and Review (feedback and procethiresange).
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Communicative Validation

Communicative validation is used in qualitative Edecesearch to enhance the validity of resultsei@back on
findings is systematically solicited from differestakeholders to challenge the data collected adlas its
interpretation. A communicative validation can barcied out whenever necessary in the Peer Reviewgss;
in most cases it will be used in the final stage$ e Visit, e.g. shortly before, during or aftetie feedback
session with the VET provider.

Coordinating Body for Peer Review

If a suitable structure and sufficient funding isvailable, the coordination of the Peer Review netlwoan be
carried out by a competent organisation/unit. Fdre purpose of this manual, this support structurd e called
the "coordinating body". Establishing such a bodyrécommended for the management of complex (tratisnal)
Peer Review networks.

The coordinating body can be central to the coortion and organisation of Peer Reviews. It can lither a
coordination unit set up by a network of VET praril the staff of a (publicly funded) pilot projeain Peer Review
or a (more or less) independent Peer Review agestablished by education authorities.

The degree of influence and the scope of the taskthe coordinating body may vary, depending onsest-up: it
may process applications from Peers, select the$aecording to a predefined profile, match the \fEdviders
with suitable Peers, draw up a timetable for thevigevs, collect and forward information, organisesPtraining
and provide consultation for the VET providers thglout the whole process.

"Critical Friends"

Synonym of "Peers".

Formative Evaluation

Formative Evaluatiiis an ongoing evaluation that serves the purpodearaproving (“forming") the
evaluation object, which may be, for example, a @ua\rea, an entire organisation, a programme, @ject,
a product, an intervention, a policy or a persom the case of the European Peer Review, a formative
evaluation is carried out of certain areas or defpaents of VET providers/institutions.

The main focus of a formative evaluation is to soppfurther improvement and sustainable development
(whereas a summative evaluation is geared towargsity assurance and control). It can be used to
exchange and share information and to provide femdbto staff, students/trainees, participants andteer
persons involved. In the European Peer Reviewrésellts of the formative review are addressed priipdo
the reviewed institution, to be used for internaluglity development.

Evaluation Expert

The Evaluation Expert is a Peer with additionalklezlge and expertise in evaluation. In addition the activities
of a Peer, s/he will support the Peer Team in prapginterview questions for the Peer Visit, s/hélmoderate
the internal discussion sessions of the Peer Teannd the Visit and also the communicative validatisession
with representatives of the VET provider at the efidhe Visit. S/he may also coach/assist the P&ordinator in
the writing of the Peer Review Report.

Management of a VET Provider

Person(s) responsible for managing the institutidghese can be the directors, principals, generalmagers,
etc. plus department heads and other managers (irgancial, quality managers, etc.).

® Cf. Glossar wirkungsorientierte Evaluation, Urivat Institut fiir Evaluation Dr. Beywl & Associat&mbH, Kéln (2004)
and Nancy Van Note Chism: Peer Review of TeactB9§)
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Peers

Peers are mostly colleagues from other VET prayingtitutions (teachers/trainers, managers, coutises, other
staff). They are external but work in a similar @nment and have specific professional expertisd &nowledge
of the evaluated subject. They are independent dpersons of equal standing" with the persons whose
performance is being reviewed.

Peers are sometimes also called "critical friends".

Peer Review

Peer Review is a form of external evaluation while fim of supporting the reviewed vocational educatand
training institution in its quality assurance anduglity development efforts.

An external group of experts, known as Peers, Vi@ to judge the quality of different fields oftte institution,
such as the quality of education and training prsian of individual departments or of the entire aagisation.
During the evaluation process, the Peers usuabit the reviewed institution.

Peer Review Facilitator

The Peer Review Facilitator is the person respda$dy the organisation and the smooth running dfi¢ Peer
Review at the VET provider/institution. S/he wibe to it that the Peers are selected and invited dlue time,
that the Self-Report is ready and forwarded to tReers and that the Peer Visit is prepared. S/hd bél also

the primary contact person for the Peers during thleole Peer Review procedure.

Peer Review Report

The Peer Review Report is a written documentatittihe Peer Review. It is drawn up by the Peers. alsu
the Peer Coordinator, with the help of the EvaluatiExpert, will write the report on the basis of tes taken
by the Peers, internal discussions among the Pemd the outcomes of the communicative validatioril A
Peers will contribute to the report and the Peerafie as a whole is responsible for the Peer ReviepoRe

Peer Tandems

Peer Tandems are pairs of Peers. For all activitiecerning data collection it is recommended thato Peers
be present at any given time. This is an importgriecondition for a fair and equitable process sineéth

two peers involved, the probability of subjectiveaa arbitrary judgements can be reduced substantiall
(principle of dual control). Two persons will alk@ able to take in more than one person. In pragijchis
means that the Peer Team splits up into pairs —PEendems — and carries out different activitiesthe
same time, thus making the process more efficient.

Peer Review Network

Peer Reviews are very often carried out in netwofREET providers/institutions. This network mayadeen
established for the purpose of conducting Peer Bwsior, alternatively, an existing network may halerided to
carry out Peer Reviews. Peer Review Networks gae arvaluable means of exchanging good practiakwaorking
jointly on the improvement of the whole sector oEY.

Provider/Institution of VET

In the Peer Review Manual, the term "VET providetifution" is used to encompass the institutionshe are
responsible for quality assurance and developmeimarily at the vocational education and trainingstitution
level but also at the level of the maintaining ingtition if this is where quality assurance and ddopment are
coordinated. Throughout the manual, the terms "\pEdvider" and "VET institution" are used synonymgpus
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Quality of Vocational Education and Training

“Quality” is a generic and context-dependent terthcan be equated with the fulfilment of goals. lother
words, quality is the experienced reality measuegghinst expectations (goals). For the European Fsriew
procedure, important Quality Areas have been defittegive an indication of what quality in vocaticad
education and training is about.

Self-evaluation of a VET provider

Self-evaluation is an evaluation carried out by tM&T providers themselves. It is an important apptofor
fostering quality assurance and quality developmetrdn institutional level throughout Europe. ForReer Review
to take place, a self-evaluation must first havedsecarried out. Results of the self-evaluation aeimportant
basis for the Peer Review. They are usually doctedén a Self-Report.

Self-Report

The Self-Report comprises the findings of the si&luation of the VET provider carried out priorthe Peer
Review. It is the basic document for the Peer Rexie

Summative Evaluation

Summative evaluatidraims at arriving at final conclusions concerningality and usefulness of the
evaluation object, which may be, for example, a @ya\rea, an entire organisation, a programme, gject,
a product, an intervention, a policy or a persorurBmative evaluation is geared towards quality cohtand
external accountability. It often uses quantitativand comparative information to make recommendadion
possible actions, such as retaining, enlarging educing the evaluation object. Summative evaluatidhus
also support the process of decision-making by tedi authorities and funding bodies.

Stakeholders (in VET)

Stakeholders in VET are
students/trainees,
staff (managers, teachers/trainers, counsellorsdatministrative staff),

enterprises (as cooperation partners in the proweisiof initial VET, as prospective employers iniaitvVET
and as main beneficiaries in continuing VET),

educational institutions leading to VET (institutis of compulsory education) or taking in graduafesm
VET (post-secondary/secondary sector of education),

parents,
social partners,
vocational education and training authorities, etc.

The inclusion of various relevant groups of stakieleos in the whole review process is highly recomoed.
First of all, high-quality evaluation calls for thivolvement of stakeholders in the proc&sSecondly, the
importance of stakeholders in quality assurance deglelopment has repeatedly been emphasised as an
important aspect of European and national VET golic

° Cf. Glossar wirkungsorientierte Evaluation, Urivadinstitut fir Evaluation Dr. Beywl & Associat€snbH, Kéin (2004)
and Nancy Van Note Chism: Peer Review of TeactB9§)

°Cf. the Standards for Evaluation of EducationalgPammes of the Joint Committee on Standards fordational
Evaluation (1994).
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Students (of VET)

The term "students" is used to denote the particiga in initial vocational education and training. y$1onyms
are: pupils, learners.

Trainees (of VET)

The term "trainees" is used to denote the particiga in continuing vocational education and training
Synonym: learners.

Triangulation

In social research, the approach of including diéat methods and sources is called triangulatiorsirg)
different methods and different sources of inforrmat in the collection of data contributes to the aality of
the evaluation in terms of objectivity, reliabilityand validity. Soliciting diverse points of viewdm different
stakeholders during the Peer Visit will enable tReers to gain a more accurate and complete picture.
VET

VET is the acronym fombcationalEducation andTraining".
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XI. European Peer Review Network: Partners of the taj§cks “Peer Review
in initial VET”, “Peer Review Extended”, and “PReriew Extended II”

Austria

Osterreichisches Institut fir Berufsbildungsforsagu
(6ibf) (Project Management/DP/CP)

Austrian Institute for Research on Vocational Traf
www.oeibf.at

Institut fur Hohere Studien (IHS) (DP)
Institute for Advanced Studies, Employment-
Qualification-Innovation (EQUI)

www.equi.at

Hertha Firnberg Schulen fur Wirtschaft und Toursmu
(OP)

Hertha Firnberg Schools for Business and Tourism
www.hertha-firnbergschulen.at

Hohere Technische Lehr- und Versuchsanstalt fitil-Tex
industrie und Datenverarbeitung Spengergasse (OP)
Higher Technical Federal College and Researchutesti
for Textile Industry and IT

Www.spengergasse.at

TGM Ho6here Bundeslehr- und Versuchsanstalt WigbR20
Institute of Technology Vienna

www.tgm.ac.at

Bundeshandelsakademie und Bundeshandelsschulel®/igP)

International Business College (ibctjetzendorf
www.ibc.ac.at

Berufsschule fur Verwaltungsberufe Wien 5 (OP)
Vocational School for Business Administration
www.bs-wien.at

Hohere Bundeslehranstalt fir Mode und Bekleiduraistik sowie
fur kiinstlerische Gestaltung HerbststraRe (OP)

College of Fashion and Dressmaking, College ofaAd<Crafts
www.herbststrasse.at

Czech Republic

Narodni Ustav odborného vzdelavani (NUOV) (CP/DP)
National Institute of Technical and Vocational Edtion
WWW.NUOV.CZ

Denmark

Syddansk Erhvervsskole Odense-Vejle (CP/OP)
SDE College
www.sde.dk

Kold College (OP/DP)
www.koldcollege.dk

Erhvervsskolen Nordsjeaelland (OP/DP)
College of Technology and Business North Zealand
www.esh.dk

Finland

Opetushallitus (OPH) (CP/DP)
Finnish National Board of Education (FNBE)

www.oph.fi
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Ravintolakoulu Perho (OP)

Helsinki Culinary School

www.perho.fi

Jyvéaskylan ammattiopisto, Palvelualojen oppilai{@)
Jyvéskyla Catering Institute

Www.jao.fi

Eteld-Karjalan ammattiopisto (OP)

South Carelia Vocational College
www.ekamo.fi

Germany

Univation — Institut fir Evaluation Dr. Beyw! & Assates GmbH (EP)
Institute for Evaluation Dr. Beywl and Associatesli
Www.univation.org

Berufliche Schulen Odenwaldkreis (BSO) (OP)
Vocational Schools Odenwaldkreis
www.bso-michelstadt.de

Hungary

Pécsi Tudomanyegyetem Fdtképzési és Emberi Borras Fejlesztési Kar (CP)
University of Pécs, Faculty of Adult Education ahgiman Resource Development
www.pte.hu

M & S Consulting Tanacsadd, Szolgaltatd és Kereésded CP)

M & S Consultancy, Service and Trading Ltd.

Hansagi Ferenc Vendéglatdipari és IdegenforgalekiSkola és Szakkdzépiskola (OP)
Ferenc Hanséagi Technical and Professional Scho@ldtering and Tourism
www.hansagi.sulinet.hu

Italy

Istituto per lo Sviluppo della Formazione Professite dei Lavoratori (ISFOL) (CP)
Institute for the Development of Vocational Traigifior Workers
www.isfol.it

Federazione Nazionale Centro Nazionale Operea@aledrormazione Aggiornamento
Professionale (CNOS-FAP) (OP)

CNOS-FAP National Federation

Www.cnos-fap.it

Istituto Professionale per I'Industria e I"Artigiao (1.P.S.I.A) Monza (OP)
WwWw.ipsiamonza. it

Istituto di Istruzione Superiore “don Milani-Depér(OP)
Vocational Institute of Administration, Tourism anheisure, Social Services and Arts
www.mide.it

Centro Italiano Opere Femminili Salesiane - Forom&zProfessionale (CIOFS-FP) Puglia (OP)
www.ciofsfppuglia.it

Netherlands

ROC Aventus (CP/OP)
Regional Training Centre Aventus
www.aventus.nl

Portugal

Instituto de Soldadura e Qualidade (1ISQ) (CP)
Welding and Quality Institute

WWW.isg.pt

Centro de Formacéao Profissional para o Comércime (€ECOA) (OP/DP/CP)
Vocational Training Centre for the Trade

Www.cecoa.pt
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Romania

Institutul de tiin e ale Educé&ei (ISE) (CP)
Institute for Educational Sciences
WWW.iSe.ro

Colegiul Tehnic de Posta si Telecomunicatii “Gmgit (OP)
“Gh.Airinei” Technical College of Post and Telecamoation
www.ptcbuc.8k.com

Universitatea Politehnica Bucuresti
Polytechnic University of Bucharest (PUB)

www.pub.ro

Slovenia

Andragoski center Slovenije (ACS) (CP/DP)
Slovenian Institute for Adult Education (SIAE)
WWW.Aacs.si

Spain

Direcci6é General d'Ensenyaments Professionalstiésti Especialitzats, Departament
d'Educacio, Generalitat de Catalunya (CP/DP)

Ministry of Education (Catalan Government), Gerniaction of VET and Lifelong learning
www.xtec.es/fp/

IES Quercus (OP)

Secondary School Quercus

WWW.iesguercus.com

Switzerland

Erziehungsdirektion des Kantons Bern, Zentralstélid_.ehrerinnen- und Lehrerfortbildung,
IPS “Intensivprojekt Schule”

Educational Directorate Bern

www.erz.be.ch

Turkey

Canakkale Onsekiz Mart Universitesi (COMU) &BMilih Bakanlyy (CP/DP)
Canakkale Onsekiz Mar University & Ministry of &dhrc
www.comu.edu.frwww.meb.gov.tr

United Kingdom (Scotland)

Aberdeen College (OP/CP/CP)
www.abcol.ac.uk

CP — Coordinating Partner
DP — Development Partner
OP — Operative Partner
EP — Evaluation Partner
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